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Word Fundamentals

Practice Lessons

e Customize the ribbon and quick access toolbar
e Create a cover sheet

e Text formatting

e Add headers, footers and page numbers

e Create an outline

e Create a tabbed list

e Divide text into columns

e Create a Table

e Create a project timeline using SmartArt

e Create an organization chart using SmartArt
e Create a pie chart

e Comments and track changes

e Create a table of contents and an index

¢ Send emails using Mail Merge

e Comprehensive project
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Lesson 1: Customize the Ribbon and Quick Access Toolbar

The Microsoft Office applications give you the ability to create your own Tabs and Groups on the Ribbon
and to add and delete tools from the Quick Access Toolbar. This helps you get things done faster and
eliminates the need to remember where your most commonly used tools are located. In this example,
we’re going to create two Tabs. The first one will be called “Business Letters” and we’ll create a Group
that includes the Email, Bullet and Table tools. The second Tab will be called “Newsletter” which will
include the Insert Picture, Font Color and Text Box tools.

1. Click on the File tab, then click on Options.
2. Click on Customize Ribbon, New Tab.

Ward Options ? X

General E%] Customize the Ribbon and keyboard shorteuts.

Display
Choose commands from: i Custornize the Ribbon: i
Proof
roenng Popular Commands - Main Tabs -
Save
Language i Accept Revision - Main Tabs
Add Table , [JBlog Post

Ease of Access

[ Insert (Blog Post)
Outlining
Background Removal
Home

Insert

[ Draw

Design

= Align Left
EZ Bullets v
= Center
3= Change List Level »
[ Copy
& Cut
Define New Mumber Format...
>».S:‘ Delete
] Draw Table
I=] Draw Vertical Text Box
B2 Email
Find
L1 Fitto Window Width
Fant
A Font Color 4
Font Settings
Font Size
ab Footnote
Format Painter
A" Grow Font
+I.;‘ Insert Comment
>H Insert Page Section Breaks 4
E3 Insert Picture
IZ] Insert Text Box
1= Line and Paragraph Spacing L=

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Help

NewTab | | NewGroup | | Rename...

Customizations: | Reset ¥

Keyboard shortcuts: | Customize..,

Import/Export = |G

Cancel

3. New Tab and New Group will appear. Right-click and rename the Tab “Business Letter” rename
the Group “My Tools”:

Footnote

Format Painter

Grow Font

Insert Comment

Insert Page Section Breaks L4
Insert Picture

Insert Text Box

Line and Paragraph Spacing L

i St A VETA Y

Keyboard shortcuts: | Customize...

= Ne\;Tab -(Eustom]

MNew Group (Custom)

[ Draw
Design
Layout
MNew Tab New Group
Customizations: Reset *
Import/Export

OK

Add Mew Tab
Add New Group
Rename

Show Tab
Remove

Move Up

Mowve Down

Cancel
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4. Repeat these steps to add a Newsletter tab.

5. From here, you can use the Add button to add to tools to each group. Click OK when finished.

Customize Ribbon X
C w Number Format
Quick Access Toolbar vJ
! B
Add-ins
IZI ext Bo
Trust Center %
Fo
A , » << Remove
A Font setting:
2
ab of
S Format Painte
A t
¢ Insert Comment
> Insert Page Section Breaks »
E3
IZ] Insert Text Box
1= Line and Paragraph Spacing 4
@ Link
> Maceos =
Keyboard shortcuts Customize...

B Comments
@ Header & Footer

Letters (Cus
B My Tool

Is (Custom)

82 Email

tom

ES Insert Picture

@ [ Reference
New Tab New Group
Customizations Reset v

Import/Export ¥

Rename...

oK Cancel

6. You can now see where the two new tabs were added to the ribbon. You could have also created
one Tab with multiple Groups; here’s an example of a New Tab called “My Tools” that has four

groups in it.

File Home Insert My Tools Design Layout References Mailings Review View Developer Help
— = i i — ™
il | Eﬁoﬁ o © [ (2 = & oH
Email Bullets Mew  Format Breaks Link Mew Blank Line and Paragraph Draw Paragraph Print Preview Paste Save
@ Comment Painter ~ Document Spacing Text Box and Print <
Eusiness Letters Mewsletters Flowcharts and Diagrams Eusiness Flyers
L i 1 g L B S R SR B R
7. To customize the Quick Access Toolbar, click on mE o -
the down arrow and choose More Commands. —— :
Choose the Commands you want to add and click oot ASTmRSI UG AT Ve Devlore
OK. To see the Quick Access Toolbar icons more Nha By, L aasbeene] A
clearly, you can move it to the bottom of the B-#-A+yv opn |H . T Normal | T
Ribbon by selecting the Show Below the Ribbon v Save .
option: Email o 1
Cuick Print
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Editer (F7)

Read Aloud

Undeo

Redo

Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbog
Customize Quick Access Toolbar
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Lesson 2: Create a Cover Sheet

In this lesson, we will input a cover sheet into a Word document. By using the tools that are already
available, you can save time and save the cover sheet as template.

1. Click on the Insert tab and choose Cover Page from the Pages group.

nin X )/ = Lesson 1Create a Cover X

Developer  Q Tell me what you want t

E 1 x |_ O leg (A 7 ) = 1l o, @see AV :i ‘é‘o |

Cover Blank Page Table Pictures Or:hne Shapes Icons SmartArt Chart Screenshot | g\ Add-ins = Wikipedia On‘;me Hyperlink Boo
ures b > Video

Pag% Page Break - Pic
Buift-in - Add-in: Media

° s

Let’s say in this example we’re creating a business proposal for a business called Midwest
Communications and that we’ll choose the Filigree Design as the design we what to start with and
customize it.

2. Delete the clipart images, then we’ll click on the Placeholder for the title, and type in the words
“XYZ Company”. Press the Tab key, then add the subtitle, which we’ll call Statement of Work.

[DOCUMENT TITLE] » XYZ COMPANY

ument subtitle

3. Click on the placeholder for the date, which opens a calendar. This placeholder allows you to
select the date using a calendar. Let’s say for example the meeting is scheduled for next
Tuesday, so we can select that date from the calendar and insert it.

iDate
[DATE] | ~
4 March, 2017 }h

Su Mo Tu We Th Fr Sa

12 3 4

5 6 7 8 910M

12 13 14 15 16 17 18

19 20 21[ 22| 23 24 25
26 27 28 29 30 31

Today
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4. Type the company name; in this example we don’t want the company address on the cover
sheet, so we'll click on it twice to delete it.

(€34

MARCH 28, 2017
e SAqdvrgs.s' ka UTION
O [Company address] | b

5. In the center of the document we want to add a picture, which can be done by clicking on the
Insert tab, then choosing a picture file from your hard drive on your computer or from the Online
pictures option. For this example, we’ll double-click on the photo called “retail” (Lesson 2.retail).

C | & Secure https://fast.wistia.net/embed/iframe/7p&7ayvliom

] Insert Picture X

4 &= » ThisPC » Local Disk (C) » Users » Shawn Myers » Pictures » v & Search Pictures

o
Chganize = Mew folder = v m | e
" iCloud Photos Saved Pictures
s Quick access Screenshot Egml

EJ Microsoft Word

& OneDrive

6. To properly align the picture in the center o &
of the Title page, let’s right click on the
picture, choose Wrap Text and choose In
Front of Text.

7. Click on the picture, then go to the Align button drop-down and choose Align Center
of the title page and align it with the text.

. XYZ COMPANY

Statement of Work

COMPANY
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Lesson 3: Text Formatting

In this lesson, we’re going to look at the different styles and formatting options that can be used in a Word
document that includes a list of words, a bulleted list or a numbered list.

To see the different Style options, click on the Home tab and look at what's available. You can see here
that many of the style options will change both the size of the font as well as the color, so it is good
practice to change the default settings prior applying Styles to your text. For this document we’re going to
include the Title and Heading 1 Styles, and we want these Styles to all be the same color.

1. Open the Lesson 3.Text Formatting practice file.
2. With the Home tab selected, right-click on the Title tab and choose Modify.

Design Layout References Mailings Review View Developer Help £ Tell me what you want to do

A Aar R i=-iz=-ime == 2L T asebeede) Aseboede AgBhCe AsBbcel | AQ D | aasbcer aoBbeen Aosbocoe acsbcen:

A-2-A.- Z === 1= & TNormal | ThHoSpac.. Headingl Heady T Update Title to Match Selection Intense E...
IF] Paragraph [F1 A’ Modify...
o o o o g PR T S T PR S S Select All: (Mo Data) e

Repname...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar

East coast foundation

3. Under the Formatting section of the dialog box, click on the Font down arrow, and choose Black,
Text 1; click OK.

Formatting

Ca|ibriLight[Hea:E| 23E| B I U —E]
@ [% . Automatic

heme Colors

Standard Colors
HNn EEEERN

¥y More Colors..,

East coast foundatior

4. Repeat these steps for the Heading 1 and Heading 2 Styles.
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5. Select East Coast Foundation at the top of the page. With the Home tab selected, click on the
Change Case down arrow in the Font group. Choose Capitalize Each Word.

B20EBredb#EHs -

Developer Help yel

File Home My Editing Group Insert Design Layout References Mailings Review View
i | s A A
=3 21 T masbcenc assboede AaBhCe Aat

f” & Cut Calibri (Body) = |11~ A" A" [Ad= | B | = -i=.'=
[[3 Copy
Paste @ . B I U-3x ¥ A- Sentence case. Elis-|a-5- TMormal | THoSpac.. Headingl Hea
- Farmat Painter d | =
lowercase
Clipboard [} Font UPPERCASE Pa [F}
1 i 1 e 2 i

Capitalize Each Word
tOGGLE cASE

East coast foundation

Annual general meeting

6. With the Home Tab and East Coast Foundation still selected, choose Title from the Styles group
Press the Control (CTRL) button and the letter B on the keyboard to make the text Bold.

Document1 - Word

R
Layout References Mailings
r g g A E- A =il
Aa~ | Po | iI=-i=-"T- =3 2l T || pasbcede AsBbcede AaBbCe AsBbcet |AQ DB
iiiii O o _ . T Normal T No Spac.. Title
Styl

Review View Developer Help £ Tell me what you want to do

Bsign
aBbCcDu

ubtle Em...

Heading1  Heading 2

& Paragraph
& I ' s . T 1 4 2 ' I s 3

Press CTRL+B

East Coast Foundation °

Annual general meeting

Date: Monday March 29
Time: 7:00 P.M.

7. Select the Annual Meeting line and choose the Heading 1 style. Change the case to Capitalize

Each Word like we did for the Title Style.
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8. Select the Agenda line and choose the Heading 2 style For the agenda topics, we’re going to use
the same font size but change the way the text looks by using the Strong Style.

9. Double-click on Preliminaries; while holding down the CTRL key, select Approval of Minutes,
Board reports, Election of board members, New business and Adjournment; then select the
Strong Style from the Styles group.

East Coast Foundation

Annual General Meeting

Date: Monday March 29
Time: 7:00 P.M.

Agenda vant to do
Preliminaries
{{—\alj faBbCcC AaBbCcDt AaBbCecDt AcBbCcD: AaBbCcDi
Call to order
Title Subtitle  Subtle Em.. Emphasis IntenseE.. Strong
Proof of notice of meeting

Roll call to establish quorum Styles

Approval of minutes

Board reports °
Financial report

New rules and regulations

Election of board members
MNominations

WVote and results

New business

Adjournment

Now let’'s change the spacing of the topics under each agenda item.

10. Select the “Date” and “Time” lines; choose No Spacing from the Styles group. Let’s also Apply the
No Spacing style to the three lines under Preliminaries, the two lines under Board reports and the
two lines under Election of new board members.
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11. The last thing we want to do is change the .
spacing of the topics so that everything East Coast Foundation

looks consistent, so let’s click in front of

. Annual General Meeting
Approval. We only want to move it down

Date: Monday March 29

one space, so we need to first hold down Time:  7:00 P.M.
the Shift key, and then press the Enter Agenda
button. Let’s repeat these steps for Preliminaries
Election of Board Members and New

Call to order

business. Proof of notice of meeting

Roll call to establish quorum

Approval of minutes
Board reports

Financial report
New rules and regulations

Election of board members
Nominations
Vote and results

New business

Adjournment

Lesson 4: Add Headers, Footers and Page Numbers

1. Open a new Word document.
2. Click on the Insert tab, then click Header; choose the Banded option.

File Home Insert ayoul es nt to do
Iy LI | A { =) M = ¥ [ [ [a=] [# signature Li
BDH B QLG Dl o = W [3 LR & J ETE 4 A g
Cover Blank Page = Table Pictures Online Shapes lkons Smartdrt Chart Screenshot gy Add-ins - Wikipedia Online  Hyperiink Bookmark Cross- | Comment Header Footer Page  Text Quick WordArt Drog
Page~ Page Break = - Pictures E Video reference - ~  MNumber~ Box+ Parts~ Cap- [10bject -
o :
S 1 RTINS =Y
Blank (Three Columns)
— — -
Austin
Banded
I
H H “ ”
3. Click on the title placeholder and type the word “Excel Fundamentals”.
1 1 E 1 1 1 2 1 3 1 4 1 5 1 LI 7

Introduction to Computer Applications

16



4. Right-click on the Header; click on Fill and change the color.

5 § . i T

vz

Style Fill | Cutline

— —
EXCEL FUNDAMENTALS Theme Colors
H EEEENEN

Standard Colors
HE EEEEN

Mo Fill

5. Let’s change the font in the title from all caps to Capitalize Each Word.

s Headers Footers - Word

9 0@ov=a0
Design Q Tell mi

Inset  Design  Layout

References  Mailings  Review  View  Developer Format
AaBbCeDc  AaBbCeDe AaBbC¢ AaBbCcl /—\aB AaBbCcC AaBbCcDi AaBbCeDt  AaBbCeDi

Subtitle  SubtleEm.. Emphasis  Intense E..

EeEeEe|EE A

- A A |[AEE | R =

3 Cut Calibri (Body) - 11

Past: BB Copy Sent :

aste . : o Sentence case. . . .

"€ & Format Painter I U-~abex x' A ElE- O | TNormal TMoSpac.. Headingl Heading2  Title

lowercase

Clipbeard 5 Font aragraph n Styles

L UERERCASE 1--‘\‘--5“-|-"1--‘\‘--2--‘\‘--]”-|-H4--‘ AN IR RO e

pitalize Each Word

tOGGLE cASE

6. To insert a footer, click on the Insert tab and choose Blank (Three Column) footer.

Media Links Comments He: Built-in ‘
g --g- 1 1 | 2 | t 304 plonk
[Typehese]
Blank (Three Columns)
Mh'% [Type here] [Type here]
Blank (Three Columns)
Austin Blank footer set up for left, right,

and center alignment
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7. Let's type a name into the left placeholder. With the Design tab still selected, click on the Date
and Time button and choose one of the options; click OK.

< -0 [‘:1 v = B DM @ s Header & Footer Tools
File Home Insert Design Layout References Mailings Review View Developer
D D F [Ll g LI [Z14 Previous Different First Page =i
D) =] 24 =
- L : : - %‘ [E)p Next [] Different Odd & Even Pages '
Header Footer Page Date & Document Quick Pictures Online Goto Goto

v *  Number~ Time Infor Parts~ Pictures Header Footer 4 Linkto Previous  [V] Show Document Text

Header & Footer Insert Navigation Options

8. Click on the right placeholder. Click on the Current Position arrow.

H 50 @. :.; = EE 0O F Eﬂp = eader & Footer Tools

File Home Insert Design Layout References Mailings Review =" Developer

D D @ & ﬁ Ig |'_| [Si4 Previous Different First Page =

=] H
O h . - Eip Mext [ Different Odd & Even Pages | 't

Header Footer | Page Date & Docurnent Cuick Pictures Online  Goto Goto _ _

= = Numbel'% Time  Infa~ Parts~ Pictures Header Footer Link to Previous  [v] Show Document Text

Header &F B Top of Page » ert Mavigation Options

= [l Bottom of Page 3 1---|---§---|---1--
5
. F% BRemove Page Mumbers B T T T SRR
| e
Ll

9. Choose the first option under Page X of Y: With Header and Footer tools still selected check off
Different First Page (if you're using a cover sheet) and Different Odd and Even Pages (if you're
printing front and back copies). Click the Close Header and Footer button.

[Fomer

John Smith April 5, 2017 Page 2 of 2
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Lesson 5: Create an Outline

Open a new document or if you already have Word open, press CTRL+N

1.
2. Click on the View tab, then click on Outline from the Views group.

Insert Design Layout References Mailings Review

File Home My Editing
= Outline IE Ruler q D [] One Page
- [=] Draft ! . = [] Gridlines EE Multiple Pages
Read | Print  Web Learning | Vertical Side o Zoom 100% - )
Mode Layout Layout Tools to Side [ Navigation Pane +- Page Width
Immersive | Page Movement Show Zoom
) B E CRCC |

Views

3. Select Level 1 from the Show Level drop-down menu.

My Editing Group Insert Design Layout References

File QOutlining Home
@_
Show Level: Level @ - L
=

& < Level 1 - =P
Show Text Formatting
AT+ = Show Close
L] Show First Line Only Document Outline View
Outline Tools Master Document Close
=
=

4. Type “Charts and Graphics” on the first level; press the Enter key.
5. Type “What is a Chart”, then press the Tab key; this will make the title Level 2 on the

Outline.

My Editing Group Insert Design Layout References

File Outlining Home
@_
Show Level:  Level 9 - L
&

G & Level2 A
Show Text Formatting Sh cl
AT - . . ow ose
—I_ [ Show First Line Only Document Outline View
Outline Tools Master Document Close
@® Charts

© What is a Chart?
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6. Type in the following, pressing the Enter key after each entry: Column Charts, Line Charts,
Pie Charts, Dashboards. Select these entries then press the Tab key. The entries are now

Level 3 on the Outline.

File Outlining Home My Editing Group Insert Design Layout
@— . - T,

& & Level3 RN Show Level: |Level 9 D
Show Text Formatting

AV 4+ - Show
] Show First Line Only Document

Cutline Tools Master Document
® Charts

@® What is a Chart?

= Column Charts
= Line Charts
= Pie Charts

-
|

= Dashboards

More than likely, you will make changes to the Outline as you add content. In the Outline view you can

add new topics and change the level of existing topics.

7. To add a new level, click on the Outline topic just below the space where you want to add it;

click in front of “Pie chart” and press Enter.

8. Press the Up arrow and type “Create a Trendline”, then press the Tab key. This will be Level

4 on the Outline.

File Outlining Home My Editing Group Insert Design Layout

[ ) - i
& < Levela oy Show Level: |Level @ D
Show Text Formatting

- Show
AV + [ Show First Line Only Document
Outline Tools Master Document
@® Charts

@ What is a Chart?
2 Column Charts
@ Line Charts
= Ccreate a Trend Line
= Pie Charts
= Dashboards
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9. To change an Outline level, click in front of the level you want to change. Click in front of
Dashboards on the Outline and press ALT+SHIFT and hold it down; then press the left
arrow key to move the topic back to Level 2. Click on the Close Outline View button on the
Ribbon.

@® Charts
® What is a Chart?
= Column Charts
@# Line Charts
® Create a Trend Line

(= Pie Charts
© Dashboards

Lesson 6: Create a Tabbed List

Inserting tabs in Word means that you are adding some space in between words on the same line. This is
an effective way of formatting documents that include both text and numbers, because it formats them in
a way that is easy for people to read and understand.

In this first example, | have a short list of expenses that consists of four lines of text. And I'll start by
creating the column titles.

1. Open the Lesson 6.Tabbed List practice file.

2. Let’s type the word “Expense”, then press the Tab key twice to get the amount of space we need
for the next column title, which is “Cash”, press tab twice again and type the last title, “In-kind”.

January 16, 2019

Ms. Jane Smith, CEO
East Coast Foundation
321 Main Street
Highland Park, NJ 08024

Dear Ms. Smith,

Per our conversation, here is a list of anticipated expenses:
Expense Cash In-kind
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3. Press the Enter key, then finish typing in the information you want to include under each column,
pressing the Tab key after each entry.

Dear Ms. Smith,

Expense Cash
Administrative 10,000
Space Rental 4,000
Travel 1,500

Per our conversation, here is a list of anticipated expenses:

In-kind
5,000

4,000
500

Once the tab list has been created, we change some of the formatting. In this example we want to bold
the column titles, eliminate the space in between the lines and move the list a little to the right.

Click in front of the word Expense three times, then press CTRL+B to bold the text.

Select the three lines under the tab headings then click on No Spacing from the Styles group.

Select all four lines, then from the Home tab, click on the Increase Indent button from the

Paragraph group.

January 16, 2019

Ms. Jane Smith, CEO
East Coast Foundation
321 Main Street
Highland Park, NJ 08024

Dear Ms. Smith,

Expense Cash
Administrative 10,000
Space Rental 4000
Travel 1,500
Sincerely,

David Jones

Per our conversation, here is a list of anticipated expenses:

In-kKind

5,000
4,000
500

In this first example, we used to default settings based on the number of times we pressed the Tab
button. There are times when you want to choose the tab settings yourself because of the type of
information you’re typing. In this next example, you have a small amount of text that will be in the first
column followed by a larger amount of text in the second column.

Introduction to Computer Applications
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7. Type in the first column title, Time Frame. Instead of pressing the tab key, go to the ruler at the
top of the page and click on the 1.25 position and the 5.5 position. This way, every time you press
the tab key the cursor will move to those positions.

S s SO T S O

Left Tab!

Project Timeline

Time Frame

8. Type the word Details, followed by the word Due Date.

9. You can now type in the rest of the text under each column heading. Use two of the same
formatting options used in the first example, which included bold text for the titles, and taking out
the space in between the lines.

Project Timeline

Time Frame Details Due Date
Month 1-4 Analyze system needs, create protocols April 1
Month 5-7 Design system needs, website and training July 31%
Month 8-10 Technology plan analysis, final observations October 31%

Lesson 7a: Dividing Text into Three Columns

We’'re going to explore a couple of different ways that text within a word document can be divided into
columns, which is a commonly used format for documents such as newsletters, training manuals or
employee handbooks. We'll first look at how to create a document with three columns from the Page
Setup group of tools, and then we’ll look at how to create a document that consists of a single column
using the Paragraph group of tools.

23 Introduction to Computer Applications



Open the Lesson 7a.Text into Three Columns practice file.

2. We want to add a title to this document after we’ve added the columns, so we can start by
clicking in front of the word “Introduction” and then pressing the Enter button.

3. Click on the Layout tab, then choose the Columns drop-down and select “More columns”.

Insert Iy Tools Design Layout References Mailings Review Wiew Developer Help £ Tell me what you wa
IE > Breaks ~ Indent Spacing E " - Y EIE [E= align -
17 Line Mumbers~ | 3= Left 0" + 1 ZBefore: [Opt - ig
Size Columns _ . _ _ Selection
- = bt Hyphenation~ =< Right: 0" I %S After |3pt - Pane =1

ol

Page§ & Paragraph Arange
EOHE 1---\"‘E---u-"1‘--|--‘zw-|---3‘w
ERT

e
Left

Right .
9 Introduction

== More Columns... Every business should have a strategic plan based on §

Running a business 1s actually not that much different
common practice is to study the game file of a previot
they did well. where they can improve and how they ¢
In the same way, business would do well to study thei
You can also choose the width and year) to evaluate revenue performance to determine w

— spacing of your columns, or use down or stay about the same from the previous time p
— one of the preset formats,

Add or Remove Columns

Split your text into two or more
celumns,

Competitive advantage refers to what sets the organiz;
with a distinctive edge for meeting customer or client
question of how this can be achieved comes into play.
maintain a competitive advantage over the long term;

4. Under the Presets section, choose Three; Number of columns 3; Spacing .3. Under Apply,
choose This point forward, which means that the columns will only be formatted starting at where
the cursor is currently positioned; click OK.

introduction

Every business should have a strategic plan ba presets
Running a business 1s actually not that much d
common practice is to study the game file of a
they did well, where they can improve and hoy
In the same way, business would do well to sti

Left Right

o
-}
3

g
o

=
3
3

year) to evaluate revenue performance to detet Number of columns: |3 3 [ Line between
down or stay about the same from the previou! width and spacing Preview
Col # Width: Spacing:

Competitive advantage refers to what sets the -
with a distinctive edge for meeting customer o =
question of how this can be achieved comes in j 1.97 < |03
maintain a competitive advantage over the lon :] 1.97 5

market needs and trends, study the competitiof
compare actual performance to forecasted peri

[ 1 | [197 03

vl an|ld»

Equal column width

Start new column

The challenge with hiring top talent 1s that ma: Eancel

are. Getting people to the job interview is easy, especially with so many people out of work.

Apply to:  Whole document

Attract and Retain Top Employe¢

This point forward

Introduction to Computer Applications 24



5. To add a Title, click on the Insert tab, then click on WordArt from the Text group.

Q Tell me what you want to do
ooy AN T = 5 L
W [ @& [p [H T
Wikipedia Online Hyperlink Bookmark Cross-  Comment
Video reference
Media Links Comments
PR . . 1 1 BRSO, SR
ntroduction

25

compare actual performance
to forecasted performance.

T

- —_ -n - —
SIENEIEE] [
Text Quick WordArt Drop
Box~ Parts~ '%

Header Footer

Page
Number ~
Header & Footer
1o 4 B8R .

El, Signature Line ~
r’? Date & Time
Cap~ [1Object ~ : =

T Q

Equation Symbol

A A A
A A
AAAAZFL

handling conflict anu
minimizing turnover.

6. For this document, we’re going to choose Fill, Blue, Accent 1 Shadow.

7. Position the Text Box to the top of the document; press CTRL+L to left-align the text, then press
CTRL+A to select it. Type the words “Our Competitive Advantage”. Your document should now

look like this:

Our Competitive Advantage

Introduction

Every business should have a
strategic plan based on
previously conducted

marketing research Running

compare actual performance
to forecasted performance.

Attract and Retain
Top Employees

handling conflict and
minimizing turnover.

Discover Market
Needs and Trends

8. Move the cursor to the end of the third column, so we can add a photo. Click on Insert tab, then
click on the Pictures button from the lllustrations group. Choose the Office Employees photo from
your hard drive. Click on one of the corners of the photo to make it a little larger.

the marketplace,. Now the
question of how this can be
achieved comes into play.
There are at least five
different ways maintain a
competitive advantage over
the long term; attract and
retain top employees,
discover market needs and
trends, study the
competition focus on eross

Caupwos w a wassans
campaign focused on direct
contact to potential clients
that has proven to increase
sales by 10%, on average.

Hiring top managers who
will know how to lead
people effectively and keep
them motivated over the long
term can prove to be a good
investment, especially 1f

improvementsso the existing
c})nes S ~ o)
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9. Right-click on the photo. Choose Wrap Text and select In Front of Text. This allows you
to reposition the photo anywhere in the document; you may need to position the photo a

little lower.

10. To add a caption to the photo, we’re going to right-click on the photo and choose Insert
Caption. Let’s keep all the default settings and just click OK.

11. To write a caption, first select it. The default for the text is written in italics; to change

this, press CTRL+I, then type the words “We Need Teamwork!”

the marketplace,. Now the
question of how this can be
achieved comes into play.
There are at least five
different ways maintain a
competitive advantage over
the long term; attract and
retain top employees,
discover market needs and
trends, study the
competition. focus on gross
and operation profits and |

Introduction to Computer Applications

compared 1o a telesales
campaign focused on direct
contact to potential clients
that has proven to increase
sales by 10%, on average.

improvements to the existing
ones.

Hiring top managers who
will know how to lead
people effectively and keep
them motivated over the long
term can prove to be a good
investment, especially if
those managers are good at

We Need Teamwork!
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Lesson 7b: Dividing Text into Two Columns

1. Open the Lesson 7b.Text into Two Columns practice file.

2. To create the format for this, we need to first select all the text by pressing CTRL+A.

3. From the Layout tab, click on the Launcher button in the Paragraph group.

Layout References Mailings Review View Q Tell me what you want to do
reaks ~ Indent Spacing T E Align ~
ine Numbers~ 2= left: 0 2 1= Before: 0pt s k3 Gk
o ~ - i [ B Selection
lyphenation~  =#Right: 0 . +=After  8pt e ¢ e . (i
P Paragraph ] Arrange
l~~'lh"',‘7--'l‘"l"'l"'l"'?"'}"‘l"‘4---x"'5"‘!"'6""‘-

Introduction
Every bust hould have a gic plan based on previously conducted marketing research.

Running a business is actually not that much different that a coaching a football team. A
common practice is to study the game file of a previous engagement so they can identify what
they did well, where they can improve and how they can exploit their competitor’s weak

In the same way. business would do well to study their “game film™ from the previous quarter (or
year) to evaluate revenue performance to determine what cause them to see their revenues go up,
down or stay about the same from the previous time period.

Competitive advantage refers to what sets the organization apart from others and provides them
with a distinctive edge for meeting customer or client needs in the marketplace,. Now the
question of how this can be achieved comes into play. There are at least five different ways
maintain a competitive advantage over the long term; attract and retain top employees, discover
market needs and trends, study the competition, focus on gross and operation profits and

actual perf to forecasted performance.

.

4. Under Indention, select the number next to where is says “Right.”; input 3.25, then click
OK.

. ? X
Introduction Permaraph
. i . Indents and Spacing  Line and Page Breaks
Every business should have a strategic plan based on previously

. . . . G |
Running a business is actually not that much different that a coac| e

common practice is to study the game file of a previous engagem ~“"4"™*™ [ =
they did well, where they can improve and how they can exploit{ Qutiinelevel |BodyTexdt ] Collapsed by default
In the same way, business would do well to study their “game fil
year) to evaluate revenue performance to determine what cause t ndentation
down or stay about the same from the previous time period. Left: o > Spedial: By
Right: 3.25 ane) ~ s

Competitive advantage refers to what sets the organization apart
with a distinctive edge for meeting customer or client needs in thy
question of how this can be achieved comes into play. There are § ¢,a0ng

maintain a competitive advantage over the long term; attract and | g5, opt |2 Line spacing: at

market needs and trends, study the competition, focus on grossaf apt 2 = <
compare actual performance to forecasted performance. -

[ Mirror indents

|:| Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel
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5. Insert the Office Workers photo. This time, we want to adjust the position of the photo,
so it aligns with the text, so right-click on the photo and choose Wrap Text.

6. Choose the “Tight” alignment type so that the text wraps around the picture; click OK.

You can control the amount to space there is between the text and the picture and in many

cases, it needs to be adjusted so that the document doesn’t look too congested.

7. Right-click on the picture and choose More Layout

Options.

8. Under Distance from text, increase the space between the text on the left side of the

document and the picture by choosing .4; click OK.

Introduction

& Every business should have a o

strategic plan based on

previously conducted marketing
research. Running a business is
actually not that much different
that a coaching a football team.

A common practice is to study

the game file of a previous
engagement so they can identify |
what they did well, where they G
can improve and how they can
exploit their competitor’s
weaknesses. In the same way,
business would do well to study
their “game film” from the
previous quarter (or year) to
evaluate revenue performance to o~ e
determine what cause them to S

see their revenues go up, down
or stay about the same from the previous time

Layout ? X
Position  Text Wrapping Size
Wrapping style
In line with text Square Tight Through Top and bottom
Behindtext  In front of text
Wrap text
@ Both sides O Left only O Right only O
Distance from text
Top |0 % Left b4 %
Bottom |0 3 Right 0.13° :
e

Aligning pictures and other objects within a Word document is made a lot easier when you use
the Gridlines option. Let’s see how this works by inserting a Text box directly underneath the

Picture.

9. To turn on the Gridlines, click on the View tab and check off Gridlines from the Show

group.

10. Resize the picture so that it is positioned direct on the Gridlines.

Introduction

@ Every business should have a
strategic plan based on previously
conducted marketing research
Running a business is actually not
that much different that a coaching a
football team A common practice is
to study the game file of a previous
engagement so they can ideatify
what they did well, where they can
improve and how they can exploit
their competitor’s \\'eaknisses. In
the same way, business would do
well to study their “game film™ from
the previous quarter (or year) to
evaluate revenue performance to O
determine what cause them to see their revenues

aain Aanm ar cbats ahant tha cama feam tha
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11. Then click on the Insert tab and choose the Simple Text Box from the Text group.

12. Align the Text Box directly beneath the Picture. Then extend the length of the Text Box
so that it aligns directly with the end of the first paragraph on the left side of the
document.

Introduction | T A A

' Every business should have a
strategic plan based on previously | | |
conducted marketing research.
Running a business 1s actually not | | | |
that much different that a coaching a |
football team_ A common practice is | |
to study the game file of a previous
engagement so they can ideatify
what they did well] where they can | | ||
improve and how they can exploit
their competitor’'s weaknesses. In
the same way, business would do
well to study their "game film™ from

the previous quarter (or year) to

evaluate revenue performance to I / s

determine what cause them to see their (> O O
revenues go up, down of stay about the | [Grab your reader’s attention with a great quote
same from the previous time period. || from the document or use this space to emphasize

a key point. To place this text box anywhere on

Competitive advantage refers to what | | | . page; Just dragit]

sets the organization apart from others
and provides them with a distinctive | | |
edge for meeting customer or chient
needs in the marketplace.. Now the| | | |
question of how this can be achieved | | Q
comes into play. There are at least five | |
different ways maintain a competitive | |
advantage over the long term; attract and
retain top employees, discover market ||
needs and trends, study the competition.
focus on gross and operation profits and |
compare actual performance to i
forecasted performance. 9 | + £ T T o

Lesson 8: Creating Tables

A table in Word can be described as a way to organize data into columns and rows, as opposed to typing
text and numbers into one or more paragraphs.

1. Open a new Word document.

2. Click on the Insert tab, then click on the Table button down arrow from the Tables group; choose

s T D L T O I I P T N 4
E N ] O [ag ™ o, W W | L s & (B v
Cover Blank Page | Table Pictures Online Shapes SmartAt Chart Screenshot g py Add-ins - Wikipedia | Online | Hyperink Bookmark Cross-  Cor
Page~ Page Break | % Pictures  ~ . Video reference

Pages 3x6 Table stions Add-ins Media Links Con

L
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3. Select the first row of the table; from the Layout tab under Table Tools, click on Merge Cells from
the Merge group.

Layout ~ References  Mailings  Review

B m EgH l"_l o l:‘l}i E H % [| Height: 0.19"

Delete  Insert Insert Insert Insert Merge ™~ Split | Split = AutoFit =
Above Below Left Right Cells Cells | Table =

Rows & Columns

View Q Tell me wh.
% B Distribute Rows
a3 Width: 217"

Cell Size £
il | 1 Ca . W . " 3.

B As [ 4 B @ &

s
> Distribute Columns = — =
HEEE Direction Margins

Cell Sort Repeat  Convert Formula
Header Rows to Text
Data
S5 [ S A

4. With the Merged cell still selected, click on Align Center from the Alignment group.

5. Type the words “Technology Summary”.

6. Left click on the first row three times to select it; right click to change the font size to 16.

7. In the first cell in the second row, type the word “Type of Technology”, then press the Tab key.

8. Type the words “Age of Technology” press the Tab, then type “Estimated Value”.

9. Select the second row in the Table and press CTRL+B to bold the text.

10. Type the follow information into the third, fourth and fifth rows:

Technology Summary
Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00
Software 4 years » $450.00
Printers 10 years $45.00
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11. Select the first two columns in the last row. With the Layout tab selected, choose Merge Cells.

My iools  Desgn  Layosl  Melerences  Maiings  Kewew  View  Deveioper  Hep  Desgn  Layour v I€NME WNatyou wanTo 6o
H o EEE EE B B duwhs | oo CR O O a3 [ | 4]
Delete Insert  Inset g Merge  Sit  Spli Autoie B B B 1t ca Sort
Abave ek Cells | Cells  Toble Elwidth: [217 *| B Disuibute Columns 0 o o Direction Margins
Merge CeliSize Aiignment
™ " = s G
Technology Summary

Type of Technology Age of Technology Estimated Value

Desktop Computers 5 years $50.00

Software 4 years $450.00

Printers 10 years $45.00

12. Type the word “Total” in the first column of the last row.

&
o

Data
2

13. Click on the last column in the last row; from the Layout tab, choose Formula from the Data

= D % o =t
H FH &H HE B M
set Inset  Insert  Insert split Split AutoFit
ove  Below Left Right Cells Table A
Rows & Columns ir) Merge
1 # 1
£

T Height: | 163"
Fwidth: 217"

Cell Size
2 ' 3

| O pistribute Rows

5 Distribute Columns

Al 0 &6
B B 4 Tet  Cel
O o o Direction Margins
[ Alignment
4 :g . 5 -

2l & [
Sort Convert  Formula
1o Text
Data
O Al 7

Technology Summary

Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00

Software 4 years $450.00
Printers. 10 years $45.00

Total:

14. Under formula, keep the SUM(Above) option, which will add all the numbers from the first five
columns in the last row; under Number format, choose the set of characters that start with the

dollar sign, click OK.

&
Technology Summary

Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00
Software 4 years $450.00
Printers 10 years $45.00
Total: Formula X ‘

Eormula:

=SUM(ABOVE)|

Number format:

Paste function:

Cancel

Introduction to Computer Applications



15. Click on the Table; under the Design tab, choose the Grid Table 1 Light Accent 6 style.

16. Click on the Layout tab under Table Tools; under the Rows and Columns group, click on
Insert Below button to add another row. Type the word Total in the cell. The Table should

now look like this:

Technology Summary
Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00
Software 4 years $450.00
Printers 10 years $45.00
Total: $ 545.00

Lesson 9: Create SmartArt Graphics

This lesson will cover how to create SmartArt graphics into a Word document, SmartArt graphics can be
used to illustrate a variety of different concepts, such a cycles, processes and relationships.

In this lesson I’'m going to use the example of an organization that is putting together a written plan for
implementing a new computer system, and we’re going to create two different types of SmartArt graphics;
an organization chart that shows the names of everyone on the planning committee, and a project
timeline graphic that illustrates the steps needed to complete the project.

Open a new Word document.

Click on the Insert tab and choose SmartArt.

Click on the Hierarchy option and choose Organization Chart; let's choose the name and title

option.
Choose a SmartArt Graphic

All

= List
Process
Cyele - §-
Hierarchy
Relationship

B
111w

Matriz
Pyramid

Picture

@B >o O 6y
ool 2!
[IETE ?
[ by

et
[T UEE o

“|!!

Cjm s

Office.com
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Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
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Here are the names that will be included in the Organization Chart:

Project Lead Joe Smith
Finance Mary Jones
Marketing Joe Campbell
Web Designer Michael Torres
Tech Advisor David Taylor
Programmer Michelle Jones
Trainer Robert Kelly

The default setting for the Name and Title Organization is five spaces but there a total of seven people on
the planning committee, so we need to add a couple of shapes. The first shape we’re going to add is a
shape called an Assistant.

4. Click on the first shape at the top of the graphic, click on the Design tab, then click on the add
shape down arrow and choose Assistant.

ferenc

e 2o |8

tm aphic Layouts

IR Add Shape Below

[ ‘

1t]AddShape ~ < Promote
L@ Add Shape After te
4 AddShapeBefore  toleft & Layout~

5. Click on the last shape on the right, Design tab, Add Shape, then choose Add Shape Before.
Click on the shape, which opens up something called a Text Pane, where you can type in the
names and titles for each shape; however, you will find it easier to simply click on the left or right
side of each shape and start typing in the information.

Project Lead
Joe Smith

Finance WMER Marketing
Joe Cambell

Web .
. Tech Advisor Programmer
Designer
Michael Torres David Taylor Michelle Jones Robert Kelly
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6. After you've finished entering the names and titles, you can change the color of the organization
chart by clicking on the graphic and choosing Change Colors from the Design tab and choose the
first option under Colorful.

Project Lead
Joe Smith

Marketing

Joe Cambell

Mary Jones
I I I

Web .

. Tech Advisor
Designer
Michael Torres David Taylor

Michelle Jones Robert Kelly

Create a Project Timeline Graphic

1. Open a new Word document.

2. Create a Process Timeline by choosing Process, then choose Increasing Process. After the graphic is
inserted, use the Text pane enter the text.

Type your text here x o

: - r\[Textl‘]\ ! v [Tgxt] . [Text]
o a [Text] [Text] [Text]

* [Tex]
* [Ted]
* [Tex]

|
o
U

Inc ing Circle Process...
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3. Create the following Timeline by following these steps:

a. Input the first title

b. Press the Down arrow on your keyboard

c. Type in the first bullet, the press the Enter key twice

d. Add the remaining bullets, pressing the Enter key after each entry

e. When finished, press the Down arrow key to get to the next heading

w» Month1-3 Months 4-5 Months 5-6
Analyze System Hire a Web Revise Website
Needs Designer

Train Staff

Upgrade Operating Purchase New
System Database

Create Training
Class

Lesson 10: Create a Pie Chart

1. Open a new Word document.
2. Click on the Insert tab; click on the Chart button from the lllustrations group.
3. Choose Pie, then 3D Pie Chart; click OK.
4. Type over the text and numbers with this information:
Government Contracts $53,000
Foundations $27,000
Individuals $2,000
Other $18,000

Change the Chart title to “Sources of Income” (Replace the word “Sales”).
Click on the chart. With the Design tab selected, do the following:

a. Choose Chart Style #3
b. Choose Quick Layout #1
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The chart should now look like this:

Sources of Income

Individuals Other
2% 18%

Foundations
27%

Government
Contracts
53%

The chart shows a percentage breakdown; let's choose a dollar amount breakdown by first clicking on the
chart and then choosing Quick Layout #4:

Individuals, $2,000 Other, 518,000

Government

Foundations, Contracts, $53,000

$27,000
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7. Add the title back to the chart by clicking on Add Chart Elements and choosing Chart Title, Above
Chart.

Sources of Income

Individuals, $2,000 Other, $18,000

-

Government
Foundations, Contracts, $53,000
$27,000

8. Right-click on the upper right corner of the chart, choose Wrap Text, then choose In Front of
Text. This allows you to resize and move the chart as needed.
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Lesson 11: Comments and Track Changes

Comments is another group of tools you can use to save time when sharing and editing documents with
others. In this example, you and two other employees will carefully evaluate a resume and then think of at
least five questions the group would like to ask the job candidate.

1. Open the Lesson 11.Comments practice file. Select the words “Psychology and Sociology” Click
on the Review tab to display the Comment group and choose New Comment.

2. Type the words, “We should ask for more detail”. Ask a second Comment for the words “expert
witness”.

Experience

Bachelor of Arts in Human Services

USA College, Jefferson City, Tenness:

SOCIAL SERVICES, Rhinestone, Michigan

Angust 2006 - May, 2010

Jutly 2072 - Present

Parents United Therapist

family, and group treatment.

abuse and neglect.

- Provide therapeutic intervention services to children, adolescents, and adults using individual,

+ Qualified as pxpert witness in child and adolescent therapy; testified in court on the issue of

Randy Wilson
We should ask for more details

Randy Wilson
What are the specific cases?

3. When the document is shared with others, they can click on the Reply options and input their
responses to your comments or click on Resolve if the comment is no longer important.

Experience

Bachelor of Arts in Human Services

Aungust 2006 - May, 2010

(Minors: Psychology and Sociology)
USA College, Jefferson City, Tennessee

SOCIAL SERVICES, Rhinestone, Michigan

Jaty 2012 - Present

Parents United Therapist

+ Provide therapeutic intervention services to children, adolescents, and adults using individual,

family, and group treatment.

+ Qualified as pxpert witness| in child and adolescent therapy; testified in court on the issue of

abuse and neglect.

K

Randy Wilson 10 minutes ago
We should ask for more details

Karen Rome 2 minutes ago
No sure if this is important, will talk about it in
the meeting tomorrow

£ Reply #J Resolve

Randy Wilson
What ace the specific cases?

Track Changes

The tools in the Track Changes group are used to help groups of workers edit documents they’re working
on together, such as a proposal, a newsletter or a training document. Let's look at a grant proposal that
needs to be approved before being sent to people outside the organization.

1. Open the Lesson 11.Track Changes file. Click on the Review tab to display the Comment group.
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2. Inthe second paragraph, select the words, “have at least doubled”, then click on the top-half of
the Track Changes button (or press Ctrl+Shift+E).

Home Insert  MyTools  Design

B ’TBI i Previous

Accept

7) Tell me mare

EZ Math Software: Improving Math Skills for At-Risk Students

Project Abstract

The project abstract should present a concise summary of the project. It should be no longer than a page and include
the need for the project and the population it will serve, a brief description of the project and its goals and objectives,
as well as the applicant’s background and qualifications. Make sure you include the amount of funding that is being
sought. Finally, mention how the program will be evaluated to measure the success of the programs. The abstract
should be the last section you write.

The Maplewood Middle School, in Maplewood, MT is seeking a grant to expand our EZ Math program with the
objective of helping all our at-risk students increase their reading skills and to read at grade level using the same
classroom textbooks and materials as their peers. The objective is that by the end of the year the students will have
at least doubled their reading speed and will have improved their reading skills by one to two grade levels. The EZ
Math program is based on the latest research on effective reading instruction. Funding in the amount of $16,504 is
requested for staff training and to purchase the required software and hardware for the school's resource room.

3. Input the words, “dramatically improve”.

. estre
Reject
) . Edting

The Maplewood Middle School, in Maplewood, MT is seeking a grant to expand our EZ Math program with the
objective of helping all our at-risk students increase their reading skills and to read at grade level using the same
classroom textbooks and materials as their peers. The objective is that by the end of the year the students will have
atleast doubled dramatically improve their reading speed and will have improved their reading skills by one to two
grade levels. The EZ Math program is based on the latest research on effective reading instruction. Funding in the
amount of $16,504 is requested for staff training and to purchase the required software and hardware for the school’s

resource room.

Continue to make changes to the document as needed. When the person who created the
document receives it back with the changes, they can select one of the options from the Accept

or Reject drop-down buttons from the Changes group.

H Mailings M View Developer Help P Tell me what you want to do
|. _l.!:jl . :I L| :‘ L :I r_‘ I% ;DB All Markup - If__\H/ E§< Di Previous |§|E ::':: [‘?j
hge New R— [ Show Markup~ P it (B Next Compare Restrict
Comment Changes - Reviewing Pane . . o Editing
Comments Tracking [ [\‘} ,‘:\Ecgpt and Move to Mext mpare Protect
%J---. T B o a7
roject Abstract
The project abstract should present a concise summary of the project. It sh Accept All Changes d include
the need for the project and the population it w_lll serve, a brief descnpthn ccept Al Changes and Siop Tracking nl?_]ectl.ves,
as well as the applicant’s background and qualifications. Make sure you invruaw wee oy wr susuig e 1S belng
sought. Finally, mention how the program will be evaluated to measure the success of the programs. The abstract
should be the last section you write.
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Lesson 12: Create a Table of Contents and Index

Before you add a Table of Contents to a Word document, it must have the titles of each section formatted

with a Heading Style (Heading 1, Heading 2, etc.). See Lesson 3 on Text Formatting for instructions on

how to do this.

1. Open the Lesson 12.Table of Contents and Index practice file. Click on the References tab, then
click on the Table of Contents drop-down list and choose Automatic Table 2.

File

Table of

Contents

Built-In

Contents

Automatic Table 1

Automatic Table 2

Table of Contents

Home Insert My Tools Design Layout References Mailings Review View Developer H
@ Add Text ~ b] E‘] Insert Endnote |/T\| i) Tﬂ Manage Sources
a M v
Dl Update Table Insert a}—\)I Nesxt Footnate  ~ Smart Researcher Insert rI;*St}rle: APA ”
Footnote Lookup Citation = [T_—l) EiBliograpne
[F] Research Citations & Bibliography

2. The Table of Contents will automatically be inserted.

Table of Contents

Chapter 1: Getting Started....cucccreciiricieeeiieieie ettt sre e eae et eeaeeberaansenas
The Excel 2007 RIDDOMI ..ot
New for Excel 2010 and 2013 . ..o seereceenie e et
O 100 BUTTOM oottt ee ettt e et e et et et et e e et ens e b s e st emsebeesansenss
Quiick Access TOOIDAI: ... ..o
THELE BAIT ..ottt a e et ae ettt e e et b et s e eenebene st enas
Ten Major Components of an Excel Worksheet.......ccoeoiiiiiicicievninieciieceeennn,
Description of Worksheet COMPONENLS .....ccvvveciiieeieere e sreesese e snesrasaeeineas

TSING SCIEENTIPS weeveiviiieeeeeeeseertt et sae e e etsene s e e eaenesre et er e s a et asaesssesseensannessananeraens

(= R R I T LV v
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Create an Index

1. An Index can be created by choosing one or more key words within the document that you want
to have included. Click on the Reference tab, and then select the words “Getting Started”. Click

Mark Entry (or press the ALT+Shift+X keys).

= T TOC and Index

Mailings Review View Developer Help 2 Tell me what you want to do

@ [(]/ Tﬂ Manage Sources B Insert Table of Figures ‘D Insert Index JF,IJ EE' Insert Table of Authorities
. | APA - 8 B B
Researcher Insert FPSWIE' fada Insert Mark Mark
Citation = TR Caption Enti Citation
[T} Bibliography - ? ER] Cross-referen &
search Citations & Bibliography Captions Index Table of Authorities
—— E e e e " Mark Entry (Alt+Shift+X) S N N

Add the selected text to the index.

Chapter 1: Getting Started

The two illustrations below provide an overview of the differences between the
ribbon in Excel 2007 compared to the one for version 2010 and 2013. The use of
the File tab in 2010 opens a new interface called Backstage View, which provides
the user with a menu of commands for managing files and choosing options; the
2007 version uses the Excel Options button after clicking the Office button.

The Mark Index Entry dialog box will appear; choose

Main Entry — can use the same
word as it currently appears in
the document or change the text
to something else.

Cross Reference — an entry
here will input text (cross
reference) instead of a page
number, such as “See Formulas
and Functions”.

Mark or Mark All — Mark will only
add the current page to the
Index; Mark All will list all pages
in the document in the Index that
match the same case as the

Main Entry.
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from the following options listed below.

1% Share

7 Comments

]1 [ Insert Table of Authorities
™

b

ion

Table of Authorities ~
CE e B3 =

reen the

he use of

lh provide

i(’ﬂs: i Mark Index Entry ? X
[ton.

Index

Options

O Cross-reference:

@ current page

() Page range

Bookmark: -

Page number format

[JBold

O tatic

This dialog box stays open 50 that you can mark
muttiple index entries.

-
.

Styles ~ || = Eamilan g

Mark All Cancel

Cells Editing

Minimize
Ribbon Butten
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2. For this first example, let’'s use the main entry and choose Mark. You'll see the letters XE appear
in brackets next to the Index entry.

-+ -+

Chapter-1:-Getting-Started{-XE-"Getting-Started"-}-|

The two-illustrations below-provide-an-overview-of the-differences betw: e
ribbon-in-Excel 2007 -compared to-the-one-for-version-2010-and-2013.-The-use-of-
the-File-tab-in-2010-opens-a-new-interface called -Backstage-View, which-provides-

the-user-with-a-menu-of-commands-for-managing files-and-choosing -options; -t} MarkindecEntry X
2007-version uses-the-Excel Options-button-after-clicking the-Office-button. - | ingex
- Options
The-Excel-2007-Ribbon:{ O Grossaeference:
1[ (@) Current page
n Page range
Office- Blmonﬂ[ Q“}Zko'f;i;fs Title Baﬂ[ ® Eim;i %

3
| Fage number format

OEeold
[ ttalic

This dialog box stays open so that you can mark
multiple index entries.

ok | [ bk

Budget - Microsoft Excel

-
- Home | Inset  Pagelayout  Formulas  Data  Review  View

"{5 libri s A K| B ==l S| cenen - }ﬁl _{_z :‘2

37| |8 - % [ /%8 | Conditionai Format cen

3. Continue to identify all the words and phrases you want to have included in the Index. Here’s an
example of a Cross-Reference entry.

o
------ 3.~+Move-among-comments:
Review tab-—-Comments-group— Previous-or-Next-buttons -button Mark Index Entry ?X
Index
4.+Edit-commentfy-XE- : - Main entry:
Review-tab-—fComments-group— Edit-comment-button—y Edit-Commenty | swbentn: [ ]
Options
page Break q O Gemtimms
() Current page
(O Page range
Bookmark: v
Page number format
[IBold
[ ttalic
This dialog box stays open so that you can mark
o multiple index entries,
Mark Mark All

4. When finished, go to the last page on the document and insert a new page; type the word Index.
Click on Insert and choose Insert Index from the Index group. For this example, choose the Right
align page numbers option; click OK.

Index 7 X

Index | Table of Contents  Table of Figures  Table of Authorities

Print Preview

Arstotle 2|~ Tee @ indented O Run-in
Asteroid belt________ See Jupiter Columns: |2 >
Atmosphere language: | English (United States) |~
Earth

exosphere ..

ionosphere._.._ =
Formats: | From template ~

Mark Entry... | AutoMark... Maodify...
oK Cancel
Index [ox ]
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5. The Index now appears on the last page. To update the index with new entries as you make
changes to the document, you would click on the Index, then click on Update Index from the

References tab.

Index
Camera.........ccoooeviiiiiniciieciiesns 8
Clipboard.............cccoooniiiin 15
Custom Fill ... 12
Entering Information...
Hyperlinks ...l
Office 2010

information of........ccccocevverieninane. 12
Paste Special ... 14

Pinning Documents .........cccccoevenane. 6
Shortcut Keys..........coocooviiinn 7
Ten Major Components of an Excel
Worksheet
Excel worksheet, major
components of ........ccoceeevvennne. 4
Using ScreenTips ......ccccovevvviiiennine. 6
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Lesson 13: Send Emails using Mail Merge

Mail Merge is a good tool to use when you need a fast and efficient way to communicate with people. A
small business for example, may want to send out letters as part of a marketing campaign. A non-profit

organization may need to do fundraising campaigns throughout the year by sending out emails to their
donors.

1. To start the Mail Merge, click on the Mailings tab on the Ribbon and click on the Start Mail Merge
down arrow. Choose Email messages

File Home My Editing Group Insert Design Layout References Mailings View

Developer  Help

158 e B

Envelopes Labels Start Mail  Select

Muxv Recipients ~

Create etters Write & Insert Fields Preview Results Finish

e (el Massages L SRR ER R RS EERN RS RS EREE EEEE R Ee
£ Enyelopes..
fh Labels

] ] Directory

] normal Word Document

] Step-by-Step Mail Merge Wizard...

Thank you so much for your generous support,

2. Under Select Recipients, choose Use an Existing List

File Home My Editing Group Insert Design Layout References Mailings Review

[ Blad

nvelopes Labels Start Mail  Select
Merge - Recipients ~
Create B2 Typea New List...

"Gt v IF Naean Bxisting List

Write & Insert Fields
Loy 0T P DiseBTs b, T3 wvocdgiie woat |

[T Choose fram Outlook Cont

3. Locate the file that has the list of Email recipients (i.e. on a flash drive, C drive, etc.), then double-

click on the file. The Select Table dialog box will appear. Double-click on the file you want to use,
which in this case is the Employee List.

Thank you so much for your generous support,

As you know, needy families and individuals in our community go without proper food, shelter, and essential medical care every day due to a variety of factors including low wages, job losg
children and the elderly are at the most risk, and they make up the largest number of clients we serve.

With the generous support of people like you, we will be able to help many of these families and individuals not only to meet essential daily needs, but to work toward a brighter future with

For more information on how your donation is helping to make a difference in the lives of so many in our ¢ Sefect Table ? X |there
Thank you again, and we look forward to your continued support. Name Description  Modified Created Type,
i ciientss | 3212018 7:51:12 P 3/21/2018 7:51:12 M TABL
Sincerely, [0 Empt Lists 3212018 T:S112PM 32172018 7:51:12PM  TABL
[ ‘Malting Lists 3212018 :5112PM 3/21/2018 7:51:12PM  TABL
< >
[ First row of data contains column headers Cancel
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4. Click on the Greeting Line button; a dialog box will appear.

able to help many of these families and individuals no

1 make a difference in the lives of so many in our comm

support.

Space key.

Insert Greeting Line ? X

Greeting line format:

Dear || |Joshua Randall Jr. vl |, v]

Greeting line for invalid recipient names:
Dear Sir or Madam, v

Preview

Here is a preview from your recipient list:

1 DM

Dear Art Venere,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

Cancel

Under Greeting line format, change the word “Dear” to the words “Good Afternoon”; press the

e to help many of these families and individuals not
ike a difference in the lives of so many in our comni

yport.

Insert Greeting Line ? X

Greeting line format:
:emoon|~| |Joshua Randall Jr. v| | v
Greeting line for invalid recipient names:
Dear Sir or Madam, v
Preview
Here is a preview from your recipient list:

1 DM

Good Afternoon Art Venere, ‘

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

Cancel

1ati

Use the second drop-down list under Greeting line format to choose how the person will be

addressed (i.e., First name only, first and last name, etc.). For this example, let’'s choose First
name followed by a comma. Under “Preview, you can click on the right and left arrows to see how

the Greeting will look. Click OK.

we will be able to help many of these families and individuals nof

; helping to make a difference in the lives of so many in our comm

continued support.

Insert Greeting Line

Greeting line format:
ternoon v | | Joshua

Greeting line for invalid recipient names:
Dear Sir or Madam, v

Preview

Here is a preview from your recipient list:

ai: Bx

Good Afternoon Kris,

Correct Problems

If items in your greeting line al
to identify the correct address el

'rom your mailing list.

‘out of order, use Match Fields

Match Fields...

oK Cancel
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7. You can see the Preview Results button at the top of the ribbon to see how the email is going to
look by clicking on the left and right arrows. Click on the Finish and Merge down arrow in the
Finish group.

Design Layout References Mailings View Developer Help Q Tell me what you want to do

B D m D [ Rules~ <®> M4 > M [E]"
— 5 — %E‘MatchFields ' [_pFindRecipient =%
Highlight Address Greeting Insert Merge Preview
Merge Fields Block  Line  Field - Results [+ Check for Errors
Write & Insert Fields Preview Results f_,‘ﬁ Edit Individual Documents..,
3-'-|---4---|~-~S--'|'-<6-~-|---7-'-|"'9'""'l::r#ErintDccumEan i

P‘ Send Email Messages..,

Here you have the option of creating a new Word document that

merges the email messages with each name on the list. merging Merge to New Document 7 %
the email message with the names within the Word document by

choosing Edit Individual Documents. You can now choose to Magus TEorx

merge all of the records, the current record or choose specific @i

records from the list. If you choose to merge all the records and O Currgnt record

then click OK, you'll see the greeting followed by the message O Erom: To:

pasted onto multiple pages. This is a good option to choose if you

want to copy and paste each individual message into your email Cancel

applications (i.e. Outlook), rather than having Word automatically
send them to Outlook for you.

8. To send the email message right away, Click on Send Email Messages.

Home My Editing Group Insert Design Layout References Mailings View Developer Help Q Tell me what you want to do
=2 r — = =5 [ N 3 Rules~ M4 » M E
[=* @ [ L B8 = ‘Q’ D')
| - L e - 7 Match Fields [ Find Recipient -
invelopes Labels = Start Mail ~ Select Edit Highlight ~Address Greeting Insert Merge Preview Finish &
Merge ~ Recipients * Recipient List Merge Fields Block  Line Field ~ Results [ Check for Errars Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results f“ﬁ Edit Individual Documentg
';)['“""1"'""2""'";'"""4""'”5"""'5‘"""7"""'8""”[“‘% Print Documents..,

Good Afternoon Blair, B S&d Email Messages...

Thank you so much for your generous support,

9. Keep in mind that messages sent to Outlook will automatically be sent to the recipients without
any kind of confirmation message or warning. If you just want the messages to be kept in your
Outlook folder and not sent, you must go to the Ribbon, click on the Send/Receive tab and click
on Work Offline in the Preferences group.

Send / Receive i Help Norton Q Tell me what you want to do

[="¢ > Update Folder [T =Ty - Ama

= == 3 B

=1 I Send Al o o Ly A T Y

Send/Receive ) Show Cancel Download Download ~Work

All Folders [ Send/Receive Groups~  progress Al Headers - Process Marked Headers ~  pieferences ~ Offline
Send & Receive Download Server Preferences
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Lesson 14: Comprehensive Project
Project 1: Create a cover sheet that includes a title, subtitle and at least one picture or graphic.
Technology Plan for Midwest Services

The mission of Mercy Health Resources, the nonprofit which runs Midwest Services group
home in Bloomsburg, Nebraska, is to help our clients improve their mental health and quality of
life. Our programs depend on the use of technology to manage daily operations and maintain a
high level of efficiency, so that case managers and other staff members can do their job
effectively.

The process of developing an effective technology plan involves a series of steps, which starts
with a comprehensive assessment what we currently have. This technology plan will outline the
necessary budget, funding plan, implementation team and timeline required to improve the
technology resources available to Midwest Services.

Technology Equipment Assessment

The following table presents a list of office equipment and medical equipment currently used by
the Midwest Services group homes. While most of the equipment works well, there are some
problems and concerns. For example, the phones are outdated and at times, it is difficult to hear
the person on the other end. The desktop computer in the case manager’s will often malfunction
and restart on it's own, which causes data to be lost. The standing blood pressure monitor does
not work well and the Internet connection is very slow. SERYv, the online client record system
also tends to be slow.

Project 2: Create a Table that summarizes the current inventory of equipment.
Desktop computer (3), Paper shredder (2), Copier (1) Fax machine (1), Desktop telephone (4),
Desktop printer (1), Label printer (1) 3-hole electric punch (1).

Goal 1 — Purchase New Equipment

Our goal will be to find the best deal by comparison shopping, finding the right vendor,
identifying the best maintenance agreement and capitalizing on our nonprofit status to obtain
discounts. The first priority will be to get a new desktop computer for the case manager office,
four new desktop telephones and an extra-large size blood pressure cuff or a wrist or leg blood
pressure cuff.

Goal 2 — Training
Once a new extra-large blood pressure cuff is purchased, there should be staff training for all

case managers by the program nurse immediately and every year during the required annual
medication administration training. This will increase the accuracy of blood pressure
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measurements to meet the standard of SERVv clients In addition, further training is needed for
SERv. We are also moving toward a totally electronic charting system.

Project Timeline

Project 3: Create a Project Timeline by creating a SmartArt Graphic.

Months 1-3:

Review technology plan and gain approval to move forward
Price technology equipment at local office/medical supply stores
Purchase and install desktop computer, telephones & XL BP cuff
Update intranet

Months 4-5:

Create blood pressure measurement training program

Create SERv system training program

Implement SERv system training for all staff

Implement blood pressure measurement training for all staff
Months 7-9:

Complete integration of client charting from paper charts to 100% electronic
Evaluate efficiency of new technology

Evaluate improvement in quality of client SERv

Months 10-12:

Review technology plan and make any necessary changes
Re-assess technology needs and goals

Final reports and evaluation

For any human services technology to be effective, long-term planning and support should be
taken under consideration. This proposed technology plan will most likely take a full twelve
months to implement, from purchasing equipment to implementing training programs to the final
reports and evaluation.

Project Budget

The budget shows the costs associated with purchasing and installing technology equipment,
providing employee training, technology support and consulting fees. Midwest Services will
follow the 70/30 rule when making any purchase decisions. For every dollar budgeted for
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technology, 30 cents should be projected for spending on hardware and software equipment. 70
cents to each dollar should be used on training and technical support.

Project 4: Create a new format for this budget by either creating a worksheet in Excel or a Table
in Word.

Group Home Fee Income $2,100.00
Government Grants $2,500.00

Private Donations ~ $900.00

Fundraising  $500.00

Total Funds Available for Technology $6,000.00
Technology Plan Costs

Equipment

Desktop computer  $399.99

Desktop telephones $439.96

Extra-large size blood pressure cuff $90.00
Installation

Desktop computer  $50.00

Desktop telephones $400.00

Training

Blood pressure measurement $375.00/year
SERVv system $2,250.00/year

Technical Support

Desktop computer ~ $200.00/year

SERv system $400.00/year

Technology Plan Consultant Fee $975.00/year

Total One-Time Technology Plan Costs $1,079.95
Total Annual Technology Plan Costs $4,200.00

Total Technology Plan Costs $5,279.95

Balance $720.05

Funding Plan

Funding is a universal issue, especially for nonprofits like Mercy Health Resources, which rely
heavily on outside funding sources to operate. Funding for the Midwest Services technology
plan will come from four different sources: group home fee income, government grants, private
donations, and fundraising. Group home fee income generates $2,100 for technology.
Government grants bring the largest amount of funding at $2,500. Private donations and
fundraising contribute the remaining $1,400 for a total of $6,000 of funds to use for the
technology plan.

Project 5: Create a Pie Chart that summarizes the funding plan.

The Implementation Team

Team effort is essential during the technology plan implementation period. The Regional
Director oversees the operation of all group homes in the region, including Midwest Services.
The following organization chart displays the other members of the team:
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Project 6: Create a SmartArt organization chart that uses the following information:

Level One: Regional Director

Level Two: IT Manager, Finance Director (both report to the Regional Director)

Level Three: Network Administrator (reports to the IT Manager), Technology Trainer (reports to

the IT Manager), Staff Account | (reports to the Finance Director), Staff Accountant Il (reports to
the Finance Director).
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Excel Fundamentals

Topics Covered

51

Getting Started

Entering Data and Formatting Cells
Using Cut, Copy and Paste

Formulas and Functions

Data Lists and Tables

Charts and Visuals

What-If Analysis

Sorting and Filtering Data
Introduction to PivotTables

Create Passwords and Protect Cells
Using Excel with Office applications
Microsoft Excel certification training
Appendix A: Excel for Small Business
Appendix B: Excel and Personal Finance
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Chapter 1: Getting Started

The Ribbon

The Ribbon is at the top of the Excel window and provides you with the tools you need to create what's
referred to as Workbooks. The File tab will open Backstage view, which allows you to select from many
different commands and tools.

Bookl - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer

=1 Wrap Text General - E’léé _7—5‘ Em :?‘ Z EAmoSum'Jf}? Lﬁ

% Cut

_‘] Calibri 11 v A A
F'.! - e A o .00 ditional Format  Cell | Insert Delete Format il Sort & Find &
aste v iiiw v L - ==Y ) - v <0 Conditiona orma (4 nsel elete Forma ort & Find &
» < Format Painter L = AT 2 Merge & Center $ 7% v e Eormatting ~ a< Table « Stlsc + v v v (2 Clear ~ Filter - Selact~

[ Clipboard " | Font ¥ | Alignment " | Number ] Styles | Cells Editing | ]

HY-v-GES -

&

Quick Access Groups and
Toolbar Launchers

When you click on the File
tab to open Backstage View,
you'll see a large number of
tools that are used when
working with Excel files,

) h . E_ Protect Workbook Properties ~
|nc|ud|ng New’ Open, Print pm&t Control what types of changes peaple can make ta this workbook. size e
and Export. The Options tab e e o

) . ags Add 3 tag
displays additional tools that e Aadnetm

can be used to customize N Inspect Workbook
Before publishing this file, be aware that it contains: Related Dates
how Excel performs and Checkier | unors name andsbsalute poth Lot Modifind
diSplayS data. Created Today, 10:38 AM
Last Printed
Manage Workbaok
i rEj e Related People
) There are no unsaved changes.
Publish oo Author
Workbook * S  smyers
Close Add an author
E Browser View Options Last Modified By Not saved yet
Account = Pick what users can see when this workbook is viewed on the Web. Show Al Properties

Browser View

Feedback i

Options
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Open Backstage View to add a new Tab to the Ribbon:

1. Click on the File tab, then click on Options button; choose Customize Ribbon.

2. Click on New Tab.

Excel Options
General o . .
E-E Customize the Ribbaon.
Formulas
Choose commands from: G
Data Popular Commands
Proofing
Save Y Add or Remove Filters
mll All Chart Types...
Language Borders
. Calculate Now
Ease of Access Center
Advanced Conditional Formatting
Copy
Customize Ribbon Customn Sert...
Cut
Quick Access Toolhar Decrease Font Size
o Delete Cells...
Add-ins Delete Sheet Columns
Trust Center Delete Sheet Rows

Email

Fill Color

Font

Font Color

Font Size

Format Cells
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Picture
Insert Sheet Colurmns
Insert Sheet Rows
Insert Table
Macros

Merge & Center

e
EE]
%
A
%}
3
EX
@
[
A
~
=]
A
T
)
phu
n
Eﬁ
»

Customize the Rigbon: G
- Main Tabs

- Main Tabs
Background Removal

L3 El ] Home
Clipboard
Font
Alignment
Number
Styles
Cells

T

= Mew Tab (Custom)
New Group (Custern)

npacy
[ Draw

Page Layout
Formulas
Data

<< Remove

Developer
Add-ins
Help

Customizations:

MNew Group

Reset

Rename...

- Import/Export = |

0K Cancel

Let’s create a Tab that has tools that can be used to manage a data list.

3. Click on New Tab (custom) then click on Rename button and name the Tab “Data List”; click on
New Group (custom), then click the Rename button and name the group “Editing Tools”.

Y Add or Remove Filters -
1.0 All Chart Types...

Borders 4
Calculate Now

Center

Conditional Formatting L4
Copy

Custom Sort...

Cut

Decrease Font Size

Delete Cells...

Delete Sheet Columns

Delete Sheet Rows

Ernail

Fill Color 4
Font
Font Color r
Font Size

Format Cells

Format Painter

Freeze Panes L4
Increase Font Size

Insert Cells...

Insert Function...

Insert Picture

n Insert Sheet Columns

€= |nsert Sheet Rows

Insert Table

&
Em
%
A
%}c
g
EX
[
&
A

¥
L
A
i

=}
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Main Tabs
Background Removal
El A Home
Clipboard
ont
lignment
Nurnber
Styles
Cells

H [ # H [ E

-
= [w] Data List (Custom)
Editing Teols (Custom)

Page Layout
[ Formulas
[ Data

Developer

[ Help

Mew Tab

Reset ~ i

Customizations:
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4. With Popular Commands selected from where is says “Choose commands from”, use the Add
button to choose Insert Sheet Columns, Insert Sheet Rows, Delete Sheet Columns and Delete

Sheet Rows.

Excel Options

General

Formulas

Data

Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Ribbon.

Choose commands from:C

Popular Commands

Customize the Ripbon: G
Main Tabs

Y Add or Remove Filters
All Chart Types...
Borders

Calculate Now
= Center
% Conditional Fermatting
ER Copy
Custom Sort...
c}f, Cut
A" Decrease Font Size
B Delete Cells.
X Delete Sheet Columns
EX Delete Sheet Rows
199 Email
¥ Fill Color
Font
A Font Color
Font Size
Format Cells
¥ Format Painter
E' Freeze Panes
A" Increase Font Size
Insert Cells...

o Insert Picture

FFY Insert Sheet Columns

€= Insert Sheet Rows
Insert Table

» Macros

E Merge & Center

Main Tabs
Background Removal
B | Home
Clipboard
Font
Alignment
Number
Styles
Cells

[

B [ Data List (Custom)
Bl Editing Tools (Custom)

Add >> U Insert Sheet Columns

€= Insert Sheet Rows
<< Remove

IX Delete Sheet Rows

xJ Delete Sheet Columns

e
[ Draw

Page Layout
Formulas
Data
Review

B view

Mew Tab MNew Group

Customizations: Reset ~

Import/Export ~ |0

-

Rename...

Cancel

5. Click OK. You can now see that a Data List tab appears next to the Home tab.

Home

E O -
z =

Formulas Data Review

UMl 2o
a 3

Insert Sheet  Insert

Data List Insert
L4 =
x X

Delete Sheet  Delete

Columns Sheet Rows Columns Sheet Rows

Editing Toals
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Quick Access Toolbar

The Quick Access Toolbar is another way to get things done in less time. By default, it'’s located at the top
of the Ribbon, but you can move it to the bottom to make it easier to see.

Activity 1.2: Customize the Quick Access Toolbar (use the same Excel file from Activity

1.1)

55

1.

Click on the down arrow where it says “Customize the Quick Access Toolbar”; choose Show
Below the Ribbon.

Customi ick Access Toolba - -
L= o e Rl File Home Data List Insert Page Layout Formulas

o ¥ cut Automatically Save

[ Copy ~ New
Open - ﬁ - —

g X Cut
C -
Paste I:E = Forar}
- ¥ Format =

4
.
3
>
11
1l

Paste
- 9 Format

il
.

.
P
=
g
=
4
Il
1]

Clipboard save &

Email Clipboard Font 5

-G B -

Hs Quick Print

A 1 Print Preview and Print E F G
Spelling
B7 - fx

~ Undo
v Redo A B c D E F
Sort Ascending
Sort Descending
Touch/Mouse Mede

More Commands...

L Y

Show Below the Ribbon

GG RIS

From here, you can add more tools by clicking on the down arrow and choosing More
Commands.

The Excel Options dialog box will open. With Separator selected, click on the Add button to add
some space between the tools already selected and the new tools that will be added.

ant to do

Page layout  Formulas  Data  Review  View  Developer  Help O Tell me what yo

22 Wrap Text General - @ @ Normal Bad Good Neutral

Formatting ~ Table~
t IF] Alignment IF] Number [} Styles
£ Bxcel Options ? X
General
E 5 S H 8 E“% Customize the Quick Access Tool | Wi
Formulas
Choose commands from: (Z ustomize Quick Access Toolbar: &
Dat
e Popular Commands For all documents (default) -
Prosfing
Save «<Separator> - 2 Undo [»
Y Add or Remove Filters I Redo |»
Language AutoSave 5 Open
Ease of Access [ Borders » <Separator>
Calculate Now
Advanced = Center
Customize Ribbon Ml Conditional Formatting »
[ Copy
Quick Access Toolbar dl] Create Chart
Add-ins Custom Sort..
X cut
Trust Center A" Decrease Font Size B
BE Delete Cells... :
HU' Delete Sheet Columns << Remove

3

Introduction to Computer Applications

]|

-2



4. Use the scroll bar under Popular Command to choose Email and Quick Print; click OK. The tools
will now appear as icons on the Quick Access Toolbar.

Excel Options ? X
Generel [{% Customize the Quick Access Toolbar.
Formulas
Choose commands from: & Customize Quick Access Toolbar:;
bata Popular Commands - For all documents (default) - i i
Proofing File Home Data List Insert Page Layout
Save EH Tnsert Cells... = @ Undo I —
. [fx Insert Function & Redo I
Language F= Inset Picture B> Open & Cut Calibri 11 | AT AT
U Insert Sheet Columns |:|
Ease of Access Ly Ins : <Separator>
Fee ot feee S¢ Insert Sheet Rows B Email P EB Copy ~
Advanced B Insert Table aste I U - O - A~
Merge & Center - <¥ Format Painter —_—
Customize Ribbon :
K& Name Manager
Quick Access Toolbar [ NewFile Clipboard n Fant I
e E Open
Adel-ins [ Page Setup =
Trust Cey [fy Paste A Ié) C = @3 %
[f Paste |»
[Ey PasteSpecial... << Remove
PivotTable -
[& Print Preview and Print ¥19 f;‘
5 Quick Print
Q' Redo [»
% Refresh All | Popular Commands | Quick Print (FilePrintQuick) | A | B | c | D | E | F
() Repeat O
Save
[F sevess
[B SetPrint Area
&y shapes (k3
Show Quick Access Toolbar below the Customizations: | Resct =
Ribbon Import/Export ~ |G
oKk Cancel

Organize and View Workbooks

You can get easy access to workbooks used the most frequently by clicking on the File tab, then clicking
on Excel Options; choose Advanced.

5. Under Display, click inside the Show this number of Recent Workbooks box and choose a
number (i.e., 10); click OK.

w View Developer Help 2 Tell me what you want to do

rap Text General - % @ Normal Bad Good Neutral E
wgeBiCenter - | § - % 9 | 4§ .8y | Conditional Formatas |Z| Explanat nked Ce

Formatting ~ Table -

5] Number [ Styles
Excel Options 7 X
General Properties fellow chart data point fer all new workbooks & -
Formulas Current workbook: | EfBooks -
Data Properties follow chart datz point for current workbook
Proofing Display
Save -
Show this number of Recent Workbooks: | 10 H
Language

Quickly access this number of Recent Workbooks:

Ease of Access

Show this number of unpinned Recent Folders: | 0
Advanced Ruler units | Default Units +

Customize Ribbon Show formula bar
Show function ScreenTips

[ Disable hardware graphics acceleration

Quick Access Toolbar

Add-ins For cells with comments, show:

Trust Center Mo comments or indicaters

6. When you click on the File tab, then click on Open, you'll see the most recently used fields and
the ability to “pin” the frequently used documents by clicking on the pin icon.

ﬁ Corporate Training Solutions

8172017 11:52 PM ¥
Desktop
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Twelve Major Parts of an Excel Worksheet

Here is a summary of the Excel worksheet parts you should be familiar with:

Name Box Insert Function Formula Bar
A27 /‘ _fv/ ¥ hd
A B C D E F G H | J K L =
1
2 \ Vertical Scroll Bar
3
) Work Area
4 Active Cell A
5
6
7
8
9
10 Insert
1 Worksheet Horizontal Scroll
12 -~
12 / ¥ -
Sheet1 @ 1 3
Ready %] K i) {m, - i %
Worksheets Status Bar View Buttons Zoom Slider

Description of Worksheet Parts:

Name Box — shows the cell location (ex. A1, A2, etc.)

Active cell — refers to the cell currently being used

Insert Function Button — opens the Insert Function dialog box

Formula Bar — space where text, numbers and calculations are entered
Work area — shows data inputs and calculations

Vertical scroll bar — moves the work area up and down

N o ks~ w D=

Status Bar — displays information about the open file. You can right-click on Status Bar to open
what's called the Customize Status Bar to choose display options

8. Worksheets — indicates the number of worksheets open

9. Insert Worksheet — opens a new worksheet tab

10. Horizontal Scroll Bar — moves worksheet area to the right or left

11. View Buttons — switch between Normal, Page Layout and Page Break Preview

12. Zoom Slider — changes the magnification of the worksheet between 10%-400%
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Chapter 2: Entering Data and Formatting Cells

To enter data into a cell, you can either type the data into it, type it into the Formula bar or copy and paste
the data from another software application or a website. After the data is entered, you should be familiar
with the different ways that the text and numbers can be formatted. Some common Number formats used
include the General, Number, Currency and Accounting formats.

1. Click on the Number Launcher from the Number group, then choose a format.

Data List Insert Page Layout Formulas Data Review View
Calibri SN == ®- BwapTent
i B I U- Z' d’"'ﬁ' =EE=E= E=E Merge&Center -
] Font ] Alignment
R
= Fe
B C D E
General Number Currency  Accounting
1000 1000.00 $1,000.00 $1,000.00

List Boxes

Several buttons within the Excel groups on the
Ribbon will have a list box associated with them,
which will allow you to choose a format and
apply it to a cell or range of cells.

To format numbers, you can select them and
then click the down arrow from the Number
group from the home tab to change the
formatting.
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Developer Help 2 Tell me what you want to do
General - ﬁ @ Normal Bad Goocd
- g «0 .00 | Conditional Farmat as lZI Explanatory ... [Inpul
$ % 9 | @ Formatting~ Table~ I:
] Mumber ] Styles
Format Cells ? X
Alignment Font Border Fill Protection
Category:
Sample
gciou"lt”'lg General format cells have no specific number format.
ate
Time
Percentage
Fraction
= = =|| ¥~ ;‘.’\."rap Text | [ =3|
= = = = i= - General -
= = = | EEEEE M « Center = ABC il F
- == ;3 RS 123 Mo specific format - as
Alignment Sty
Number =
]2 300,00
Currency
F G H I @ 530000 M
@ Accounting
=11 5300.00
==
300 Short Date
600 B 10/26/1900 =
900
Long Date
1200 HH  Friday, October 26, 1900
1500]
AT, Time
J) 12:00:00 AM



Special Formats can be applied to cells in a data list that includes zip codes, phone numbers or social
security numbers.

2. Select the data. From the Home tab, click on the Launcher button in the Number group; click on
Special, then choose Phone Number.

Data List

Inset  Pagelayout  Formulas  Data  Review  View  Developer  Help

2 Tell me what you want to do

X Ccut

B

Calibri [n -|A X[ - 2 Wrap Text General F ’j‘l Comma 2 Currency 2 Normal 2 Normal
E‘@CUW i =ax= 5 C d | Fo it lati E;
BT u-E S A- = Evegeacoa - § % 0 | 551 Condonl Fomotas| Good Newtral  [Colculation | [TTITTINN] &
Clipboard [ Font M Alignment [ Number M Styles
c2 A i3 3629838829
A B C D E] formt cells
1 Last Name First Name Phone Number Humber  alignment  Font  Border Fill Protection
2 |Venere Art 3629838829 Category: .
ample
3 |Marrier Kris 7629920203 bl
4 |Amigon Minna 7627428812
) Percentage
5 [Nicka Bette 7628880231 Zm‘t‘";( Sacial Security Humber
. . Text
6 |Slusarski Alisha 3849288832
7 ustem Locale (location]:
English {United States) M

You can also apply the format to one or more empty cells, so that any number entered into the cells will

automatically

be formatted as phone numbers.

Apply Custom Formats

Custom formats can be used when you want to see text displayed before, after or in between any

numbers that

are inputted into the cell.

3. Click on a cell, then click on the Launcher button and choose Custom.

4. Enter 0 and then input the word Clients in quotation marks (0 “clients”); click OK.

A B C Format Cells ? =
-] Alignment Font Border Fill Protection
3 Non-Profit Break-Even gt?g sz e
4 Annual budget: $ 500,000 Ef’;:ggnot:ge o -
5 Fixed and Variable Costs: (150,000) Toentiic
6 Funds available: 350,000 Er——
7 Allocation per client 1,200
8 Maximum number of clients | 292 clients hd
* Delete
190 Type the number format code, using one of the existing codes as a starting point.
11
12 Cancel
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Here are some other examples of custom formats:

To Input: You Would Type:
Interest Rate of 9% “Interest Rate of” 0%
500 units 0 “units”

Invoice is 30 days past due

300,000 clients 0,0 “clients”

Custom format can also be applied to dates. If you have a worksheet where you want to see the day of

“Invoice is” O “days past due”

the week spelled out, for example, you would click on Custom and then input a combination of the letters
d and m; In this example, inputting dd, mmm d will display the date as Fri, May 20.

G

A B C D E F

1

2

E Format Cells

4

5 Mumber  Alignment

6 LCategory:

i

8

9 Accounting <
Date

i Time

11 Percentage
Fraction

= Seientific

13 Vendor = Invoice Date| - Due Daig ~ Invoice # | ~| |Text

14 John Handy Hardware Tue,AprS Fri, May 20] AB342 ﬁl_

15 Knox Landscaping Wed, Apr6 Thu, May 5 1023

Use Autofill to Enter Data

Font Border

Sample
Fri_lay 20

Iype:
ddd, mmm d

Fill

Protection

mm:ss.0
@
[hl:mm:ss

_I5% £ E50 ) (5 [F A _(3* 7 ) (@)
[0 (% () _(7

_[5* #,#£0.00_;_(5* (¥,#+0.00)

- k@]
;_(8* 77T i@

Autofill is a tool that can be used to avoid typing or retyping information that is a part of a series, such as
days of the week, months, years or patterns of numbers. If you were to type “January” into a cell, for
example, you could use Autofill to add the rest of the months in the year.

To use Autofill, enter the first word or value of what you want to
Autofill. Select that value and drag the cell to the left or the right
by left clicking on the Fill handle, which is the black cross in the
lower right-hand corner. Dragging the Fill Handle down to the
right will increase the series; dragging up or to the left will
decrease the series. After the data has been entered into the
worksheet cells, you can then use the Autofill Options button.

In this example, Autofill was used to enter every day of

the week. You could also use the Options button to just input
weekdays, which would exclude Saturday and Sunday.
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1 [Monday
2 [Tuesday
3 |Wednesday
4 [Thursday
5 |Friday
6 |Saturday
7 |Sunday
8 |[Monday
9 |Tuesday
10 S
1 O Copy Cells
H (=1 Fill Series
13
14 O Fill Eormatting Only
15 O Fill Without Formatting
16 ' Fill Days
17 O Fill Weekdays
13
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Create a Custom Fill Series

You can create a list of information that can be used to Autofill a range of cells, such as product lists,
customer lists, classes or price lists.

1. Click on the File tab, then choose Options from Backstage View.

2. Go to the General section; click Edit Custom Lists.

Excel Options

General
Formulas
Data
Proofing
Save
Language

Ease of Access

,. Ad\,-anced e ——

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

Custom Lists T >
Cluster type: -
Custom Lists
When calculating this workbook: Bcck1 A Custom lists: List entries:
i ) NEW LIST BE251 Add
Update links to ther documents sun, Men, Tug, Wed, Thu, Fri,! | | CFa28
[ Set precision as displayed Sunday, Monday, Tuesday, We DF732 Delete
[ Use 1904 date system Jan, Feb, Mr,pr, May,u, J_l PAS23 =

pori RI923

Save external link values SPITT

General

[ Ignore other applications that use Dynamic Data Exchange (DDE)

Ask to update automatic links

[ Show add-in user interface errors

Scale content for Ad or 8.5x 11" paper sizes Import list from cells: *

b Import
At startup, open all files in:
Web Options...
Enable multi-threaded processing
Create lists for use in sorts and fill sequences: Edit Custom Lists... Cancel

3. Type data for the new list in the List entries box, which each list item separated by commas. Click
Add, then click OK.

4. If you already have a list of information, you can choose Import list from cells, then choose OK to add
the cell range to your custom lists.

Adding Comments

Comments are helpful when you need to describe your worksheet entries and provide explanations for
others to review. Examples would include product or service descriptions, conditions and disclaimers
(good until, expires on...) and notes to employees or customers. Adding comments will not affect the
worksheet’s functionality. You can enter and manage comments into a worksheet in the following ways:

1.

61

Inserting a comment into a cell:

Click on the Review tab — click New Comment Button.

Permanently display one or more comments:

Click on the Review tab — Comments group — click Show/Hide Comments button.
Move among comments:

Review tab — Comments group — Previous or Next buttons button.

Edit comments:

Click on the comment — click on the Edit Comment button.

Size or reposition comments:

Display the comment then click its border — drag sizing handles or drag its frame to reposition.
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6. Printing comments at the end of the worksheet: Page Setup 7%

Page Margins  Header/Footer  Sheet

Page Layout tab — Page Set-up launcher button. print area
Print titles
From here, you would click on the Sheet ot :
Tab. From the Comments drop-down print
menu, choose “At End of Sheet”; click OK. ggmgnﬂd . Comments:  [FTITRITT———
DBraftgual\ty ell grrors as: isplaye: ~
|:| Row and column headings
Page order
@ Down, then over [==g= ma=a
) Ouer, then down E.;J.Zg: :.;
Print... Print Preview Options...
=

7. Print permanently displayed comments:

Follow the same steps for printing comments at the end of the sheet, then click the “Show All
Comments” button from the Comments group.

H - & E Conditional Formatting - Excel

Home Insert llustrations Page Layout Formulas Data View Developer Help @ Tell me what you want to do

ABC = « >
v & £ & DO DR 5
. X (3 Show All Comments LA
Spelling Thesaurus Check Smart  Translate New Previous Mext Protect Protect Allow Edit Hide
Accessibility Lookup Comment Sheet Workbook Ranges Ink
Proofing Accessibility  Insights  Language Comments Protect Ink

8. Deleting a comment:

Review tab — Comments group — Delete button or right click — Delete Comment.

Adding Hyperlinks

Hyperlinks are useful when you want to navigate back and forth between files or other worksheets within
the same workbook. Choose a cell that has the information that will be used for the hyperlink. For
example, you can type “Click Here to Move to Sheet Three” in cell A1:

= E F G H | J K
Click Herelto Move to Sheet Three

3 9
a Insert Hyperlink @I&J
5 Link to: Text to display: |Click Here to Move to Sheet Three
6
- Type the cell reference:
Existing File or | |a1
8 Web Page
: Or select a plage in this document:
[=1- Cell Reference

10 H

Place in This
L Document
12 [
13 9 Defined Names
14 Create New

Document

15
16
o E-mail Address
=
1k
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1. Click on the Insert tab, then click on Insert Link from the Links group.
2. Choose from the list of Insert Hyperlink options, then click OK.

Insert Hyperlink

@ T Link to: Text to display: C
Link Comment Look in:
- Existing File
or Web Page
Recent Items Current
Folder
Place in This
Document EBrowsed
@ Insert Link... Pages
Create Mew Regent
Document Files
Address: |
E-mail
Address

3. When you move the cursor over text or numbers, a ScreenTip will appear and describe the full
path of the link.

A B - D
Click Heritu Move to Sheet Three
e

Bookl - Sheetl!Al - Click once to follow.
Click and hold to select this cel

Laa I'U|I-"

Editing a Hyperlink

Right click on Hyperlink — Edit Hyperlink — ScreenTip button. Type information into the ScreenTip text
box — click OK — click OK again to close the Edit Hyperlink dialog box:

it Hvoerdin ? X
Link to: Tesxt to displ Set Hyperlink ScreenTip 4 >
Look in: ScreenTip text:
Existing File Click Here to [
go to company emails
ar Web Page ~ Bookmark...
Current
. =___ = |
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Excel Camera Tool

The Excel Camera is a way to capture an image of worksheet data and then paste the image into other

Office applications. You can access the camera by first adding it to the Quick Access Toolbar:

1. Office or File tab — Excel Options — Quick Access Toolbar — All Commands. Choose the

Camera option — click Add — click OK.

2. To use the Camera tool, select the worksheet data you want to capture and then click on the
Camera icon on the Quick Access Toolbar.

2

—wtd

View Developer

'5’/" %Wrap Text General
€= 3= Merge & Center = $-%
Alignment 7 Mum
G H

DE
DE
DE
DE
DE
DE
DE
DE
DE
DE
DE
DE
DE
DE

19702
19713
19722
13702
19713
19713
19713
19713
13713
19702
19701
19701
19722
13702

S-2-@ "M E | X x @A
Data List Insert Page Layout Formulas
db Cut Calibri oA s ==
ER Copy -
~ Farmat Painter ru- = =
Clipboard 7 Font 7
Bl 4 fe | Name
1
2 Pilar Ackerman 321 Maplewood,  Newark
3 Terry Adams 8328 Pinewood Terrace, MNew Castle
4 Michael Allen 87 Rosewood Wilmington
5 Michael Allen 73 Maplewood  Newark
6 Chris Ashton 733 Orchid Lane.  Newark
7 Martin Bankow 66 Torey| Wilmington
8 Paula Bento 28 Forrest Lane.  Newark
9 Karen Berg 373 Deacon Street Wilmington
10| MoBerry 83 Hollywood Lane  Wilmington
11 Karen Berg 834 Valley Stream Road| Wilmington
12 Randall Boseman 939 Avondale, Newark
13 Ted Bremer 4 Darby Drive.  Newark
14 Kevin Browne 933 Kalimba Ave.  Newark
15 David Campbell 938 Applewood  Newark
18

4. When the small cross appears, you can hold down the left click button on the mouse to apply
the image. You can then press CTRL+C to copy and paste the image into another

application.

A B Z D E F G H J K L M [0}
1 Name Address City State Zip Code
2 Pilar Ackerman 321 Maplewood ~ Newark DE 19702
3 Terry Adams 8328 Pinewood Terrace New Castle DE 19713
4 | Michael Allen 87Rosewood Wilmington  DE 19722 Name Address City State  Zip Code
5 Michael Allen 73 Maplewood  Newark DE 197 Pilar Ackerman 321 Maplewood  Newark DE 15702
6 Chris Ashton 733 Orchid Lane  Newark DE 19 Terry Adams 8328 Pinewood Terrace. New Castle DE 19713
7 Martin Bankov 66 Torey  Wilmington DE 19 Michael Allen 87 Rosewood  Wilmington DE 19722
2 Paula Bento 28 Forrest Lane  Newark DE Michael Allen 73 Maplewood ~ Newark DE 19702
9 | KarenBerg 373 Deacon Street Wilmington  DE 19713 Chris Ashton 733 Orchid Lane.  Newark DE 19713
10| JoBerry 83 Hollywood Lane  Wilmington ~ DE 19713 Martin Bankov 66 Torey Wilmington  DE 15713
11| KarenBerg 834 Valley Stream Road Wilmington ~ DE 19702 Paula Bento 28Forrest Lane  Newark DE 19713
12| Randall Boseman 939 Avondale  Newark DE 19701 Karen Berg 373 Deacon Street Wilmington  DE 15713
13| Ted Bremer 4 Darby Drive. Newark DE 19701 JoBerry 83 Hollywood Lane. Wilmington ~ DE 19713
14|  Kevin Browne 933 Kalimba Ave.  Newark DE 19722 Karen Berg 834 Valley Stream Road  Wilmington  DE 19702
15 David Campbell 938 Applewoad Newark DE 19702 Randall Boseman 939 Avondale  Newark DE 19701
16 Ted Bremer 4 DarbyDrive.  Newark DE 19701
17 Kevin Browne 933 Kalimba Ave.  Newark DE 15722
18 David Campbell 938 Applewood  Newark DE 19702
19
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Using a Template

A template is a workbook preformatted with information that can be changed or customized. New

information can be typed into cells or placeholders within the template (a placeholder is the section of the
template that can be edited).

Click the Office or File button — New. Choose from one of the available templates or create a new one.

Available Templates

& Home

D a8

Blank Recent Sample My templates  New from
workbook templates templates existing
Office.com Templates Search Office.com for templates +
@ B =) = =
Agendas Budgets Calendars Expense Faxes Forms Inventories Invoices Labels
reports
= |
: z -
o ¥ =
2 D =
e
Lists Memos Plans Planners Receipts Reports Schedules Statements Stationery
LA -
Koo/
Time sheets More
categories
Cell Alignment

There are times when you need text or numbers to appear beyond the limitations of just one cell. The
size, width and length of a cell can be changed by using one of the tools from the Alignment group:

File Home Data List Insert Page Layout Formulas Data Review View Developer Help £ Tellmew
e X o
0 Calibri -1 A A = = = | ®- 25 Wrap Text
Past: Da .
aste f— p— — — — =
. e B I u- - - A = = = = = Merge & Center  ~

1. Wrap Text — allows you to view inputted information within a restricted number of cells:

A B C D
1
Expenses
for This
2 Year
3

2. Merge & Center — choose number of cells that you want to include in the merge:

A B C D E

Expenses for This Year
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Rotated Text — display text or numbers on an

: A B C D
angle. 1
a. Select the number of cells where the rotated 2 -
text will appear. For example, if the text is in 3 L2 =
cell B2, you may want to select rows B2 to B8. 4 o g
5 c w
b. From the Alignment group you will then 6 g <
choose Merge & Center, Wrap Text and the 7 5 =
Rotate Text Up from the Orientation button. 2
4. Center Across Selection

This is a Text Alignment tool that can be used when you want to input a title or label onto a
worksheet. Select the cells where you want the text to appear (B7:E7). Click on the Alignment
launcher and choose Center Across Selection from the Horizontal drop-down list.

AutoSave (® off) =)o B W o2 W oEx 9] B -

B7 2 Fe Three-Year Income Projection Format Cells ? X
A B < D E MNumber  Alignment Font Border Fill Protection
7 | |Three-Year Income Projection | Text alignment Orientation
Revenues Year1l Year2 Year 3 Horizontal: ’

] Sales Revenue 240,609 300,761 421,066 <] indent: ®

10 Casts of Goods Sold 132,335 165,419 231,586 Vertical 0 = T

1 Gross Profit Bottom > 5 |t —

12 Expenses Justify distributed t

13 Salaries and Wages 33,120 34,114 35,137 *

Text contral &

14 Rent 15,000 15,450 15,914 [ wrap test —

15 Insurance Expense 5,000 5,180 6,365 D;’::mm - Degrees

16 Utilities 2,100 2,163 2,228 0O Merg; cells

17 Advertising 3,600 3,708 3,819 _ -

18 Bank Servica Expense 180 180 1gp | Pomttodlett .

19 Total Operating Expense Text direction:

20 Operating Profit Context e
Using ScreenTips
You can position the mouse pointer ¥ = | =
over a command to view a ScreenTip,
which will provide you with a description m Home Insert Page Layou
on what the command does or will provide you
with a keyboard shortcut. For example, if you = H o
were to position the mouse pointer over the j ) Calibri 11 -
scissors icon in the Clipboard group, you would EE
see that the shortcut for the cut command, which Faste B 7 U~ iy .
would be CTRL+X. " f

Clipboard ra Font
Cut (Ctrl+X)
Cut the selection and put it on the
1 Clipboard.
—_—n
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Shortcut Keys and Commands

There are over 75 different types of shortcut keys within four general categories:

1. CTRL+Shift+

2. CTRL+ 1-10

3. CTRL+ A-Z

4. Function Keys (F1-F12)

You may find that there are only a handful of shortcut keys you will use on a regular basis. Here is a list of
some of the commonly used ones, along with a list of other shortcut key combinations you might find

useful:

Open a new worksheet
Open a new workbook
Open an existing file

Display worksheets from right to

left

Display worksheets from left to
right

Print a worksheet

Save file currently open
Create a Table

Select an entire row or column
Open the Help menu

Cut

Copy

Paste

Past Special dialog box

Hide the Ribbon

Redisplay the ribbon

Bold text

Apply italics

Underline text

Insert a Table

Insert Function dialog box
Format cells dialog box

67

SHIFT+F11
CTRL+N
CTRL+O
CTRL+PGDN

CTRL+PGUP

CTRL+P

CTRL+S

CTRL+T
SHIFT+CTRL+arrow key
F1

CTRL+X

CTRL+C

CTRI+V

CTRL+ALT+V
Double-click on tab currently open
Click on any tab
CTRL+B

CTRL+I

CTRL+U

CTRL+T

Shift+F3
CTRL+SHIFT+F
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Text to Columns

Text to Columns is an Excel Data Tool used to divide data into multiple columns. It could be data that’s
already in the worksheet, external data imported into Excel or data copied and pasted from another
source, such as a web page. The Text-to-Column tools recognizes data as being either a Delimited file
type or a Fixed Width file type.

Delimited File Type

1. Click on column C.

2. Right-click, then click on Insert.

1 M £ | Address B I=¢-A- "
A B z " E F G

1 |Company Name Name Address A& ot State ZipCode County

2 [3m Art Venere 8 W Cerritos Ave # [ Copy NJ 08014 Gloucester

3 |Aetna Kris Marrier 228 Runamuck PI# [ Paste Options: MD 21224 Baltimore City

4 |Air Products & Chem. Minna Amigon 2371 Jerrold Ave Eﬂ'\a [ﬂﬂ PA 19443 Montgomery

5 |Alcoa Bette Nicka 65 33rd St - PA 19014 Delaware

5 |Allstate Alisha Slusarski 3273 State St Paste op NJ 03846 Middlesex

7 |Alltel Ezekiel Chui 2 Cedar Ave #34 Insert MD 21601 Talbot

& |Altria Group Ernie Stenseth 45 E Liberty 5t Delete NJ 07660 Bergen

9 |Amazon.com Albina Glick 4 Ralph Ct Clear Contents NJ 08812 Middlesex

10 | American Express Blair Malet 209 Decker Dr PA 19132 Philadelphia

11 |American Intl. Group Marjory Mastella 71 San Mateo Ave [E] Eormat Cels.. PA 19087 Delaware

12 | American Speedy Printing Ctrs  Karl Klonowski 76 Brooks S5t #9 Column Width... NJ 08822 Hunterdon

12 | American Standard Amber Monarrez 14288 Foster Ave & Hide PA 19046 Montgomery

14 | Ameriprise Financial Deeanna Juhas 14302 Pennsylvani Unhide valley PA 19006 Montgomery

3. Click on Column B; click the Data tab; Choose Text to Columns.

DB1 (1) - Excel

File Home Data List

Rk B

insert  Page layout  Formulas D

|rb. [T Queries & Connections
]
<

[ [

Get From  From From Table/ Recent Existing Refresh

Data ~ Text/CSV Web Range

Sources Connections | All- [

Review

View  Developer  Help

[ 2l

Stocks  Geography 5 | Z| Sott Filter

£ Tell me what you want to do

v E

5t

Text to

98 Advanced | Columns

Get & Transform Data Queries & Connections Data Types Sort & Filter
9-C B PEEE -
Bl h & Name

A c D E F G H
1 |Company Name ~dress City State  ZipCode County Ema
2 [3m 8 W Cerritos Ave #54 Bridgeport NJ 08014 Gloucester artg
3 |Aetna Kris Marrier 228 Runamuck Pl #2808 Baltimore MD 21224 Baltimore City  krisq
4 |Air Products & Chem. Minna Amigon 2371 Jerrold Ave Kulpsville PA 19443 Montgomery  min

4. Delimited is already selected; click Next.
5. Uncheck Tab, check off Space; Click Finish.

Convert Text to Columns Wizard - Step 2 of 3 ? X
B1 - £ || Name
This screen lets you set the delimiters your data contains. You can see how your text is affected
A B C | in the preview below.
1 |[company Name Name Address Delimiters
2 [3m Art Venere 8 W Cerritos AV [Jrap
3 |Aetna Kris Marrier 2; [ semicoion [ Treat consecutive delimiters as one
4 |Air Products & Chem. Minna Amigon [ Comma
- . . Text gualifier: v
5 |Alcoa Bette Nicka Space
5 |Allstate Alisha Slusarski [ other:
7 |Alltel Ezekiel Chui 2
8 |Altria Group Ernie Stenseth 45E Liberty st
= = Data preview
9 | Amazon.com Albina Glick 4Ralphct
10|American Express Blair Malet 209 Decker Dr
11 |American Intl. Group Marjory Mastella 71sanMateo A fraze ~
12 | American Speedy Printing Ctrs [Karl Klonowski 76Brooks St#g| Brt  [enexe
13 | American Standard Amber Monarrez 14288 Foster &y [0, Koroon”
14| Ameriprise Financial Deeanna Juhas 14302Pennsyly  Pette icka v
15 | AmerisourceBergen Jamal Vanausdal 53075 Sw 152n,
16 | Anadarko Petroleum Elly Morocco 7w 32nd st
17 [Anchar Computer Inc llene Eraman 2853 5 Central T <[ L

6. Click on cell B1; type “First Name”; Click on cell C1; type “Last Name”.
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Delimited using special characters

1

2.
3.
4

Click on Column A.

Text to Columns, Delimited; click Next.

Uncheck Space, check off Other.

Input the @ character, click Finish.

Email Address

2 |art@venere.org

kris@gmall.com

[minna_amigan@yahoo.cam

bette_nicks@eox.net
alisha@slusarski.com

7 |ezekiel@chu.com

8 |emie_stensath@aol.com

10| bmalet@yahoo.com

11 | mmastella@mastella.com
12| karl_klonowski@yahos.com
13 |amber_menarrez@monarrez.org
deeanna_juhas@gmail.com

15| jamal @vanausdal.org.

14 |elly_morocco@gmail.com

Delimited using a period

Click on the B column.

;
4 D E F
] Teat cansecutive datimsters a4 one
—

Delimited; input a period (.) in the Other space;
Click Finish.

Input new column titles; Name, Provider,
Domain Name.

Adjust the column widths.

Fixed Width File Type

=

A
Date
25-May
10-May
8-un
5 [20un
6 |27-May
12-May
8 |9.un
9 |30-May
1013-1un
11|20-May
1215-May

69

Select columns C and D; right and choose Insert.

Select column B, go to Text to Columns.
Click on Fixed Width, click Next.
Add to Break Lines between the numbers and letters; click Finish.

Purchase Order

819211004PA
B19381005N)
B19601006TN
819331007N)
819211008MD
B19551009N)
819211010CA
819231011PA
810211012N)
819361013MD
B19281014DC

Price

s12

512

$12

s12

512
. 812
512

. [s12
$12

- B | e |[S12
Cables 512

G b
Units Sold Total Revenue

57
54
a4
40
a0
35

1
25
25
25

s684
5684
$648
§528
5480
$480
420
5408
$300
5300
5300

Drelimiters

[J1ab

|:| Semicalon |:| Treat consecutive delimiters as one
[] comma
[ space

Other: | @

Text qualifier: |~ ~

Delimiters

[1ab

] semicalan [ Treat consecutive delimiters as one

Dgomma
[]Space
gther:

Text gualifier: |° e

Data preview

rofiase Prder
15
153
15
15331007

J
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Chapter 3: Using Cut, Copy and Paste

There are three different ways you can use the Cut/Copy/Paste tools:

1. Select data to be copied — click on the Home tab — Copy or Cut — click on cell where you want
to copy the data — Home tab — Paste.

2. Select data to be copied — Right-click the mouse — choose Copy or Cut, click on the cell where
you want to copy or cut the data — Home tab — Paste.

3. Select data to be copied — CTRL+C to copy or CTRL+X to cut — click on cell where you want to
paste the data —» CTRL+V — Paste.

You can also move data within a cell or an entire range of data without using the Copy/Paste tools:

1. Select data range to be moved using the mouse key.
2. Position the mouse on the border surrounding the range until you see the four-arrow icon.

3. Left click the mouse and use it to move the data to the desired cells within the worksheet.
Paste Special

The Paste Special tools allows you to control how copied data is pasted into a cell or range of cells. The
Dialog box can be accessed by selected the data to be copied, pressing CTRL+C, choosing the area
where the data will be pasted, which in this case will be cells in a new worksheet. Press CTRL+ALT+V:

Paste Special ? X
Paste Special Examples: Paste
. @all O All using Source theme
e Formulas — Will paste any formulas that W G O Al except borders
are in the cells () values () Column widths
o Paste Values — Will paste only the () Farmats () Formulas and number formats
calculated values from the cells (O Comments (O Values and number formats
° No Borders — Will paste the cells without (O validation All merging conditional formats
the borders from the original cells Operation
o Transpose — Change the orientation from ® None O Multiply
vertical to horizontal or horizontal to vertical O Add (O Divide
e Paste Link — Creates a link between the O subtract
pasted data to another cell in a worksheet [ skip blanks [ Transpose
Paste Link Cancel
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In this example, the column widths will be pasted first, so that they match the column widths of the
original worksheet. To do this, click on Column widths, click OK and then press the Enter key:

A B € D E F G H 1
1
2
3 Paste Special ? *
Angelo's = Paste
General s (O () All using Source theme
. () Formulas (O All exeept borders
Contracting 7 O yalues <

8 () Formats () Formulas and number formats
9 ) Comments ) Values and number formats
10 (O validation All merging conditional formats
n Operation

Vendor hd Invoice DatelZ‘ Invoice # — 12 (@) None ) Multiply

John Handy Hardware Tue, Apr5 AB342 13 O Add O Divide

Knox Landscaping ‘Wed, Apr 6 1023 14 O Subtract

Abbey's Flower Shop ‘Wed, Apr 6 c102 15

Prime Legal Services Fri, Apr 8 983 16 [ skip planks [ ranspose

Aston's Granite Fri, Apr15 293 17

Martin Truck Leasin Fri, Apr 15 H102 13 L Cancel

Summary @ 6 19

The data will be pasted into the cells with the new column widths.

A B C D E F G

1 |Vendor Invoice Date Due Date

2 |John Handy Hardware Tue, Apr 3 Fri, May 20

3 |Knox Landscaping Wed, Apr6 Thu, May 5

4 |Abbey's Flower Shop Wed, Apr6 Fri, Apr 29

5 |Prime Legal Services Fri, Apr& sat, May 7

& |Aston's Granite Fri, Apr 15 Sat, May 14

7 |Martin Truck Leasing Fri, Apr 15 Sat, May 14

2}

Transpose Data

The Transpose option in Paste Special when you have text or numbers aligned in one way (i.e., columns
A1:H15) and you want to align then in a different way (i.e. rows A1:A15).

1. Select the data you want to Transpose; press CTRL+C.
2. Click on the cell where the data will be pasted; press CTRL+ALT+V.

A B C D E F G H 1 K
1
NotYet |1-30days|31-60d o1-90 | Overs0
Accounts Receivable Aging Report Totals: otre : s | sbucays days past | days past
Due due past due
2 due due
3 Accounts receivable balance s 6,000 5 3,000 5 1,320(|S 1,080 (5 420 | 5 130
4 Total % chance of default n/a 2% 4% 10% 20% 40%
5 Total estimate of bad debt s 37TLS 6015 5315 108 | S 84 15S 72
6
? - -
3 Accounts Receivable Aging Chart
g 5% 55,500
10 A0% 55,000
11 - 54,500
12 35%

sa.000 [ 1
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3. Check off Transpose and Values, so that only numbers are pasted, click OK.

4. You can then adjust the column widths and number formats. In this example the company wants
to cut the transposed data and paste it into an Email message.

61-90 Over 90
Accounts Receivable Aging Report Totals: PIEREE || d=SDeks|| SOk days past | days past
Due due past due
due due
Accounts receivable balance S 6,000 | S 3,000 (5 1320|5 10805 420§ 180
Total % chance of default nfa 2% A% 10% 20% A0%
Total estimate of bad debt S 377 | 5 60| 5 53 |5 108 | S 84 |5 72
Accounts Receivable Aging Chart
45% 55,500
20% 55,000
5% - Not Yet Dy 3000 0.02 60
54,000 :
30% $3,500 1- 30 days 1320 0.04 52.8
255 $3,000 31-60day: 1080 0.1 108
0% 52,500 61 - 90 day 420 0.2 34
Over 90 d: 180 0.4 72

&5 Ann

Using the Clipboard

Worksheet data that is cut or copied is automatically placed onto the Office Clipboard, which will allow
you to paste the data multiple times into different areas of a worksheet or into other office applications.

The clipboard holds a maximum of 24 items. In this example, we want to copy and paste the expenses
from an income statement onto another worksheet.

1. Select the data and press CTRL+C; the copied data will now appear in the Office Clipboard.

B6 ~ e Expenses
A B C D E
Clipboard %
1 Profit and Loss Statement
Paste All Clear All
2 Revenue
Click an ltem to Paste: 3 Sales 56,292
Expenses Salaries and Wages 4 Costs of Goods Sold 30,961
5,200 Rent 3,35_5.|r_15urance 5 Gross Profit 25,331
ﬁﬁ Expenslelﬁ{ﬁ{!' Utilities 173 . 6 Expenses
Advertising 300 Bank Service
Expense 15 Total Operating 7 Salaries and Wages 5,200
Expense: 10,055 g Rent 3,865
g Insurance Expense 200
10 Utilities 175
11 Advertising 300
12 Bank Service Expense 15
13 Total Operating Expense: 10,055
14 Operating Profit 15,276
15 Interest Expense 135
16 MNet Income Before Taxes 15,151
17 Less: Income Taxes 5,151
18 Met Profit 10,000
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2. Press CTRL+N to create a new workbook, then click on the data in the clipboard. Adjust the width
of the columns as needed. In this example, you can double-click between columns A and B to
make column A wider.

Al . Jx Expenses
A B C
Clipboard * * B Expen5°
2 |salarie 5,200
Paste All Clear All
: 3 |Rent 3,865
Click an [tem to Paste: 4 |insurance s00
Expenses Salaries and Wages s |utilities 175
5,200 Rent 3,865 Insurance i
gy Expense 500 Utiltes 175 6 | SMREIEN 300
Advertising 300 Bank Service 7 |Bank Serv 15
Expense 15 Total Operating 8 |Total Ope 10,055
Expense: 10,055 =
P : 9 o (Ctrl) -
10
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Chapter 4: Formulas and Functions

Formulas and functions are used to tell Excel how to perform calculations or execute commands on
inputted data. A formula is a statement that performs calculations based on:

e Constants: =1+2+3
e Cell References: = A1 + B1 + C1
e A combination of both: = A10 + 15

To enter a formula, you would start by inputting an equal sign, followed by a combination of numbers and
operators; addition (+), subtraction (-), multiplication (*) or division (/). You can also separate numbers
with an exponent using the * sign (i.e. =3*3, which would display the number 27).

A function has formulas built into it and can represent multiple calculations. Instead of typing in
=A1+A2+A3, for example, you can input =SUM(A1:A3). The =SUM represents the Function Name and
the cell references (A1:A3) represent the Function Arguments. The layout and order used to input the
function name and function arguments into a cell is referred to as syntax.

Formulas and functions can be entered
directly into a cell in the worksheet or
into the formula bar. If you are not
sure of how to perform a calculation,
you can click on the Insert Function

1

2
button to open a dialog box. i Income
&

Sales revenue

: ©

A B T D E F

Profit and Loss Statement
Month ending December 2018

33,700

Less: Cost of Goods Sold -20,220

There are over 300 functions in Excel, divided
between 12 different function categories. When you
click on each function, you’ll see a description of what
it is does and how it works. Functions are activated
when you start typing the function name into a cell.

If you want to use the SUM function, for example, you
can start typing =SUM into a cell and then press the
Tab key. The function name will appear, along with a
description of what will be calculated (the function
arguments):

[=sum(
| SUM(numberl, [number?], ...) |

Insert Function

Search for a function:

Type a brief description of what you want to do and then dick
Go

Or select a category: | Finandial IZ|

Select a function:
acceper ... A
ACCRINTM

AMORDEGRC

AMORLINC

COUPDAYBS

COUPDAYS

COUPDAYSNC v

ACCRINT(issue,first_interest,setth t,rate,par.freq y,basis,...)
Returns the accrued interest for a security that pays periodic interest.

Help on this function [ oK

You can then input the numbers or click on the cells to be used to do the calculation.
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Inputting Formulas

Here’s an example of a company that sells computers and supplies to retail stores. They know what their
cost and markup percentage is for each product. A worksheet needs to be created that automatically
calculates what the sale price would be to the retailer:

East Coast Supplier, Inc

Desktops 65.00 12ER3 20% 78.00 |=CA*(1+E4)

Laptops 40.00 43TR1 24% 49.60 |=C5%(1+E5)
Cables 95.00 67DE2 75% 166.25 |=C6*(1+E6)
Printers 120.00 84HGS 45% 174.00 |=C7*(1+£7)
Tablets 65.00 77DC3 125% 146.25 |=Ca*(1+E8)
Speakers 35.00 98LKS 80% 63.00 |=co*(1+£9)

Formulas were inputted to do the following calculation: Cost x (1+Markup).

Array Formulas

There may be times when you have Excel worksheets that are not formatted in a way that makes it easy
to perform calculations. In this example, we want to multiply a range (array) of numbers with another
range of numbers. If we try to do this without using an Array formula, you might get an error message
(#VALUE).

To input an Array formula in this example, you would select cells D8 to J8, input the operator (*), then
select cells D9 to J9. To input the Array formula, hold down the SHIFT+CTRL keys, then press Enter. If
you’re using the latest version of Office 365, you can input the array formula by just selecting the cell and
pressing Enter.

C D E F G H | J
[ Abbey’s Flower Shops &]
Mon Tue Wed Thu Fri Sat sun
Revenue - Perennials $23.00 $54.00 S$65.00 $34.00 $43.00 $32.00 §32.00
Quantity 50 20 50 20 60 40 70
Total $1,150.00
{D8:18*D9:J9}
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Naming a Cell
If you're creating a worksheet that has more complex formulas, you may want to use named cell

references. This means that when you click on a cell in a worksheet, you'll see text instead of cell
references. For example, =C4*(1+E4) can be made to appear as =Cost*(1+Markup).

Type a number into a cell, then type a name into the
name box; press Enter. The cell name will appear in -

the name box. The cell name cannot start with a number and

should be a single word, two or more words separated by A E C
underscores or a name that uses both upper and lower case 1
letters.

2 | 1000]

3

4

Named cells can be used to perform calculations. E2 - (€3 =sum{June,July,Augusti)

For example, numbers can be added B B = S—————
together by using the SUM function and the June July  August  Total

assigned cell names, separated by a comma. If

. 1000 300 1192 3092
more than one word will be used to name a cell, :!
you can combine them using a mixed case, such
as SalesJune, SalesJuly, etc.

FERR T S

Naming a Range of Cells

In addition to naming individual cells, you can also name a range of cells and perform calculations using
those names. In this next example, we want to find an easy way to add the numbers in columns B
through D and input the grand total into cell D8.

You would use the mouse to select the cells to be included in the name range. Click on the Name Box
and name the range (JanuarySales). Then input the SUM function into cell D8:

@ - Fe January
- D3 S~ F =SUM(JanuarySales,FebruarySales,MarchSales)

A B T D E
d b March A B c D E T = H

1 |Products January |February arc 1 |Products January February  March

2 |Auto & tires 302 843 354 2 |Auto & tires 302 243 354

3 |Electronics 345 543 588 3 |Electronics 345 543 588

4 |Hardware 834 353 843 4 |Hardware 84| 353 843

5 |Home improvement 545 243 773 5 |Home improvement 546 843 773
6 |[lewelry 323 423 299

6 |[Jewelry 323 423 393 7 |small appliances 553 543 543

7 |small appliances 553 543 549 3 |First Quarter sales [ ess]

8 |First Quarter Sales

Named cell references can be automatically created using a tool called Create from Selection, if the
column or row labels are next to the cells that you want to add names to. Select the cells, then click on
the Formulas tab. Click on Create from Selection.
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You'll see that the Left column is selected as the default; click OK. The named cell reference was created
using an underscore to separate the words in the cell:

Create Names from Selection ? X

Create names from values in the:

File Home  Datalit  Insert  Pagelayout  Formulas  Data  Review  View  Developer  Hel

7] &) Define Name ~ [ Left catumn
KX M &g
- |:| Bottom row
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Namg
Function - Used ~ - - - Time~ Reference- Trig~ Functions~ | Mani DBlgnt column
P —

Function Library

B6 - F | sale perTransaction
A B C D E
1
2 -
3 East Coast Diner -
4
5 Inputs
6 Sale per Transaction 45
7 Variable Costs 6,875 A
8 Fixed Costs 3,000 }
9 Number of Transactions 250

Individual cells or a range of cells that have assigned names are stored in what’s called the Name
Manager, which can be accessed by clicking on the Formula tab, then clicking on Name Manager:

] i -

= New... Edit... Delete -
Home Data List Insert Page Layout Formulas Data Review Developer He = = = ity

Z g <—| Teralins © Name Value Refers To Scope Comment (K
= = = = = E i Eamrlne 3,800 ='Balance Sheet'%... Workbo..,
AutoSum Recently Financial Logical Text Date & Lookup & Math&  More y . @AccountsReceiv.‘. 9,175 —'Balance Sheet''S... Workbo...
< Used ~ © ~ ~  Time~ Reference~ Trig~ Functions~ ) Create from Selection EIAHDWEI"I(EDDU... 173) —'Balance Sheetl$...  Workbo...
LinQionEbiay DefinedNames Ecash 17,324 ='Balance Sheet!S... Workbo...
= 2 U o2k W< EHlcoes [45,000) ='Income Statemen.. Workbo...
ECurrentAssets 29,624 ='Balance Sheet'!S... Workbo...
- £ =TotalLiabilities/RetainedEarnings EcurrentLiabilities 8,532 ='Balance Sheet'!S...  Workbo...
EICLIUEI‘ItNl]tEEPE... 4,732 ='Balance Sheet'!S... Workbo...
B c D E F ElcurrentNotesPa... 4,732 ='Balance Sheet'!s... Waorkbo...
EGrossProf\t 530,000 ='Income Statemen.. Waorkbo...
Ratio Anal\rsis %Inventory 2,300 ='Balance Sheet'!S...  Workbo...
N N LiabilitiesandQ... 565,838 ='Balance Sheet'!S... Workbo...
(C::rs'l}"e:?::l:tio ig \’foii::gii:‘itt\;l IST,DD;:E ELungTErmAssets 36,214 ='Balance Sheet'!S... Workbo...
Quick Ratia 3.2 Debt Ratio 0.41 @Netprofit 513,081 ='Income Statemen.. Workbao... W
Return on Assets 19.9% Return on Equity 33.9% < *>
Return on Sales 17.4% Inventory Turnover 19.6 times BRefers to:
Gross Margin 40.0% Operating Margin 26.6% ='Balance Sheet'|SES4 +
Days Sales OQutstanding 44 days Days Payable Outstanding 30 days
Property & Equipment Turnover 2.1 Total Asset Turnover 1.1

Close

Let’s now look at seven different function categories.

Math Functions

Math functions can be used to perform very basic calculations (addition, subtraction, etc.) or combined
with multiple formulas and functions. Here are some examples:

SUM

The SUM function is used to add numbers using inputted values, individual cells or a range of cells. Let’s
look at three examples. Adding rows or columns of numbers (C3:E3), adding a single range of numbers
(C3:E8) and adding multiple ranges of numbers (C4:E4, C8:ES8).
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Two or more ranges of cells can be added to together by inputting the SUM function, selecting the range,
inputting a comma and then selecting additional ranges. To add the values from Electronics and Small

Appliances, for example, you would input =SUM(C4:E4,C8:ES8).

Department Revenue (5000's)
Auto

Electronics

Hardware

Home Improvement

Jewelry

Small Appliances

Total:

Quarter 1 Sales
Electronics and Small Appliances

302
375
834
546
323
553

January

=SUM(C3:E8)
=SUM)(C4:E4,CB:EB)

843
543
353
843
423
543

February March Totals
354 =SUM(C3:E3)
588 =SUM|CA:E4)
843 =SUM|C5:E5)
773 =SUM(|C6:E6)
399 =SUM(CT:E7)
539 =SUM|C8:ER)

SUMIF

The SUMIF function is used when you need to add numbers in a column that meet a specific criterion. If
you click on cell D2 for example, you can input the SUMIF function to add the expense numbers. Column
A will be where you select the range of data, C2 is the data you're looking for within that range (Regular
Mail) and column B is the range of numbers that you want to search. In other words, you’re telling Excel
that you only want to see the grand total of expenses for Regular Mail. You can then repeat these steps

for Express Mail.

A B D E F
1 |Postage Expense Journal
2 Regular Mail 4,122 | =SUMIF[A:A,C2,B:B)
3 |Regular Mail 448
4 |Express Mail 577 Express Mail 7,857 | =SUMIF(A:A,C4,B:B)
5 |Express Mail 519
SUMIFS

This function is used when you have multiple criterion being used to produce results:

G2 - S =SUMIFS(E:E,B:B,B3,D:D,D3)
A B C D E F G H

1 Postage Expense Journal Total  Average
2 Domestic Regular Mail | $1,897.00 .I § 237.13
3 Regular Mail Small Domestic 448

4 Express Mail Medium Domestic 577 | Domestic Express Mail $6,956.00 5 869.50
3 Express Mail Large Domestic 519

6 Regular Mail Small International 318 | International Regular Mail $2,225.00 5 445.00
7 Express Mail Medium International 528

8 Regular Mail Large International 374 | International Express Mail S 901.00 5 300.33
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This is how the cell references would be inputted into the Function Arguments dialog box:

SUMIFS
Sum_range |E:E
Criteria_range1 |EB:B
Criterial | B3
Criteria_range2 | D:D
Criteria2 | D3

+ | = [:Expense’448:577:519;318;528;374;

4+ = ["Postage Expense lournal™ Type™ ...

4+ = “Regular Mail

+ | = [r"Destination”;"Domestic"Domes...

+ | = "Domestic w
= 1897

Adds the cells specified by a given set of conditions or criteria.

Criteria2: is the condition or criteria in the form of a number, expression, or text
that defines which cells will be added.
Formula result = 5 1,897.00

Help on this fundion

Each space in the Function Arguments dialog box is asking a question:

Function Argument
Sum_range
Criteria_range1
Criteria1
Criteria_range2
Criteria2

Question to ask:

Where should | look? (column E, the Expense column)

What should I look for? (the information in column B)

What should | look for in Column B (the words “Regular Mail”)
What should I look for? (the information in column D)

What should | look for in Column D (the word “Domestic”)

PRODUCT, SUMPRODUCT and QUOTIENT

Here is an example of how math functions can be used to help a business make decisions about
inventory. SUMPRODUCT uses what's called an Array to perform two operations. It will first add the
numbers in each array (J5:J8 and K5:K8), then it will multiple the result.

Weighted Average

Purchase Date: Oty Cost

1-Jan 70 35

5-Jan 50 34

12-Jan 90 34

253-Jan 100 37

Total: 310 10,865 =SUMPRODUCT(]5:]8,K5:K8)
Ending Inventory 120

Inventory value:
Weighted Average Cost
Weighted Average Inventory

79

35 =QUOTIENT(KS,13)
4,200 =PRODUCT(J10,K13)
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Financial Functions

PMT, NPER, RATE and PV

These functions can be useful whenever a major purchase or investment is going to incur finance
charges. This example shows a business owner that created a template that answers four questions:

B C D E F G H J
Debt Calculator
Loan Amount S 16,643  Input
Interest Rate 9% Input
Number of Payments 72 Input
Monthly Payment ($300.00) PMT| =PMT(C4/12,C5,C3) What are my monthly payments?
Loan Amount S 16,643  Input
Interest Rate 9% Input]
MNumber of Payments 72/ NPER| =NPER({C9/12,C11,CB) How many paymentswill | need to make?
Monthly Payment (5300.00)
Loan Amount 5 16,643  Input]
Interest Rate 9.0% RATE| =RATE(C15,C16,C13)*12 What will my interest rate be?
Mumber of Payments 72 Input|
Monthly Payment {$300.00)
Loan Amount S 16,643 PV =PV(C19/12,C20,C21) How much money can | borrow?
Interest Rate 9.0% Input
Mumber of Payments 72 Input
Monthly Payments (5300.00) Input

PPMT and IPMT

The PPMT and IPMT functions will tell you how much of a monthly payment is going towards the
principal and how much is going towards interest. You can input an equal sign follow by a minus sign so
that the result will display a positive number:

Calculate PPMT & IPMT

Loan amount S 30,000
Payment # 10
Number of payments 60
Interest rate 9.0%
Amount paid towards principal $425.42 | |=-PPMT(C6/12,C4,C5,C3)
Amount paid towards interest $197.33 | |=-IPMT(C6/12,C4,C5,C3)
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NPV and IRR

Businesses will often have to evaluate whether major financial investment is worth pursuing and how
much it will cost. It may be as simple as writing a check to make the investment. Some investments,
however, may require that the business get a bank loan or credit line that comes with the expense of
paying interest. The NPV and IRR functions are used help people make decisions about those
investments.

Here’s an example of a daycare center that wants to move into a new facility. The cost to pay for
renovations and other moving expenses will be $19,750. They expect to increase their operating income
(cash flow) by $5,000 per year over the next five years if they get a bank loan that comes with an 8.7%
interest rate (which is sometimes referred to as a required rate of return):

A B C D E
1
2
3 Bright Hopes
: Early Learning
6 Center
7
8 Bank Loan Interest Rate 8.7%
9 New Facility Investment -$19,750
10 Year 1 Cash flow 5,000
11 Year 2 Cash flow 5,000
12 Year 3 Cash flow 5,000
13 Year 4 Cash flow 5,000
14 Year 5 Cash flow 5,000
15 Net Present Value -$149.41 =C9+NPV(C8,C10:C14)
16 Actual Rate of Return 8.4% =IRR(C9:C14)

The NPV and IRR functions were used to show the business owner that the Net Present Value, which is
the value of the investment after the interest rate is considered, is a negative number. You'll also notice
that the Actual Rate of Return or 8.4% (IRR) is less than the bank loan interest rate of 8.7% (this is
sometimes referred to as the cost of capital).

XNPV and XIRR

B C D E F The XNPV and XIRR functions use
specific dates (1/15/20, 3/15/20, etc.)

Project Timeline instead of fixed time frames (Year 1,
Date Cash Flow Year 2, etc.) as function arguments to
1/15/20 (28,937) determine the Net Present Value and
3/15/20 3,000 Internal Rate of Return. In this
6/15/20 4,000 example, the business is expecting a
9/15/20 5,000 high rate of return but must also pay
1/15/21 7,000 a higher rate of return.
3/15/21 7,500
6/15/21 8,000
Required rate of return 24.0%
Net Present Value (XNPV) S (675) =XNPV(C11,C4:C10,B4:B10)
Internal Rate of Return (XIRR) 20.8% =XIRR(C4:C10,B4:B10)
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CUMPRINC and CUMIPMT

The CUMPRINC and CUMIPMT functions will tell you how much of your monthly payment is going
towardsthe principal and how much is going towards interest within a specific period of time. If you
wanted to know what the principal and interest payment would be for the second year of the loan, for
example, the starting period would be 13 and the ending period would be 24. To calculate the total
interest expense paid on a five-year loan, you would input 1 for the starting period and 60 for the ending
period:

Loan amount 25,000

Number of payments 60.00

Interest rate 9.0%

Starting period 1

Ending period 60

Payment Amount 518.96 |=-PMT(C5/12,C4,C3)

Principal amount paid during this period: 25,000 | |=-CUMPRINC{C5/12,C4,C3,C6,C7,0)
Interest amount paid during this period: 6,137.53 | | =-CUMIPMT(C5/12,C4,C3,06,C7,0)
FV

Financial functions can also be used to calculate the interest earned on an investment. A template can be
created based on the questions you want Excel to answer. For example, you can ask, “what is the
estimated value of my retirement account in 18 years?”

B C D E

Future Value of Retirement Account

Rate of return 7.50%
Time until retirement 18 years
Present value of monthly payments 500

Estimated retirement accountvalue S 227,300 =FV(C3/12,C4*12,-C5)

For many of the financial functions, it's easier to input the function (i.e., =PMT), press the Tab key, then
open the Function Arguments dialog box to enter the function arguments, as opposed to typing the
function arguments directly into the cell.

Statistical Functions
AVERAGE, MIN and MAX

This group of statistical functions will provide information about a range of numbers. The data can then be
evaluated to see if the numbers reveal information that can be used to make decisions.

Small Appliances 10,312 3,241

Sports & Fitness 9,231 14,232

Toys 2,923 4,024

Total: 307,804 339,243 |=SUM(CA:C17) =SUM(D4:D17)
Average Values 21,386 24,232 |=AVERAGE(C4:C17) =AVERAGE(D4:D17)
Highest Values 82,324 80,513 |=MAX(C4:C17) =MAX(D4:D17)
Lowest Values 2,242 2,278  |=MIN{C4:C17) =MIN({D4:D17)
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COUNTA and COUNTIF

Statistical functions are also used to

Today's Date:
produce results based on data as ¥

opposed to dollar amounts. The Average Tenure 13 years =AVERAGE(G3:G36)
COUNTA function is used to calculate ~ Number of Employees: 34 =COUNTA(B3:B36)
the r]tug;beL %Lspgg%jr\'{};ffngi_ that Marketing 5 =COUNTIF(C:C,J6)
aren ank; the unction Is .

- Production 6 =COUNTIF(C:C,J7)
used to count the number of times a
string of text (i.e. Marketing) appears Administration 2 =COUNTIF(C:C,J8)
within a range of cells: Tech Support 8 =COUNTIF(C:C,J9)

Sales 13 =COUNTIF(C:C,J10)
B C D E F G H J K L M
Employee List
Name Department DOB Age  Start Date Tenure M/F

Anan, Nancy Marketing 4/5/1965 52 9/4/08 9 F Today's Date:
Williams, Annette Production 3/2/1949 69 12/3/07 10 F Average Tenure =AVERAGE(G3:G36),
Bertucci, Betty Anne Marketing 5/29/1981 36 11/2/04 13 F Number of Employees: =COUNTA(B3:B36)
Biggs, Bill Administration  5/2/1974 43 1/6/10 8 M Marketing =COUNTIF(C:C,J6)
Seagar, Bill Tech Support  9/18/1974 43 2/20/03 15 M Production =COUNTIF(C:C,J7)
Smith, Aarnold Tech Support  5/3/1966 51 2/22/99 19 M Administration =COUNTIF(C:C,J8)
White, Jackie Tech Support  5/5/1965 52 5/2/05 12 F Tech Support =COUNTIF(C:C,J9)
Carpenter, Brian Administration  6/2/1965 52 4/2/01 16 M Sales =COUNTIF(C:C,J10)

The COUNTA and COUNTIF functions can also be inputted

using a text string without referencing a cell address (i.e. =COUNTIF(17:120,"Underperformed”)

« ” . . . = .
type “Underperformed”) and can be combined with formulas: K6/COUNTA(B7:820)
A B C D E F G H | J K L M N o}

1

2 ] - -

: Rob's Discount Furniture

4

5 % of Sales Goal Achieved by Store Location Results

6 Store Number Rank Qtr1 Qtr2 Qtr3 Qtra  Average Result Number of stores that underperformed 5 FCOUNTIF(17:120,"Underperformed")
I Albany 10 10 90% 121% 28% 2% 93% Underperformed Percentage of stores that underperformed . 36%  JFK6/COUNTA(B7:B20)

8 Rochester 20 11 97% 93% 90% 86% 92% Underperformed

9 Lancaster 30 3 142% 102% 92% 94% 108% Good Standing

Logical Functions

These functions are used to test the values of one or more cells and will produce a result based on the
function arguments inputted. Like other Excel functions, they can be used to return a result based on
numbers inputted into cells or combined with multiple formulas and functions. Logical functions can also
display text based on whether the result is true, or the result is false.
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IF

Here are three examples of how the IF function can be inputted:

a. True or False: If the monthly payment amount is less than the Budget, the word “Accept”’ appears;
if it's less, the word “Reject” Appears.

=|F(C6<C7,”Accept’,"Reject”)

Cc8 = 5 =IF(C6<C7,"Accept","Reject")
A B C D

1

2 Loan Evaluation

3 Amount Borrowed S 14,000

4 Term 60 months

5 Interest Rates 85%

6 Monthly Payment: & 287.23

7 Budget S 500.00

8 | Payment Status: | Accept |

b. Blank if False: If the budget amount is higher than the payment, the word “Reject” appears; if not,
the cell is left blank (cell C8).

=IF(C6>C7,’Reject’,”)

cs - Ffe || =IF[C6>CT,"Reject”," ")
A B C D

1

2 Loan Evaluation

3 Amount Borrowed S 14,000

4 Term 60 months

5 Interest Rates 85%

6 Monthly Payment: & 287.23

7 Budget S 500.00

8 | Payment Status:

c. Nested IF function: This can be used when two or more conditions are inputted.

=|F(C6<C7,”Accept’,IF(C6<=500,"Caution,”’Reject”))

cs - fo | =IF(C6<CT,"Accept”,IF{C6<=550,"Caution", "Reject"])
A B C D E F

1

2 Loan Evaluation

3 Amount Borrowed  $ 14,000

4 Term 60 months

5 Interest Rates 8.5%

6 Monthly Payment: § 287.23

7 Budget S 500.00

8 | Payment Status: | Accept _|
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IFERROR

The IFERROR function can be inputted in front of other functions to prevent error messages from
appearing. This worksheet has the AVERAGE function inputted into the cells in column H but the cells in
row 8 do not any numbers yet. If =AVERAGE is inputted into the cell H8, the error message #DIV/0! will
appear:

A B C D E F G H

-

2 Sales Performance Commission Payout

3 Sales Representative 10-Sep 17-Sep 24-Sep 1-Oct Total Average Sale Commission Earned
4 George Johnson 300.00 300.00 300.00 60.00
5 Tammy Reid 500.00 500.00 500.00 100.00
= Jason Madison 200.00 200.00 200.00 40.00
7 David Cooper 500.00 500.00 00.00 100.00
8 Phil Moore - -

This means that there are empty cells being referenced in the function arguments. IFERROR can be
inputted to say that if an error message appears in the cell, leave it blank; otherwise, perform the
calculation using the AVERAGE function: =IFERROR(AVERAGE(C4:F4),”)

H4 - F =IFERROR(AVERAGE(CA:F4),"")
A B C D E F G H

1

2 Sales Performance Commission Payout

3 Sales Representative 10-Sep 17-Sep 24-Sep 1-Oct Total Average Sale  Commission Earned

4 George Johnson 300.00 300.00 | 300.00 .I 60.00

5 Tammy Reid 500.00 500.00 500.00 100.00

6 Jason Madison 200.00 200.00 200.00 40.00
AND and OR

There may be times when you want to create a template that has more complex criterion. In this example,
a company wants to offer a discount to their clients but only if certain conditions are met:

All customers that spend more than $500 or place an order for more than 25 units will receive a 15%
discount. If neither of these conditions are met, a 0 will be inputted

The IF function would be entered first, followed by the OR function, the first condition, the AND function,
then the second condition. You would then input two parentheses, a comma and the Subtotal times the
discount of 15%: =IF(OR(F3>500,AND(E3>25)),F3*0.15,0)

G3 7 I =IF{OR(F3=500,AND(E3>25)),F3*0.15,0)

B C D E F G H
1 Retail Purchase Order
2 Description Product Code Price Quantity Subtotal Discount Total
3 |Rice RI923 2.56 26.00 66.56 | 9.98 56.58
4 |Flour CF 928 5.65 26.00 146.90 22.04 124.87
5 |Flour RI923 4.50 26.00 117.00 17.55 99.45
6 |Beans RI923 2.35 14.00 32.90 0.00 32.90
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Date and Time Functions

NETWORKDAYS

A company or individual that needs to provide job cost estimates can use this function to estimate the
amount of time needed to complete a job. The NETWORKDAYS function calculates the number of
working days between two dates and excludes weekend dates. You can also choose to exclude holidays:

=NETWORKDAYS(B3,C3)

D3 - 5 =NETWORKDAYS(B3,C3)
A B C D E
1 Project Timeline
2 Project Phase Start |Finish Time Estimate
3 |Needs Analysis 6-Jan  30-Jan 17
4 System Upgrade 30-Jan  15-Feb 13
5 |Website Development 15-Feb 5-Mar 13
6 Documentation 5-Mar  10-Apr 27
7 | Final Testing 11-Apr  30-Apr 14
8 Total 84 days
9 Daily Rate (8 hrs/day) $600 per day
10 Estimated Revenue 50,400
DAYS360

This function calculates the number of calendar days between two time periods. In this example,
DAYS360 was combined with two other functions. The IF function was inputted into cell F4 so that the
function could be Autofilled to the other cells in column F. The cells will remain blank until a number is
inputted into a cell in column E. The TODAY function was inputted so that the current date will always
show the number of calendar days between the current date and the Invoice date (i.e. B4).

=IF(E4="","" DAYS360(B4, TODAY()))

4 Fe =IF(E4="","",DAYS360(B4,TODAY(}))
A B C D E F
Accounts Receivable Journal
Today's Date Wed, Jan 2
Customer Name Invoice Date Invoice # Terms Amount Owed Days Outstanding

|Joe's Hamburger Spot Fri, Dec 21 3300 upon receipt 16.34 1
East Coast Company Thu, Dec 6 3301 upon receipt 1,293.00 26
West Coast Company Mon, Dec 17 3303 net 45 432.54 15
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YEARFRAC

The YEARFRAC function returns the number of years between two time periods. The TODAY function is
being used in this example and is combined the math function INT, which rounds down the result to the

nearest whole number:

=INT(YEARFRAC(C3,TODAY()))

03 S & =INT(YEARFRAC(C3,TODAY()))
A B C L F G H
1 Employee List
2 Name Department DOB Age Start Date Tenure M/F
3 |Anan, Nancy Marketing 4/5/1965 | 53 _| 9/4/08 10 F
4 |Williams, Annette Production 3/2/1949 69 11 F
5 |Bertucci, Betty Anne Marketing 5/29/1981 37 14 F

Lookup and Reference Functions (VLOOKUP)

This function is used when you need an easy way to retrieve data from a large worksheet. Here’s an
example of a data list with 500 names and VLOOKUP is being used to retrieve email addresses. The
Function Arguments dialog box can be used to input four arguments:

Function Argument
Lookup_value
Table_array
Col_index_num
Range_lookup

Description

=VLOOKUP(F1,Contacts,4,FALSE)

G2 - > L' £ =VLOOKUP(F2,Contacts,4,FALSE)
A B C D
1 |Name ~ |Phone - Cell - Email
2 |Abdallah, Johnetta 919-225-9345 919-715-3791 johnetta_abdallah@aol.com
3 |Acey, Geoffrey 847-222-1734 847-556-2909 geoffrey@gmail.com
4 |Acuff, weldon 847-353-2156 847-613-5866 wacuff@gmail.com
5 |Adkin, Barbra 718-201-3751 718-732-3475 badkin@hotmail.com
6 |Agramonte, Fausto 212-313-1783 212-778-3063 fausto_agramonte@®yahoo.com
7 |Ahle, Delmy 401-458-2547 401-559-8961 delmy.ahle@hotmail.com
8 |Albares, Cammy 956-537-6195 956-841-7216 calbares@gmail.com

r:)

Amigon, Minna 215-874-1229 215-422-86594 minna_amigon@yahoo.com
10 |Amyot, Jutta 337-515-1438 337-991-8070 jamyot@hotmail.com

11 |Andreason, Tasia  201-920-9002 201-969-7063 tasia_andreason@yahoo.com
12 |Angalich, Ahmed  717-528-8996 717-632-5831 ahmed.angalich@angalich.com
13 |Ankeny, Thaddeus 916-920-3571 916-459-2433 tankeny@ankeny.org

14 |Aquas, Judy 269-756-7222 269-431-3464 jaguas@aquas.com

15 |Arceo, Tegan 732-730-2692 732-705-6719 tegan.arceo@arceo.org
16 |Aredondo, Rhea 718-560-9537 718-280-4183 rhea_aredondo@cox.net
17 |Arias, Alyce 209-317-1801 209-242-7022 alyce@arias.org

18 |Asar, Laren 570-648-3035 570-569-2356 loren.asar@aal.com

19 |Auber, Lynelle 973-860-8610 973-605-6492 lynelle_auber@gmail.com

20 |Auffrey, Ressie 305-604-8981 305-287-4743 ressie.auffrey@yahoo.com
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The cell with the name of the person we want to search

The range of data is formatted as a Table, which is named “Contacts
The number of the column we are referencing (column D)

FALSE was inputted, so that an exact match would be retrieved

F G H
Name Email
Kitty, Gail =VLOOKUP(F2,Contacts,4,FALSE)

Function Arguments ? *

VLOOKUP
Lookup_value | F2 = “Kitty, Gail
Table_amay | Contacts = [Abdallah, Johnetta’,"319-225-9345..,

Col_index_num |4 -4

>

Range_lookup | FALSE = FALSE

= “gail@kitty.com”
Looks for a value in the leftmost column of a table, and then returns a value in the same row from & column you
spedify. By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the closest match in the first column (sorted in
ascending order) = TRUE or omitted; find an exact match = FALSE.

Formula result = gail@kitty.com

Help on this function Cancel
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The VLOOKUP in this example uses a Table named

“Contacts” as the Table Array argument. To covert a Table Name: B3 summarize with PivotTable E‘?
range of data into a Table, select the cells to be Contacts B Remove Duplicates Insert
included and press CTRL+T; click OK. You can then BRasizat G& Convert to Range Slicer
click on the Design tab and click inside the Name Box Properties Tools

in the upper left corner to type in the name. 5. = Ze UM 3x uu
HLOOKUP

The HLOOKUP function uses the same number of function arguments as VLOOKUP but counts the
number of rows in the data to find the data instead of counting the number of columns:

=HLOOKUP(B13,RetailList2,3,FALSE)

Function Arguments ? X

HLOQKUP

|=»
"

Lookup_value E13 “Pasta”

Table_array | Retaillist? 4+ | = [Description’,"Beans *,"Canned Fru...
Range_lookup |FALSE 4+ | = FALSE

Looks for a value in the top row of a table or array of values and re!”& value in the same column from

a row you specify.

Lookup_value is the value to be found in the first row of the table and can be a
value, a reference, or a text string.

< £ =HLOOKUP(B13,RetailList2,3,FALSE)

B C D E F
Retail Supplier, LLC
Product List for September
Description | Beans ‘ Canned Fruit ‘ Dried Fruit | Pasta
MSRP $23.22 $24.22 $12.44 $32.45
Product Code BE281 CF 928 DF732
Discount 3% 3% 3% 0%
Sale Price $22.52 $23.49 $12.07 $29.21

HLOOKUP example
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INDEX and MATCH

These two functions working together can be used instead of VLOOKUP for both simple and complex
data retrieval. Here’s an example of a worksheet that was created to find a delivery expense based on the
location inputted into a cell location. The Index is looking for a location (B3:B17) and the Match is looking
for the dollar amount (C3:C17):

=INDEX(C3:C17,MATCH(E4,B3:B17,0))

F4 N S =INDEX(C3:C17,MATCH(E4,B3:B17,0))
A B € D E F G H

1

2 Delivery Expense Table Delivery Expense Summary

3 Location Express Destination Price Quantity Total
4 | Albany 10 169.40 Cherry Hill 50 | 162.20 .I 15 2,433.00
5 Rochester 20 220.23 Eastern Shore 80

6 Lancaster 30 202.34 Phila Morth 15

7 MNewark 40 128.24 Northfield 70

8 Cherry Hill 50 162.20

g Seagate 60 172.32 Total Charge 15 $2,433.00
10 Northfield 70 112.43
1 Eastern Shore 80 187.43
12 Burlington 90 192.10

Function Argument - INDEX  Description

Lookup_value The range of cells where the delivery expenses are inputted
Input the Match Function Press the Tab key after inputting the Lookup_value argument
Function Argument - MATCH

Lookup_value The Location being looked up (cell E4, Cherry Hill 50)
Lookup_array The range of data is being looked up (B3:B17)

match_type 0 was inputted, so that an exact match would be retrieved

INDEX and MATCH can also be used to retrieve data from multiple columns in a worksheet and use
more complex syntax. This worksheet was created to retrieve delivery expenses based on the location
and the type of delivery service, so the MATCH function was entered twice. The data is also being
retrieved from a separate worksheet in the workbook (Delivery Expense Table):

b2 =INDEX('Delivery Expense Table'!$C34:5F$15,MATCH(B4, 'Delivery Expense Table'!SB$4:5B515,0), MATCH(C4, 'Delivery Expense Table'!$C$3:5F53,0))

C D E F G

Delivery Expense Summary

Type of Service Price Quantity Total
Ground | 104.89 | 25 2,622.17
Two Day Air 111.96 5 559.78
Express 172.24 3 516.72
Ground 88.63 6 531.76
39 $4,230.43
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Text Functions

CONCATENATE (or CONCAT for Excel 2016 and later)

This function can be used to combine content in two or more cells in a worksheet into one cell. In the first
example, the first name is being combined into one cell with the last name by inputting the function
arguments directly into the cells:

A
Anan
Williams
Bertucci
Biggs
Seagar
Smith
White

0O |~ @ LN fa

Carpenter

D2

A
1 Company Name
2 |am
3 Aetna
Air Products & Chem.
Alcoa
Allstate
Alltel
Altria Group
9 |Amazon.com
10 |American Express
11 |American Intl. Group

SRR ST RN

12 |American Speedy Printing Ctrs

13 |American Standard

14 |Ameriprise Financial
15 |AmerisourceBergen
16 |Anadarko Petroleum

B C A B Cc
Betty =CONCATENATE(BL," ",A1) 1 Anan Betty Betty Anan
Annette =CONCATENATE(B2," ",A2) 2 Williams Annette Annette Williams
Betty Anne =CONCATENATE(B3,"",A3) 3 Bertucci Betty Anne | Betty Anne Bertucci
Bill =CONCATENATE(B4," ", Ad) 4 Biggs Bill Bill Biggs
Bill =CONCATENATE(BS," ",A3) 5 Seagar Bill Bill Seagar
Aarnold =CONCATENATE(ES," ",AB) & |Smith Aarnold | Aarnold Smith
Jackie =CONCATENATE(B7," ",A7) 7 White Jackie Jackie White
Brian =CONCATENATE(BS," ",A8) 8 |Carpenter  Brian Brian Carpenter
Another option is to use the Function Arguments dialog box:
- X v kK =CONCAT(C2," ",B2)
E < > E § Function Arguments ? X

LastName  First Name Address

Venere Art " B2) _|SWCerritos Ave #54 COMNCAT

Marrier Kris 228 Runamuck Pl #28 Textt |2 2| = A

Amigon Minna 2371 Jerrold Ave Textz |- =

Nicka Bette 6533rd St Texts |B2 | = “Venere

Slusarski Alisha 3273 State St

Chui Ezekiel 2 Cedar Ave #34

Stenseth Ernie 45 E Liberty St

Glick Albina 4Ralph Ct = Art Venere®

Malet Blair 209 Decker Dr Coneatenates a list or range of text strings.

Mastella Marjory 71 San Mateo Ave Textd: textltext?,.. are 1to 254 text strings or ranges to be joined to a single

Klonowski  Karl 76 Brooks 5t #9 ey

Maonarrez Amber 14288 Foster Ave #41

Juhas Deeanna 14302 Pennsylvania { Formula result = Art Venere

Vanausdal  Jamal 53075 Sw 152nd Ter 4 . .

Morocco Elly 7 W 32nd St Ll cancel

LEFT, RIGHT and MID

In this worksheet, the purchase order numbers in column B are a combination of three different strings of
characters; the invoice number, the item code and a location.

Date
25-May
10-May
8-Jun
2-Jun
27-May
12-May
9-Jun
30-May
13-Jun
20-May
5-May

0 ~N s W

g
N o |o|e

B
Purchase Order
819211004PA
819381005N!)
819601006TN
819331007NJ
819211008MD
819551009NJ
819211010CA
819231011PA
819211012NJ
819361013MD
819281014DC

Introduction to Computer Applications

C D E F G H |
Product Unit Price Units Sold Total Revenue Invoice Number Item Code Location
Cables 512 57 5684 8192 11004 PA
Cables 512 57 5684 8193 81005 NJ
Cables 512 54 $648 8196 01006 TN
Cables 512 44 5528 8193 31007 NJ
Cables $12 40 $480 8192 11008 MD
Cables $12 40 $480 8195 51009 NJ
Cables $12 35 $420 8192 11010 CA
Cables 512 34 5408 8192 31011 PA
Cables 512 25 $300 8192 11012 NJ
Cables 512 25 $300 8193 61013 MD
Cables 512 25 $300 8192 81014 DC
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The LEFT function was used to input the first four characters into cell B2, which is =LEFT(B2,4); the MID
function was used to input five characters in the middle of the text string, starting with the 5™ character,
=MID(B2,5,5); the RIGHT function was used to input the last two characters in column B, =RIGHT(B2,2):

F

=PRODUCT(D2,E2)
=PRODUCT(D3,E3)
=PRODUCT(D4,E4)
=PRODUCT(D5,E5)
=PRODUCT(D6,E6)
=PRODUCT(D7,E7)
=PRODUCT(DS,ES)
=PRODUCT(DY,E9)
=PRODUCT(D10,E10)
=PRODUCT(D11,E11)

B C D E
1 |Purchase Order Product Unit Price Units Sold Total Revenue
2 |819211004PA Cables 12 57
3 |819381005NJ Cables 12 57
4 |819601006TN Cables 12 54
5 819331007NJ Cables 12 44
6 819211008MD Cables 12 40
7 |819551009N)J Cables 12 40
8 |819211010CA Cables 12 35
9 |819231011PA Cables 12 34
10 |819211012NJ Cables 12 25
11 /819361013MD Cables 12 25
12 |819281014DC Cables 12 25

Combine Multiple Functions

=PRODUCT(D12,E12)

& Ll |
Invoice Number Item Code Location
=LEFT(B2,4) =MID(B2,5,5) =RIGHT(B2,2)
=LEFT(B3,4) =MID(B3,5,5) =RIGHT(B3,2)
=LEFT(B4,4) =MID(B4,5,5) =RIGHT(B4,2)
=LEFT(B5,4) =MID(B5,5,5) =RIGHT(B5,2)
=LEFT(B6,4) =MID(B6,5,5) =RIGHT(B6,2)
=LEFT(B7,4) =MID(B7,5,5) =RIGHT(B7,2)
=LEFT(BS8,4) =MID(B8,5,5) =RIGHT(BS,2)
=LEFT(B9,4) =MID(B9,5,5) =RIGHT(B9,2)
=LEFT(B10,4) =MID(B10,5,5) =RIGHT(B10,2)
=LEFT(B11,4) =MID(B11,5,5) =RIGHT(B11,2)
=LEFT(B12,4) =MID(B12,5,5) =RIGHT(B12,2)

Another way to perform complex calculations in Excel using functions is to input multiple functions in to
one cell. This is done by inputting the first function, pressing the Tab key, then entering additional

formulas and functions.

The Average Qty per Day, for example, is calculated by using the QUOTIENT to divide the Selling Days
This Month (D16) by the Quantity values in cells D8 to D15.

A B C

D

Abbey’s Flower Shops &

Sales Results

Revenue - Perennials Quantity
23 50
54 20
65 50
34 20
43 60
32 40
32 70
102 20
Selling Days This Month 22
Average Qty per Day 15
Average Sales per Day $650
Total Sales 514,300
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=QUOTIENT{SUM(D8:D15),D16
=QUOTIENT(SUMPRODUCT(C8:C15,D8:D15),D16
=SUMPRODUCT(C8:C15,D8:D15}
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Creating Links Between Worksheets

A B C D

There may be times when you want the values in one
Investment Goals Summary:

worksheet to be displayed in another worksheet. In this
example, the Rental Properties value that will appear in
cell C5 will be based on a calculation from a different
worksheet:

Retirement $423,000

College Fund 920,000
Rental Properties

R = TR R T R S B

This can be done using a Paste Special tool called Paste Link. Select the cell you want copied (cell D6),
then right-click to select Copy:

A B £ D E F G H

1 Solve for: Future Value (FV)
2 Three Arguments:
3 1. Rate (interest rate) 8% |calibri ~11 - A" AT $ v % 9 g
4 2. Nper (# of monthly payments) 36 B 7= A < o
5 |3. PV (present value of monthly investment) 51,000 — _— e
6 |Solution: 340,535.5°
& Cut
? B
8 |Is This Amount Acceptable? ACCEPTA| =2 EoPY
3 Today's Date 8/17/20] i Paste Options:
10 2/20/20 =
11 'Davs until goal is achieved: 1623 Dacta Crarial

Click on tab and cell for worksheet where data is to be pasted (cell C5), right-click and choose Paste
Special:

A B C D E F G H

1 Investment Goals Summary:

2 Calibri ~ 11 - A" A" $ - % » kg
3 Retirement 5423,000 —
B 7 = &- A - -0 .0
4 College Fund 5920,000 = — >
Elﬁental Properties I I
5 g Cut
7 53 Copy
8 [, Paste Opfions:
9 3| 23| | /| 28] %) ==
10

Paste Special... F | Paste

11
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Paste Special G x|

Paste The Paste Special dialog box will appear. Recall
o il ) All using Source theme from Chapter 3.that you can paste_ workgheet
") Formuas ) All except borders form_ats, operations and formulas in addition to
- Caluron widihs pasting text and numbers.
) Formats _) Formulas and number formats
) Comments ) Values and number formats
~) Validation All merging conditional formats
Operation
@) MNone ) Multiply
) Add _ Divide
) Subtract
[ skip blarks [] Transpose.
o) ==

Click Paste Link:

You will now see the value pasted into the cell. You will also see a 3D Reference in the formula bar:

FEECH -
C5 - Jfx | ='Rental Property'!SD56
A B C D E F
1 Investment Goals Summary:
2
3 Retirement $423,000
4 | College Fund $920,000
5 |Rental Properties I 540,536 .I
6

A 3D Reference describes:

1. The name of the worksheet (Rental Property)
2. The ! separates the name of the worksheet from the cell address

3. The $ within the cell address indicates that this an absolute reference

Absolute and Relative Cell References

Relative Cell References

One or more cells with relative references means that any formulas or functions within the cells will
change when Autofill or Copy/Paste is used to input data into other cells.
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Select and right-click to copy cell B8:

= =~ &l [ ~
B3 - fe | =SUM(B2:B7)
A B C D E
1 Location Jan Feb Mar
2 New York $22,000 $29,000 S0
3 LosAngeles 542,000 539,000 50
4 London 513,000 520,000 50
5 |Paris S35 calibri v 11 ~ A" AT $ v % o =
6 Munich 12, —
- J B I|E&-A-im-5.9

2 |Total I §129,7°° 1 Aama nan A
% C

u

=1

10 FirstQtrSales: 260 =3 SOV
You will see the formula for cell B8 is =SUM(B2:B7)

Select cell C8, right-click and Paste it into cell C8:

= 9 - @l = =

c8 - Je | =SUM(C2:CT)

A B C D E
1 Location Jan Feb Mar
2 MNew York 522,000 529,000 S0
3 Los Angeles 542,000 539,000 S0
4 London 518,000 520,000 S0
5 Paris 535,000 528,800 S0
6 Munich 512,000 515,000 S0
7
ETUTEI 5129,000 I 5131,800 .I S0
9

& (Ctrl) -

10 |First Qtr Sales: 5260,300

Notice that the function was pasted into the cell, as opposed to the value of $129,000.

Absolute Cell References

There may be instances where you don’t want the values to change as you copy and paste information
from one cell to another. For example, a company might create a sales projection worksheet to determine
how much profit they will make over the next three months. They know that regardless of how much they
sell, the cost of producing the product (COGS) will be 65% of their sales revenue.

We can use the Show Formulas button from the Formulas tab to see how this is calculated and that cell
B1 is the absolute reference:

A B C D
1 Costof Goods S5old 0.65
2 Month Revenue Costof Goods Sold Gross Profit
3 January 20302 =B315B51 =B3-C3
4 February 32312 =B4%%BS1 =B4-C4
5 March 23121 =B515B51 =B5-C5
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The values in column C3 through C5 all reference cell B1 (20,302 x 0.65, 32,312 x 0.65, 23,121 x 0.65):

Mixed Cell References

C D
1 Cost of Goods Sold 65%
2 Month Revenue Cost of Goods Sold Gross Profit
3 |January g 20,302 § 13,196 $ 7,106
4 February ) 32,312 S 21,003 S 11,309
5 March 5 23,121 S 15,029 S 8,092

A mixed cell reference can be used when you don’t want the cell reference in a column to change ($D4,
$D5, etc.) but you want the row to change as you preform calculations using Autofill (25 x 100, $25 x 100)
or vice versa. This an example of a business that created a price matrix using mixed cell references:

Units Sold

100
=PRODUCT(5C4,D53)
=PRODUCT(SC5,D53)
=PRODUCT(5CE,D%3)
=PRODUCT(5C7,D53)
=PRODUCT(5C8,D53)
=PRODUCT(5CY,D53)
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150
=PRODUCT($C4,E$3)
=PRODUCT($CS,ES$3)
=PRODUCT($C6,E53)
=PRODUCT($C7,E$3)
=PRODUCT($CS,ES3)
=PRODUCT($CS,E$3)

F

Jack's

200
=PRODUCT(S$C4,F$3)
=PRODUCT($CS,F$3)
=PRODUCT($C6,F53)
=PRODUCT(S$C7,F5$3)
=PRODUCT($CS,F$3)
=PRODUCT{$CS,F$3)

B C D
Units Sold

» 100
Sale Price § 25.00| 2,500

S 30.00| 3,000

S 35.00 3,500

S 40.00 4,000

S 45.00 4,500

S 50.00 5,000
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Chapter 5: Creating Lists and Tables

In this chapter, we’ll look at the steps needed to create and modify lists and Tables. A list can be
described as a structured collection of information, such and a list of names, address and phone
numbers. Tables are worksheet formats that make it easier to enter data and perform calculations.

Create a Data List

Click on the first cell in your data list and start inputting the column titles, pressing the Tab key after each
entry:

A B C D E F
1 |Last Mame  First Name  Address City State  Zip Code
2
3

You can then apply custom and special formats to the cells that will have numbers, such as phone
numbers, social security numbers and dates (see page 15).

Enter Data using a Form

Excel has a tool called Form Command that can be added to the Quick Access Toolbar to make it easier
to add, delete or edit records in a data list.

1. Click on the File tab. Go to Options and choose Quick Access Toolbar.

2. Under Choose Command from, select Commands Not on the Ribbon.

3. Find the Form command, double-click on it, then click OK:

Choosze commands from: G Customize Quick Access Toolbar: G

Commands Mot in the Ribbon - ° For all documents (default) -
wu Fit Drawing to Contents " Camera
A\ Flip Horizontal AutoSave
% Flip Vertical < —
o, R 0000 s
—%  Forward l‘) Undo |' |
() FreeRotate ' Redo |»
I“E?-,- Freeform: Scribble L7 Quick Print

Freeform: Shape L!TlJ Insert Sheet Columns

2
i

The Form Command works best when the data being accessed is formatted as Table.

4. Click anywhere inside the Data List, then press CTRL+T keys to format the data list as a Table.

5. Click on the Form button on the Quick Access Toolbar to open it.
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You can see where the first record in the Data List appears. You can click the “New” button whenever you
need to add a new record to the list. You would then start inputting the information into the form, pressing
the Tab key after each entry (Last Name, First Name, etc.). Press the Enter key after each entry; click the
Close button when finished.

To find names within the data list, you would click on the Criteria button and type in the information you're
looking for, such as Last Name. You will then see all the information associated with the last name:

ILYIES
Clients ? X
Last Mame: Raddeé| - 35 of 99
| J
o e Uk cophone Emaiaddes
-
Address: 992 Civic Center Dr Delete 19 856-264-4130 art@venere.org

City: Philadelphia 13 410-804-4694 kris@gmail.com
k9 215-422-8694 minna_amigon@yahoo.com

State: PA
Find Brev | |5  610-492-4643 bette_nicka@cox.net
Zip Code: 19123
<ip tode ndNes | #  732:635-2453 alisha@slusarski.com
County: Philadelphia - 12 410-235-8738 ezekiel@chui.com
Home Phone: 215-964-3284 Lriteria I5 201-387-9093 ernie_stenseth@aol.com
12 732-782-6701 albina@glick.com
Cell Phone: 215417-5612 Close
g 1  215-794-4519 bmalet@yahoo.com
Email Address: evangelina@aol.com 13 610-379-7125 mmastella@mastella.com
Social Security Number: | 557249265 b5 908-470-4661 karl_klonowski@yahoo.com
DOE: 4/5/1983 35 215-329-6386 amber_monarrez@monarrez.org
e 19  215-417-9563 deeanna_juhas@gmail.com
-#615 Manroe Township NI i 08831 Middlesex 732-234-1546  732-504-2931 I]amal@vanausdal.org
Frie 21 1R502 Frie 214-293-5571 A14-420-3552  ellv morocco@email.com

Create a Drop-Down List

A drop-down list is useful when you have an Excel worksheet being used for data entry. Here’s an
example of a company that created a drop-down list of payment term options:

Vendor ~? Invoice Date| ~ Due Date |~ Invoice # |~ Terms ~
John Handy Hardware Tue, Apr5 Fri, May 20 A8342 |2% 15 Net 30
Knox Landscaping Wed, Apr 6 Thu, May 5 1023 EOM

Abbey's Flower Shop Wed, Apr Fri, Apr 29 c102 29 15 Met 30
Prime Legal Services Fri, Apr& Sat, May 7 983 Met 30

Aston's Granite Fri, Apr 15 Sat, May 14 293 Net 45

Martin Truck Leasing Fri, Apr 15 Sat, May 14 H102 Net 45

Summary 6

To create a drop-down list, click on the cell where the list options will appear, then click on the Data Tab.
Click on the Data Validation down arrow from the Data Tools group and choose Data Validation:

Formulas Data Review View Developer Help Design P Tell me what you want to do
[H Queries & Connections Z[A ? % :E =i g= @
A 1 =

2 @ (U Zl . =

El v Sort | Fier | 8 Tetto B =5 What-If  Forecast
Refresh Stocks Geography z .

All- Al Columns e Analysis~  Sheet

f‘“ & Advanced
Cueries & Connections Data Types Sort & Filter "—5 Data Validation... ghast
L[rlJ 2x e E [E CircleInvalid Data

[’Fz Clear Validation Circles
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Choose List Under where it says, “Allow”. Type the list into where it says Source, then click OK:

Invoice # |+ Terms - TimetoPay [~| AmountDue ~| AmountPaid - Balance v
A8342 |2% 15 Net 30 rv Data Validation ? »x .00 100.00
1023 Upon Receipt .00 450.00
Input Message  Error Alert
Cc102 Net 30 .00 225.00

Validation criteria
983 Net 30 Alow: .50 -
293 Net 45 List e lgnore blank .00 R
H102 Net 45 Data: jn-ce\l dropdown )
between v
6 — .50 775.00,

I

EOM, Met 45, 2% 15 Met 30, Met 30

D Apply these changes to all other cells with the same settings

Clear All Cancel

Create a Table

Start by inputting the information to be included in the Table, just like you would for a data list:

A B c D E F G H
1 Pre-Calculus Class Performance Summary
2 Name Grade Level Final Exam Final Grade Homework Quiz Class Part.
3 Zinger, Joseph 11th 83.0% 81.8% 77.0% 86.0% 95.0%
4 Winfrey, Josephine 10th 88.0% 81.4% 71.0% 91.5% 100.0%
5 williams, Annette 11th 93.0% 95.3% 95.0% 96.0% 100.0%
6 White, Jackie 10th 60.0% 73.2% 94.0% 46.0% 50.0%
7 Spears, JK 10th 59.0% 70.9% 67.3% 771.5% 100.0%
8 Smith, Waldo 10th 84.0% 85.0% 84.0% 84.0% 94.0%
9 Smith, Rodney 11th 65.0% 56.2% 54.0% 52.0% 58.0%
10 Smith, Aarnold 10th 84.0% 79.8% 72.0% 85.0% 100.0%
Click on the Insert tab'—> Table group — Table button Create Table 7
(or CTRL+T). Excel will automatically select the data
that will appear in the table; click OK. Where is the data for your table?
=8B52:5HS 10
My table has headers
[ OK. l [ Cancel
.

The list will be converted into a Table:

A B C D E F G H

1 Pre-Calculus Class Performance Summary

2 Name - Grade Level| ~ Final Exam |~ Final Grade|~ Homework| + Quiz|~ Class Part.| ~
3 Zinger, Joseph 11th 83.0% 81.8% 77.0% 86.0% 95.0%
4 Winfrey, Josephine 10th 88.0% 81.4% 71.0% 91.5% 100.0%
5 Williams, Annette 11th 93.0% 95.3% 95.0% 96.0% 100.0%
6 White, Jackie 10th 60.0% 73.2% 94.0% 46.0% 50.0%
7 Spears, JK 10th 59.0% 70.9% 67.3% 77.5% 100.0%
8 Smith, Waldo 10th 84.0% 85.0% 84.0% 84.0% 94.0%
9 Smith, Rodney 11th 65.0% 56.2% 54.0% 52.0% 58.0%
10 Smith, Aarnold 10th 84.0% 79.8% 72.0% 85.0% 100.0%
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To change the appearance of a Table, click on it, then click on the Design tab. Choose a style from the
Styles group.

Add Table Calculations

For this Class Performance Summary worksheet, we want to see the average score automatically
calculated for each column heading in the Table (Final Exam, Final Grade, etc.).

Click on one of the cells in the Table. Check off Total Row in the Table Style Options group.

2. Click on cell D11, then Autofill from the Final Exam column to the Class Participation column (cell
H11).

3. Change the cell name in B11 from Total to Average:

A B £ D E F G H

1 Pre-Calculus Class Performance Summary
2 MName - Grade Level| ~ Final Exam| ~ Final Grade |~ Homework| ~ Quiz| ~ Class Part.| =
3 Zinger, Joseph 11th 83.0% 81.8% 77.0% 86.0% 95.0%
4 Winfrey, Josephine 10th 88.0% 81.4% 71.0% 91.5% 100.0%
5 Williams, Annette 11th 93.0% 95.3% 95.0% 96.0% 100.0%
6 White, Jackie 10th 60.0% 73.2% 94.0% 46.0% 50.0%
7 Spears, JK 10th 59.0% 70.9% 67.3% 77.5% 100.0%
8 mith, Waldo 10th 84.0% 85.0% 84.0% 84.0% 94.0%
ith, Rodney 11th 65.0% 56.2% 54.0% 52.0% 58.0%
ith, Aarnold 10th 84.0% 79.8% 72.0% 85.0% 100.0%
Average 77.0% 78.0% 76.8% 773% | 8ra% |-

You can now see that the class average for final exams is displayed, along with the student’s names and
averages for the other categories of grade performance.
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Chapter 6: Introduction to Charts and Visuals

Elements of a Chart

A chart is a visual representation of Excel worksheet data. It usually includes one or more of these
elements:

Chart Title

,

Statement of Activities - First Quarter

mSupport & Revenue M Expenses M Net Assets <—— Legend

—

10,000
9,000
. 8,000
Vertical (Value) 7.000
Axis 6,000
—=
5,000
4,000
3,000
2,000
\1 000
January February March
|
Data Series Horizontal (Category) Axis

Column Charts

Examples of when to use column charts:

e One value, multiple months or years (i.e., one product, twelve months)
e Multiple values, one month or year (i.e., twelve products, one month)
o Comparing multiple data sets (such as income versus expenses) over multiple time periods

To create a simple column chart, start by inputting all the data to be included in the chart:

| A | E | C | D .
1 [Time January February March
2 |Yearl 1,200 2,400 3,600
3 Year2 1,400 2,800 4,000
4 |Year3 1,800 3,500 4,800
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To create a chart using this data, click on any cell between A1 and D4. Click on the Insert tab and choose
the Column button from the Charts group; let's choose 3D clustered column:

Chart Title
5,000
4,000
3,000
2,000
~ ol

January February March

MYearl MYear2 MYear3

You can also create a chart that includes all the data within the worksheet by clicking on any cell inside

the data and pressing press F11 on the keyboard. Excel will create a chart in a new worksheet called
Chart 1.

Notice that when you click on the chart, you’ll have the ability to change the chart elements, change the
chart style or apply a filter.

? 7
Chart Title
5,000
Values | Names
4,000
4 Series
3,000 (Select All)
2,000 I Veart
1,000 § Vear2
. I Vear3
January February March
4 Categories
mYearl MYear2 HYear3 (Select All)
o O

January
February
March

Select Data...

You can also experiment with the different style, layout and chart element tools:

Bookl - Excel Chart Tools
File Home Data List Insert Page Layout Formulas Data Review View Developer Help Design Format
=
[B;l‘ Eil= . = o B | e a — W
Add Chart  Quick Change “— o F ' — @ 3 . ;
Element ~ Layout~ | Colors~
Chart Layouts Chart Styles
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Column Charts with a Numerical Axis

In the previous example, both text and numbers were used to create a chart. However, there may be
times when only numbers are being used. Excel will not be able to automatically make a distinction
between dollar amounts and the values being represented as years, so you’ll need to make some
adjustments using options from a dialog box called Select Data Source.

1. Select any cell inside the chart, click Insert tab, click on the Column button from the Charts group.
and choose 2D Clustered Column. Choose Layout #9, click OK.

Chart Title
A B C
1 |Year Sales Expenses 5000
2 2013 3,740 2,805 4000
3 2014 2,388 s
4 2015 3,032 £ 3000 W Year
5 2016 3,183 2
’ ' % 2000 B Sales
& 2017 4,457 3,343
7 2018 4,320 3,158 1000 Expenses
0
1 2 3 4 5 6
Axis Title
The chart data must now be edited so that the Horizontal Axis shows the right values.

2. Right click on chart, then double-click on Select Data.

3. Click on the Year, click Remove on the Legend section on the left.

4. Click on Edit under Horizontal (Category) Axis Labels, then select the years (2013, 2014, etc.);

click OK.
Select Data Source ? x Select Data Source ? X
Chart data range: | =Sheet2!3A51:5C57 + Chart data range: +

The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the
Series panel.

P cu
£ switch Row/Column £ switch Row/Column

Legend Entries [Series) Haorizontal (Category) Axis Labels Legend Entries (Series) Horizontal (Category) Axis Labels
e ) "
{H ada EZEdt || X< Remove v l T Edit l {Hadd FZEdit | < Remove v [ Edit
O vear 1 ~ O vear 2013 ~
Sales 2 Sales 2014
Expenses 3 Expenses 2015
4 2016
3 v 2017 v
Hidden and Empty Cells oK Cancel Hidden and Empty Cells oK Cancel
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5. Choose names for the title and horizontal axis.

Sales vs. Expenses

5,000
4,000
3,000
2,000 B Sales
1,000
Expenses
0
2013 2014 2015 2016 7 2018
Fiscal Year

Line Charts

A fictitious company called ABC Electronics sells computer hardware and software. Let’s create a line
chart that gives them a summary of computer and printer sales from January to June. Create a line chart
by clicking on cell B1; click on the Insert tab, then choose the Line button from the Charts group; choose
2D line:

A B C D E F G H I J K L
1 |[Month  Computers Printers
2 |lan 294,323 211,913 ,
3 |Feb 284,353 341,224 Chart Title
4 |Mar 302,042 362,450 500,000
5 |Apr 392,423 470,908 450,000
6 |May 372,432 268,151 ::EEEE
7 |Jun 403,124 290,249 300:000
& 250,000
9 200,000
10 150,000
11 100,000
12 50,000
13 o

lan Feb Mar Apr May Jun

14
15 — COMPUTEST = Printers

When comparing two sets of data, you may want to change the appearance of the chart by changing the
format of at least one of the data series lines. In this case we want to change the Printers data series to a
different format, such as dots or dashes.
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1. Click on the Printers data series (blue line), then left-click and choose Format Data Series; a
dialog box will appear on the right side of the worksheet.

o el Yot
Chart Title
500,000 & /
450,000 - [£-
400,000 — | Series "Compu -
‘ Fill  Cutline i“—-—"—E ?
350,000
300,000 ) e AN —
250,000 Delete O
200,000 E Reset to Match Style
150,000
100,000 dll Change Series Chart Type...
50,000 Eﬁ Select Data...
0
lan Feb ﬁ] Jun
— Add Data Labels 3
O Add Trendline... 'S

rJ} Format Data Series... 0

2. Click on the Fill & Line icon, then click on the Dash type drop-down arrow; choose Square Dot
Square. Dot from the Dash type drop-down menu; click on the Close button. You now have two
lines in the graph that are distinguished by color and line style.

Format Data Series ~ %
Series Options V'

o ol Chart Title
P 500,000
4 Line
400,000
Solid line
Gradient line
*) Automatic 300,000
Color Z-~
ey (| B 200,000
Width 2.25pt
Compound type
por e 100,000
Cap type
e 0

Begin Arrow type

Jan Feb Mar Apr May Jun

Begin Arrow size

End Arow type

= e = Computers Printers

End Arrow size

You can also change the format of the chart by changing the values in the vertical axis, which currently
range from 0 to 500,000. Since the lowest value in the chart is over 200,000, we can make the chart area
smaller by making the lowest value 200,000.
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3. Right-click on the vertical axis and choose Format Axis; under Axis Options, change the Minimum

to 200000.0.
O O O
Chart Title Format Axis %
B0 . [2- Axis Options W Text Options
LE) Vertical (Valug) -
koo, Fill  Outline - P —
350,000 | - <> v Iﬂ III
[300]
psg  Delete 4 Axis Options
0200. E Reset to Match Style Q pt
150 A font Bounds
1 ont...
100, - Minimum Reset
50, ED] Change Chart Type...
| B Select Data.. Magimum | 500000.0 Auto
Mar Apr May Jun
a Units
ULErS s Printers
Add Minor Gridlines N o Major 50000.0 Auto
Format Major Grig
Minor 10000.0 Auto
rl} Format Axis... :
The chart area is now more compact and easier to read:
Computer vs. Printer Sales
500,000
450,000
400,000
350,000
300,000
250,000
200,000
Jan Feb Mar May Jun

Printers

= e = Computers

Line Charts with a Secondary Axis

A business is looking to buy commercial real estate in a new location. They want to evaluate the market
conditions over the past eight years by comparing the average cost for a small building to the interest
rates banks were charging. Since we want to display two sets of data in a format that’s easy to
understand, we will need to format the line chart with a secondary axis.
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1. Click on the Insert tab and choose, Line Chart from the Charts group; choose Line with
Markers.

' £ Tell me what you want to do

7 e e © 3 b

Recommended [ T

Charts 2-D Line Chart 2 7 £
" A B C D E F G H J
1 |Year Average Interest rate o
2 |2010 178,920 7.6% Chart Titl
3 2011 188,242 7.1% art hitle
4 |2012 201,943 6.4% 300000
| L o 5 |2013 221,032 6.8% 250000
6 |2014 229,323 5.5%
% 7 2015 227,432 5.3% 200000
3 |2016 239,432 5.1% 150000
SA 9 |2017 201,032 5.2%
hres 10|2018 198,323 1.9% 100000
1] 50000
12
13 o
- . 1 2 3 4 5 6 7 8
3-D Area 14|
15 —e—VYear =g Average Interest rate
16 | o

@ More Line Charts...

2. Click on the Chart, then click on the Chart Filter; uncheck “Year”, then click on “Apply”.

3. Right-click on the Interest Rate Data Series, then click on Format Data Series.

¥ |LuLs LULUSE | J.£70 & v
100,000 - -
i 2012 138,323 —4'9%. E— | Series "Interest -
11| 50,000 Fill  Outline
12|
13 ® 3 22 28 L — e e o
i 1 2 3 4 5 Delete
14 |
15 o— Average Price | ﬁj Reset to Match Style
16 O ED] Change Series Chart Type...
17 | E‘j Select Data...
18 ra[l
19| o
20_ Add Data Labels
21 Add Trendline...
22_ rl} Format Data Series...

4. Click on Secondary Axis. The chart now displays the percentage values on the right side of
the chart.

Chart Title

Format Data Series ~ ¥

300,000 8.0%
Series Options W7
ris Options 250,000
,, 6.0%
& Q lll 200,000 /,._.’\H
4 Series Options 150,000 4.0%
Plot Series On 100.000
Primary Axis ' 2.0%
® Secondary Axis 50,000
0 0.0%

1 2 3 4 5 6 7 8 9
=@— Average Price Interest rate
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5. Right-click on the Horizontal Axis; choose Select Data.

6. Select cells A2:A10; click OK. The Chart now shows the time periods on the Horizontal axis.

Select Data Source ? x Cha rt Title

Chart data range: *

The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the

Series panel. 300,000

( ‘:l £ switch Row/Column ‘ |
g 4 250,000
Legend Entries (Series) Haorizontal (Category) Axis Labels
(] Add fZEdit | X Remove | A ||W [7 edit 200,000 /.“.—.— : D
] vear 2010 ~
Average Price 2011 » 150,000
nterest rate 2012
Interest rat o 100,000
2014 v 50,000
Hidden and Empty Cells oK Cancel 0
2010 2011 2012 2013 2014 2015 2016 2017 2018
=—=@=Average Price Interest rate
. . . . Format Axis A
8. You can make the time periods easier to read by right- T S
clicking on the Horizontal Axis a choosing Format Axis. S0 E Ml

4 Alignment

9. Click on the Size and Properties option under Axis Options. N e C. -
Under Text Direction, choose Rotate all text 270 degrees. Tattdvection | Horizantal |5

Custom an
Resize shal

Allow text

> ap®
Left margin Rotate all text 90

Right margin

(]
Top margin Rotate all text 270°

Bottom marg|

Wrap text A
: Stacked

The chart will now display the time periods vertically. You can also change the way the dollar amounts
are formatted on the Vertical Axis by changing the minimum value displayed to 175,000, the maximum to
250,000 and the Major unit to 25,000:

Commercial Real Estate vs. Interest Rates

250,000 8.0%
7.0%
NA 6.0% &
225,000 5.0% &
4.0% 5
200,000 3.0% g
20% <
1.0%
175,000 0.0%
o i (o] (2] < wn (s} ™~ o]
— i — — - - - i i
o (@) o o o o o o o
o~ o~ (o] (o] (o] (o] o~ o~ o~
=@==Average Price Interest rate
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Pie Charts

Pie charts are created when you need to show the percentage breakdown of whole numbers, such as
total sales by product or months in the year.

1. Create a worksheet with the following information, then create a 3D Pie Chart. Choose a style
and layout option.

Chart Title
A B

1 ProductA 281,234

2 ProductB 382,422 »

3 ProductC 182,432 m Product A
= Product B

4 |ProductD 273,432 o
= Product D

Editing a Pie Chart

2. Right-click on chart, select 3D Rotation; the Format Cart Area dialog box will appear.

Q Q-2 Format Chart Area ~ %
- a rea -
Chart Title Fill  Outline . :
Chart Options %7 Text Options
[ &]
=
L o O Qo
@ Copy
uf [fj Paste Options: b Shad
= I b Glow
"7 Reset to Match Style
u b Soft Edges
A Eont...
I 3-D Format
dll Change Chart Type...
dE Save as Template.. 4 3-D Rotation
Select Data...
o - Presets
[d Move Chart...
3-D Rotation... -
_D]_ sl X Rotation o .
=]
B, N ¥ Rotation 50° : AR R
o
o ' Z Rotation
Assign Macro...
| 15° -
B2 Edit Al Text.. FaEpEEE ST
A Eormat Chart Area.., Keep text flat
E Distance from ground 0 pt
Right Angle Axes
+| Autoscale
3D Rotation Options: Depth (% of base) e

Height (% of base) 100
X Rotation: Move the chart around, clockwise i
Y Rotation: Move the chart up and down
Perspective: Increase/decrease the chart depth

Default Rotation

Reset
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XY Scatter Charts

Another way to evaluate numbers in a spreadsheet is to create a Scatter chart. This company spends a
lot of money on advertising and they want to see if there’s a relationship between income and monthly ad
expenses.

1. Select cells C3 to D9. Click on Insert, Insert Line or Area Chart, More Line Charts.

File Home Insert lustrations Page Layout Formulas Data Review View Developer Help y

[e==] [al==] - - - (===}

(% | (5 mewe o 7 EEM Q@ | ]

PivotTable Recommended Table | lllustrations Y My Add-ins - [ Recommended LMV an |
PivotTables M Ca Charts 2-D Line

Tables Add-ins E -~ 5 i f
AutoSave z) o [ I% LMJ e W o3x M ==
c2 S fe | Revenue ; ?

A B C D E F £ 3-D Line F
1

2 Month |Revenue Ad Expense Ay

3 Jan 156,454 16,531 Jf\\?‘

4 Feb 192,324 29,617 2-D Area

5 March 176,323 28,388

6 Mar 201,323 33,419 i q ; E @
T Apr 197,921 30,239

8 April 240,609 46,196 3-D Area

9 May 274,332 47,325

: HN W
n

12 [ More Line Charts...

13

2. Click on XY Scatter, choose Scatter, then click OK.

Recommended Charts Al Charts

'o Recent U5 & 3 - \ : . °
] Templa .Oo.. ‘m ‘M ‘% ‘/&/N: ‘06 ‘03
Column
Line Scatter

Chart Title Ad Expense

3. Click on the Chart, then click on Chart Elements (the plus sign), then click on the arrow next to
Trend Line. Click on More Options.

Ad Expense Chart Hlements
50,000 fxes
5
45,000 .« * 4 [ Asis Titles
- ? Chart Title
40,000
[] Data Labels
35,000
- 4 |:| Error Bars
.
20,000 « * Gridlines
25,000 [ Legend
20,000 .
- N [ Trendiine Linear
15,000
10,000 Exponential
5,000 Linear Forecast
Two Period Maving Average
50,000 100,000 150,000 200,000 250,000 300,000 Mare Options.
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4. Under Trendline Options, check off Display R squared value. Close the dialog box. An R-square
value of .90 or higher means that the two sets of data are highly correlated. In other words, higher

amounts of money spent on advertising in a given time period generally means that revenue
numbers will also be higher.

Forecast
Forward 0.0
Backward 0.0

Set Intercept

Display Equation on chart

period:
period;

+| Display R-squared value on chart

o
Ad Expense

60,000

50,000

40,000

-
30,000 .
20,000 a’
.
10,000
50,000 100,000 150,000 200,000 250,000 300,000

O

T
4
N

5. Right-click on the Horizontal axis; choose Format Axis.

6. Under Axis Options, choose 150,000 for the Minimum, 300,000 for the Maximum and 5,000 under

Units, Major.

Format Axis

Axis Options ~  Text Options
- =]
O O = ol

4 Axis Options

Bounds

Minimum 150000.0

Maximum 300000.0
Units

Major 50000.0

Minor 10000.0

Reset

Reset

Reset

Auto

o O o] +
Ad Expense
0,000 /
50,000 R*=0.9211.
40,000 :
|
) 30,000 e Q
20,000
L]
10,000
-
150,000 200,000 250,000 sou,oouI
O O O

7. Click on the chart, then click on the Design tab. Go to Axis Titles and click on Primary Horizontal
and Primary Vertical. Change the chart title and axis names and formatting.

File Home Insert Illustrations

i &= | B

Add Chart  Quick Change
Element = Layout~ | Colors~

Axes 3

Az Titles 3

S == ==

Data Labels » . _—
wata Lahe |]|.E|]1 Primary Vertical
3
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Page Layt

|.E|]1 Primary Herizontal
Chart Title »

Ad Expense
5
>
]
]

150,000

Ad Expense vs. Revenue

R*=0.9211

200,000 250,000

Revenue

300,000
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Create a Dashboard using Multiple Charts

A Dashboard can be described as a visual representation of multiple charts, graphs or tables. They can
be used to help organizations keep track of business performance.

To create a dashboard, first create the charts in Excel. Then click on each chart and click on Chart Tools.
From the Design tab, click on the Move Chart button from the Location group:

East Coast Diner - Sales Dashboard

SALES CONTRIBUTION BY CATEGORY Goal: $240,000

5260000 —
Annual Sales Goal Sales vs. Last Month e
$ 240,000 Product This Month Last Month % Change Sunday Brunch ’
Sales YTD: $ 110,324 Breakfast 1,123 921 22.0% $220000 |—
% Achieved 46.0% Lunch 1,498 1,103 35.8% |
Dinner 8,924 9,131 2.3% ETD 1y
Sales Contribution by Category Sunday Brunch 9,231 7,726 19.5% P $180,000 1—
Breakfast 1,123 Total $ 20776 $ 18,881 10.0% 5 y
1,498 160,000 | —
8,924 5140000
Sunday Brunch 9,231 Sales vs. Last Month
S 20,776 ) $120,000 —
40.0%
s0% $100,000
30.0%
250 580,000
E 20.0%
z $60,000
O 15.0%
®
0.0 $40,000
50%
00% R 520,000
S0
Braskfast Lunen Dinner Sunday Brunch DTS G
 Products 2.0% 35.8% 2.3% 19.5%

Sparkline Charts

Excel 2010 introduced Sparklines, which are small charts that take up one cell in the worksheet. They can
be either Line, Column or Win/Loss and useful for summarizing values over a period of time, such as a
month, quarter or a year.

To insert a Sparkline chart, click on a cell (J3), then click on the Insert tab and choose a chart style from
the Sparkline group (i.e., Line). The Create Sparklines dialog box will appear. Select the Data Range
(B3:13) and where the Sparkline chart will be inputted (cell J3); click OK. You can then Autofill the rest of
the column (cells J4 to J10):

Create Sparklines ? X A B C D E F F H ]
Chowose the data that you want 1 Revenue by Store Location
2 Jan Feb March Mar Apr April May Jun Trend
Data Range: | B3:13 * 3 |Balt40 12,434 11,021 37,242 13,950 26,354 29,431 32,508 35,585 —
4 |Balt 50 11,564 10,250 34,635 12,974 24509 27,371 30,232 33,094 —
Choose where you want the sparklines to be placed 5 |Del. 70 43,234 9,020 30,479 11,417 21,568 24,086 26,604 29,123 “oA—
Location Range: | 5153 + 6 Del.80 61,825 12,898 43,585 16,326 30,842 34,443 65232 41645 ‘o
7 |NY 90 47,605 9,931 33,560 55434 23,749 26,521 50,229 32,067 .
s |Philal0 62,839 13,110 44,300 16,594 31,348 35,008 66,302 42,328
Cancel 9 |phila2o 82947 17,305 58,475 21,904 41,380 46211 87,518 55873
10 |Phila30 45343 23,543 53,797 20,151 38,069 42,514 40,342 23423 A
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Here are examples of Win/Loss and Column Sparklines:

A B C D E F G H J
1 YTD Operating Profit/Loss by Store Location
2 Jan Feb Mar Apr May Jun Jul Aug  WinfLoss
3 Baltao 3,724 {1,643) 2,943 4,254 (7.243) 10,243 1,102 (192) "g""x""g
4 |Balt 50 1,134 2,174 1,732 2,843 (712)  (1,243) 2,433 3,321 WmEE mE
5 |Del. 70 2,732 2,613 3,943 (1,623) 2,432 (243) 26,604 29,123 WEE, N EE
& |Del. 80 (1,234) (473) (432) (1,432) 1,743 2,743 1,723 (1,143) smun"""s
7 |NY 90 1,526 (243) (824) 2,732 3,342 4,932 3,243 1,233 WggtUEEE
3 |Phila10 1,523 3,724 902 284 (243) (282) 3,812 42,323 Emem__mm
9 |Phila 20 2,743 2,632 4,323 (723) (643) 2,843 2,643 1,743 WEE,EE
10 |Phila 30 3,723 3,248 1,523 4,732 4,834 (173} 1,643 2,224 WEEEE_EE
11
12 YTD Operating Profit/Loss by Store Location
13 Jan Feb Mar Apr May Jun Jul Aug Column
14 |Balt 40 3,724 (1,643) 2,943 4,254 (7,243) 10,243 1,102 (192) =—-=g"--
15 |Balt 50 1,134 2,174 1,732 2,843 (712)  (1,243) 2,433 3,321 -mai__ull
16 |Del. 70 2,732 2,613 3,943 (1,623) 2,432 (243) 26604 29,123 ______Hl
17 |Del. 80 (1,234) (473) (432) (1,432) 1,743 2,743 1,723 (1,143) a--gul=_
18 |NY 90 1,526 (243) (824) 2,732 3,342 4,932 3,243 1,233 -__unllm
19 |Phila10 1,523 3,724 302 284 (243) (282) 3812 42328 ______1
20 Phila20 2,743 2,632 4,323 (723) (643) 2,843 2,643 1,743 uml__sma
21 |phila3o 3,723 3,248 1,523 4,732 4,334 (173) 1,643 2,224 un.ll_-a

Conditional Formatting

You can use Conditional Formatting to apply formats to cells that meet one or more conditions. For

example, a company may want to compare the current month’s sales results to the prior month. They can

use Conditional Formatting to indicate whether the value within each product category is less than or
greater than 5%.

1. To apply Conditional Formatting, click on the Home tab, then click on the Conditional Formatting

down arrow. Click on New Rule.

PLIGN nsert  lllustrations  Pagelayout  Formulas  Data Developer  Help @ Tell mewhat you want to do
= X Cut - . v = = _.' J et ‘I')( &
Calibri M A A== =¢ Wrap Text General - - Z ] ] N D
B Copy ~ - P = s B H
Paste I u- === == B Merge & Center - -0, 3 oo Conditional Formatas Cell Insert Delete Fo

B u
= ~ Format Painter Formatting = Table~ Styles~ - -

Clipboard [ Font [ Alignment [ Number [F] D Cells
Highlight Cells Rules *
Highlig
Al & Fe =
[l Top/Bottom Rules *
A B C D E F G H J K L ~OoP: i P
10
1 Data Bars 4
12
13 I:E] Color Scales 4
14
il lcon Sets
16
17 [] MNew Rule...
18 EZ Clear Rules
19
[E Manage Rules...
20
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2. Under New Rule, click on the down arrow under Format Style and choose Icon Sets:

G H J | K | L | M | N | (o] | P | Q |
New Formatting Rule ? X
Select a Rule Type:

= Format all cells based on their values
~ Format only cells that contain
~ Format only top or bottom ranked values
~ Format only values that are above or below average
= Format only unique or duplicate values
= Use a formula to determine which cells to format
Edit the Rule Description:
Format all cells based on their values:
Farmat Style: | 2.Color Scale
. [2-Color Scale
Minim 3-Color Scale Maximum
Type: | LowedD Highest Value -
Value: |[Lowes [Highest valug] *
Color: | I— -
—

3. Let's choose the green flag icon to display whenever a

value of greater than or equal to 5% is

inputted; you would type .05 for the value and choose Number from the drop-down menu. Do the
same for the yellow flag option by inputting -.05; click OK.

T D B F P
Edit Formatting Rule ? ®
I"Ege"d Select a Rule Type:
Increase greater than 5% ormat all cells based on their values
Change p|u5 or minus 5% = Format only cells that contain
= Format only top or bottom ranked values
Decrease greater than 5% = Format only values that are above or below average
Last Month | This Month %Change = Format only unique or duplicate values
82,324 20,513 |[} -2.2% = Use a formula to determine which cells to format
38,934 48,323 |ifh 24.1% i o
32,423 43,202 * 3.4% Edit the Rule Description:
52,342 53,843 |[} 2.9% Format all cells based on their values:
32,432 44,232 [fh 36.4% Format Style: | con Sets «| | Reverse Icon Order
9,241 5,523 |l 40.2% Icon Style: Custom « | [ Show lcon Only
12,423 12,993 | 4.6%
9,231 8,823 B 4.4 Display each icon according to these rules:
3,423 3,543 B 3.5% lcon Value Type
10,323 9,423 [ -8.7% ] ~ | whenvalue is > [v] |oos 4| |Number [+
2,242 2,278 |=  1.86%
10,212 2,241 | 20.1% I || when<=005ana  [>= [v] 005 | [Number |v
5,231 14,232 |fh 54.2% * - | when < 0.05
2,923 4,034 |dh 38.0%
307,804 339,243 |ifh 10.2% B
21,986 24,232 8.8%
82,324 80,513 | 54.2%
2,242 2,278 | -40.2%
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Creating a Legend

Excel does not have specific command for creating a legend, but it is sometimes helpful to create one
when you apply conditional formatting. This is especially helpful if the workbook is going to be shared with
someone who will want to know what the icons represent.

1. Select the cells where the icons for the legend will appear (A1 to A3).

2. Go to the Home tab and click on the Conditional Formatting; choose New Rule.

3. Enter the values and

options depicted in the illustration; click OK.

Legend
East Coast Increase greater than 5% i
Company, Inc. Change plus or minus 5% |
Edit the Rule Description: Decrease greaterthan 59,

IEZ:::: :i;f:”s I':s::;: their "'“es‘:l —— Department Last Month | This Month (% Change
Lcon Sty o B snow 1con Only Athletm;hoes 82,324 20,513 || -2.2%
Auto & Tires 38,934 48,323 * 24.1%
Display each icon according to these rules: Bedding 32,423 43,242 * 33.4%
lcon Value Type Electronics 52,342 53,843 || 2.9%
L *  whenvalue is A e 4| [Number |+ Baby Supplies 32,432 44,232 |fh 36.4%
B [ when<c2ang e P + | [Number [o Hardware 9,241 5,523 | 40.2%
Health & Beauty 12,423 12,993 || 4.6%
[ ] ~  when <=1 Home Improvement 9,231 8,823 || 4.4%
Home Office 3,423 3,543 || 3.5%
= Jewelry 10,323 9,423 |l 8.7%
Photo Center 2,242 2,278 | 1.6%
Small Appliances 10,312 8,241 | -20.1%
Sports & Fitness 9,231 14,232 | 54.2%
Toys 2,923 4,034 |fh 38.0%
Total: 307,804 339,243 |fh 10.2%

Average Values 21,986 24,232 B.8%

Highest Values 82,324 80,513 | 54.2%

Lowest Values 2,242 2,278 | -40.2%

Working with Themes and Styles

You can change the colors, fonts and styles in a worksheet by clicking on the Layout tab and then
choosing a Theme. Here’s an example of what the Wisp theme would look like when applied to a chart:

File Home Data List Insert Page Layout Formulas Data Review View Developer Help P Tellme
j B Colors - @ DD IE E%‘: >% Et:é'; S\Mdth: Automatic ~| | Gridiines Headings |:l|__‘
[2] Fonts - - . . I Height: Automatic - | [ view  [4] View
Themes Margins Orientation Size  Print Breaks Background Print | - Bring
- [@Effects - - - - Aea- - Titles | NJScaler  |100% 2 Clprnt [l Print | Forward ~
Office - E] Scale to Fit | SheetOptions &
Aa Aa Aa Aa
mmmman mmmmn mmmams mmmman
Office Facet Gallery Integral
Aa E F G H J K L
mmmman mam -- mmma mmmmen
jonBoard.. _ Organic  Retrospect
Ao Aa Aa Ra .
= | (Bl R Chart Title
Slwcs W\Sp Atlas Ba(lgt
Aa Aa
mman mEman -n
Banded Berlin Circuit
Aa Aa Aa Aa mProduct A
mmmmn ---- mamn ------ = ProductB
Damask DEpth Dividend |« W Product C
% Browse for Themes.. W ProductD

Save Current Theme...

1E)
16
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You could also choose to only change the colors
or fonts of a workbook by using options from a
drop-down list after clicking on the Page Layout tab:

File Home Data List Insert Page Layout

O B 0

Marnins Orientation  Size Print

*| Area+
Tl Office ge Setup
9+ cl A |Gl o o
A B T D E E G H
1 Pre-Calculus Class Performance Summary
2 Name v| Gradelevel|~| Homeworkv| Quiz|/v| ClassPart.|v| Final Exam|~| Final Grade |~
3 Anan, Betty 10th 67.5% 82.5% 90.8% 88.0% 76.9%
4 Tilliams, Annette 1ith 95.0% 96.0% 100.0% 93.0% 95.3%
3 Bertucci, Betty Anne 10th T7.0% 75.0% 96.0% 70.0% 77.1%
6 Biggs, Bill 11th 63.8% 90.0% 95.1% 82.0% T8.6%
7 Seagar, Bill 10th 20.0% 86.0% 99.0% 88.0% 59.7%
8 Smith, Aarnold 10th 72.0% 85.0% 100.0% 84.0% 79.5%
9 White, Jackie 10th 94.0% 46.0% 50.0% 60.0% 73.2%
10 Carpenter, Brian 1ith 75.0% 28.0% 40.0% 51.0% 57.3%

Add a Picture Background to a Worksheet

Choose the Page Layout view at the bottom right side of the worksheet.

H = [ -

2.

Click inside the box next to where is says “Header”; click on Design, then click on Picture

Bookl - Excel Header & Footer Tools

Data List

Insert Page Layout Formul a Review View Developer Help Design je

B, H— L 0
@ @ @ E|i| E:/_i |:| DDif‘FerentFirstPage [#] Scale with Document

Page Mumber Current Current File File  Sheet Picture Go to . 7 Ali . .
Number of Pages Date Time Path Name Mame Foater [ Different Odd & Even Pages Align with Page Margins
Header & Footer Elements Mavigation Options
3. From here you can choose a picture from a hard drive, flash drive or online. Choose a picture
and click Insert.
Online Pictures © ®
I |
Powered by | Bing
Y [4 Creative Commons only
A
4 -
L
You are responsible for respecting others' rights, including Cancel
copyright. Learn more here
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Click on the Design tab, then click on the Format Picture button from the Header and Footer Elements
group.

Sample Invoice - Excel Header & Footer Tools
File Home Data List Insert Page Layout Formulas Data Review View Developer Help Design 2 Tell me what you want to do
T - r—h - 5
D D @ Br @ ﬁ [ I E/:_, |:| IEI [ Different First Page Scale with Dacument
Header  Footer Page MNumber Current Current File File Sheet  Picture §Format Gaoto
< o MNumber of Pages Date Time Path Name  Name Picture Footer [] Different Odd & Even Pages Align with Page Margins
Header & Footer Header & Footer Elements Navigation Options

When the dialog box appears, you will be able to adjust the size of the picture background and how it will
appear. On the Size tab you make some adjustments or keep the default settings. On the Picture tab, you
can use the Image control to create the background image. Choose Washout under the Color drop-down.
For this picture, the Brightness will be set at a high percentage (85%) and the Contrast at a low
percentage (15%). The “Crop from” options allow you to adjust the placement of the picture background.

Format Picture ? x Format Picture ? *
% Picture Al Text iZe  Picture | Alt Text

Size and rotate @
Height: 5.85" - Width: | 8.75 3 Left: o 7 Top: o o
Rotation: |0° > Right: 0 > Bottom: o o

Secale Image control
Height: | 100% = Width: | 100% o Color: Washout
Lock aspect ratio Brightness: € 85% =
Relative to original picture size Contrast: < 15% 7

Original size
Height: 5.86" Width: 875"

Reset Compress... Reset

Click OK when finished. You will only be able to see the picture image in the Page Layout view and in
Print Preview, which in this example is a picture of a computer monitor:

A B C D E F G H J K L M N
1 East Coast Software Solutions
2 Cash Flow Forecast
j Fiscal Year 2019 Jan Feb Mar Apr May Jun Jul Aug Sep oct Nov Dec
5 Beginning Cash Balance 15,000 11,540 10,040 8,540 7,040 12,040 17,040 22,040 27,040 32,040 40,540 49,040
6 sales Revenue 3,500 3,500 3,500 3,500 10,000 10,000 10,000 10,000 10,000 13,500 13,500 13,500
7 Less: COGS (1,960) (1,960) (1,960} (1,960) (5,600} (5,600) (5,600} (5,600} (5,600) (7,560) (7,560) (7,560)
8 Total Revenue 1,540 1,540 1,540 1,540 4,400 4,400 4,400 4,400 4,400 5,940 5,940 5,940
g9 Total Cash Available 16,540 15,040 13,540 12,040 17,040 22,040 27,040 32,040 37,040 45,540 54,040 62,540
10 Cash Payments
1 Salaries 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000
12 Lease 200 900 900 900 900 900 900 900 900 900 900 900
13 Advertising 500 500 500 500 500 500 500 500 500 500 500 500
14 Supplies 200 200 200 200 200 200 200 200 200 200 200 200
15 Utilities 200 200 200 200 200 200 200 200 200 200 200 200
16 Credit Card Payments 100 100 100 100 100 100 100 100 100 100 100 100
17 Misc. 100 100 100 100 100 100 100 100 100 100 100 100
18 Total Cash Paid Out 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000
19 Ending Cash Balance $ 11,540 § 10,040 $ 8540 § 7,00 $ 12,040 $ 17,040 § 22,040 $ 27,040 $ 32,00 $ 40,540 $ 49,040 § 57,540
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Create a Watermark

1. Click on the Insert tab, then click on WordArt from the Text group.

Box & Footer

Text

I 5

Al B 4 [2 O]

Text  Header WeordArt Signature Object
< Line -

2. Choose the White, Warm Matte Bevel option.

A B C D E F G H 1 -
1 Pre-Calculus Class Performance Summary

2 Name Grade Level Homework Quiz Class Part. Final Exam Final Grade E
3 Anan, Betty 10th 67.5% 82.5% 90.8% 88.0% 76.9% L
a williams, Annette 11th 95.0% 96.0% 100.0% 93.0% 95.3%

5 Bertucci, Betty Anne 10th 77.0% 75.0% 96.0% 70.0% 77.1%

& Biggs, Bill 11th 68.8% 90.0% 98.1% 82.0% 78.6%

7 Seagar, Bill 10th 90.0% 86.0% 99.0% 88.0% 89.7%

8 smith, Aarnold 10th 72.0% 85.0% 100.0% 84.0% 79.8%

9 White, Jackie 10h 94.0% 46.0% 50.073 60.0% 73.2%

10 Ccarpenter, Brian Yan T [T 17 0% 7505 Can0 . oY 57.3%

11|  Bush, Ronnie _oth < E_.0% o750, 72.5.) 13,05 64.1%

12|  caine, Johnny 10th 71.3% 80.0% 97.5% 88.0% 79.0%

13 Howard, Cecil 11th 76.0% 88.0% 95.0% 85.0% 82.1%

14 Jones, Delores 10th 83.0% 91.0% 93.0% 82.0% 85.4%

3. Inthis example we will type the word “Confidential” into the text box.

4. Move and stretch the textbox across the desired area of the worksheet. We can rotate the text
box using the small green circle at the top of the text box.

5. Right-click on the text box and choose the Font option; change the font size to 72, then click OK.

6. Right-click on the text box again and choose Format Text Effects.

Format Text Effects m
Text Qutline @) Mo fil
Cutline Style @ sold fil
had ) Gradient fil
[ W -
aeen () Picture or texture fill
Reflection ©) Pattern fil
Glow and Soft Edges Fill Calar
3-D Format Colar:
30 Retation Transparency: U 80% =
Text Box
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7. Choose Text Fill, Solid Fill and then set the Transparency to 80%; click on the Close button.

lz‘._] Book5 £3
A B C D B F G H -
1 Pre-Calculus Class Performance Summary
2 Name Grade Level Homewaork Quiz Class Part. Final Exam Final Grade =
3 Anan, Betty 10th 67.5% B82.5% 90.8% 88.0% 76.9% L
4 Williams, Annette 11th 95.0% 96.0% 100.0% 93.0% 95.3%
&= Bertucci, Betty Anne 10th 77.0% 75.0% 96.0% 70.0% 77.1%
6 Biggs, Bill 11th 68.8% 90.0% 98.1% 82.0% 78.6%
7 Seagar, Bill 10th 90.0% B86.0% 99.0% 88.0% 89.7%
3 Smith, Aarnold 10th 72.0% B85.0% 100.0% 84.0% 79.8%
9 White, Jackie 10th 94.0% 46.0% 50.0% 60.0% 73.2%
10 Carpenter, Brian 11th 75.0% 28.0% 40.0% 51.0% 57.3%
11 Bush, Ronnie 10th 65.0% 72.5% 72.5% 49.0% 64.1%
12 Caine, Johnny 10th 71.3% 80.0% 97.5% B88.0% 79.0%
13 Howard, Cecil 11th 76.0% B88.0% 95.0% 85.0% 82.1%
14 Jones, Delores 10th 83.0% 91.0% 93.0% 82.0% 85.4%
15 Dickens, Ozzy 10th B82.3% 70.5% B87.5% 49.0% 73.8% -
4 4 » M| Pre Calculus Grade Summary %1 4] [ (3R
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Chapter 7: What-If Analysis

This chapter will introduce four different types of What-If analysis tools

e Goal Seek
e Scenario Manager
e One and Two-Input Data Tables
e The Solver add-in
Goal Seek

This What-If analysis tool helps find the values necessary to achieve a particular result. Let's say you own
a small business and you want to earn a total of $250,000 this year in operating income (also referred to
as before-tax income). What sales revenue amount would the company need to earn in the last quarter of

the year in order to achieve that goal?

1. Choose the cell where the data is to be inputted. This cell must contain a formula or a function, which

in this case is cell G7:

A B C

1

2 Qtri

3 Sales 5 284,233 §
4 Costof GoodsSold $  (204,648) S
5 Gross Profit S 79,585 §
& Expenses 5 (48,320) S
7 Operating Income 5 31,265 5

D E

Sales Forecast

Qtr2 Qtr3
382,423 5 323,543
(275,345) &  (232,951) S
107,078 S 90,592 S
(a1,761) $  (35,331) S
65,317 § 55,261 S

F G
Qtr 4 Total:
S 990,199
(351,868) $(1,064,812

(38,682) § (164,094

)
(351,868) 5 (74,613)
)
(390,550) 5 (238,707)

2. Click on the Data tab — Data tools group — What-If Analysis button — Goal Seek...

3. The Goal Seek Dialog box will open. The dialog box is where you input the data needed to get the

result.

Set cell: G7 is where the current value of
$(238,707) is located

To value: Input the goal of $250,000

By changing cell: We want to see what sales
revenue number in the fourth quarter would be
to generate an operating income of $250,000,
so we will click on cell F3; click OK.

119

Goal Seek D[t
set cell: ST 5.5
To value: 250000
By changing cell: |$Fs3 Fhz

Ok ] | Cancel |
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The results will appear in cells F3 and G7:

A B C D E F G

1 Sales Forecast

2 Qtrl Qtr 2 Qtr 3 Qir 4 Total:

3 Sales ¢ 284233 ¢ 382,423 § 323,543 :3 1,478,906
4 Costof Goods Sold  $  (204,648) §  (275,345) S (232,951) § (35L,868) %(1,064,312)
5 Gross Profit S 79,585 5 107,078 5 90,592 5 136,839 5 414,094
6 Expenses $  (48,320) 5 (41,761} $  (35331) $  (38,682) $ (164,094)
7 Operating Income 5 31,265 5 65,317 5 55,261 § 98,157 5 250,000

The Goal Seek solution finds that in order to achieve an operating income of $250,000 (cell G7), the sales

forecast number would need to be $488,706 (cell F3).

Scenario Manager

This tool will create spreadsheets that show you how changes in one or more values will change other

values.

A business owner put together a forecasted
income statement that reflects the expected sales
performance for next month. They would also like
to see what a best case and worst-case scenario
would look like.

1. Click on the Revenue cell (C3).
2. Click on the Data tab, choose Scenario

Manager from the What-If Analysis group.

3. Choose Add...

4. Give the first scenario the name “Best
Case’.

5. Click OK. The Scenario Values dialog
box will appear.

Introduction to Computer Applications

A B C
1
2 Forecasted Income Statement
3 Revenue 140,000
4 Cost of Goods Sold 100,800
5 Gross Profit 3 39,200
6 Expenses
7 Salary and Wages 4,023
8 Supply Expenses 4,232
9 Insurance 2,412
10 Total Expenses 10,667
11 Operating Profit s 28,533
12 Tax (9,701)
13 Net Profit 8 18,832
14 Profit Margin 13%
( Edit Scenario @I&J‘
Scenario name:
Best Case
Changing cells:
8CE3 53
Ctrl+dick cells to select non-adjacent changing cells.
Comment:
Thig scenario will evaluate second guarter sales projections -
Protection
Brevent changes
[ Hide
CK l ’ Cancel
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6. Type in the Revenue amount ($170,000); click OK.

Repeat these steps to enter “Expected”, 140,000
and “Worst Case”, 120,000. After you enter the
last one, you will see the names of the scenarios
you created in the dialog box.

Scenario Manager

Scenarios:

Bestcase ]
Expected
Worst Case

Delete

Edit...

SUMMSry. ..

i

Changing cells: |Revenue

Comment:

Show

| | close

7. Click on the different Scenarios then click Show to see the results of each. Click Summary, then
Scenario Summary to create a summary report. You can then make changes to the colors and

font sizes:
: -
A B C D E F G H
1
2 Scenario Summary
3 Current Values:  Worst Case Expected Best Case
5 Changing Cells:
I? 16 Revenue 140,000 120,000 140,000 170,000
E 7 Result Cells:
| 8 Revenue 140,000 120,000 140,000 170,000
9 COGS 100,800 100,800 100,800 100,800
10 GrossProfit 5 39,200 § 19,200 % 39,200 S 69,200
11 SCS6
12 SalaryandWages 4,023 4,023 4,023 4,023
13 SupplyExpenses 4,232 4,232 4,232 4,232
14 Insurance 2,412 2,412 2,412 2,412
15 TotalExpenses 10,667 10,667 10,667 10,667
16 OperatingProfit 5 28,533 8 8,533 5 28,533 5 58,533
17 Tax (9,701) {9,701) (9,701) {9,701)
18 NetProfit S 18,832 § (1,168) S 18,832 S 43,832
| 19 ProfitMargin 13% -1% 13% 29%
20 Motes: Current Values column represents values of changing cells at
21 time Scenario Summary Report was created. Changing cells for each
22 scenario are highlighted in gray.
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Data Tables

Data tables are used when you need to evaluate a large number of values at one time. For example, you
may want to summarize the result of several different interest rates or growth rates and how they will
impact projected sales.

To create a Data Table that calculates growth rates, you can first input a growth rate formula into cell B4,
which would be =(B3+1)*B2. This formula will also be used in the Data Table, so you can then click on
cell B7 and input =B4. Select all the cells where the results will be inputted. Click on What-If Analysis,
then click on Data Table...

K24 - £
A B C
1
2 |Revenue S 120,000 Formulas Review View Developer Help @ Tell me what you want to do
3 |Estimated Growth Rate 8% 5
4 |Total: m:(83+1)*82 [F] Queries & Connections a| Y E’E Lf‘ foa E‘? @ El:g Group -
5 z| Sort Filter Y Text to E:E What-If Forecast S s
6 | Growth Rate Revenue i Advanced  Colymns =5 7 Analysis=  Sheet EfE subtotal
+Gow T 129.600] -84 weries & Connections Sort & Filter Data Toals Scenario Manager..  fine  ©
8 |5.0% Goal Seek...
9 |7.5%
10 §20.0% F G H J K L v P (
11 §12.5%
12 115.0%
13 §17.5%
14 §20.0%
15§22.5%
16 §25.0%

From here you want to use the Data Table dialog box and tab down to where it says Column input cell.
Click on cell B3; click OK. Cells B7 to B16 show the project sales numbers automatically multiplied by the
corresponding growth rate figures:

B3 = = 3% A7 & fe 3%

A B C D E A B C D
1 1
2 |Revenue S 120,000 2 |Revenue S 120,000
3 |Estimated Growth Rate i_________________}__"%' 3 |Estimated Growth Rate 8%
4 |Total: S 129,600 =(B3+1)*B2 4 |Total: S 129,600 =(B3+1)*B2
5 5
6 |Growth Rate Revenue 6 Growth Rate Revenue
7 |3.0% 129,600 |=B4 7 |3.0% 129,600 |-B4
8 |5.0% 8 [5.0% 126,000
9 [7.5% P . 9 |7.5% 129,000
10 [20.0% 10 |20.0% 144,000
11 [12.5% S £ 11 |12.5% 135,000

Column input £

12 [15.0% @ 12 |15.0% 138,000
13 [17.5% “ 13 |17.5% 141,000
14 |20.0% 14 120.0% 144,000
15 |22.5% 15 122.5% 147,000
16 |25.0% 16 |25.0% 150,000
i 17
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For a two-input Data Table, we want to look at both the rate and the time period in order to get a
summary of different scenarios. Cell C3 has the PMT function, which gives us the monthly payment
amounts based on the inputs from cells B3 to B5. Select cells C3 to F12, then choose Data Tables from

the What-If Analysis Group. The Row input will be the Term (B5) and the Column input will be the
Borrowing Rate (B4):

B4 M fe || =PMT(B4/12,B5*12,B3)
A B C D E F
1
2 |Debt Financing Calculator
3 | Investment Amount 120,000 $1,393 | 5 Year 7 Year 10 Year
4 |Cost of Capital I ________ 7.0% 4.0% 2,210 1,640 1,215
5 |[Term 10 Year 4.5% 2,237 1,668 1,244
6 5.0% 2,265 1,696 1,273
7 5.5% 2,292 1,724 1,302
Data Table ? x
8 6.0% 2,320 1,753 1,332
9 Row input cell: SB35 * 6.5% 2,348 1,782 1,363
Column input cell: | $B54 *
10 7.0% 2,376 1,811 1,393
11 Eaneel 7.5% 2,405 1,841 1,424
12 8.0% 2,433 1,870 1,456

Solver

The Solver tool is a bit more complex than the other What-If analysis tools we’ve looked at so far. In the
Goal Seek example, we clicked on one cell under “By Changing Cell” to get a result. With Solver, you
can select an entire range of cells in order to get a result.

The owner of a business wants to earn an after-tax income (also known as net income) of $100,000; what
sales revenue amount will they need to generate every month to achieve that number?

East Coast Consultants, Inc.

Cash Flow Forecast Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
Revenue - - -

Fixed Costs:

Rent 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 21,900
Salaries 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 36,000
Variable Costs:

Utilities 700 700 400 400 400 400 400 400 400 400 400 700 5,700
Supplies 200 200 200 200 200 400 400 400 200 200 200 200 3,000
Postage Expense 120 120 120 120 120 120 120 120 120 120 120 120 1,440
Misc. 100 100 100 100 100 100 100 100 100 100 100 100 1,200
Total Expenses 5,945 5,945 5,645 5,645 5,645 5,845 5,845 5,845 5,645 5,645 5,645 5,945 69,240
Operating Income (5,945) (5,945) (5,645) (5,645) (5,645) (5,845) (5,845) (5,845) (5,645) (5,645) (5,645) (5,945)"  (69,240)
Less: Tax Liabilities (2,021) (2,021) (1,919) (1,919) (1,919) (1,987) (1,987) (1,987) (1,919) (1,919) (1,919) (2,021) (23,542)
Estimated Net Income (3,924) (3,924) (3,726) (3,726) (3,726) (3,858) (3,858) (3,858) (3,726) (3,726) (3,726) (3,924)  (45,698)

6oal: $100,000

123 Introduction to Computer Applications



If the Solver tool has not been added to the Ribbon, click on = Data Analysis

the File tab. Go to Options, Add-Ins, Excel Add-in and choose 2. Sol
. . 5 Solver
Solver. Solver will now appear in the Analyze group under the
Data tab:
Analyze

1. To use Solver, click on the cell that will be used to calculate the Solver values, which in this

example is the revenue number (cell O16); click on Solver.

2. Under Value of, input 100,000; under By Changing Variable Cells, choose cells C4 to N4. Click

Solve, then press Enter.

| Solver Parameters X
!5 1,825
Set Objective: 50516| 5.7 0 3.000
b
To: O Max O Min @ Value Of: 100000
. . 0 400
By Changing Variable Cells:
SCS4:SNS4 = 10 200
0 120
Subject to the Constraints:
0 100
Add
15 5,645
Change 15) (5,645)
Delete 9) (1 )919)
6) (3,726)
Reset All
Load/Save
Make Unconstrained Variables Non-Negative
Select a Solving GRG Nonlinear N Options
Method:

Solving Method

Select the GRG Nonlinear engine for Solver Problems that are smooth nonlinear. Select the LP
Simplex engine for linear Solver Problems, and select the Evolutit(éaly engine for Solver
problems that are non-smooth.

)
)

1,825 21,900
3,000 36,000
700 5,700
200 3,000
120 1,440
100 1,200
5,945 69,240
(5,945)7 (69,240
(2,021)  (23,542)
(3,924)] __(45,698)

The worksheet now displays the revenue numbers that need to be reached each month to achieve the

net income goal of 100,000:

East Coast Consultants, Inc.

<

Py AL

Toiol

l Revenue 18,396 18,396 18,396 18,396 18,396 18,396 18,396 18,396 18,396 18,396 18,396 18,396 220,755f
Rent 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 1,825 21,900
Salaries 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 36,000
Variable Costs:

Utilities 700 700 400 400 400 400 400 400 400 400 400 700 5,700
Supplies 200 200 200 200 200 400 400 400 200 200 200 200 3,000
Postage Expense 120 120 120 120 120 120 120 120 120 120 120 120 1,440
Misc. 100 100 100 100 100 100 100 100 100 100 100 100 1,200
Total Expenses 5,945 5,945 5,645 5,645 5,645 5,845 5,845 5,845 5,645 5,645 5,645 5,945 69,240
Operating Income 12,451 12,451 12,751 12,751 12,751 12,551 12,551 12,551 12,751 12,751 12,751 12,451~ 151,515
Less: Tax Liabilities 4,233 4,233 4,335 4,335 4,335 4,267 4,267 4,267 4,335 4,335 4,335 4,233 0
Estimated Net Income 8,218 8,218 8,416 8,416 8,416 8,284 8,284 8,284 8,416 8,416 8,416 8,218
1
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Chapter 8: Sorting and Filtering Data

The Sort and Filter tools are helpful when you have a large amount of text and numbers in a list or table
and you want to be able to view specific details related to them. For example, a retail store may want to
know what the best-selling products were for a given month and will need to sort the data in order to
generate a report.

Filtering Data

Let’s say in this example that you want to review sales numbers from the last two weeks in October.

1. Click on cell A1, then click on the Data tab on the ribbon; click on Filter.

File Home Data List Insert Page Layout Formulas Data Review View Developer Help 2 Tell me what you want to do
EBE From Test/CSV [5 Recent Sources |rb. [F Queries & Connections A H ?
B S IS &
Get [% From Web ['\ Existing Connections I:l T Sort Filter
Refresh Stocks  Geography z
Data ~ Allr !\‘L
B From Table/Range ['* 5 Advanced
Get & Transform Data Queries & Connections Data Types Sort & Filter

9 ¢ BB & B @ Fx ¥ F ¥ -

2. Go to the Date and click on the down arrow and choose Date Filters; click on Between.

A B C D
1 Date pglInvoice # pgProduct B Unit Price g
%JJ Sort Oldest to Mewest DESktGp 459
z Sort Mewest to Oldest
al Tablets 179
Sort by Color 3
Printer 490
» Desktop 199
Date Filters L4 Equals... 0
Search (All]) /OV Before...
(Select All) ~ After...
B 208 Between...
il-v| January -
February Tomorrow
March Today 9
April .
Vesterday
May esterday 9
August Mext Week |
17 September v This Week
= a [
Last Week 9
QK Cancel 5
Mext Month |
15| 10-Nov 81924 This Month 9
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3. From here, we can use the calendar button to select the dates, which in this case will be October

15™ to October 315t After the dates are selected, click OK.

597
680
180
84
156
897
2,388
891

Custom AutoFilter

Show rows where:
Date

is after or equal to R 10/15/2018

®and Oor

is before or equal to |+

Use 7 to represent any single character
Use * to represent any series of characters

1,996
2,975

995

X

<
!

v [l

o October, 2018
S0 Mo Tu We Th Fr 5

1 2 3 4 5

7 8 9 10 11 12 13
14 15 16 17 18 1% 20
21 22 23 24 25 26 27
28 29 30 3 2 3

oo

Today

A second filter can be applied to only show the sale of desktop computers between those dates.

4. Click on the Product filter down arrow.

5. Uncheck Select All, then check off Desktop; click OK.

A

B

C

D

E

F

1 Date gjlnvoice # pgProduct g Unit Price g Units Sold pgTotal Revenue pg

2l SetAtoz

2l setZtoa

22

23

24

25

26

27

28

29

30

30-Oct
29-Oct
28-Oct
27-Oct
26-Oct
23-Oct
22-Oct
21-Oct
20-Oct
19-Oct
16-Oct
15-Oct
30-Oct

Sort by Color

¥

Text Filters

Search

<[] (Select All)

D Cables
-] Furniture

[ laptop

i Printer

[ Software

D Speakers

D Supply Package

> o - -

199
199
665
199
199
12
12
12
12
12
199
199
199

4
7
4
14
9
26
24
64
74
13
12
10
6

796
1,393
2,660
2,786
1,791
312
288
768
888
156
2,388
1,990
1,194

6. You will now see the desktop computer sales numbers between October 15" and October 315t

26

32

33

200

A B C D E F
1
| 26-Oct 81954 Desktop 199 9 1,791
16-Oct 81924 Desktop 199 12 2,388
15-Oct 81942 Desktop 199 10 1,990
29-Oct 81924 Desktop 199 4 796
28-Oct 81924 Desktop 199 5 995

201
230
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Sorting Data

1. Click on cell C4, then click on the Data tab; click on the Sort dialog box:

File Home  Inset  Pagelayout  Formulas Review  View  Developer O Tell me whatyou want to do
BRR DL B B LRI &5 8
Fiom From From From Other  Existing New L Rr::nt;;m en=theh) A Sy | | Filter ‘I'.q:,‘a:m Textto  Flash  Ren
Access Web  Text Sourcesw  Connections Query~ MO All- |2 Columns  Fill  Dupl
Get External Data Get & Transform Connections Sort & Filter
ca 4 S Printer
A B C D E F G
B st invoice# @ Product g UnitPrce g Units Sold_gTotal Revenue
2 | 1-Aug 81949 Desktop 459 12 5,508
3| 31-Jul 81949 Tablets 537
4| 29-ul 81945 1,470
5 | 28-ul 81944 Desktop 3 597
6 | 27-ul 81944 Tablets 170 4 680
7 | 26-Jul 81942 Supply Package 12 15 180
8 | 25-Jul 81939 Supply Package 12 7 84
2. Under Sort By, choose Product; under Order, choose A to Z.
A B C D E F G | H
1 Date pglnvoice# pgProduct
2| 1-Aug 81949 Desktop 459 l12 5,508
3| 314ul 81949 Tablets 179 3 537
4| 29-ul 81945 Printer lag 5o rox
5 28-Jul ;81944 Desktop ‘]T 4| Add Level || )X Delete Level = Ei Copy Level | Options... My data has headers
6| 27-ul 81944 Tablets 17 colmn Sorton Orger
7 | 26-ul 81942  |supply Package 11 = Mfijatoz >
8 25-Jul 81939 Supply Package 1 Produc
9| 22-ul 81938 Supply Package 1 unic s
10| 21-ul 81934  Tablets 2
1| 20-Jul 81932 Tablets 1
12| 19-Jul 81930 Printer 9¢ concel
12 10_14l ‘e1a%¢Q Tahlata ;IIOD ‘II {1 aac I

3. Click on Add Level.

4. Under Then By, choose Total Revenue; under Order, choose Largest to Smallest; Click OK.

| A B C D £ F G H

1 Date pglnvoice # pgProduct B Unit Price g Units Sold pgTotal Revenue g

2| 1-Aug 81949 'Desktop 459 112 5,508

3| 31-ul 81949 Tablets 179 3 537

4| 294ul 81945 Printer 4¢ sor v x|
5 28-Jul E81944 iDesktop ]: 4 Add Level || X Delete Level | ER Copy Level | a Options.. My data has headers
6 27-jul 81944 Tablets 14 | Column Sort On _ Order

T T . |Sortby [product ~| values v| |Atoz

7 26-Jul i81942 \Supply Package 11_ Thenby |Total Revenue v | values | Smallest to Largest

8 | 25-Jul 81939 Supply Package 1

9 22-Jul 81938 Supply Package 1.
10| 21ul 81934  Tablets 2
§1|  20-Jul 81932 Tablets 1¢
12| 19-ul 81930 Printer 9¢ e

= S Y = . s P 1
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Using the SUBTOTAL function

To perform calculations on filtered data, you must use the SUBTOTAL function to avoid including
numbers you can’t see because of the filter.

1. Go to the Date filter and choose Between. Choose the dates July 15t and September 30™. Sort the
data from A to Z.

2. Input Titles in the Rows; Sales, Units Sold and Average Sale:

A B C D E F G H |
1 Date fjInvoice # pgProduct g Unit Price g Units Sold g Total Revenue pgi Thnd Quarter Results
44 3-Aug 81927 Printer 490 4 1,960 Sales
45 4-Aug 81930 Software 59 4 236 Units Sold
46 5-Aug 81928 Cables 12 25 300 Average Sale

3. Input the SUBTOTAL function into the cell next to Sales; press the Tab key; double-click 9, then
input a comma:

Third Quarter Results
=SUBTOTAL(9,

Sales

44 3-Aug 81927 Printer
45 4-Aug 81930 Software 59 4 236 Units Sold SUBTOTAL (function_num, re
46 5-Aug 81928 Cables 12 25 300 Average Sale

4. Click on the top of column F; press Enter:

4
Units St Total Revenue gz

Third Quarter Results
Sales =SUBTOTAL(9,F:H

| Inite Sald SUBTOTAL(functio-n_num, ref 1y
Returns the (left-tailed) F probability distribution (degree of diversity) for two data sets

300 I Average Sale

Ve g

5. Repeat these steps for Units Sold.

6. Input the SUBTOTAL function for Average Sale but this time click on number 1).

Sales 36577

Units Sold 524
Average Sale =SUBTOTAL(1,F:F|

Printer
4-Aug 81930 Software 59 4
5-Aug 81928 Cables 12 25

46
47 6-Aug 81925 Desktop 199 4 Returns the (ef-taled) F probability distibution (degres of di SUBTOTAL(fun:t\;n,nul"n:’reﬂ,[
7. Adjust the number formats as needed.
A B C D E F G H |

1 Date Invoice # pgProduct g Unit Price g Units Sold g Total Revenue g Third Quarter Results

44 3-Aug 81927 Printer 490 4 1,960 Sales 36,577
45 4-Aug 81930 Software 59 4 236 Units Sold 524
46 5-Aug 81928 Cables 12 25 300 Average Sale 1,108

129 Introduction to Computer Applications



Advanced Filters

1. Click on cell H1. With the Data tab selected, click on Advanced Filter.

File Home Insert Page Layout Formulas Data Review View Developer Q Tell me what you want to do

P D D D [:b« F [T Show Queries H: (=] Connections
o

@ ® El £ = E= ] From Table & [:=] Properties

From From From From Other Existing New Refresh Text to
Access Web Text Sources~ Connections Query~ [ Recent Sources All~ Edit Links
Get External Data Get & Transform Connections

H1 = F

Invoice # Total Revenue
25 81949 Desktop
2 21_1l 1010 TAahlata 170 2 1 701

2. Click inside the List range space, then click on the top of column C to select it.

File Home  Insert  Pagelayout  Formulas [EOESHM Review  View  Developer  Q Tell me what you want to do
3 [ Show Queries [2] Connections W Clear
E| . I o v 2
A From Table [] Properties Y- Reapply
From From From FromOther  Existing New Refresh — Sot  Filter 1 Tedtto Flash Remo
Access Web Text Sources~  Connections | Query Recent Sources | py Edit Links - Yo Advanced | Columns  Fill Duplici
Get External Data Get & Transform Connections Sort & Filter
c1 - fe

1 .Unit Price
2| 1-Aug 81949 !Desktop 1459 12 2,786
3| 31-Jul 81949 Tablets 1179 3 1,791
4| 29ul 81945 [Printer 1490 3 Mancedfiver 7
5 | 28Jul 81944 IDesktop 1199 3 rem—
6 27u 8194  [Tablets 1170 e
7 | 26-Jul 81942 ISupply Package 12 15 Lstrange:  |SGSC.
8 | 25-Jul 81939 :Supply Package :12 7 Criteria range: |
9 | 22-ul 81938 ISupply Package i12 13 CD“:‘ .
10 21-Jul 81934 ITablets 1299 3 flapeicdin
11| 20-Jul 81932 Tablets l199 12
=] IS R = [ = .

g B B

j‘ Columns  Fill  Duplici

d A | B C | D ‘ E | F G |
1 Invoice # Product Unit Price l
2 1Aug 81949 Desktop 459 12 2,786

3 31Jul 81949 Tablets 179 3 . 1,791

4 29-ul 81945 Printer 490 3 Advanced Fitte

5 28Jul 81944 Desktop 199 3 Adtion

6 27-Jul 81944 Tablets 170 4 %E"‘"‘"‘ e

7 26-Jul 81942 Supply Package 12 15 Listrange: | scisc

8 25-Jul 81939 Supply Package 12 7 Critetiaengel

9 | 22-ul 81938 Supply Package 12 13 Sl

10| 21-ul 81934 Tablets 299 3 ] triaue secords eni

11, 20-ul 81932 Tablets 199 12 :
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4. Click on the space next to Copy to another location, then click on cell H1.

A B @ D ‘ E | F G | H
1 Date Invoice # Product Unit Price Units Sold Total Revenue )
2| 1-Aug 81949 Desktop 459 12 2,786
20 31-Jul 81949 Tablets 179 3 1,791
4 | 29-Jul 81945 Printer 490 3 Advanced Filter ? X
5| 28-Jul 81944 Desktop 19, 3
6 27-Jul 81944 Tablets 4
7 26-Jul 81942 Supply Package 1 15 - :
8 25-Jul 81939 Supply Package 12 7 Citettatangely) 2.3
9 224ul 81938 Supply Package 12 13 s EIETTEE
10| 21Jul 81934 Tablets 299 3 Ll it e
11| 20-Jul 81932 Tablets 199 12 =

5. Check off Unique Records Only, Click OK.

A | B C ‘ D ‘ E ‘ F ¢ I
1 Date Invoice #  Product Unit Price Units Sold Total Revenue |
2 | 1-Aug 81949 Desktop 459 12 2,786
3 | 31-Jul 81949 Tablets 179 3 4 1,791
4 29-Jul 81945 Printer 490 3 Advanced Filter ? X
5 28-Jul 81944 Desktop 199 3 Adtion
6 | 27-ul 81944 Tablets 170 4 Sl
7 | 26-Jul 81942 Supply Package 12 15 Listrange: | sC:sC
8 25-Jul 81939 Supply Package 12 74 Citeria fange ) (2
9 | 22-ul 81938 Supply Package 12 s
10 21-Jul 81934 Tablets 299
11| 20-Jul 81932 Tablets 199 conee

6. Column H should now look like this:

A B € D E F G H | J
1 Date  Invoice#  Product Unit Price Units Sold  Total Revenue _ ‘
2 1-Aug 81949 Desktop 459 12 2,786 Desktop
3 31-Jul 81949 Tablets 179 3 1,791 Tablets
4 29-Jul 81945 Printer 490 3 312 Printer
577 28-Jul 81944 Desktop 199 3 288 upply Package
6 27-Jul 81944 Tablets 170 4 180 Furniture
7 26-Jul 81942 Supply Package 12 15 84 Software
8 | 25-Jul 81939 Supply Package 12 7 156 Speakers
9 22-Jul 81938 Supply Package 12 13 768 Laptop
10 21-Jul 81934 Tablets 299 3 888 Cables
11| 20-Jul 81932 Tablets 199 12 156{;‘ Monitor
12 | 19-Jul 81930 Printer 99 9 2,388
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7. Double-click on column H to make the column wider.

fé D@ DD D.> E & [ Show Queries @ 2 Comnections | 4 Y \:PW Ex B Bl =% B= =8

From Table =] Properties
From From From From Other Existing New D Refresh . zl Sort Filter Textto Flash Remove Data  Consolidate Relationships = W
Access Web Text Sources~ Connections | Query~ LG RecentSources | pj~ Edit Links Yo Advanced | Columns  Fill  Duplicates Validation ~ An
Get External Data Get & Transform Connections Sort & Filter Data Tools
Extract * S || Product

g .43 (64 pixels)

Date Invoice # Product Unit Price Units Sold Total Revenue
2 | 1-Aug 81949 Desktop
3| 31-Jul 81949 Tablets 179 3 1.791

8. Click on cell 12 and input the SUMIF function; click on column C.

c1 ' i x v K =SUMIF(C:C
A | G | H [ J
] e d & |
i Invoice # . -Unit Price Units Sold Total Revenue
2 12 2,786 Desktop =SUMIF(C:
37 3 1,791 Tablets SUMIF(range, cr! Ige])
4 | i 3 312 Printer
5 3 288 Supply Package
9. Input a comma; use the left arrow to select “Desktop” (cell H2).
H2 - X « K | =SUMIF(C:C,H2
| (@ ‘ G | H | J
1 Unit Price Total Revenue
2 12 2,786 |Desktop I=SUMIF(C:C,H2
3| 3 1,791 Tablets SUMIF(range, criteria, [sum_range])
4 3 312 Printer
5 | 3 288 Supply Package
6 180 Furniture
7 Supply Package (12

15 84 Software

10. Input a comma; click on column F, then press Enter.

=SUMIF(C:C,H2,F:F

Desktop =SUMIF(C:C,H2,F:F
Ta b |ets SUMIF(range, criteria, [sum_range])
Printer
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11. Double-click on the lower left corner of cell 12 to Autofill the rest of the column.

12 - fe || =SUMIF(C:C,H2,F:F)

A B C D E F G H |
1 Date Invoice # Product Unit Price Units Sold Total Revenue Product
2 1-Aug 81949 Desktop 459 12 2,786 Desktop 70537
3| 31-0u 81949 Tablets 179 3 1,791 Tablets 35626
4 29-Jul 81945 Printer 490 3 312 Printer 58141
5 28-Jul 81944 Desktop 199 3 288 Supply Package 3352
6 27-Jul 81944 Tablets 170 4 180 Furniture 6108
7 26-Jul 81942 Supply Package 12 15 84 Software 86043
8 25-Jul 81939 Supply Package 12 7, 156 Speakers 10762
9 22-Jul 81938 Supply Package 12 13 768 Laptop 39477
10 21-Jul 81934 Tablets 299 3 888 Cables 34763
11 20-Jul 81932 Tablets 199 12 156 Monitor 37577

12. Change the cell formats in column 12 and change the column title.

1 Invoice #  Product Unit Price Units Sold Total Revenue Third Quarter Sales
2 1-Aug 81949 Desktop 459 12 2,786 Desktop 70,537
3 31-Jul 81949 Tablets 179 3 1,791 Tablets 35,626
4 : 29-Jul 81945 Printer 490 3 312 Printer 58,141
5 28-Jul 81944 Desktop 199 3 288 Supply Package 3,352
6 27-Jul 81944 Tablets 170 4 180 Furniture 6,108
7 26-Jul 81942 Supply Package 12 15 84 Software 86,043
8  25-ul 81939 Supply Package 12 7 156 Speakers 10,762
9  22-Jul 81938 Supply Package 12 13 768 Laptop 39,477
10 21-Jul 81934 Tablets 299 3 888 Cables 34,763
11 20-Jul 81932 Tablets 199 12 156 Monitor 37,577
12 19-Jul 81930 Printer 99 9 2.388

Outlines and Subtotals

Lists that have multiple instances of the same information, such as names of employees or departments,
can be viewed as an outline. In this example, a wholesale company delivers products to retail stores and
wants to keep track of daily sales. They created a spreadsheet with data sorted by store location, so that
subtotal number of units sold and revenue can be displayed. To do an Outline, however, they want the
data to be organized by product.

1. Click on Column C (Product); right click and choose Cut.

2016 Outlines 4
Insert  Page Layout Formulas Data Review  View  Developer Q Tell me what you want to do
3 Cut Calibri oA == - EeWrap Text General v "; 2]
ER Copy - . d.,@  Fo
ste = 2| 2y === = = €0 00 onditional Format as
Fomatpainter | B I U~ |H <[ O- A BE== | E%E EMerge& Center $-% » | W00 P R
Clipboard 1 Font 1] AR eak e Number I
Calibri ~(11 ~| A" A" $ %
c1 > fe Product BI=0O-A-H-98
% = E F G
1 Invoice # B §§p Units Sold  Total Revenue
2 81949 Paste Options: 12 5,508
3 81949 3 537
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2. Click on Column A; click on the Home tab and choose Insert from the Cells group.

2016 Outlines and Subtotals - Excel

B X Cut o P |2 =

libri 1 =3 Te | . "" [: of | [

e Calibri AR E Wrap Text General FZI i.f 60% - Accents | ]

Paste . DA, == == H . . s +3 90 Conditional Formatas m m _ lete Format
>° ®romatpainter B T Y A = EE EMeagescenter - - % % Fomatting = Table~ b % =

Clipboard & Font 5 Alignment n Number I Styles Cells

Total Revenue

2 Desktop I 5,508
3 Tablets 1179 3 537
4 Printer }490 3 1,470
5 Desktop 1199 3 597

3.  With column A still selected, go to the Data tab, then click on the AZ button.
4. With Expand the selection checked off, click Sort.

Home  Insert  Pagelayout  Formulas - taper  Q Tell me what you want to do
5 - ow Queries =] ~N — q
BHD D B /Ao LT Y- &5 B X B
From From From From Other Existing New i Refresh Zi Sort Filter i Textto Flash Remove Data Consolidate Relationships ~ What
Access Web Tedt Sources~ Connections | Query+ L RecentSources | . [2ES A Yo Advanced | Columns Fill Duplicates Validation - Analys
Get External Data Get & Transform Connections Sort & Filter Data Tools F
Al ] - fe || Product
A B @ , D E ‘ F @ H | J

1 Invoice#  UnitPrice  UnitsSold  Total Revenue

2 |Desktop 1-Aug 81949 459 12 5,508

3 |Tablets 31-Jul 81949 179 3 537

4 |Printer 29-Jul 81945 490 3 1,470

5 |Desktop 28-Jul 81944 199 3 597 mrm— ;o

6 Tablets 27-J UI 81944 170 4 680 Microsoft Excel found data next to your selection. Since you have not

7 Su | Packa o 26'JU| 81942 12 15 180 selected this data, it will not be sorted.

pp y g ‘What do you want to do?

8 |Supply Package 25-Jjul 81939 12 7 84

9 Supply Package 22'JU| 81938 12 13 156 Ogontinue with the current selection

10 Tablets 21-jul 81934 299 3 897
<\1 Tahlate N1l 21029 100 12 2 22’R

5. With the Data tab selected, click on Subtotal.

& | - 2016 Outfines and Sub

Formulas Review  View

File Home  Inset  PageLayout Developer  Q Tell

A My ) I = [T Show Queries ™y [l Connections 5y [7TH Y I T = E‘! 4 Bie Tl 3
®led (& E () = 81 1) by Sl H = B s A *H

it =l [ From Table : ¥ Reapg
From From From FromOther  Eiisting  New Refresh | Sot  Filter Tetto Flash Remove  Data  Consolidate Relationships  What-If Forecast Group Ungroup
Access Web Text Sources~ Connections Query'D‘ Recent Sources 5~ it Link N Vo Advanced  Columns Fill Duplicates Validation - Analysis > Sheet - -

Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline

G6 o fe
G H | J K L
Invoice #  Unit Price Units Sold Total Revenue
2 |Cables 27-Jun 81924 12 24 288
3 |Cables 13-Jun 81921 12 25 300
4 |Cables 9-Jun 81921 12 35 420
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6. Under At Each Change In, keep the Product option.
7. Under Use Function, keep the SUM option.
8. Under Add subtotal to, click on Units Sold (Total Revenue should already be selected); click OK.

Subtotal

Sum

Add subtotal to:

[JProduct
[Jpate
[Jinvoice #
[ unit Price
%

Total Revenue

Replace current subtotals
[[] Page break between groups
Summary below data

The list now shows totals for each store with the total for all stores at the bottom of the list. You will notice
that there are Hide Detail Level buttons on the left:

A | 8 | ¢ D E F
\Cables 27-Jun 81924 12 24 288
|cables 13-Jun 81921 12 25 300 Level 1: Click to show Grand Totals
Caz:es oo Ul B 32 %20 Level 2: Displays and hides Subtotals
z:b,z: ijz: 21222 iz ig f;‘ﬁ Level 3: Displays and hides all details
Cables 2-Jun 81933 12 44 528
Cables 30-May 81923 12 34 408
Cables 27-May 81921 12 40 480
| Cables 25-May 81921 12 57 684
Cables 20-May 81936 12 25 300
' Cables 18-May 81921 12 24 288
 Cables 12-May 81955 12 40 480
Cables 10-May 81938 12 57 684
15 |Cables 5-May 81928 12 25 300
[-] 16 cables Total 497 5,964
[ - 17 |Desktop 1-Aug 81949 459 12 5,508
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Add a Filter to Subtotals

Click on Cell A1.

Go to the Data tab, click on the Filter icon.
Under Product, uncheck Select All.

Check off Desktop, Desktop Total, click OK.

PN =

i Product Date pglinvoice # pgUnitPrice pgUnits Sold pgTotal Revenue
2 sonAtoz 27-lun 81924 12 24 288

Zl sotZten

S | 13-un 81921 12 25 300
9-Jun 81921 12 35 420

8-Jun 81960 12 54 648

Text Fiters » 3-un 81943 12 13 156
2 2-Jun 81933 12 a4 528

° | 30-May 81923 12 34 408

wriichy 27-May 81921 12 40 480
S 25-May 81921 12 57 684

Ol Furniture Ttal 20-May 81936 12 25 300
Clsptop Tous | 18May 81921 12 24 288
e 12-May 81955 12 40 480
Cnl || 10-May 81938 12 57 684

| 15 [Cables : 5-Mav RKR1928 12 25 300

5. Under Date, go to the Date filter; choose a filter, such as Between, Last Month, etc.

1{z]s3 A B C D E B
1
17 21 Sort Oldest to Newest 81949 459 12 5,508
1% west to =3
184 e , 81944 199 3 597
197 o 81924 299 4 1,196
207 81924 649 1 649
21  Datefilters » Equals... 15 7,485
22' Search (Al o[ Before... 12 8,700
s am
2 R Tomorow 12 2,388
25 Today 10 1,990
26 Vesterdsy 8 1,592
27 blextWeek 9 1,791
1 This Week
28, _L;st \“:eek 9 1,791
297 ok | | cancel \ o 4 796
30 |Desktop 6-May This Month 4 796
31 Desktop 18-Apr st onth 4 796
32 |Desktop 14-Apr T”:*‘i“ 7 1,393
— is Quarter
33 |Desktop 12-Apr e i 7 1,393
34 | Desktop 31-Mar Next Year 3 597
35 |Desktop 28-Mar This Year 6 1,194
36 Desktop 21-Mar tastyear 12 2,388
37 \Desktop 15-Mar e 5 995
— All Dates in the Period »
38 |Desktop 9-Mar. | e | 9 1,791
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6. The worksheet should now look like this:

A A ) C D E F G
B Product X
18 | Desktop 28-Jul 81944 199 3 597
19 Desktop 13-jul 81924 299 4 1,196
20 Desktop 12-jul 81924 649 1 649
21 Desktop 11-Jul 81923 499 15 7,485
22 Desktop 8-Jjul 81921 725 12 8,700
240 Grand Total 35 18,627
241
242
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Chapter 9: Introduction to PivotTables

PivotTables are used to display complex lists of information and allow the user to control how data is
organized in a worksheet. For example, a wholesale distribution company might want to keep product
sales information on a list based on invoice numbers, product codes, units sold, price per unit, date sold
and sales revenue totals. In addition, they may also want to associate product sales with the name of the
sales person that sold the product.

PivotTables must be linked to a data source and are read-only, meaning that you cannot make changes
by typing into the cells of the Pivottable. The data source can be an Excel list, a database or another
Pivot Table.

Create a simple PivotTable

1. Click on the data, then press CTRL+T. Click on the Name Box and input a name for the Table,
which in this case will be ptable.

Ptah | e 2 Pagelayoutt  Formulass  Data  Revi O Tall inewtol you went 000
] . &2 Copy -
u
‘EF Resize Table
= Clipboard = Font Alignment Number Styles
s AL - fe | Seagate 60
prg p E‘rtl L H I J K L M

1
2 1-Aug  Albany 10 82151 Printer 459 15 6,885
3 31-Jul  Rochester 20 82150 Software 199 16 3,184
4 29-Jul  Lancaster 30 82149 Desktop 199 9 1,791
5 28-Jul  Newark 40 82148 Cables 12 40 480
6 27-Jul  Cherry Hill 50 82147 Software 59 —4— 236
7 | 26-Jul |Seagate 60 82146 Printer 490 Craste Table X |
8 25-Jul  Northfield 70 82145 Laptop 199 I Where is the data for your table? | 3
9 | 22-Jul EasternShore 80 82144 Monitor 199 | E + T i
10! 21-Jul Burlington 90 82143 Monitor 199 | 4 My table has headers 1 .
11] 20-Jul  New Haven 100 82142 Laptop 199 |
12| 19-ul PhilaNorth15 82141 Printer 490 S
13 18-Jul  Phila South 25 82140 Software 39 2 78
141 15-Jul Delaware North 35 82139 Laptop 665 3 1,995 @

2. Click insert and choose PivotTable:

Movies & TV
- | X x s Table Tools PivotTable Reports
Page Layout Formulas Data Review View Developer Design Q Tell me what you want to do
= D = : = -2 " TS ]'-’-
| - 1 { n =l | A "'
,_dg\ L’? O leg Y ) =) G | Wstore E 1? el AL 1y Pkl A2 e W
PivotSble Recommended Table  Pictures Online Shapes lcons SmartArt Screenshot = & py Add-ins ~ Bing People | Recommended i 5! Maps PivotChart 3D Line Column Win/
PivotTables Pictures  ~ - Maps Graph Charts T TR v Map ~ Loss
Tables Illustrations Add-ins Charts e Tours Sparklines
Al % I Date
A B € D E F G H I J K
1 Date BJ Customer B2 Invoice Number[d Product B2 Unit Price § Units Sold EJ Total Revenue 3
2 1-Aug  Albany 10 82151 Printer 459 15 6,885
3 31-Jul  Rochester 20 182150 Software 199 16 3,184
A 20 Ll 1l ancactar 2N o210 Naclbtan 100 o 1 701

Introduction to Computer Applications 138



A PivotTable Field List dialog box will appear where you can see that the column labels from the data list
now appear as data fields.

I . Bl 0L s
F2: L % = R EE
Move | Fields, fiems, FovctChart Recommended ikl =/ Fickd
© Puollable | BuSels- Preatlables  List Buttons Heaters
e et Group e ot Actons Catesstions ool snow ~

a3 £
A 8 c o 3 P s H ' J 3 L ™ N ° 3 a R s T v v w B v ‘ - -
1 —— CivotTable Fields ~ %
2
Choase fields to add to repert: o -
) — e
4
s
8 | Tobuikiareport, choose
7| fields from the PivetTable
8

Field List

3. Add the “Customer” to the Row area, “Product” to the Row area, “Units Sold” to the
Values area, and “Total Revenue” to the Values area.

A B c = T .
- PivotTable Fields ~ *
2 Choose fields to add to report: &~
3 |Row Labels - |Sum of Units Sold Sum of Total Revenue \
4 = Albany 10 Search P
5 Cables 13 156
5 Desktop 7 1393 L1 Date
- Lagtop & e |v] Customer

[ Invoice Number

2 Monitor 3 00 [ Product
kel ! Printer 35 22966 [ Unit Price
10 | Software 8 312 Units Sold
11| Speakers 3 597 [7] Total Revenue
1= Tab]EIS L 3?5ﬁ_ More Tables...
12 |Albany 10 Total 115 35544
14 | =/Burlington 90
15 Cables 34 408
16 Dasklop ] 1134
17 Laptap 14 9310
18 | Monitor 16 3730
19| Printer 9 14210
20 Software 20 2020
;; ::;,la:,(:rs 2:, 5;?: Drag fields between areas below:
23 |Burlington 90 Total 150 37041 Y Fitters Nl Columns
24 | = Chierry Hill 50 3 Values v
25 Software 4 236
26 |Cherry Hill 50 Total 4 236
27 | = Delaware Morth 35
28 Cables 34 648
29 Desktop 42 B338
k] Laptap 28 12096
3 Printer 5 2430 = Rows ¥ Values
& e i 282 Customer v Sum of Units ... v
33 Supply Package 13 156
34 | Delaware North 35 Total 178 26532 L X1 R SUAERGTON &
35 | = Delaware South 4%

139 Introduction to Computer Applications



You could also choose to have the Products displayed in columns instead of rows. Remove the
fields from PivotTable Fields, then add “Customer” to the Rows area, add “Product” to the
Columns area, then add “Revenue” to the Values area.

Add Borders to the cells by selecting them and then choosing All Borders from the Font group.

“ Home Insert Page Layout Formulas Data Developer Analyze
X | = -
. Calibn M ~|A AT = - =¢ Wrap Text General
E@ Copy ~ & o,
o Format Paintes B I U- B 2- A~ = = *=*= S Merge&Center = § - %
Ciipboard fa F, Borders gnment (A MNun
Bottom Border
el = 5 Top Border
A B 1 [ Left Border F G H I
1 | Right Border
2
= No Border
3 Sum of Total Revenue Column Labé
< [Row Labels ~ [CGables | 1 ({Bordes nitor Printer Software Speakers
s |Abanyo [] Outside Borders 900 2966 312 597
& |Burlington 90 [ Ihick Outside Borders 3790 14210 2020 79
Ll 20 == Bottom Double Borde e
¢ |Delaware North 35 SR, 2450 2324
2 | Delaware South 45 i ThickBottom Border 5255 1470 2242
10 |Eastern Shore 80 & Top and Bottom Border 1592 6860 4063 955
11 [Lancaster 30 T Top and Thick Bottom Border 4889 5880
12 [New Haven 100 = Top and Double Bottom Border 343 1578
13 | Newark 40 Draw Borders
14 | Northfield 70 e D
15 |Phila North 15 e 6193 21070 1783
14 |Phila North 16 U7 Draw Border Grid 1797 14210 1726 3022
17 |Phila North 17 # Erase Border 2498 8330 2793
18 |Phila South 25 [Z Line Color » 7%
19 [Rochester 20 Ling Stule , 2997 10290 3691
20 |Seagate 60 L - 12740 531 1393
21| Grand Total oot Bovders. 20011 123006 23877 6803

6. Change the number format by selecting all the numbers, then right click and choose Number
Format.
2
3 |Sum of Total Column Labels ~
4 Row Labels ~ |Cables Desktop |Furniture |Laptop Printer Speakers [Supply Package |Tablets |Grand Total
5 |Albany 10 156 1393 5451 900| 22966 312 597 3769 35544
6 [Burlington 90 408 1194 9310 3790( 14210 2020 796 5313 37041
7 |Cherry Hill 50 236 236
8 |Delaware North 35 648 8358 12096 2450 2824/ 156 26532
9 |Delaware South 45 238 4577, 796| 1338 5255| 1470 2242 2339 18305
10 |Eastern Shore 80 480 796 4577| 4655 1592 6860 4063 995 1593 25611
11 |Lancaster 30 8955/ 17154] 4889| 5880 36878
12 |[New Haven 100 1368 5624 1592| 4849 3430 1578 2729 21170
13 |Newark 40 480 480
14 |Northfield 70 1393 1393
15 |Phila North 15 720 8358 4185 995 6193| 21070 1783 336| 4679 48319
7% |Phila North 16 1128 19249 995| 4302 1797( 14210 1726 3022 768 Calibri (11 ~| A" A" $ - %
17 |Phila North 17 3781 1995 2498| 8330 2793 972 BI=&- A e 8w
18 |Phila South 25 78 ! o
18 |Rochester 20 9475/ 1393 9310 2997| 10290 3691 EETICCP‘ —
20 [Seagate 60 288 4776 796| 2388 12740 531 1393 1 =
21 Grand Total 5964] 76536]  1433a| 75236] 29011[123006] 23877 2233|013 =] EFormat Cells...
22 thmer Format...
23 [& Refresh
24
2 Sort »
2 X Remoye "Sum of Total Revenue"
27 Summarize Values By >
- Show Values As »
= *=  Show Details
30 5 ==
31 @ ValueField Settings..
32 PivotTable Options...
& Hide Field List
34
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7. Choose Accounting without the dollar sign or decimal points.

3 |Sum of Total Column Labels | ~

4 |Row Labels ~ |Cables Desktop |Furniture |Laptop |Monitor | Printer Speakers |Supply Package [Tablets |Grand Total

5 |Albany 10 156 1393 5451 900| 22966 312 597 3769 35544

6 |Burlington 90 408 1194 9310 3790| 14210 2020 796 5313 37041

7 [Cherry Hill 50 236 236

8 |Delaware North 35 648 8358 12096 2450 2824 156 26532

9 [Delaware South 45 288 4577 796 1338 5255 1470 2242 2339 18305

10 |Eastern Shore 80 480 796|  4577] 4655| 1592 6860 Format Cells 7 X

11 |Lancaster 30 8955 17154 4889| 5880

12 [New Haven 100 1368 5624 1592| 4849 3430 Number

13 [Newark 40 480 Category:

14 [Northfield 70 1393 General .| Sample

15 |Phila North 15 720] 8358|  4185| 995| 6193 21070| P 156

%f Phila North 16 1128| 19249 995| 4302 1797| 14210 g Decimal places: [0 =X

17 |Phila North 17 3781 1995| 2498 8330 Date .
- Time Symbol: | None v

18 [Phila South 25 Percentage —

19 [Rochester 20 9475 1393 9310[  2997[ 10290 faoon,

20 |Seagate 60 288 4776 796| 2388 12740 Text

21 |Grand Total 5064 76536|  14334| 75236] 20011|123006] 2 |2

22

23

24 ‘

25 |

26

Z 1 Accounting formats line up the currency symbols and decimal points in a column,

29|

30 \

31|

2| w Cancel

33|

34 ‘

Create a PivotTable Report

Objective: To create a summary of employee performance, based on number of units sold and the
amount of revenue they generated.

1. Click on the data, click on Insert, PivotTable. Choose Existing worksheet and then click on 15;
click OK.

Table Toals 2018 DB - Exce

Home Data List Page Layout Formulas Data Review View Developer Help Design Tell me what you want tc

> PivotChart
Tables llustrations Add-ins Charts Tours Sparklines Fitters Links
15 > £ Lewis
Date  Invoice # | Employee = Product | Unit Price | Units Sold Revenue H ! J K L M N | © P Q R ) T
3 l-aug 81921 Danlels Desktop 445 1 a5
4 1-Aug 81921 Daniels External HD 45 1 45
5 1-Aug 81921 Daniels Software 39 2 78 . . . . . .
6 1-Aug 81921 Daniels Cables 12 a a8 Create PivotTable ? X
7 [-Aug 81922 Lewis Laptop 665 1 665 Choose the data that you want to analyze
8 2-Aug 81922 Lewis Software 59 a 236 (@ Select 3 table or range
9 3-Aug 31922 Lewis Monitor 300 2 600 Toble/Range: | Table1 *
10 2-Aug 81923 Rowe Printer 490 1 430 O Use an extemai data source
11 5-Aug 31924 Davis Desktop 445 2 850 R o
12 5-Aug 81924 Davis Monitor 445 2 890 e —
13 5-Aug 81924 Davis Fumiture a5 1 a35 e
14 5-Aug 81924 Davis Software 445 1 245
15 5-Aug 81924 Davis External HD 245 1 235 Choose where you want the PvotTable report to be placed
16 5-Aug 81924 Davis Speakers a5 1 a5 Lo Newlondiest.
17 5-Aug 81924 Davis Laptop 445 2 830 T
18 5-Aug 81924 Davis supplies 12 15 180 MAOIRRIY | Source Data SIS -
19 7-Aug 81925 Davis Printer 490 3 1470 Choose whether you want to analyze multiple tables
20 7-Aug 81926 Davis Desktop 445 2 850 [ Add this data to the Data Model
21 7-Aug 81927 Rowe Printer 490 3 1470 7oL
22 S5-Aug 81928 Daniels Desktop 445 1 445 . = = z o’
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2. Add the Fields:

Employee Name — Rows Area
Product — Columns Area
Units — Values Area

A ] ¢
3 [LAug 81921 Daniels
4 LAug 81921 Danlels
8 [1avg 921 Daniels
6 1Aug 81921 Danlels
7 LAug 81922 Lewis
0 [2Aug 81922 Lewss
9 3Aug 8192 Lewis
102408 81920 Rowe
M[5Aug 81920 Davis
12(5-Aug 81924 Davis
13(5Au8 81924 Davis
14/5Au8 81924 Davis
15/5Aug 81924 Davis
wleai mew ne

0
Desktop
External HO
Software
cables
Laptop
software
Monitor
Printer
Desktop
Monitor
Furniture
software
External HO
Cnaabare

|Sum of Units Sold |Column Labels -

Rowlabels - Cables Desktop External HD Fumiture Laptop Monitor Printer Softwa
Daniels 0 6 1 3 4 1 18
Davis 4 3 10 5 15 10 2 "
Franks 1 2 2
James 4 u 5 1on a7 1
Johnson 8 2 2 ‘
Lowls 3 1 1 7 u oo 7
Rowe n 2 12 . on

Smith 3 1 a

Grand Total 0 27 9 am ETR ) "

re speakers supplies Grand Total

n

PivotTable Fields

Choose ek to add to report

3 2 i G . G
N (& @ BB B 7 % 2 EE]
Insert Refresh ChangeData  Clear Select Move  Fields, ltems, PivotChart Recommended  Field  +/- | Field
Timeline ¥ Source ~ * ~  PivotTable & Sets PivotTables List Buttons

ProtTable

Adtive Field

Group Fiter oata Adions Calcutaions Toats snow
5 - % | sumof units sold

A [ c o ¥ i s L M N | O | P R T v v
3 1Aug 81521  Daniels  Desktop as 1w
4 LAug 81921  Daniels  ExtemnalHD i 1 e
5|iaug s1521  Daniels  Software Y 2 7 [sum of Units sold Jcolumn Labels -
5 lAug 51921  Daniels  Cables 12 P Row Labels - Cables Desktop External HD Furniture Laptop Monitor Printer Software Speakers Supplies Grand Total
7 1Avg 81922 Lewis Laptop 55 1 s Daniels S 5 3 1 18 7
8 2aup 81922 Lews Software 59 4 2 Davis 4 3% 10 s 15 1 B 18 7 108 23
9 3Aug 81922 Lewis Monitor 300 2 e Franks 1 2 2 s
10 2Au 81523 Rowe printer as0 1 a0 James 4 m s 1 n T | 1 10 o
11/5-Aug 81920 Davis Desktop ws 2 80 Johnson 8 2 2l 3 4 u
125Aug 81924 Davis Maonitor us 2 w0 Lewis 3 1 17 1w 27 68
135Aug 81924  Davis Fumiture as 1 s Rowe 1 2 12 4 2 52
145A0g 81924  Davis Software s 1 as smith 3 1 4 s
15 5Aug 81924 Davis ExtemalWD a5 1 ass Grand Total w0 s 7 s . m om n 5w 528
Weaus 1024 havic Cnastarc P 1 e

Vorme

) Row Headers

View

Developer  Help

Subtotak Gand  Report Bank | )
W'f’“‘ ‘mk"‘ “::m"_ wan" /) Column Hesders 4
Loyt Pottabie Pattabl Syes

A L) c o ¥ G | 1 3 M N o P Q T v v w
3LAug 81920 Damiels  Desktop s T
4 LAug 81921 Daniels. External HD as 1 a 4
5 [1-Aug 81921 Daniels Software M 2 ™ [sum of Units Sold
6 Laug 81921 Danlels Cables 12 4 a8 | |Cables Desktop External HD Furniture Laptop Monitor Printer Softwa
7)iAg 8192 tews  aptop s 1w " r 7
8 2-Aug 81922 Lewis Software 59 4 26 Dy 1 10 it 10 10 1
9 3Aug 81922 Lewis Monitor 300 2 0 ank 1 g
10/2Au 8193 Rowe  Printer e " e +om 12 . )
V|sAug 8194  ODavis  Desktop s P : ] )
12 |sAug 81924 Davis Monitor a5 2 90 ol 4
13(5Aug 8194 Oavis  Furiture s T Rowe ! '
14 5Aug 81924 Davis. Software 445 1 aas h | 4 )
15 5-Aug 81924 Davis. External HO s 1 aas [Grand Total 0 w8 2 9 m w__m n 810 524]

5. Make a copy of this PivotTable by selecting it, press CTRL+C, then press CTRL+V.
J J K M N Qo P Q R S T
e e e B e B B B e e e
:Sum of Units Sold H
. p g : i

! Cables Desktop External HD Furniture Laptop N tor Printer Software Speal PP Grand Totals
| 1
: 2 20 6 1 3 4 1 13 ‘.'7:
: 1 36 10 5 15 10 23 13 105
i 1 2 2
! -
: A 14 5 1 12 4 7 1 15
i B 2 2 1 4
I 8 2 1
: 3 1 1 7 14 15 27
1 =
H 11 2 1 4 32
I " 1
15 3 1
i 9 1 83 70
o
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PivotTable Fields
Choose fields to ad to report:
O oate

O invoice =

[ Employee

[ Product

(] Unit Price

[¥] Units Sold

[ Revenue

More Tables.

PivotTable Fields

Choose fieids 10 add to report

«
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6. We want the second PivotTable to show us the amount of revenue generated by each employee,
so press the Esc key to de-select the first PivotTable, click anywhere inside the second
PivotTable, un-check Units Sold, and check off Revenue.

PivotTable Fields ~ X%

Choose fields to add to report 8~

earct P
\p___External HD Furniture Laptop Monitor Printer Software Speakers Supplies Grand Total

1 [] Date
1€ > 1 1( 2 1 1( 23 [C] Invoice #
[¥] Employee
[¥] Product
[C] Unit Price
66 [C] Units Sold

hRevenue v

More Tables

Calculated Fields

Objective: Calculate a 7% commission payout for the salespeople.

1. Input the following Fields; Employee to the Rows area, Product Name to the Rows Area
and Revenue to the Values Area.

- A B C
PivotTable Fields ~ % 1|
Choose fields port: * B 2 |
3 |Row Labels ~ _Sum of Revenue
Search o 4 | SDaniels 14859
5 Cables 288
[“I Date 6 Desktop 8900
[J Invoice = 7 External HD 270
Employee 8 Fumiture 445
Pomit 9 Laptop 1995
[] Unit Price
) 10| Monitor 1730
|| Units Sold |
1| Printer 430
[v] Revenue |
121 Software 782
More Tables. 13 | = Davis 51967

143

2. Click on the Analyze tab, then Calculations group; choose Fields, Iltems and Sets, Calculated

Field:
File Home Data List Insert Page L
PivotTable Name: Active Field:
PivotTable2 Employee
L_‘E] Options ~
PivotTable Active Field
A3 v I’ Row La
A B C
1
2 +
5 [RowLabels |~ _|Sum of Revenue
4 | =/Daniels 14950
5 Cables 288

Tell me what you want to do

% W7

Move Fields, ltems,
PivotTable & >
ns Calculated Field...

Calculated [tem...

Solve Order...
M N
—— [& ListFormulas

[ ]
Nz
PivotChart Re
]

Too

N
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3. Enter Sales Commission in the Name Field; press the Tab key. Enter =Revenue*.07. Click Add,
then click OK.

Insert Calculated Field ? X

Name: Sales Commission v

Formula: =Revenue*.07 Delete

Fields:

Date
Invoice #
Employee
Product
Unit Price
Units Sold
Revenue

4. Let’s change the Number Format to Accounting with two decimal places and change the Revenue
numbers to Accounting with no decimal places.

A ‘ B C p | E | F | 6 H
1 -

2 <

3 Rowlabels |~ Sum ofRevenue Sum of Sales Commission

4 | = Daniels 14950 W calibri ~11 ~ A" A" $ - %
S Cables 288 z B I = &~ -0 00 o

6 Desktop 8900

7 External HD 270 100l

8 Furniture 445 B Copy

9 | Laptop 1995 1z ] Format Cells...

10 Monitor 1780 1 hNumberForma’g...

1 Printer 490 E:" Refiesh

12 Software 782 5
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Calculated Field Report (second example)
Objective: Calculate the variance between two time periods.

1. Open the file and check off all three Fields.

W 00Ny W N

A 8 s < L © PivotTable Fields ~
Choose fields to add to report:
Row Labels o lSum of YTD Rev  Sum of YTD Rev Last Year
324561739.6 399371003 ~
Search
3871000 4478413.456
Air Products & Chem. 10967217.79 10531059.94
25500511.99 23890417.29 AccountName
Allstate 3035722.37 2711772.14 YTD Rev
1835580 1593482.76 YTD Rev Last Year
Altria Group 2128452 2396532.95
More Tables...

2. Change the Number Formats in columns B and C to Accounting with no decimal points.

A B & D

1 -

2 =

3 |Row Labels '~ | Sum of YTD Rev Sum of YTD Rev Last Year

4 |3M 324,561,740 399,371,003

5 |Aetna 3,871,000 4,478,413 'I'

6 |Air Products & Chem. 10,967,218 10,531,060

7 |Alcoa 25,500,512 23,890,417

3. Go to Fields, Items and Sets, then go to Calculated Field.

h= S -
File Home  Datalist  Inset  Pagelsyout  Formulas  Data  Review  View  Developer  Help e yo o do
“ivotTable Name:  Active Field: i = D D L—\ D D u
= = e |1 .
~
PivotTable2 Sum of YTD Rev T L s 2. f 1 l
Insert  Insert Refresh Change Data  Clear Select Move  Fields, ltems, hart Recor
[fyoptions - [g Field Settings 7 Slicer Timeline - Source * - ~  PivotTable = & Sets+ Pive
PivotTable Active Field Group Filter Data Adtions %mlami Field... Tools
€7 = £ || 23890417.29
Solve Order...
A B € D E F G H J (
T [z List Formulas —
2
3 |Row Labels ~ |Sum of YTDRev Sum of YTD Rev Last Year
4 3m 324,561,740 399,371,003
5 |Aetna 3,871,000 4,478,413
6 |AirProducts & Chem. 10,967,218 10,531,060
7 |alcoa 25,500,512 23,890,417 |
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4. Add the formula in the spaces inside the dialog box, then click OK.

Search
Insert Calculated Field 7 X = L
[¥] AccountName

Name: Variance > L /] YTD Rev

Formula: |=(YTD Rev - 'YTD Rev Last Year)/ ‘YTD Rev Last Year Delete [¥] YTD Rev Last Year
More Tables...

Fields:

AccountName

YTD Rev

YTD Rev Last Year

Insert Figld k |

5. Format all the dollar figures to Accounting with one decimal point without dollar signs.

Page Layout Formulas Data Review View Developer Help

Format Cells

e Field Number

-0.18731771424608¢ gatggory:
General Sample

B SMALier 18.7% a
1 | Currency
Accounting
Date

Time

Decimal places: | 1| [\\}

Calculated Items

Objective: Create new Fields (Computer, Hardware and Printers) that display the total number of units
sold and revenue of four items (Desktops, Laptops, Monitors and Printers).

1. Insert a PivotTable, then add the Fields:

Product Name — Rows area
Units Sold — Values area
Revenue — Values area

2. Change the numbers in the Revenue Field to Accounting without dollar signs or decimal points.

3. Change the column labels to Products, Units & < B
Sold and Sales Revenue. For the Units Sold ;
H I 1

label, you need to insert a space before the [ e S Sales Revenue
word Units, so that you can avoid getting a 4 |cables 51 =96
message that says, “PivotTable field name 5 |Desktop 93 54689
already exists”. & |External HD 34 1532

7 |Furniture 14 6509

8 |Laptop 83 54813
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Click on any cell in Column A. Under PivotTable Tools, click on the Fields, Items and Sets drop-
down arrow in the Calculate group. Choose Calculated Item.

Under Name, type “Computers and Printers”. Click on the space next to Formula. With “Product”
selected under Fields, double-click on Desktop, add a plus sign, double-click on Laptop, add a
plus sign, double-click on Monitor, add a plus sign, then double-click on Printer; click OK:

A B C D E F G H J K
1
z | Calculated | in "Product” 7 x
3 |Products |~ | Units Sold Sales Revenue nsert Calculated ftem in “Product }
4 |Cables 5L 536 Mame: Computers and Printers ~ Add
5 |Deskto 93 54689 = =
5 @! 34 1532 Formula:§ | =Desktop+ Laptop+ Monitor+ Printer Delete
7 |Furniture 14 6509
& |Laptop 33 54813 Eields:
9 |Misc Products 288 12887 Date
Invoice #
10 |Monitor 38 11242 Employee 31 HD
: I:I:E!!IE_ Furniture
11 |Printer 86 24827 Unit Price Laptop
12 |Software 96 5024 Units Sold Misc Products
13 Speakers 11 711 Revenue IMonitar
I3 Supphes 120 3945 Insert Figld Insert [tem
15 |Grand Total 914 176775
16 oK Close
17
10
. . . 3 |Products ~ | Units Sold Sales Revenue
Click on the Product filter icon. Uncheck the 8] sotatez 596
; : R A 54689
Desktop, Laptop Monitor and Printer Fields, &l setZroa o
. . More Sort Options...
since the Units Sold and Revenue numbers S 6509
; : : 54813
corresponding to those Fields are also in the Label Fier , Fhin
Computer and Printers Field; click OK. Value Fiters . 11242
- ye 24827
s 5024
- (Select Al ~ 1
¥ Cables 3945
[ Desktop 145571
[V External HD
[w| Furniture 322346
[ Laptop
[ Misc Prod
[ Monitor
.1 Printer =
Cancel

Organize Data into Groups

Objective 1: Organize the product names into groups.

147

1.

Insert a PivotTable. Check off Product and Revenue under PivotTable Field Names.

A B e D w 4 . i
1 PivotTable Fields ~ %
= Choose fields to add to report: 2~
3 |Row Labels ~ .Sum of Revenue
4 |Cables 480 Sagich o)
5 Desktop 39160
6 |External HD 4815 [ Date
7 |Furniture wGhos [ Invoice #
8 |Laptop 23745 [ Employee
9 |Monitor 13770 Product
10 |Printer 40670 [J Unit Price
11 |Software 7244 [ Units Sold
12 Speakers 3560 Revenue
13 |Supplies 1440 More Tables...
14 |Grand Total 138889
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2. Click on Desktop, hold down the CTRL key and click on the PivotTable; then click on Group
Selection.

Home Data List Insert Page Layout Formulas Data Review View

Il = A Field: = =]
PivotTable Name:  Active Field: +3 Expand Field . .GIOUP Selection = ]
PivotTablel Product 5 Ungroup : — :

-= nsert  Insi
R Options ~ [ Field Settings A L.clpsn Fiekd Shoer T
PwotTable Active Field Group
AB o fe Laptop
A B C D E F G H

1 4
2 {
3 |Row Labels - Sum of Revenue

4 |Cables 430
5 |pesktop 29160
6 |External HD 4815
7 |Furniture 4005
C) P 23745 Ctrl
9 |MorLaptop (Product) 13770
10 |printo: Loptor 40670
11 |Software 7244
12 |Speakers 3560
13 |Supplies 1440
14 |Grand Total 138889

3. Click on Group1 and change the name to “Computers”.

File Home Data List Insert Page La File Home Data List Insert Page L3
PivotTable Name: Active Field: o
PivotTablel Product2 :
Ej‘ Options ~ r‘o Field Settings = L_{fj Options ~ r'o Field Settings
PivotTable Active Field PivotTable Active Field
A6 v X « ]| Groupl A6 v X [ || Compu
A B C A B €
1 1]
2 | 2 |
3 |Rowlabels | ~|Sum of Revenue 3 |Row labels |~ Sum of Revenue
4 | =cables 480 4 | = Cables 480
5 Cables 480 5 Cables 4380
74 Desktop 39160 7 Desktop 39160
€ | Laptop 23745 8 | Laptop 23745
9 | = External HD 4815 9 | “External HD 4815

4. Select Monitor, hold down the CTRL key and choose Printers; name the group “Peripherals”.
Repeat these steps for the other products and name the group “Other”.
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Objective two: Organize data by date.

1. Insert a PivotTable; check off Date, Product and Revenue. You'll notice that the Date Field is
displayed as Years and Quarters.

PivotTable Fields v X

A B C
] Choose fields to add to report: G v
2 Search jo
3 Row Labels ~ Sum of Revenue
Date .
4 #2017 1822806 [ Invoice #
5 | #2018 659783 [] Employee
& |Grand Total | 842069 Product
7 " 1 Unit Price
[ Units Sold
3 [1 Revenue
= Quarters -
10
Drag fields between areas below:
Filters Columns
Rows % Values
Years - ||~
Cuarters -
Date 7
Product A |l
2. Right-click on Qtr1, then go to Expand/Collapse. Choose Expand Entire Field. Click on the
PivotTable, then click on the Design tab. Change the PivotTable format by selecting different style
and layout options.
A B C
11 Subtotal "Years" 1
12 Expand/Collapse F += Expand 2
:i 8H Group.. -= Collapse 3 Dates - | Revenue Totals
15 @H Ungroup... +=  Expand Entire Field 4 |=2017 182,286
— S 3 +=Qtrl 76,527
16 Move » | -= Collapse Entire Field
- 6 H=Qtr2 52,330
:; ¥  Remowve "Years" Collapse to "Years" = Q3 29,337
19 I= Field Settings... Expand to "Cuarters" g = Qtrd 24,002
20 PivotTable Options... Expand to "Date " g |[=2018 659,783
21 Hide Field List Expand to "Product” 10 = Qtrl 280,361
11 +Qtr2 133,402
12 +Qtrd 158,062
13 = Qtrd 87,958
14 |Grand Total 842,069
15
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Percent of Total

Objective: To display product and employee numbers as a percentage of total revenue.

1.  With the PivotTable selected, move Product to the Rows area and Revenue to the Values area.
Change the Number Format to Accounting without decimal points.
Make a copy of the PivotTable by selecting it, press CTRL+C, click on the cell just beneath it;

press CTRL+V.
4. Press the Esc key; with the second PivotTable selected, uncheck Product and check off
Employee.
A B =

1| PivotTable Fields ~ X
i e b~ S o Rt Choose fields to add to report: 2 * I
4 |Cables 480 p—

i Search yo
5 |Desktop 39,160
6 |External HD 4,815 [] Date
7 |Furniture 4,005 » [] Invoice #
8 |Laptop 23,745 |4 Employee o
9 | Monitor 13,770 [\Ikprcduct
10 |Printer 40,670 ] Unit Price
11 Software 7,244 [ Units Sold
12 |Speakers 3,560 [V] Revenue
13 Supplies 1,440
14:Grand Total 138,889 DTl
15|
16 |Row Labels ~ 'Sum of Revenue
17 IDaniels 14.950

5. Select both PivotTables, press CTRL+C, click on cell D3, then press CTRL+ALT+V.

' A B C D E F
1 4
- N | ——
3 [Row Labels ~ Sum of Revenue-i l () .l
4 |cables 480 |
5 |Desktop 39,160 |
6 EExternaIHD 4,8155
7 :Furniture 4,005 :
8 ILaptop 23,745 |
9 |Monitor 13,770 |
10 |Printer 40,670 |
1 ESoftware 7,244 i
12 Ispeakers 3,560 |
13 |Supplies 1,440 |
14 |Grand Total 138,389 |
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6. Use the up arrow on your keyboard in the PivotTable dialog box to select Column Widths; click

OK, then press the Enter key.

¥ A B

1 —

2

2 |Row Labels - Sum of Revenue
4 |Cables 480
5 |Desktop 39,160
6 )External HD 4,815
7 IFurniture 4,005
8 |Laptop 23,745
9 jMonitor 13,770
10 jPrinter 40,670
11 )Software 7,244
12 ISpeakers 3,560
13 {Supplies 1,440
14 |Grand Total 138,889
15

16 IRow Labels v Sum of Revenue
17 IDaniels 14,950
18 Davis 51,967
19 jFranks 653
20 JJames 21,038
21 lJohnson 2,752
22 lLewis 20,259
23 Rowe 23,930
24 )Smith 3,340
25 IGrand Total 138,889

g

N | o P Q R T
Paste Special X
Paste

O All O All using Source theme

O Formulas (O Al except borders

O values iths]

O Formats O Formulas and number formats

O Comments (O values and number formats

O validation All merging conditional formats
Operation

@) Ngne O Muttiply

O Add O Divide

(O subtract

[ skip blanks [ Transpose

Paste Link [ Cancel

7. Right-click on the first revenue number; choose Value Field Settings.

1]
o

3 ‘Rowl.abels ~ Sum of Revenue

4 lCabIes

5 |Desktop

6 |External HD
7} ;Furniture
8 |Laptop

9 |Monitor

10 }Printer

11 |Software
12 |Speakers
13 |Supplies

14 ]GrandTotal
15

16 |Row Labels ~

|
17 |Daniels
18 Davis
19 "Franks

480
39,160
4,815
4,005
23,745
13,770
40,670
7,244
3,560
1,440
138,889

Sum of Revenue
14,950

51,967

653

Row Labels ~ Sum of Rever "

Cables
Desktop
External HD
Furniture
Laptop
Monitor
Printer
Software
Speakers
Supplies
Grand Total

asn
39,1 BB
4t 7
4,
233
13, r.
40,(
70 X
3,6
1,
138,

+=

Row Labels ~ Sum of Rever G

Daniels
Davis
Franks

14.¢

Skia
I(E
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Format Cells...

Number Format...

o Refresh

Sort

Calibi ~(11 ~ A" A" $ ~ %
00

Remove "Sum of Revenue"

Summarize Values By

Show Values As

Show Details

Value Field Settings...
Pv-.'ot'(%e Options...

Hide Field List




8. Under the Show Values As tab, choose % of Column Total; then click on the Number Format

button.

8 |Laptop 23,745
9 |Monitor 13,770
10 |Printer 40,670
11 |Software 7,244
12 |Speakers 3,560
13 |Supplies 1,440
14 Grand Total 138,889
15 |

16 |Row Labels ~ Sum of Revenue
17 |Daniels 14,950
18 |Davis 51,967
19 |Franks 653
20 \James 21,038
21 liInhnenn 2159

Laptop | valye Field Settings
Monitol

Printer
Softwar Custom Name: Sum of Revenue

Source Name: Revenue

Speake

Supplie
=
Grand Tl Show values as

Summarize Values By Show Values As

No Calculation

Rowlall [No Calculation
—1 |% of Grand Total

Daniels| ISR

Davis % of Row Total

% Of

Franks % of Parent Row Total

UTICFTICE
sames | |Units Sol |
Inhncnr

9. Choose Percentage with one decimal place; click OK.

3 |Row Labels ~ Sum of Revenue
4 |Cables 480
5 |Desktop 39,160
6 |External HD 4,815
7 |Furniture 4,005
8 |Laptop 23,745
9 | Monitor 13,770
10 |Printer 40,670
11 |Software 7,244
12 |Speakers 3,560
12 IQuinnliac 1 440

Row Labels ~ Sum of Revenue
e

Format Cells

Number

Category:
Sample
48000.0%

General
| Number
Currency
Accounting
| Date

Time

Percentage

Frartinn

Decimal places: | 1| —a

10. Under Custom Name, type Percentage Contribution; click OK.

3 Row Labels ~ Sum of Revenue
4 |Cables 480
5 |Desktop 39,160
6 External HD 4,815
7 |Furniture 4,005
8 |Laptop 23,745
9 |Monitor 13,770
10 |Printer 40,670
11 |Software 7,244
12 |Speakers 3,560
13 |Supplies 1,440
144 Fennd Tasal 470 ocon

Row Labels ~ Sum of Revenue

Cables 480 J

Desktop 39,160

External HD 4,815

Furniture 4,005

Laptop | valye Field Settings

Monito

Printer Source Name: Revenue

Softwar] Custom Name: Percentage Contribution
Speake Surnn%rize Values By Show Values As
Supplie

reneaw Showvalues as
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Multiple Value Calculations

Objective: To display the total, average and highest sales revenue numbers for each month

1. Click on the PivotTable. Move the Date to the Rows Area, then move Revenue to the Values area
three times:

]
: = Rows * Values
2
3 |Row Labels - Isum of Sum of 2 Sum of
4 [#1an 23326 23326 23326 Months - Sum of Beven... =™
5 [#Feb 18308 18308 18308
6 |=mar 18189 18189 18189
7 |=Apr 12303 32203 32203 Date it Sum of Reven... ™
8 |®May 5030 5930 5930
9 [®un 12413 12413 12413
w2500 1oc0 1250 5um of Reven... *
11| #Aug 7205 7205 7205
12| ®sep 9532 9532 9532
13| =0ct 3430 8430 3480
14| #INov 9681 9681 9681
15 | #Dec 5031 5931 5931
16 |Grand Total 163888 163838 163888

2. Click on first Revenue value; right-click and choose Value Field Setting.

- ' +Jan | 237l . SAERERI 23326

5 +Feb 14 B Copy 18308
6 | ®Mar 18 [5] Format Cells.. 18189
7 | #Apr 32 Number Format... 32293
8 | SMay 3 [A Refresh 5930
9 |#Jun - 12413
10 #Jul ™ " 12600
11 |® Aug 7 X Remove "Sum of Revenue" 7205
12 | Sep < Summarize Values By » 9532
13 | ®0ct & : 8480
T Show Values As »
14 | ¥/Nov S 9681
15 . + Dec g ’: Show Dgtanlz 5931
16 Grand Total 163 [ Value Field Settings... 163888
17
3. Input the word “Total” in Custom Name, click OK.
8 #May Value Field Settings ? X
9 |#Jun ]
107. # Jul | Source Name: Revenue
11 | ®Aug Custom Name: Total
12 ! *Sep { Summarize Values By Show Values As
13 | Oct ] )
14 | ® Nov Summarize value field by
15 | # Dec | Choose the type of calculation that you want to use to summarize
1 data from the selected field
16 Grand Total |
' a———s
17 Count
| Average
18 ! Max
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4. Click on the second Revenue value; right click and choose Value Field Setting. Click on Average
under Summarize value field by first; then rename it Average Sale in Custom Name.

8 | *May Value Field Settings ? X
9 | *Jun
T -| Source Name: Revenue
10 | Jul |
11 #Aug , Custom Name: Average Sale
12 | *Sep | Summarize Values By  Show Values As
13 | ®¥0ct ¥
- —{ Summarize value field by
14 | ¥/ Nov
] 1 - Choose the type of calculation that you want to use to summarize
3 | ®Dec | data from the selected field
16 (Grand Total | [, A
17 Count
i | Average
18 | Max
19 Min
1 Product o
on

5. Click on third Revenue value; right click and choose Value Field Setting.

A | B C D E F
1 {
2 {
3 Rowlabels - Total Average Sale Sum of Revenue3
4 [#1an 23326 1110.761905 3 23326/
5 | #Feb 18308 762.8333333 S ot
6  #Mar 18189 627.2068966 pz'“EJan“r
,7 | = Apr 32293 1467.863636 Column: Sum of Revenue3
8 | ¥May 5930 494.1666667 5930
9 | #Jun 12413 775.8125 12413
104 + lul 12600 /00 12600

6. Repeat steps to choose Max; rename it Highest Sale, then click OK.
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7. Select columns B through D; right-click and choose Format Cells.

A £ C D 3 £ G
1 36 Cut ||
2 5 | g Copy
3 |Row Labels - |Total mﬁew 'y Paste Options:
4 |#1an 23326 1110.761905 o o
5 | #Feb 18308 762.8333333 - =
6 | *Mar 18189 627.2068966 Paste Jpecial...
7 |#Apr 32293 1467.863636 Insert
3 | #May 5930 494.1666667 Delete
9 | #Jun 12413  775.8125 )
Clear Cont
10| #Jul 12600 600
11|+ Aug 7205 400.2777778 [Sprmat Cels.
12| #Sep 9532 501.6842105 Column Width...

8. Choose Accounting with two decimal places; click OK.

Bl
Format Cells ? X
1 Number  Alignment Font Border Fill Protection l
2 Category:
3 |Rowl |General Sample
1 | Number
4 |*Jan| |curren
T mb- : : A
5 Fek e Decimal places: |2 = ‘
6 [+ Ma| 'I;me ) Symbol: |[NERE v
P ercentage
,\] — Ap! Fraction
% +Maj |Scientific
Text
9 |Eun | ial
10| ®Jul| |Custom

The PivotTable should now look like this:

3 Row Labels ~ Total Average Sale Highest Sale
4 |@Jan 23,326.00 1,110.76  11,475.00
5 |#Feb 18,308.00 762.83  3,028.00
6 “Mar  18,189.00 627.21  2,325.00
7 |=apr 32,293.00  1,467.86  16,625.00
8 |®“May _3,930.00 49417  1,304.00
9 |%Jun 12,413.00 77581 1,976.00
10 | ®1ul 12,600.00 600.00  1,510.00
11| #Aug 7,205.00 40028  1,310.00
12| ®Sep 9,532.00 501.68  1,330.00
13 | ®0ct 8,480.00 530.00  1,396.00
14| ©“Nov 9,681.00 60506  2,672.00
15 | #Dec 5,931.00 39540  1,318.00
3 Grand Total  163,888.00 71567  16,625.00
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Apply Conditional Formatting

Objective: To create a visual that show a comparison between individual product sales revenue and total
sales revenue.

Insert a PivotTable, then add these Fields:

Product Name — Rows area
Revenue — Values area
Revenue — Values area (again)

Select cells C4 to C13. Click on the Home tab, then click on the Conditional Formatting down
arrow and choose Data Bars, Green Data Bar, Gradient Fill.

Row Labels | ~ | Sum of Revenue Sum of Revenue2

Cables
Desktop
External HD
Furniture
Laptop
Monitor
Printer
Software
Speakers
Supplies
Grand Total

10092 10092
51458 51458
12665 12665
7656 7656
46945 46945
24515 24515
46030 46030
41191 41191
10845 10845
12540 12540
263937 263937

Bl B P

Conditional Format as Cell
Formatting = Table~  Styles~

Gl

B

B

HE

=

Highlight Cells Rules *
Top/Bottom Rules  *
Data Bars

Color Scales

Icon Sets

B NewRule..

B Clear Rules
Eﬁ Manage Rules...

B o=

Insert Delete

Cells

Gradient Fill

»
»
#=/ Green DataBar

Format

2. AutoSum ¥
Fill -
& Clear~

Editing

ivotTable Fields

5 add to report

Add a colored data bar to represent
Solid Fill the value in a cell. The higher the
value, the longer the bar,

E B

More Rules...

O Invoice #
[ Employee
Product

[ Unit Price
[ Units Sold

With the cells in column C still selected (cells C4 to C13), click on the Conditional Formatting
down arrow, click on Manage Rules, then Edit Rule. Check off where is says Show Bar Only, then
click OK. Change the style, column labels and number formatting:

Edit Formatting Rule ?

x

Apply Rule To: | =5CS54:5C513

@ Selected cells
O All cells showing “Sum of Revenue2” values

O All cells showing “Sum of Revenue2” values for "Product”

+

Select a Rule Type:

+ Format all cells based on their values

+~ Format anly cells that contain

= Format only top or bottom ranked values
= Format only values that are above or below average
= Use a formula to determine which cells to form,

Edit the Rule Description:

Format all cells based on their values:

Format Style: | Data Bar -
Minimum Maximum

Iype: Automatic ~ || | Automatic ~

Value: (Automatic) + (Automatic) +

Bar Appearance:

Eill LColor Border Color

Gradient Fill |« ~ Solid Border  « ~

MNegative Value and Axis... Bar Direction: | Context ~
prven: (B

Cancel
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A B C
Product -~ |Sales Revenue |Contribution
Cables 10,092
Desktop 51,458
External HD 12,665
Furniture 7,656
Laptop 46,945
Monitor 24,515
Printer 46,030
Software 41,191
Speakers 10,845
Supplies 12,540
Grand Total 263,937 263,937
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Inserting Slicers

Objective: To filter data in one or more PivotTables.

Slicers allow users to filter data in a PivotTable by clicking on buttons instead of using a drop-down list.
The numbers in this PivotTable lists the same invoice number for multiple items that were purchased and
recorded in a sales log. A PivotTable was created so that Slicers can be used to view the employee
name, products and dollar amounts, by invoice number.

Row Labels |~ | Sum of Total Rev.

= Daniels $1,951

PivotTable Field List v X Cables $48
Desktop $1,780

Choose fields to add to report: External HD 545
Software 578

[|pate = Davis $7,880
[Irwaice # T4 Desktop $2,670
Emp. External HD 2445
Furniture 445

Prf:ld uct Laptop 5890
[Cunits Monitor $890
[]unit Price Printer $1,470
[#] Total Rev. Sofware 5445
Speakers 5445

Supplies 5180

Drag fields between areas below: = James 43,698
¥ Report Filter “H column Labels Cables a8
Desktop 5850

External HD 590

Laptop $1,330

Monitor 5360

1] Row Labels T Values Printer $980
= Lewis $2,926

Emp. - Sum of Total ... = Desktop saa5
Product - Laptop $665
Monitor S600

Printer $980

[ Defer Layout Update Update Software 5236
= Rowe 51,960

Printer 51,960

Grand Total $18,415

1. Click on the PivotTable, then choose the Slicer button from the Filter group. Choose the Invoice #
checkbox, click OK. The Slicer options will appear; check the box for Invoice #, click OK:

’ . Invoice # K
Insert Slicers I. 2 _S_"hJ
81921 i
[[|Date
[#]Invoice = 81922
[CIEmp. E
[TIProduct 813923
[units 81924 L
[TJunit Price
[Total Rev. 21925
81926
81927
81928 -
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When you click on invoice # 81924, for example, the employee that created the invoice will appear. The
PivotTable will now only display the products and revenue numbers associated with that number. Later

versions of Excel will also have a button called Multi-Select next to the Filter icon, which allows you to

select multiple invoices.

Row Labels |~ Sum of Total Rev. : — &
= Davis 54,630 nvoice
Desktop 5890 81921 i
External HD
) S5 81922
Furniture 5445 L
Laptop 5830 81923
Manitor 5890 21924
Sofware 5445
Speakers 5445 81325
Supplies 5180 21926
Grand Total 54,630
81927
81928 -

Slicer Connections

When you have more than one PivotTable on a single worksheet, you can create Slicers that display the

filtered data on all of them at the same time using Slicer Connections.

1. Click on the first PivotTable, then click on Insert Slicers from the Analyze group. Check off Invoice

number, Employee and Product.

File Home Data List Insert Page Layout Formulas Data Review View Developer Help Analyze Design 2 Tell me what you want to
PivotTable Mame: | Active Field: = = Frd B o Ml M
PivotTablel Revenue E? E‘? S I:Ef E‘Q E‘[} @ ,ﬂ_f(“
Insert  Insert Refresh Change Data Clear Select  Move Fields, ltems,
[[@ options - [[# Field Settings Slicer Timeline - Source ~ - - PivotTable & Sets~
PivotTable Active Field Gro Filter Data Actions cal
- = g s
110 - I 1979
A B G D E F G H J K L
1
2
3 | Revenue Products |~
4 Employees - Cables Desktop| External HD, Furniture Laptop Meonitor Printer| Software Speakers Supplies| Grand Total
5 |Daniels 288 8,900 270 445 1,995 1,730 490 782 14,950
6 Davis 48 16,020 2,850 2,225 7,335 4,160, 11,270 3,684 3,115 1,260 51,967
7 |Franks 90 118 653
8 James 48 1,025 445 7,540 1,250 3,430] 445 445 180 21,038
9 |Johnson 96| 1,330 600 430 236 2,752
'\DlLewis 445 445 4,215 4,490 7,350) 1,979 20,259
11 |Rowe 4,855 50| 445 1,330 1,430 15,680 23,930
12 [Smith 1,335 45 1,960 3,340
13 |Grand Total 480 39,160 4,815 4,005, 23,745 13,770 40,670 7,244 3,560 1,440 138,889
14
15 | Units Sold Products |~
16 |[Employees ~ Cables Desktop| External HD, Furniture Laptop Meonitor Printer| Software Speakers Supplies| Grand Total
17 | Daniels 24 20, 6 1 3 4 1 18, 77
18 |Davis 4 36 10, 5 15 10, 23 18, 7 105 233
18 |Franks 1 2 2 5
20 James 4 14 5 1 12 4 7 1 15 64
21 Johnson 8 2 2 1 4 17
22 |Lewis 3 1] 1] 7| 14 15 27| 68|
23 |Rowe 11 2] 1] 2] 4 32| 52
24 |Smith 3 1] 4 8|
25 |Grand Total 40 88 27| 9 41 38| 83 70| 8 120 524
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2. Align the Slicers next to the PivotTables and apply a new design was applied; click anywhere on
the second PivotTable.

W W O W s W

Revenue  |Products|~ Invoice # %= S¢ || Employee %= NS¢ | | product = %2
Employees ~ Cables| Desktop| External HD| Furniture| Laptop | Monitor| Printer| Software| Speakers| Supplies| Grand Total

Daniels 2383|8900 270 a15| 1,995] 1,780] 490 782 10550 | (81921 | ~ ||| Dantels | || [cables E
Davis 48| 16,020] 2,850 2,225 7,335| 4,160 11,270  3,684] 3,115 1,260 51,367 [31922 ] l s l [Desktop l
franks 445 90 e 653 | B1923 | | Franks | || [ External o |
ames ag| 6230 1,025 a4s| 7,580]  1,250] 3,430 445 445 180 21,038

Johnson 96, 1,330 600 490 236 2,752 [ 81924 ] l James I [ Furniture I
Lewis 1,335 245 a45) 4215|4490 7350 1979 20,259 [31925 ] I e l [lapmp l
Rowe 4,895 30 445] 1,330]  1490| 15,680 23,930

Smith 1,335 45 1,960 3,340 [m1926 ] [ Lewis | || [ monitor l
Grand Total 430] 39,160] 4,815]  4,005] 23,745] 13,770] 40,670  7,244] 3,5560] 1,440 138,889 [31927 ] [ Rowe | [pnnte[ |
Units sold Products ~ [ 81928 ] v [ Smith l [ Software l
Employees ~ Cables| Desktop| External HD| Furniture| Laptop| Monitor| Printer| Software| Speakers| Supplies| Grand Total

Daniels 24 20 6 1 3 4 1 18 77

Davis 4 36 10 15 10 23 18 7 105 233

Franks 1 2 2 5

James 4 14 s 4 7 1 1 15 64

Johnson 8| 2 2| 1| 4 17

Lewis 3 1 7 14 15 27 68

Rowe 1 2 1 2 4 32 52

Smith 3 1 4 8

Grand Total 0 88, Fi o] m 38 83 70 8 120 524

3. Click on Filter Connections from the Analyze tab (if you're using an older version of Excel, you
may see a drop-down arrow on the Slicer button, which gives you the option to choose Slicer
Connections). Check off all three Fields under Caption; click OK.

Invoice # v= N2 Employee Y= Product = Y
Printer| Software| Speakers| Supplies| Grand Total
250 — 12,950 || 81921 | ~ ||| Daniels | || [ cables |E
11,270| 3,684 3,115 1,260 51,967 [ 81922 ] [ Davis ] [ Desktop ]
s = | 81923 | | Franks ||| External HD |
3,430 A45 445 180 21,038
490 236 2,752 [ 81924 l [ James l [ Furniture l
7,350 1,979 20,253 [ 81925 l [ Johnson l [ Laptop l
li:iﬁ 2;:2:2 | 81926 | | Lewis ||| | Monitor |
40,670 7,244 3,560) 1,440  138,889| || 81927 | | Rowe ||| | printer |
Filter Connections (PivotTable2) ? = Smith l [ Software l

Printer| Software

Speakers

Supplie

Select filters to connect to this PivotTable

1 18 Caption Mame Sheet
33 18 Employee Employee Slicer Conn...
2 Invoice # Invoice # Slicer Conn...
Product Product Slicer Conn...
7 1 1 1]
1
15 27 Cancel
32
4 8
83 70 8 120 524
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4. You can then filter both PivotTables by invoice number, employee or product. This shows you the

PivotTables filtered by the name “Davis”.

[r=TaN-= T = R I TR I

=== ==
W = O

15
16

17

18

Revenue Products | - Invoice # 9= 57| Employee 7= 2| product = %
Employees -T Cables| Desktop| External HD| Furniture| Laptop| Monitor| Printer| Software| Sp pplies| Grand Total ~ | | Daniels ~
Davis 48] 16,020 2,850  2,225] 7,335] 4160] 11,270] 3,684 3115 1,260 51,967
Grand Total 48| 16,020 2,850| 2,225 7,335 4,160 11,270|  3,684]  3,115| 1,260 51,967 |81925 ] [ Davis
Units Sold Products |~
Employees -T Cables| Desktop| External HD| Furniture| Laptop| Monitor| Printer| Software| Sp pp Grand Total
Davis 4 36| 10| 3 15 10| 23 18| 7 105 233
Grand Total 4 36| 10| 5 15| 10| 23 18| 7 105 233
5. You can de-select the filters on the Slicers by clicking on the Filter button. To select multiple
Slicers that are connected to another Slicer, you can click on the Multiselect button. Let’s click on
the Slicers that show the number of desktop and laptop computers that were sold by Daniels,
along with the sales revenue and invoice numbers:
A B C D E F G H | ] K L
Revenue Products |-T
Employees -T Laptop| Grand Total
Daniels 1,395 1.335| | |nvoice # Y= NZ| Employee %= NZ| product = N
Grand Total 1,995 1,995
81921 | ~ | | Daniels | cables A
81929 ] Davis Desktop
81922 James External HD
81923 Johnson Furniture
81924 Lewis Laptop
81925 Rowe Maonitor
Units Sold | Products |-T 81926 Franks Printer
Employees |-T Laptop| Grand Total
2192 Smith
Daniels 3 3 81927 o Smith Software o
Grand Total 3 3

10
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Report Filter Pages

Objective: To create an individual worksheet for each employee, which shows the units sold and sales

revenue numbers.

1. Create a PivotTable using the following Fields:

Employee — Filters area
Units Sold — Values area
Revenue — Values area

A B
l(am) -

Employee

Sum of Units Sold Sum of Revenue
026 163888

Drag fields between areas below:

Filters Columns
Employee & % Values -
» Rows % Values
Sum of Units Sold i
Sum of Revenue &

2. Click on any cell within the PivotTable, then click on the Analyze tab. Click on the Options drop-
down in the PivotTable group. Choose Show Report Filter Pages.

File Horme Data List Insert Page Layout Formulas

PivotTable Name: Active Field: -
PivotTable15 Sum of Revenue

E Options ~ ~ @ Field Settings -
E Options Active Field
=] Show Report Filter Pages... % : L

+  Generate GetPivotData
B4 . F 163888

A B C D E

1 |Employee (All) hd
2
3 |Sum of Units Sold Sum of Revenue

4] 626 163888]

Data Review Wiew Developer Help Analyze Design
= = ’j .
= =

B Insert Insert
E Slicer  Timeline
Group Filter
L =
F G H J K L

3. Adialog box will appear that displays the Field being used to create the reports; click OK. You will
now see multiple worksheets with an employee name on each tab. If you double-click on cell A3
or B3, a new worksheet will be created that displays a summary of all the numbers used to

calculate the total:

Show Report Filter Pages ? *

Show all report filter pages of:
| >

Cancel

A B
IDanieIs -1

1 |Employee
2

3 |Sum of Units Sold Sum of Revenue
4 123 20953

Daniels

Davis Franks James Johnson Lewis Rowe Smith

161
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Create a PivotChart

Objective: To create a chart using PivotTable data.
1. Click on the data, then click on Insert, Chart, PivotChart.

B B B b ® B e @ B »

PivotTable Recommended Table  Pictures Online Shapes SmartArt Screenshot &y Add-ins ~ Bing People | Recommended

A ETEEEE Y

PivotChart 3D Line Column Win/  Slicer Timeline Hyperlink

W~

PivotTables Pictures  ~ = Maps Graph Charts Map ~ Loss
Tables lllustrations Add-ins ¥5 PivotChart dines Filters Links
cs v £ || 82185 JB PivotChart & PivotTable
i A | B C D | E | F | G H | | |
10 Customer Invoice Number Product Unit Price  Units Sold
2 | 1-Aug Albany 10 82151 Desktop 459 15 6,885
3 | 31-Jul  Rochester 20 82150 Software 199 16 3,184
4 | 29-ul Lancaster 30 82149 Desktop 199 9 1,791
5 | 28-Jul  Newark40 82148 Cables 12 40 480
6 | 27-Jul  Cherry Hill 50 82147 Software 59 4 236
7 26-Jul  Seagate 60 82146 Printer 490 12 5,880
8 25-Jul  Northfield 70 82145 |Laptop 199 7 1,393

2. Check off Product and Total Revenue.
PivotChart Fields ~ %

A B C 2 E F G H 1 J K L

1 Rowlabels |~ Sum ofTotal Revenue ) ) N Choose fields to add to report: &~
2 |Cables 5964 INE 3
3 |Desktop 83421
4 |Furniture 14334 2 Search yel
5 |Laptop 75236
T lrter o Date
8 |software 23877 o Customer
9 Speakers 6803 ' .
10 |Supply Package 232 i Invoice Mumber
11 |Tablets 28358 +| Product
12 Grand Total 387157
13 Unit Price
:: Units Sold
1% [e C o | Total Revenue
3. Click on the Design tab, then choose Layout 7 under Chart Styles; choose Layout 4 under Quick
Layouts; then experiment with the formatting and date filter options (see example below).
A B [ D B | F G H | l K L M N
1 |Row Labels|-¥| sum of Total Revenue &
2 |Desktop 83421 Sum of Total Revenue +
3 |Laptop 75236
4 |Grand Total 158657 83421 &
&
5 |
7_
o 75,236
9| o]
10— -
11|
12 | Desktop Laptop
13
7l mTotal
14 |
15 | Product T
1 | o O
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4. To make the PivotChart interactive, click on the PivotTable, then click on the Analyze tab; click on
Insert Slicer.

File Home Data List Insert Page Layout Formulas Data Review View Developer Help Analyze
PivotTable Name: Active Field: — sl )

, 5 & L2 i
PivotTablel Sum of Total Revs ot
- i § . Insert  Insert Refresh Change Data  Cl
(7 Options ~ [ Field Settings z Slis& Timeline > Source ~

PivotTable Active Field Grou Filter Data
B5 ol I 29856
A B C D E F G H | J K

1 iRow Labels ~ Sum of Total Revenue
= jJan 42,122 Sum of Total Revenue
3 |Feb 50,118
i 45,691 Product Sales
5 |Apr | 29,856 _l 60,000
6 |May 21,171 50,000
7 |Jun 23,964

| 40,000
8 ;‘Jul 34,843 !
9 |Aug 34,424 30,000
10 |Sep 21,820 20,000
1 gOc‘( 28,675 10,000
12 Nov 22,566
13—;Dec 31,907 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
14 Grand Total 387,157

Mnnthe w

5. Check off one of the PivotTable Fields (i.e. Product); click OK.

File Home  Datalist  Inset  Pagelayout  Formulas  Data  Review Developer  Help [EEUSCSMM Design O Tel
PivotTable Name:  Active Field: = D n =
- 7 |l o, ) H
PivotTablel Sum of Total Revi v R > S = 1 [
Insert  Insert ChangeData  Clear Select Move  Fields, ltems, Relationships ~ PivotChart Recomn
[Foptions - [ Field Settings 7 Slicer Timeline Source~ = - PivotTable & Sets~ PivotT
PivotTable Active Field Group Filter Data Actions Calculations Tools
B5 v fe | 29856
A B c D E F G H 1 J K L M N o P Q R
1 |Row Labels ~ | sum of Total Revenue
2 |Jan 42,122 5um of Total Revenue
3 |Feb 50,118 Insert Slicers ? be
.- 45,691 Product Sales
5 |Apr 29,856 | 60,000 [ Date
6 |May 21,171 e [ Loeation
7 |Jun 23,964 [ wnvoice Num
40,000
8 |Jul 34,343

Product

9 |Aug 34,424 30,000 [ unit Price
10 [sep 21,820 20,000 [ units Sold
11 |oct 28,675 10000 I I I I [ Total Revenue
12 [Nov 22,566 . [ Montns

il Dec %01 lan Feb Mar Apr May M Ju A S@ Oa Nov Dec
14 | Grand Total 387,157
15 Months ~

6. Click on the Slicer, then click on Options under Slicer Tools to change the number of columns,
height or width. Click on the different products to see the changes to the PivotChart:

Product o f

A B C D E F G H | J K L M N o
1 Row Labels - Sum of Total Revenue c ¢ y
2 |Jan 2,985 Sum of Total Revenue Product = %
2 Feb 5,000 > Sz Cables Deskto, o
2 |Mar 2,397 Product Sales P
5 Apr 3,098 6,000 Furniture Laptop

) [
6 Jun 995 5,000 ; Printer
7 |Jul 4,860
3 Aug 900 A0 Software Speakers
9 'Sep 597 3,000 Supply Package Tablets v
10 Oct 3,300 2,000 ( O
11 |Nov 4,197 1 00
1,000

12 |Dec 3,582 i I &
13 |Grand Total 251 Jan Feb Mar Apr Jun Ju Aug Sep Oct Nov Dec
14
. Months »
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Chapter 10: Create Passwords and Protect Cells

One of the main reasons for using protection tools in Excel is so that your work cannot be accidentally or
intentionally altered or deleted. This is especially important for worksheets that have confidential

information, complex formatting or formulas.

Password Protection

Using passwords will restrict the ability to open and make changes to a workbook to the person who
created the workbook and others who have been given a password.

Click the File tab and choose Save As.

P

OO |EE:. <« Users » Shawn » Documents »

- | "f| | Search

)

ooa
Views = [ MNew Folder

‘ Organize =

General
$ -0

N

Favorite Links Name Date modified Type Size »
[E Documents Je
or J Individual Software
M »
ore (5] My Data Sources
Folders v . My Google Gadgets
EE, Documents - | My Scans
ACT . NBA LIVE 08
. Individual Softwa | | NFS Carbon
My Data Sources || ) OnelMote Notebooks
. My Google Gadg (] Class Example 1
b My Scans E Class Bxample 2
. MNBA LIVE 08 o
File name: m -
Save as type: [Excel Workbook -
Authors: Shawn Tags: Add atag
[ Save Thumbnail
“ Hide Folders Tools V] [ Save ] [ Cancel
Map Network Drive...
16 |
16 Web Options...
47 General Options...
18 .
Compress Pictures...
19

From the Save As dialog box, click Tools and choose General Options. Choose a password and enter it.
You can also choose a separate password to modify the workbook.

Tools V] [ Save ] ’ Cancel

Map Metwork Drive...
Web Options...

General Cptions...

Compress Pictures...
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General Options
|:| Always create backup
File sharing
Password to open: |
Password to modify:
|:| Eead-only recommended

Cancel
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Protect the Workbook Structure

Click on the Review tab — Protect group — Protect Workbook button; the dialog box will appear.

By checking off Structure you can

e Prevent users from inserting deleting or renaming

worksheets.

e Prevent users from displaying hidden worksheets.

Protect an Entire Worksheet

Review tab — Protect group — Protect Sheet button.

The dialog box will appear. Use the scroll bar to

check/uncheck the options that prevent certain changes
from being made on the worksheet; click OK when

finished.

Protect Cells Within the Worksheets

Protect Structure and Windows 7 >

Password (optional):

Protect workbook for
Structure

Protect Sheet Iilé]

Protect worksheet and contents of locked cells

Password to unprotect sheet:

=

low all users of this worksheet to:

-
Select unlocked cells 3
Format cells
Format columns
Format rows
Insert columns
Insert rows
Inzert hyperlinks
Delete columns
Delete rows A

m

OOOEEEEEE]E

0K l [ Cancel

Protecting individual cells or a range of cells is a two-step process. The first step is to lock the cells that
the user will be allowed to make changes to. Select cells that will be locked (cells B2 to B4). Click on the
Home tab, then click on the Format drop-down in the Cells group. Under Protection, click on Lock Cell.

A B

Monthly Expenses

Auto S 300

1

2

3 |Travel S 323

4 |Meals S 200
5 5

Total 823

165

=

Organize Sheets
Eename Sheet
Move or Copy Sheet...
Tab Color b
Protection
&g Protect Sheet...
53| Lock Cell

’ﬁ} Format Cells...
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Step two is to protect the worksheet.

Click on the Review tab, click on the Protect Sheet button.

in the Protect group. Enter a password (optional)
click OK.

Make sure that the Select locked cells and the Select
unlocked cells are both checked off. If these options are
not selected the user will not be able to select any of the
cells from the worksheet.

Protect Sheet [

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

:| Pl Select locked cells

i Select unlocked cells

Format cells

Format columns

| Format rows

| Insert columns

Insert raws

|| Insert hyperlinks
Delete columns

m

|| Delete rows -
[ Ok J ’ Cancel
What happens when you attempt to change a protected cell?
A B C D E F G H il K L M N o}
1 | Monthly Exp
2 |Auto 5 300 Microsoft Excel @
3 Travel 3 500

4 Meals 5 300

5 ol [$ 1100] i
6

7

for & password.

The cell or chart that you are trying to change is protected and therefore read-only.

To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted

8

The user tried to change cell D5, which contains a formula that adds the numbers within that column. An
error message will appear anytime a user tries to type information into a protected cell.

Unprotect a Worksheet and Worksheet Cells

Home tab — Changes group — Unprotect Sheet:

E(d; EE

Insert Page Layout Farmulas Data

_J_J_Jﬂ_.,_l

Review View

2 Show

% Show All Comments

Developer

g P

Spelling Research Thesaurus | Translate lev elete Pre Unprotect  Protect Share
Zomment i Sheet  |'Waorkbook Workbook Lo}T"‘
Proofing Language Comments Changes
12 - = | Unprotect Sheet
A B C D E F H Prevent unwanted changes to the

1  Monthly Expenses
2 |Auto S 300

3 Travel S 323
4 |Meals S 200
5 |Total $ 823
6
7
8
o
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data in a sheet by specifying what
information can be changed.

For example, you can prevent
people from editing locked cells or
changing the formatting of the
document,

You can specify a password that
can by entered to unprotect the
sheet and allow these changes.

e Press F1 for more help.
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Chapter 11: Using Excel with Office Applications

In this chapter, we’'ll look at a few of the many ways that Excel data is used by other office applications.
After reading this chapter, you should be able to:

Copy and paste Excel data onto Word documents
Copy and paste Excel data onto PowerPoint slides
Embed worksheets into Word documents

Create a link between worksheets and Word document
Convert embedded worksheets into charts

Paste Excel data onto PowerPoint slides

Import Excel files into Access

Export Access files to Excel

Copy and paste Excel data

Let's use the example of a worksheet that has both numbers and a chart. Start by right-clicking on the
chart; click on Copy.

rn
=
@
s
=
-

A B C D
[ F

1 = Chart Area v

L Fill  Outli
2 Three-Year Income Projection o i outline
Bl Revenues Year1 Year2 Year 3 Three-Year Income Proiection | +
4 Sales Revenue $ 240,609 S 300,761 S 421,066 A Cut
5 Costs of Goods Sold (132,335)  (165,419)  (231,586) ([ Copy
6 Gross Profit $ 108,274 $ 135343 S 189,480 $200,000 X
7 Expenses 8 Paste Optio
8 Salaries and Wages $ 33,120 $ 34,114 § 35137 $150,000 fn
9 Rent 15,000 15,450 15,914 H $100,000 u

g
10 Insurance Expense 5,000 6,180 6,365 i ’ ﬂ Reset to Match Style
11 Utilities 2,100 2,163 2,228 550,000
12 Advertising 3,600 3,708 3,819 ' A Eont..
13 Bank Service Expense 180 180 180 . Il Change Chart Type...
14 Total Operating Expense: $ 60,000 $ 61,735 S 63,643 Year1 Year2 Year3 &
. - Save as Template...
15 o] ting Profit 48,274 73,548 125,837 =
perating Frofl $ S S mGrossProft @ Operating Profit @ Net Profit

16 Interest Expense (2,160) (2,160) (2,160) Bl Select Data...
17 Net Income Before Taxes 46,114 71,388 123,677 Eﬁ Meve Chart.

In this example, we’ll paste the chart onto a new Word document by right-clicking in Word to view the
different Paste Options. The first four options allow you to make changes to the chart after it's been
pasted. The last Paste option is called Picture, which will paste the chart into Word exactly the way it
appears in Excel.

Three-Year Income Projection
$200,000

515 Paste Options:

aBa e l_
. |

| Keep Source Formatting & Embed Workbook (K)

Yearl Year2 Year3

Revenue
a3
[
=}

W Gross Profit ® Operating Profit @ Net Profit
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To copy and paste the worksheet data into Word, use the mouse to select the data; press CTRL+C.

A E C D E G H ] K L vl
1
2 Three-Year Income Projection
Revenues ¥eard At eard W) Three-Year Income Projection
Sales Revenue $ 240,609 S 300,761 S 421,066
5 Costs of Goods Sold (132,335)  (165,419)  (231,586)
3 Gross Profit § 108,274 § 135343 S 189,430 $200,000
7 Expenses
. $150,000
g Salaries and Wages § 33,120 § 34,114 S 35137
g Rent 15,000 15,450 15,914 §
S 5100,000
10 Insurance Expense 6,000 6,180 6,365 2
11 Utilities 2,100 2,163 2,228 $50,000
12 Advertising 3,600 3,708 3,819 ’
13 Bank Service Expense 180 180 180 &
14 Total Operating Expense: $ 60,000 $ 61,795 § 63,643 Yearl Year2 Year3
15 o] ting Profit 48,274 73,548 125,837
e perating brati $ z $ x $ z mGross Profit  m Operating Profit  m Net Profit
16 Interest Expense (2,160) (2,160) (2,160)
17 Net Income Before Taxes 46,114 71,388 123,677
18 Less: Income Taxes @ 34% (15,679) (24,272) (42,050)
19 Met Profit 4 30435 % 47116 | $ 81,627
20 Net Profit % 12.6% 15.7% 19.4%
21 Growth Rate 54.8% 73.2%
an (==

You have the same options to use Destination Theme, Keep Source Formatting or paste the data as a
picture. If you choose Keep Source Formatting, for example, you'll see that the data will be formatted
inside of Word as a Table. This means that you can use different style and layout options to change the
color and format of the data after it's been pasted.

Design References

Layout

Mailings

Review View

Developer

AR

Table Styles
CoE2

Three-Year Income Projection

Revenues

Sales
Costs.
Gross

Revenue
of Goods Sold
Profit

Year 1

$ 240,609
(132,335)
$ 108,274

$

$

Year 2
300,761

(165,419)
135,343

A TR

Shading

CHEE e B T

Year 3
$ 421,066
(231,586)
$ 189,480

To copy and paste Excel data onto a PowerPoint slide, start by clicking on New Slide and choosing
Blank. You'll notice that when you paste charts, you have the option of applying one or more Animations.
This allows you to control how the elements of the chart appear during a slide presentation.

Home Insert

*

None

v
s

Appear

g

Fade

w

Fly In

w

Float In Split

Ia)
Wipe

Design Transtoe Show Review View Add-ins Help

j2¢

W

Shape

Animation
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w

‘Wheel

—~

Random Bars  Grow & Turn

= Animation Pane

2 T [ I+
e Fokg | S
Effect Add ¥ rigger
Zoom Swivel N
Options~ | Animation ~
[ Advanced Animation



Embed a New Excel Worksheet into Word

Start by creating a new Word document:

Memo

To: East Coast Managers
From : George Jones

CcC: VP of Sales

Date: 10/5/2018

RE: First Quarter Sales Results

Here are the first quarter sales results:

We want to create a worksheet in Excel that describes the first quarter’s net income results, which
includes sales results for January, February and March. The first way we will do this is to create the new
worksheet in Word. This can be done by choosing the Insert tab and choosing the right down arrow next
to the Object button in the Text group; choose Insert object. Choose Microsoft Excel Worksheet; choose
OK:

- -
Ol 2 e
Create Mew | Create from File

Object type:

Microsoft Excel 97-2003 Worksheet -
Microsoft Excel Binary Worksheet
Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet
Microsoft Excel Worksheet

Microsoft Graph Chart

Microsoft PowerPoint 97-2003 Presentation
Microsoft PowerPoint 97-2003 Slide = | [ pisplay as icon

Result

(m]

Inserts a new Microsoft Excel Worksheet object

L,
Eh into your document.
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A worksheet will be inputted into the Word document:

Memo

To: East Coast Managers
From : George Jones

e VP of Sales

Date: 10/5/2018

RE: First Quarter Sales Results

Here are the first quarter sales results:

A B C D E F G =

[ ]

(RN NN TR SRR

=)
f]

Sheet1 ®

When you double-click inside one of the cells, you can see where the rows, columns and cells are
available for data to be entered. The Word ribbon will be temporarily replaced with an Excel ribbon. In this
example, information regard sales performance for the first quarter will be typed into the worksheet cells.
After entering the information, the size of the worksheet can be adjusted to only show the data that was
entered. The Gridlines option from the View tab can be unchecked so that they do not appear on the
memo.

Embed an Existing Worksheet into Word

If you already have a workbook prepared with the information you want to embed into the Word
document, you can use the same menu option we used to create the new worksheet, which is to choose
the Object down arrow from the Insert menu. In this example, we entered the same information that we
used to create a new worksheet in Excel and saved it on the desktop as SalesResultsQ1. Choose OK to
embed the worksheet.

I 3
Object D ||
Create from File
File name:
Desktop'SalesResultsQ 1. xlsx Browse...
[ Link to file

[ Display as icon
Result

v, Inserts the contents of the file into your
Em document so that you can edit it later using the
application which created the source file,

OK ] I Cancel
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Link an Existing Worksheet to a Word Document

Excel files that are linked to Word documents will allow the user to make changes automatically be
updated in the file. To see how this works, we can once again choose the Object down arrow from the
Insert tab. Choose Create from File:

B -

Object

Create from File

File name:
Desktop\SalesResultsQ 1. xlsx

Browse...

» Link to file
[ Diplay as icon
Inserts the contents of the file into your

@ document and creates a shortout to the source
file. Changes to the source file will be reflected

in your document.

Result

Notice that when the Link to file box is checked, the Result section of the dialog box will provide a
description of what this feature does and how it works. Choose SalesResultsQ1 and click OK.

When you click on the one of the cells in the worksheet, the Excel application will open. After making the
desired changes, save the Excel file. Right-click on the linked worksheet in Word and choose Update

Link. You should now see the changes you made in Excel reflected in the linked worksheet displayed in
Word.

Convert an Excel Worksheet into a Chart Object

1. Start by choosing a worksheet to embed into the Word document by choosing the Object
drop-down arrow from the Insert tab.

2. Choose Object, Create from File and double-click on the Excel file you want to use. In this
example, we'll use a file called SalesResultsQ1.

Select the data to be used in the chart object:

A B C D E F G i
1 Jan Feb Mar,
2 |Revenue 150 225 550
3 |Expenses 90 162 363
4 |MetProfit § 60 63 187
5
&
7
8 -
M 4 » M| Chartl . Chart2 | Sheetl  Sheet{l]| 4 | il | »]]
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3. Let's create a column chart by clicking the Insert tab and then choosing the Chart button from the
lllustrations group; choose the Clustered Column option and click OK.

Insert Chart (e |
A Templates CnhT - - - - E
oo | 2] (28] 19al 0B 38 39
& Fie | — ] =) i | |
ee |l ]k s8] 148

I .. Area — — S S S
v e ] BA] b
& surface - A1 I - ] [
2o |l e bl 2
By Rader Pie

- |.""-B—| | @l |@\;| |.-"'_]E| el |@T;| ©
| Manage Templates... | | setasDefault chart | [ ok | [ cancel

4. To make the chart more presentable in a Word document, you will want to move the chart to a
separate worksheet. You can do this by choosing the Move Chart button from the Design tab.
Name the chart and click OK.

[ Move Chart m

Choose where you want the chart to be placed:

LH}J (@ Mew sheet: |SalesResuItsChart] |

|l () Object in: | Sheetl Izl

5. Resize the chart as needed to the desired size; click away from the chart to embed it into the
Word document:

400
300 B Revenue
200
B Expenses
100
B Met Profit
lan Feb Mar
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Embed or Link an Excel Workbook to PowerPoint

If you need to present Excel numbers on a PowerPoint slide, you can use the same methods used in
Word to link or embed the data.

1. Open the Microsoft PowerPoint application and create a new slide.
2. Choose Create new or Create from file; click OK.

3. Just as with Microsoft Word, you can insert an existing worksheet to PowerPoint. We will again
choose the SalesResultQ1 file using the Create from file option; click OK.

4. Since this worksheet will be presented to a large group, we can show the data using a chart
instead of just numbers on a worksheet. Follow the same procedure we used to insert an
embedded chart in Word.

(S |
Home Insert Design Transitions Animations Slide Show Review View & 9
| —

iy \ = = f— = 4 ™,

% | = O e m ECECER Iy =l 27| g4
g = - e Z-| —
Paste MNew i B 7 U 8§ abe AV- An \ o Shapes Arrange Editing
- F | sider T" = E=== - . o
Clipboard ra Slides Font Paragraph Drawing

Second Quarter Sales Results

e

i i =

ot I —
- [ .
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Chapter 12: Introduction to Macros

Recording macros can make working with Excel more efficiently because you are able to record the
keystrokes and mouse clicks that are used to perform repetitive tasks. Some of the common tasks that
can be recorded as macros include printing a worksheet, inputting formulas or functions and viewing
filtered reports.

Record a Macro

To record a macro, you must first make sure that the Developer tab is added to the ribbon.

1. Click on File, then click on Options. Click on Customize Ribbon, then check off the Developer tab;

b+ 18 1 | vata
. ) Fent Size M Review
= Brawser View Optians Format Cells =
e ) ) - ¥ Format Painter =
Account = Pick what users can see when this warkback i viewed on the Web. 3%
Braviser View B Freeze Panes r cally
Optians A" Increase Font Size =
Feedbatk FH Insert Cells... HHelp
fx Insert Function...
Oations t_"ﬁ' Insert Picture
LI
I Insert Sheet Columns New Tab New Group Rename...
. € Insert Sheet Rows
Get hdd-ins B2 Insert Table Customizations: Reset v
™ heoeee

The Developer tab now appears on the Ribbon. You may also want to add the Macros button to the Quick
Access Toolbar (see page 11 for instructions on how to do this).

PANSEN=T U N S
File Home Data List Insert Page Layout Formulas Data Review View Developer 1 2 Tell me what
Eﬂ:\a_ E ERecord Macro ng E{E)}J ey Eﬁ Properties E [ Import
Po= = u@} = i =
Lse Relative Ref o) View Cod (=3 Expansion Packs [
Visual Macros @ °8 helative Reterences Add-  Excel COM Insert Design E‘\ e ote Source i -
Basic A\ Macro Security ins  Add-ins Add-ins = Mode [ElRun Dialog [e=:
Code Add-ins Controls XML

2. Click on the Macros button on the Quick Access Toolbar, then click on the down arrow; click on
Use Relative Reverences. You can tell it is turned on if you see the Use Relative References
button surrounded by a gray band.

ayout Formulas Data Review View Developer Help O Tell me

AN | === $- 25, Wrap Text General - %
CAF | EE=E == Merge & Center ~ $-9% 9 418 CD"d't‘f
Formatti
] Alignment [F} Mumber [F} LI C FI | t..l . FI .I.- C
- EEEE— g 5 REIQLIVE NRETENENCES
v @ i - =
616-737-3 | L[}
Macros
C = D E [ G
irst Name E View Macros City State |[Zip Code Co
rt 3ridgeport NJ 08014 Gle
ris B8 Becord Macro.. 3altimore MD 21224 Ba
finna Use Relative References ulpsvitte B 19443 Mc
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Use Macros to Input Functions

3. Click on the Record Macro button; a dialog box will appear:

ayout Formulas Data Review View Developer Help O Tell me
AN === #- 25 Wrap Text General - E
cA- | === = 53E [E Merged Center - $-9% 9 <53 Conditif
Formatti
] Alignment ] Number ]
v @ -
616-727-3 | [:ILp
Macros
C - D E F G
irst Name 'Tfl’ View Macros State ZipCode Co
rt _ geport M) 08014 Gle
ris ‘@ Record Macro.. Itimore MD 21224 Ba
linna FH UseRelative References  gulpsville PA 19443 Mc

4. Enter the following information into the dialog box; click OK.

Record Macro ? >

Macro name:
CombineText Macro storage options:

SR R Personal Macro: Workbook is available

Chrls Shift+| € whenever you use Excel

store macro in: New Workbook: Will be stored in a new
Personal Macro Workbook w workbook

Description: This Workbook: Macro can be saved in
Combines data using the COMCAT function the workbook being used; this is the most

common option to choose

OK Cancel

5. Click on the top of column D; click Insert.

< E F G H
——— X cCut L
First Name |Address c State ZipCode County
Art 8 W Cerritos E =By wort NI 08014 Gloucester
Kris 228 Runamug |0 FasteOptions: MD 21224 Baltimore City
Minna 2371 Jerrold . f‘g, [% lle PA 19443 Montgomery
Bette 65 33rd St . PA 19014 Delaware
Paste Special...
Alisha 3273 State St MNJ 08846 Middlesex
Ezekiel 2CedarAvei [t MD 21601 Talbot
Ernie 45E Liberty S Delete ark NJ 07660 Bergen
Albina 4 Ralph Ct Clear Contents n NJ 08812 Middlesex
Blair 209 Decker D Eormat Cells... Iphia PA 19132 Philadelphia
Marjory 715an Matec ol th PA 13087 Delaware
Width...

Karl 76 Brooks St omn e zton NJ 08822 Hunterdon
Amber 14288 Foster Hide own PA 19046 Montgomery
Deeanna 14302 Pennsy Unhide don Valley PA 19006 Montgomery
Jamal 53075 Sw 152nd Ter #615 |M0nr0e Township NJ 08831 Middlesex

175 Introduction to Computer Applications



6. Click on cell D2. Input the CONCAT function to combine the cells for first name and last name;
click OK. Click on the Stop Recording button on the lower left side of the Status Bar.

X « Jfx || =CONCAT(C2,"",B2)

B c D Function Arguments ? X
Last Name __ First Name Address| roncar
venere  lart |:CONCAT{CZ,: ",B2) 7] - ar
Marrier Kris 228 Rung =1 -
Amigon Minna 2371 Jerr — ) )
Nicka Bette 6533rd 2] = Venere
Slusarski  Alisha 3273 Stai 2] = text
Chui Ezekiel 2 Cedar 4
Stenseth Ernie 45 E Libe| ~ "Art Venere-
Glick Albina 4 Ralph € Concatenates a list or range of text strings.
Malet Blair 205 Deck Text3: textltext2,.. are 1to 254 text strings or ranges to be joined to a single
Mastella Marjory 715an M text string.
trs Klonowski  Karl 76 Brook
Monarrez Amber 14258 ig Formula result = Art Venere
Juhas Deeanna 14302 Pg
Vanausdal  Jamal 53075 Sw Help on this function Cancel
7. Click on cell D2, then press CTRL+SHIFT+C to input the results.
D2 v £ | =CONCAT(C2,"",B2)
. A . B . C D E
1 |Company Name Last Name  First Name Address
2 |3M Venere Art |Art Venere .|8W Cerritos Ave #54
3 |Aetna Marrier Kris 228 Runamuck Pl #2808
Use Macros to Display Filtered Data
1. Click on the Macros button; choose Record Macros.
2. Enter the data shown into the Record Macro dialog box; click OK.
| T | D | E E | G |
Record Macro ? X
Revenue and B3 waco name: Care
Product5ales
Shorteut key: hd
Thursday, June 14 Office supplies Ctrl=5hift= | |
Wednesday, June 13 Office supplies Store macro in:
Tuesday, June 12 Groceries This Workbook a
Monday, June 11 Gas 95.00
R Description:
Friday, June 08 Koch, Reed 95.00
Display Product Sales
Thursday, June 07 Cleaning products
Wednesday, June 06 Kim, Shane 95.00
Tuesday, June 05 Sold 12 books 173.00 173.00
RAandzir lhina A lmdn e e Pimaeid ac nn [al's Tanral
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3. Click on the Product filter. Uncheck where is says “Blanks”; click OK and stop the recording.

27.45 %l Sort Smallest to Largest
37.30 il Sort Largest to Smallest

140.78 Sort by Color »
121.79 Filter by Color 3
Mumber Filters »
|Search /'81

m] (Select All)
24,00

(Blanks)

277.56 277.56
ok | | cancel |

4. The worksheet will now display the Product Sales without any blank spaces.

AAl B | c | 2] | E | F | G | H |
1_

2 Revenue and Expense Journal - East Coast Child Care

3 | &l B - | - | = =

11 Tuesday, June 05 Sold 12 books 173.00 173.00

16 | Friday, June 01 Sold baby supplies 24,00 24,00

23| Thursday, May 31 Sold three books 27.00 27.00

29 ‘Wednesday, May 30 Sold 8 diaper bags 162.00 162.00

54 Total $386.00 $0.00 $0.00 $386.00

5. With the Data tab selected, click on the Clear button from the Sort and Filter group.

Introduction to Macros Practice - Excel Table Tools
file  Home Datalist Insert  Pagelayout  Formulas  Data  Review  View  Developer  Hel Design Tell ig gt to do
FE LU P P g
y [T Queries & Connections o [ S Clear 5 n — E El 3 @
BRLED ORI a ol oEie- . 5 = - o P
Get From From FromTable/ Recent  Existing | Refresh — Stocks  Geography |z | Z| Sot | Fiter B =R Flash Remove  Data  Consolidate Relationships Manage | What-If Forecast |
Data~ Tet/CSV Web  Range Sources Comnections | All~ [2Edit Links L—— ——— & & Advanced WMOWR: il Duplicates Validation - DataModel | Analysis~ Sheet
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast
T O G- W o | W3 B -
13 d £ || Supplies
44| B c | D E | F | G | H | J K

Revenue and Expense Journal - East Coast Child Care

Tuesday, June 05 sold 12 books
Friday, June 01 Sold baby supplies 24.00 24.00

6. Repeat these steps to record Macros for the other two expenses .

Utilities use the shortcut key CTRL+SHIFT+Q
Supplies use the shortcut key CTRL+SHIFT+K
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Run a Macro using Form Controls

1. Create a macro that prints a specific range of cells by selecting the section of the worksheet you

want to print:

T8 = &

A B C D E
1
2 Legend
3 Increase greater than 5% *
4 East Coast Change plus or minus 5% |&

Company, Inc. Decrease greater than 5% th
6 Last Month | This Month |% Change
7 | |Athletic Shoes 82,324 80,513 [P -2.2%
3 |Auto & Tires 38,934 18,323 [ 24.1%
9 | [Bedding 32,423 43,242 [fp 33.4%
10| |Electronics 52,342 53,843 |- 2.9%
11| |Baby Supplies 32,432 44,232 | 36.4%
12 Hardware 9,241 5,523 * -40.2%|
13 Health & Beauty 12,423 12,993 |>  4.6%
14 Home Improvement 9,231 2,823 [ -4.4%)|
15| |Home Office 3,423 3,543 [ 3.5%)
16| [lewelry 10,323 9,423 W 8.7%
17 | |Photo Center 2,242 2,278 | 1.6%
18| [small Appliances 10,312 8,241 |l -20.1%)|
19 Sports & Fitness 9,231 14,232 |iff 54.2%)
20| |Toys 2,923 4,034 |ifp 38.0%
21| [Total: 307,804 339,243 [fh 10.2%)
22 Average Values 21,986 24,232 B.8%
23 Highest Values 82,324 80,513 | 54.2%
24 Lowest Values 2,242 2,278 | -40.2%
Product Sales Evaluation ®

Ready #3

B6 = §3 Department
A 8 c D E
1
2 Legend
3 Increase greater than 5% L
4 East Coast Change plus or minus 5% =
Company, Inc. Decrease greater than 5%
6 Department
7 | |Athletic Shoes 82,324 80,513 B -2.2%
3| |Auto & Tires 38,934 48,323 |dh_24.1%)
Bedding 32,423 43,242 | 33.4%
i 52,342 53,843 [ 2.9%
by Supplies 32,432 44,232 |dh_36.4%)
lardware 9,241 5,523 [ 40.2%
ealth & Beauty 12,423 12,993 | 4.6%
Home Improvement 9,231 8,823 [ 4.4%
15| |Home Office 3,423 3,543 [ 3.5%
16| |lewelry 10,323 9,423 [l 8.7%
17| |Photo Center 2,242 2,278 [ 1.6%
12| |small Appli 10,312 8,241 | -20.1%
19| |Sports & Fitness 9,231 14,232 [ifh 54.2%
20| |Toys 2,923 4,034 |fh 38.0%
21| |Totak 307,804 339,243 [ 10.2%
22 Average Values 21,986 24,232 8.8%
23| |Highest Values 82,324 80,513 | 54.2%
24| |Lowest Values 2,242 2,278 | 40.2%
Product Sales Evaluati
Ready

2. Press CTRL+P and choose Print Selection under Settings. Click Print, then click the macro icon

on the Status Bar to stop running the macro.

Share

Print

Copies: |1

Printer

Canon MX920 series Printer...

‘% Toner Low

Printer Properties

Export Settings

Publish El

Print Selection

Only print the current selecti...

Close =
B
Account e

Feedback

Options

2017 Account Nu...

2018 Account Mu...

Account Numbers...

BFS REPORT DECE..

- te -
Print One Sided
Only print on one side of th.
Collated
123 123 123

Portrait Orientation -

Letter 8.5"x11" 22x28cm
85" x 11"

Normal Margins
Left 0.7" Right:

Fit All Columns on One Page
Shrink the printout so that it..

Page Setup
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3. Click on the Developer tab, then click on the Button button from the Form Controls group.

m Home Insert Page Layout Formulas Data Review View Developer

ﬁ I_:_JE = Record Macro (é%’o} =—] ;{S}’ [}/z [ Properties E

Use Relative References — Q,J View Code

Ef import gl’

Ej Expansion Packs e

Visual Macros \_ X Add-I Insert |Design i Source . Document
Basic A1 Macro Security - Mode # Run Dialog Panel
Code Ad Form Controls XML Maodify
(] 5
"R TR aFC =
R | 3
El4 M F J EButton (Form Control)
A B B D E = ﬁ I EB B : H I ] K L
! sHoAd#%
2

4. Assign a Macro to the button — click OK.

A B C D E F G H
1
Budget Analysis Report
Change the name of the button by 2 g ysis Rep
| X X . 3 For month ending January 31st, 20xx rint Report
h|gh||ght|ng the current name and typ|ng 4 Revenues Budget  Actual Difference Variande
. . 5 Sales Revenue 25,000 26,873 1,873 7.5%
the new name over it. Click anywhere 5 Costs of Goods Sold 15000 14,780 20 15%
. 7 Gross Profit $ 10,000 $ 12,093 $ 2,093 20.9%
outside the button. 5 Expenses
9 salaries and wages 3,000 5,573 (2,573)  85.8%
10 Lease 1,300 1,300 - 0.0%
1 Utilities 400 762 (362) 90.5%
12 Supplies 200 142 58 -29.0%
13 Total Operating Expense: 4,900 7,777 (2,877)  58.7%
14 Operating Profit $ 5100 $ 4316 % (784) -15.4%
15 Tax Expense (1,734)  (1,203) 531 -30.6%
16 Net Profit $ 3366 $ 3,113 S (253) -7.5%
17 Balance Sheet
18 Ending cash balance 11,166 12,400 1,234 11.1%

Multiple Form Control buttons are often used to help users work more efficiently. This worksheet has a
macro that creates a filtered report with one click of a button. A second Form Control button was created
to clear the filter.

Students below 70% Return
A B c D E F G H 1 J K L M
1 Pre-Calculus Class Performance Summary
Students below 70% Return

X MName - Grade Level - Homewaork - Quiz| ~ Class Part.| = Final Exam|~ Final Grade|.T

10 Carpenter, Brian 11th 75.0% 28.0% 40.0% 51.0% 57.3%

11 Bush, Ronnie 10th 65.0% 72.5% 72.5% 49.0% 64.1%

19 Smith, Rodney 11th 54.0% 52.0% 58.0% 65.0% 56.2%

25 Monroe, Charles 10th 49.8% 79.5% 95.0% 84.0% 67.1%

28 Farmer, Rebecca 10th 49.0% 88.0% 93.0% 91.0% 69.6%

32 Rowling, Ozzy 10th 61.5% 76.0% 73.0% 59.0% 65.1%

37 Class Averages 59.0% 66.0% 71.9% 66.5% 76.5%

You can change the name of a Form Control button by highlighting the current name and typing over it,
then click anywhere outside the button.

Run a Macro using Shapes

You can also run a macro by inserting a shape and assigning a macro to it. Click on the Insert tab, then
click on the Shapes button from the lllustrations group. Choose a shape and use the small cross icon to
insert it into the worksheet. Use the Shape Styles options to change its appearance. Right-click on the
shape to copy and paste the shape if you want to create additional macros in the worksheet that will use
a shape to run them.
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Right-click on each shape and choose Edit Text to add names to the macros by typing the words into the
shapes. You can also right-click on the shape to assign a hyperlink to a file or a website instead of a
macro.

2
3
4 E' ﬁ' Z'
Z‘ sie Pl Outine Print Worksheet
7] & cut
8
g | [@ Copy
10 [fy | Paste Options: Visit Website
1] ﬁ]
12 [E] Edit Text
13_ —n .
14| [X, Edit Points
15| & '
16 | i, »
17_ DD R
18_ .
19 @ Link 3
20: }3 Smart Lockup
21 | Assign Macro...
;; B Edit Alt Text..
24_ Set as Default Shape
25: I:D Size and Properties...
26 d// Format Shape...
27
Delete a Macro

1. Use the shortcut key, ALT+F8 or click Macro Gl x|

Developer tab — Code group — Macros button. Maaro name:
2. In the Macro dialog box, choose the macro you Practice .
’ StepInto | |
want to delete.
3. Click Delete — click Delete again to confirm. —
i
Macrosin: | All Open Workbooks [*]
Description

User-Defined Functions

User-defined functions can be created by using Visual Basic for Applications (VBA), which is a
programming language within Microsoft Office that will allow you to replace complex formulas that
would normally be inputted with functions.

(@)
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Steps to Creating a User-Defined Function:

1. Open a blank worksheet and press ALT+F11; the Visual Basic Editor window will appear:

Project Explorer

Properties
Window

%

%

£ Microsoft Visual Basic for Applications - PercentageChange.xlam - [Sheet] (Code]] [ =] B S
i@ File Edit View Inset Format Debug Run Tools Add-ns Window Help Type a question for help c_ 8 x
EE-d # - P E NEE @ B
L= B x| [tGeneran =] [(oectarations) =]
=] 3 = —
[=-&% Solver (SOLVERXLAM) P

£-& vBAProject (Book1)

B osoft Excel Objects
Sheetl (sheet1) Code
8] Sheet2 (Sheet2)
8] Sheet3 (Sheet3) i a

- Window

Properties - Sheetl x|
[Sheet1 Worksheet |

Alphabetic | Categorized |

=E E_ShEEtl -

DisplayPageBreaks False |
DisplayRightToLeft False | o
EnableAutoFilter False =)= « »
EnableCalculation True

EnableFormatConditions( True 2||| Watehes x|
EnableOutining False Expression Value Watc h [ context -
EnablePivotTable False

EnableSelection 0 - xINoRestrictions .

e Sheen Window

scroliarea

Standardwidth 8.43 e —

To create a user-defined function, we need the Project Explorer, Code Window, Properties Window and
Watch Window to be open. If you do not see the Code Window, click on the View tab and choose Code.

2. In Project Explorer, right-click on VBA Project; choose Insert, Module.

3. Click on the Insert tab and choose Procedure. The Add Procedure dialog box will appear:

The Name box will be the name you create
for the function; it cannot have any spaces.

The Procedure name can be separated by an
underscore or you can use mixed case, such
as Percentage_Change. The type will be “Function”
and the Scope will be “Public”; press OK.

181

Add Procedure

Mame: |F'er|:entange_change

Type
" Sub
{* Function

" Property

Scope

(" public
" Private

[ All Local variables as Statics

Cancel

X
_ concel |

Introduction to Computer Applications



m File Edit View Inset Format Debug PRun  Tools Add-Ins  Window Help

The Code Window will now
EE-E 4 s’y Pou @B OB EE S @ Ln2Cas

show the text Public Function,

End Function and the Procedure Project - VBAProject X! | [iGeneral
name you assigned, followed by E= Q3 B
a set of parentheses. @ Solver (SOLVERXLAM) Public Function Percentage Change ()

E- 8% VBAProject (Book1)

125 Microsoft Excel Objects
Sheetl (Sheet1)
Sheet? (Sheet2)
Sheet3 (Sheet3)
48] Thiswarkbook
E1-£3 Modules

L& Module1

End Function

The parentheses provide the space for us to input the function argument names. In this example, we want
to compare the difference between this year’s sales results to last year. To see the difference as a dollar
amount, we would simply subtract this year from last year. To see it as a variance percentage, we have to
use this formula: (Current Period — Previous Period) + Previous Period.

This is what we can use for the function names, so we will input them inside the parentheses:

Bun Tools Add-Ins Window Help
A 3HFT 0 @ Ln2cde B

|:General]

=1

Public Function Percentage Change (CurrentPeriod, PreviousPeriod)

End Function

4. So far, we have the function name and the names of the function arguments. We need to add a
description of what’s being calculated and the formula, using the names of the function
arguments; make sure to add an apostrophe before adding the description.

m File Edit View Insert Format Debug BRun Tools Add-Ins  Window Help

EE-Ed L a9 P @B OB AW 0 @ Lns Cols B

. -

roject - VBAProject ﬂ |tGeneraI] j |Percentage_change
Public Function Percentage_Change (CurrentPeriod, PreviousPeriod)

E-&2 Solver (SOLVERXLAM)
=-B% VBAProject (Book1)
-5 Microsoft Excel Objects
Sheet1 (Sheet1)
Sheet2 {Sheet2)
Sheet3 {Sheet3)
48] Thisworkbook
E-£5 Modules

«$§ Module 1

'Calculates the percentage change between months, gquarters or years

Percentage Change = (CurrentPeriod - PreviousPeriod) / PreviousPeriod

End Function

droperties - Modulel x|
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5. The User-Defined function code is now complete. Press ALT+F11 to return to the worksheet.

6. We can now use the equal sign or the Insert Function dialog box to bring up the user-defined
function; let’s use the latter by clicking on the Insert Function button. In the Or section, select a

category drop-down menu, choose User Defined. Look for the function name that was just

created; click OK. The Function Arguments dialog box will appear.

Insert Function l Pl

Search for 3 function:

Type & brief description of what you want to do and then dick
Go

Or select a categary: | User Defined E

Select a function:

Solveradd

SolverChange 6 |
SolverDelete

SolverFinish

SolverFinishDialog

SolverGet

Percentage_Change(ThisPeriod, PreviousPeriod)
No help available.

-

Function Arguments

Percentage_Change
ThisPeriod | 1000
PreviousPeriod 921

Mo help available.

PreviousPeriod

1000
921

0.08577533

7. The number 1,000 is entered for the first argument and 921 is entered for the second argument,
giving us a formula result of .08577633; click OK. As with other numbers in Excel, it can be
reformatted as a percentage with one decimal point, which would be 8.5%.

User-defined functions can be saved as an Excel add-in so that they can be used with any workbook and

shared with others.

8. Go back to the original worksheet where you created the user-defined function. Click on the file or
office button and choose Save As. Under Save as type choose Excel Add-in. Choose a file name,
such as “Percentage Change” and save it to a file on the hard drive, a flash drive or the desktop;

click Save.

9. To do calculations using the .
user-defined function, the pete
Excel add-in must be activated. Proofing
Click on the File or Office tab, save

Language

choose Options, then Add-ins.

Ease of Access
Advanced
Customize Ribbon
Quick Access Toolbar
" Add-ins

Trust Center

183

E‘{} View and manage Microsoft Office Add-ins.

Add-ins
Name Location
Active Application Add-ins
Analysis ToolPak C:\..fficel6\Library\Analysis\ANALYS32.XLL
Budget Variance A..icrosoftiAddins\Budget Variancexlam
Solver Add-in .. ffice16\Libran/\ SOLVER\SOLVER XLAM

Inactive Application Add-ins

Acrobat PDFMaker Office COM Addin C\...DFMaker\Office\PDFMOfficeAddin.dll
ACT! Documents Tab Add-In mscoree.dll

Analysis ToolPak - VBA C\..elB\Librany\Analysis\ATPVBAEMN.XLAM
Date (XML) \..icrosoft Shared\Smart Tag\MOFL.DLL
Eure Currency Tools i\ ot\ Office16\Libran\EUROTOOL XLAM
Microsoft Actions Pane 3

Microsoft Data Streamer for Excel C\...softDataStreamerforbxcel.vsto|vstolocal
Microseft Power Map for Excel C:\... Bxcel Add-in\EXCELPLUGIMSHELL.DLL
Microseft Power Pivot for Excel Ao Add-in\PowerPivotExcelClientAddin.dll

Document Related Add-ins

No Document Related Add-ins

Add-in: Analysis ToolPak

Publisher: Microsoft Corporation

Compatibility:  No compatibility information available

Location: C\Program Files (x&6)\Microsoft Office\root\Office16\Libran/\An

Description: Provides data analysis tools for statistical and engineering analysis

Manage: | Excel Add-ins - Go...

Type -

Excel Add-in
Excel Add-in
Excel Add-in

COM Add-in

COM Add-in

Excel Add-in

Action

Excel Add-in

XML Expansion Pack
COM Add-in

COM Add-in

COM Add-in

VANALYS32 XLL
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-

At the bottom of the screen you will see
Manage: Excel-Add-ins. Click on the Go _
button; the Add-Ins dialog box will appear. it

Add-Ins

. || analysis ToolPak - oK
Use the Browse button to locate the file, then [ Analysis ToolPak - VBA
click on it to add it to the Add-Ins Available Euro CU"EH Tools Cancel
. . Percentage Change
list. ClickOK. || Solver Adddn

Browse...

IR

Automation...

Percentage Change
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MOS Study Guide: Exam MO-200

The study guide covers five objective groups: There is a list of objectives within each group:

Objective Group 1: Manage worksheets and workbooks

1.1 Import data into workbooks
1.2 Navigate within workbooks
1.3 Format worksheets and workbooks

1.4 Customize options and views
1.5 Configure content for collaboration

Objective Group 2: Manage data cells and ranges

2.1 Manipulate data in worksheets

2.2 Format cells and ranges

2.3 Define and reference named ranges
2.4 Summarize data visually

Objective Group 3: Create tables

3.1 Create and format tables
3.2 Modify tables
3.3 Filter and sort table data

Objective Group 4: Perform operations by using formulas and functions

4.1 Insert references in formulas
4.2 Calculate and transform data by using functions
4.3 Format and modify text by using functions

Objective Group 5: Manage charts

5.1 Create charts
5.2 Modify charts
5.3 Format charts

The content of the MOS 2020 Study Guide includes the following:

e Description of e Step-by-step Instructions
prerequisites for how to complete tasks

¢ Review information e Screenshots

e Practice tasks e Exam tips and strategies

B Microsoft

\ON

Study Guide

Joan Lambert

Mlicrosoft
Excel

=

Click on image to see book
description and pricing on
Amazon.com

' Google Play
-

Click on image to see book
description on Google Play

The Excel practice files needed to compete the practice tasks can be downloaded from this website:
https://www.microsoftpressstore.com/store/mos-study-guide-for-microsoft-excel-exam-mo-200-

9780136627159
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Appendix A: Excel for Small Business

This section will provide you with examples of worksheets that can be created to help manage a small

business. A brief explanation is provided for each example without going into detailed explanations

regarding the accounting and financial management concepts behind them.

Cash Flow Forecast

How much money will be coming in and out of your business each month? If you bill for services, how

long will it take to get paid? A cash flow forecast will help to answer both of those questions. The lack of
cash and cash flow is a major cause of business failure, which is why having one is an important part of
managing a business.

A cash flow forecast starts with the beginning balance for the month (i.e., the checking account balance).
You would then input formulas to do the following calculations:

Beginning Cash Balance 10,000
Add: Cash Collections 9,000
Total Cash Available 19,000
Less: Total Cash Paid Out (5,070)
Add: Loan Deposits

Add: Equity Deposits

Less: Cash Withdraws (4,000)
Ending Cash Balance $ 9,930

The Ending Cash Balance will then become the beginning cash balance for the next month.

B C D E F G H | J K L [ N
General Contractors USA
Cash Flow Forecast
Fiscal Year Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Beginning Cash Balance 10,000 Q;Ey 15,860 21,790 27,720 33,650 39,580 45,510 51,440 57,370 63,300 69,230
Sales Revenue 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000
Cash Collections
This Month 9,000 9,000 9,000 9,000 9,000 9,000 9,000 9,000 9,000 9,000 9,000 9,000
Last Month 5,000 6,000 6,000 5,000 6,000 6,000 5,000 6,000 6,000 5,000 6,000
Total Cash Collections 9,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000 15,000
Total Cash Available 19,000 24,930 30,860 36,790 42,720 48,650 54,580 60,510 66,440 72,370 78,300 84,230
Cash Payments
Lease 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250
Salaries 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000 3,000
Utilities 400 400 400 400 400 400 400 400 400 400 400 400
Supplies 200 200 200 200 200 200 200 200 200 200 200 200
Credit Card Payments 120 120 120 120 120 120 120 120 120 120 120 120
Misc. 100 100 100 100 100 100 100 100 100 100 100 100
Tax Liabilities
Federal Income Tax
State & Local
Total Cash Paid Out 5,070 5,070 5,070 5,070 5,070 5,070 5,070 5,070 5,070 5,070 5,070 5,070
Loan Depaosits
Equity Deposits
Cash withdrawals 4,000 4,000 4,000 4,000 4,000 4,000 4,000 4,000 4,000 4,000 4,000 4,000
Ending Cash Balance $ $ 15,860 $ 21,790 § 27,720 $ 33,650 § 30,580 $ 45510 $ 51,440 § 57,370 § 63,300 § 69,230 § 75,160
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Three Year Income Projection

Although it's sometimes difficult to predict what will happen in the future, an estimate of financial
performance over the next three years is important as it relates to the decisions that a small business
owner makes today. What is the projected growth rate? What is our current profit margin? Will our Sales
Revenue grow faster than our expenses? A three-year income projection worksheet should be able to
answer these questions.

A B C D E [ G H 1 K L M
1
2 Three-Year Income Projection
3 Revenues Year1l Year2 Year 3
4 Sales Revenue 345,000 431,250 603,750
5 Costs of Goods Sold -189,750 -237,188 -332,063
6 Gross Profit 155,250 154,063 271,688
7 Fixed Expenses
8 salaries 80,000 82,400 84,872
] Rent 30,000 30,900 31,827 SR
10 Insurance Expense 6,000 6,180 6,365 e [as1250]
11 Bank Service Expense 130 185 191 e
12 Variable Expenses
13 Advertising 12,000 12,000 12,000 131,780 [135,265] [138.655 ]
14 Shipping Expense 3,600 3,600 3,600
15 Total Operating Expense 131,780 135,265 138,855
16 Operating Profit 23,470 58,797 132,832
17 Less: Income Taxes @ 34% -7,980 -19,991 -45,163
18 Net Profit 15,490 38,806 87,669
19 Net Profit % 4.5% 9.0% 14.5%
20 Sales Growth Rate 25% 40%

Income Statements

The income statement will report your revenue and expenses at a point in time, typically a month, quarter
or a year. It also provides the information needed to calculate financial ratios, which measure the financial
health of a business. In this example, we want to evaluate the gross, operational and net income
numbers, compared to the sales revenue for the month. An outline was also applied to this worksheet, so
that the information could easily be collapsed and expanded.

A B C D H
1 A B c D E E
1 2 Income Statement
3 For Qtr. Ended March 31, 20xx
2 Income Statement 4 Revenue Jan Feb March
3 For Qtr. Ended March 31, 20xx 5 sales Revenue 107,932 127,843 132,698
E 8 Gross Profit 45,916 55,080 55,972 6 Service Revenue 2,743 3,953 2,893
+ 16 Operating Profit 29,614 37,941 40,404 U Costs of Goods Sold (64,759)  (76,706)  (79,619)
E‘ 18 MNet Profit 19,545 25,041 26,667 8 Gross Profit 45,916 55,090 55,972
19 Financial Ratios: 2 EXPEFSGS
10 Salaries and wages 12,834 13,834 12,224
20 Gross Profit Margin 42.5% 43.1% 42.2% 1n Lease 2,250 2,250 2,250
21 Operating Margin 27.4% 29.7% 30.4% 12 Utilities 543 241 432
22 Net Profit Margin 18.1% 19.6% 20.1% 13 Depreciation Expense $500 $500 3500
14 Supplies 175 324 162
15 Total Operating Expense: 16,302 17,149 15,568
16 Operating Profit 29,614 37,941 40,404
17 Less: Income Taxes (10,069) (12,900) (13,737)
138 Net Profit 19,545 25,041 26,667
19 Financial Ratios:
20 Gross Profit Margin 42.5% 43.1% 42.2%
21 Operating Margin 27.4% 29.7% 30.4%
22 Net Profit Margin 18.1% 19.6% 20.1%
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Balance Sheets

As with the income statements, the balance sheet can also be used to create financial ratios that

measure the financial health of the business as it relates to its assets compared to the amount of liabilities

the company has.

A B C
1
2
3
4 Current Assets
5 Cash $17,324
6 Accounts Receivable 5 9,175
7 Allowance for Doubful Accounts S (175)
8 Inventory 5 2,300
9 Prepaid Insurance 5 1,000
10 Total Current Assets $29,624
11 Long Term Assets
12| Trucks 522,922
13 Office Equipment 13,292
14| Total Long-Term Assets $36,214
15 Total Assets 565,838
16
17
18 Cash Ratio 3.6
19 Current Ratio 6.1
20 Quick Ratio 5.7

D

Balance Sheet
For the Month Ended March 31, 20xx

Current Liabilities

Accounts Payable 5 3,800
Current Notes Payable 450
Total Current Liabilities 4,833
Long Term:

SBA Loan Balance 18,750
Total Liabilities $ 23,583
Owner's Equity:

Retained Earnings 42,255
Owner's Equity 432,255

Total Liabilities and Owner's Equity  $ 65,838

Financial Ratios

Debt-to-Equity 0.56
Working Capital 524,791
Debt Ratio 0.36

Owner’s Equity Statement

A B C D E
1
2
3 - -
. Rob's Discount Furniture
5 . .
& Owner's Equity Statement
7 For the Month Ended March 31, 20xx
8 R. Smith Beginning Capital 20,000
9 Equity Deposits 400
10 Met Income 10,000 10,400
1 30,400
12 Less: Owner's Drawings 3,000
13 Owner's Capital 27,400

This statement gives a summary of the owner’s money invested into the company. At the end of each

month or quarter, the net income for the month is added to the statement, along with any cash withdraws.

A Partner’s Capital Statement can be used when there is more than one owner.

A B C D E
1
2
3 - -
s Rob's Discount Furniture
5 . .
6 Partner's Capital Statement
7 For the Month Ended March 31, 20xx Rob Smith Bob Jones Total
8 Beginning Capital 20,000 5,000 25,000
9 Equity Deposits 400
10 Net Income 7,500 2,500 10,000
1 27,900 7,500 35,400
12 Less: Owner's Drawings 3,000 3,000
13 Owner's Capital 24,900 7,500 32,400
14
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Accounts Receivable Aging Report

If a company extends credit to its customers, it will want to keep track of how long it takes to receive cash.
Money tied up in accounts receivables is not available to pay monthly operating expenses and can cause
major problems if it is out of control. An aging report will calculate estimates as to how much money will

be converted into cash each month.

A B = D E F G H 1
1
& 61-90 Qver 50
Accounts Receivable NotYet |1-30days|31-60days

Agine R Totals: — due ast due days past | days past
2 ging Report . due due
3 Account balance $ 10000 5 5000 5 2200 % LB00 S 700 § 300
a Total % chance of default nfa 2% 4% 10% 20% 40%
5 Total estimate of bad debt =SUM(E5:15)  =E3*E4 =F3*F4 =G3*G4 =H3*H4 =13*14

The formulas here will multiply the account balance in each accounts receivable category by the
percentage chance of default. The totals are summarized in cell D5.

A B c D E F G H 1
1
Accounts Receivable Notvet |1-30days|31-60days| - o | V&%
. Totals: _ due ast due days past | days past
2 Aging Report p due due
3 Account balance $ 10,000 $ 5000 $ 2,200 $ 1,800 $ 700 S 300
4 Total % chance of default nfa 2% 4% 10% 20% 40%
5 Total estimate of bad debt 5 628 5 00 S 88 5§ 180 5 140 5 120
Quarterly Budget Analysis
This report will take the information from ; A i 7 5 =
an income statement, balance sheet, 1
owner’s equity statement and 2 Quarterly Budget Analysis
cash flow forecast and use them 3 For the Quarter Ending: March 31, 20xx
todo a Comparative analySiS. 4 Revenues Budget Actual  Deviation
. [ . |5 Sales Revenue S 367,000 5368473 1,473
How did the Company dO, Compared 6 service Revenue 7,500 9,589 2,089
to what they predicted? -7 Costs of Goods Sold (220,200) (221,084) (884)
=] |8 Gross Profit $ 154,300 $156,978 $ 3,562
The analysis worksheet is divided " |2 Expenses
. . . . 10 Salaries and wages 37,500 38,892 (1,392)
into three sgctlons. The f|r_st is _ - Lease 6750 6.750 )
the comparison based on information 12 utilities 1,200 1,216 (16)
from the income statement. the second = SUPPI"ES 600 661 ( (61;
. . - 14 Total Operating Expense: 46,050 47,519 1,469
section, Non-Income Statement items ENE T S 108250 $109459 § 1209
comes from the balance sheet and 5 16 Tax Expense (36,305)  (36,706) 39
owner’s equity statements. The third =] |17 Net Profit $ 71445 $72753 S5 1,308
section provides a summary of the =
.. . 19 Non-Income Statement ltems
deviations found in column E. 20 Ending cash balance $ 16,537 S 17,324 S 787
21 Owner drawings $ 15000 S 12,950 % 2,050
- |22
=] |23 Budget Deviations
24 Income Statement S 1,308
25 Nonincome statement items 5 2,050
26 Total deviation $ 3,358
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Goal Attainment Report

This report looks at monthly sales revenue numbers from an income statement and compares them to a
sale revenue goal for the year. The columns in the chart will change dynamically as the values in the
chart change. You can also use Goal Seek to run different scenarios but remember that the value in “To
set” needs to refer to a cell that has a formula in it. In this example, it would be cell B17 or B19.

A B C D E F G H J K
1
2
3 Goal Attainment Report
4 Gross Revenue
2 January 117,923 Goal Attainment Report
6 February 127,843
7 March 132,698 51,600,000
8 April 131,527 $1,400,000 $1.464,604
2 May 51,200,000 S
10 June
1 JU‘V 51,000,000
12 August $800,000
13 September $600,000
14 October
15 November 00,000 izl
16 December $200,000
17 Sales Revenue YTD $ 509,991 $
18 Sales Revenue Goal $ 1,464,604 Sales Revenue YTD Sales Revenue Goal
19 % Achieved 34.8%
Product Sales Comparisons A B C D E
1
A company that sells multiple products 2 East Coast Retail
or services might benefit from knowing 3 Legend
how the current month’s sales compare 4 Sales increase greater than 5% Y
to the previous month. Refer to chapter 5 Sales change plus or minus 5% B
xx regarding the conditional formatting 6 Sales decrease greater than 5% ¥
and how to create a legend. 7 Product Category Quarter 1 Quarter2 |% Change
) 8 | |Athletic Shoes S 82324|S$ 80,513 ||F -22%
The Average, High and Low values 9 | |Auto & Tires S 38934|S 48323 | 24.1%
\f/vere.calc.ulated using the following 10| |Bedding S 32,423|5 43242 | 334%
unctions: 11| [Electronics S 522425 53843 " 29%
12 Baby Supplies S 32,432 | § 44,232 |fp 36.4%
ﬁ\_’er:agf VE|1|UeS :':‘A\S(Réfgz(ocrcm) 13 |Hardware S 9241|5 5523 |\ -40.2%
ng est \\//alues :MIN (C7 620) 14 |Health & Beauty S 12,423|5 12,993 | 46%
owest Values =MIN(C7:C20) 15| |Home Improvement S 9231]% 8823|F -44%
16 | |Home Office S 3,423 | S 3543 |[* 35%
You Can use AutoFill to calculate the 17 Jewelry s 10,323 | $ 9,423 * 87%
remaining cells. 18| |Photo Center s 2242|2278 1.6%
19 Small Appliances S 10,312 | § 8,241 |l -20.1%
20 | |Sports & Fitness S 9,231 |5 14,232 |dp 54.2%
21| |Toys S 2,023 | § 4,034 |dp 38.0%
22 | |Total: $ 307,204 | § 339,243 |dp 10.2%
23 Average Values S 21,986 | S 24,232 8.8%
24 Highest Values S 82,324 | § 80,513 | 54.2%
25 Lowest Values S 2,242 | § 2,278 | -40.2%
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Annual Sales Evaluation

This report will summarize monthly sales data and help to identify trends during the year. A comparison
between each month’s revenue and the median revenue number for the year can be done by calculating
the variance as a percentage, which would be (Sales — Median) + Median, as opposed to one number
from another.

A B C D E F
U This worksheet has three columns that need
2 Sales Revenue Evaluation calculations. The Median column uses the
3 | month | sales | Mmedian | variance Rank MEDIAN function, the variance has a formula
4 Jan 39,433 40,728 -3.2% 7 .
5 lreb 12,023 20728 205 6 calculation and the Rank column uses the
6 |Mar 32,832 40,728 -19.4% 9 RANK.AVG calculation.
7 Apr 43,252 40,728 6.2% 4
8 May 52,342 40,728 28.5% 1
9 Jun 42,424 40,728 4.2% 5
10 Jul 31,942 40,728 -21.6% 10
11 Aug 23,424 40,728 -42.5% 12
12 Sep 36,823 40,728 -9.6%
13| |oct 49,930 40,728 22.6%
14 Nov 48,392 40,728 18.8% 3
15 Dec 30,224 40,728 -25.8% 11
A B C D E F
1
2 Month Sales Median | Variance Rank
3 Jan 39433 =MEDIAN($C$3:5C514) (c3 [13}1[13 =RANK.AVG(C3,3C53:5C514)
a Feb 42023 -MEDIAN($C$3:9C$14)  =(C4-D4)/D4 =RANK.AVG(C4,$C$3:$C5$14)
5 Mar 32832 -MEDIAN($CS3:5C514)  =(C5- ns}m5 =RANK.AVG(CS,$C$3:5C5$14)
5 Apr 43252 =MEDIAN($CS3:5C514) =(C6-D6)/D6 =RANK.AVG(CE,5C53:5C514)
7 May 52342 -MEDIAN($C$3:5C514)  =(C7-D7)/D7 =RANK.AVG(C7,$C$3:$C5$14)
8 Jun 42424 -MEDIAN($C$3:9C$14)  =(C2-D8)/D8 =RANK.AVG(C8,$C$2:5C514)
9 ul 31942 -MEDIAN($C$3:5C$14)  =(C9-D9)/D9 =RANK.AVG(CI,5C$3:5C$14)
10 Aug 23424 -MEDIAN($C$3:5C$14)  =(C10-D10)/D10 “RANK.AVG(C10,$C$3:5C514)
1 Sep 36823 -MEDIAN($C$3:9C$14)  =(C11-D11)/D11 “RANK.AVG(C11,$C$3:5C514)
12 Oct 49930 -MEDIAN($CS3:5C$14)  =(C12-D12)/D12 =RANK.AVG(C12,$C$3:5C514)
13 Nov 48392 -MEDIAN($C$3:5C514)  =(C13-D13)/D13 “RANK.AVG(C13,$C$3:5C514)
14 Dec 30224 -MEDIAN($C$3:4C$14)  =(C14-D14)/D14 “RANK.AVG(C14,$C$3:5C514)

The Sales Revenue Evaluation data can also be displayed by creating a combination chart:

A B C D E F G H J K L M N o P
1
2 Sales Revenue Evaluation
3 Maonth Sales ‘ Median | Variance Rank
4| |1an 39,433 40,728 -3.2% 7 50,000
E Feb 42,023 40,728 3.2% ]
6| |mar 32,332 40,728 -19.4% 9 -
7 Apr 43,252 40,728 6.2% 4 . 40,000
8 | |may 52,342 40,728 28.5% 1 2
ol Jun 42,424 40,728 4.2% E ; -
10 Jul 31,942 40,728 -21.6% 10 N
1 Aug 23,424 40,728 -42.5% 12 10,000
12 Sep 36,823 40,728 -9.6% 8 k
13 Oct 48,330 40,728 22.6% 2 Jan  Feb Mar Apr  May lun Ju  Aug  Sep
14 Nov 48,392 40,728 18.8% 3 S Median
15 Dec 30,224 40,728 -25.8% 11
16
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By creating this type of chart, you can identify the high and low trends during the year. Are the low sales
months in July and August typical, or should the company expect this every year? Where the high sales
months in May and October due to an aggressive marketing campaign?

Sales Revenue Summary

wd
=]
=
(]
>
]
o

Jan Feb

Mar Apr

You can click on the Rank column heading (cell F3), then click on the A-Z button in the Sort & Filter group
to rank the Month column from to change way the data is displayed and rank the months of the year from
highest to lowest...

Al B C D E F

1 -

2 Sales Revenue Evaluation

3 Month Sales | Median | Variance | ( Rank)

4| |may 52,342 40,728 28.5% — —
5| |oct 49,930 40,728 22.6% 2 ? I
6| |Nov 48,392 40,728 18.8% 3 —
7| |Apr 43,252 40,728 6.2% 4 Sort Filter |
s | |un 42,424 40,728 4.2% 5 zl

9 | |Feb 42,023 40,728 3.2% 6 4 Advanced
10| |san 39,433 40,728 -3.2% 7 S AT

1] |sep 36,823 40,728 -9.6% 8

12| [Mer 32,832 40,728 -19.4% 9

13 |l 31,942 40,728 -21.6% 10

14| |Dec 30,224 40,728 -25.8% 1

15| |Aug 23,424 40,728 -42.5% 12

...and this change will also be reflected in the chart:

Sales Revenue Summary

REVENUE

Jun Feb Jan Sep Mar Jul Dec

we— Revenue Median
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Case Study: Cost-Volume-Profit Analysis

East Coast Software Solutions is a fictitious start-up company that used a combination of personal
savings, family contributions and a second mortgage to fund the business. The owners found a building
with reasonable monthly lease payment and worked out good deal with a wholesale company to supply
them with the products they will buy and resell at a profit.

East Coast Software Solutions wants to know how many of the customized software packages they will
need to sell each month in order to pay their monthly expenses. To do this, they will need to calculate
their break-even point, which can be described as the point at which the money coming in (revenue)
is equal to the money going out (expenses). To do this, they will need to input the following numbers
into a worksheet

e Sale Price per Unit
e Cost per Unit
e Total Monthly Fixed Costs

Let’'s open a new spreadsheet and type in the following information:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units ‘ 1 ‘ 20 ‘ 30 40
4 Sales Revenue
5 Variable Costs
B Contribution Margin
7 Fixed Costs
3 Operating Income
9 Contribution Margin %
10 Breakeven in units
11 Breakeven revenues
12

Enter the following inputs:

C4 = $400
C5 = $250
C7 =$3,000

The first calculation will be the contribution margin, which is simply the sale price per unit less the cost
per unit, so input C4-C5 into cell C6, which gives you a result of $150.

Now we are ready to determine the break-even number in units. To calculate this number, we need to
divide the Fixed Costs by the Contribution Margin. Click on cell C11 and input =C7/C6, giving you a
result of 20.
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The worksheet should now look like this:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units ‘ 1 | 20 | 30 40
4 Sales Revenue 400
5 Cost per Unit 250
6 Contribution Margin 150
7 Fixed Costs 3,000
8 Operating Income
9 Contribution Margin %
10 Breakewven in units 20
11 Breakeven revenues
12

East Coast Software Solutions knows that it will need to sell at least 20 units per month to reach its break-
even point. They also want to know what their break-even point will be in terms of revenue. Let’s first
calculate the Contribution Margin percentage, which the contribution margin divided by the sales revenue
in units, so in cell C9 type =C6/C9, giving you a result of 37.5%.

The second calculation will be to divide the fixed costs by the contribution margin. In cell C11 type
=C7/C9, resulting in a break-even revenue amount of $8,000. Your worksheet should now look like this:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units ‘ 1 ‘ 20 | 30 40
4 Sales Revenue 400
3 Cost per Unit 250
6 Contribution Margin 150
7 Fixed Costs 3,000
8 Operating Income
9 Contribution Margin % 37.5%
10 Breakeven in units 20
11 Breakeven revenues S 8,000
12

This is just a starting point. Since most (if not all) businesses are in business to make a profit, we can
create some scenarios and get an idea of how much operating income is generated at different sales
revenue amounts; this is referred to as What-If Analysis.

Let’s first determine what the operating income would be for each sales revenue amount by subtracting
the fixed costs by the contribution margin. In cell C8, input =C6-C7, which will give you a result of -2,850.
In cell D4 type =C4*D3, resulting in a sales revenue amount of 8,000.

Let's now AutoFill the rest of the cells.
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1. Select cell C4 and change it to an Absolute Reference. To do this you would move the flashing
curser in front of the C4 in the formula bar and change it by pressing the F4 key.

2. You can now move the mouse pointer to the lower left-hand corner of cell D4 and drag it across
to cells E4 and F4. By using an Absolute Reference, you created a calculation where the dollar
amount of $400 is consistently multiplied by the amounts in cells D4, E4 and F4.

3. Select cell C5, change to an absolute reference and fill in the values for rows D5 to F5.
4. Select cell C6. Move the cursor to the lower left corner until you see the solid black cross; auto-fill
cells D6 to cell F6. Repeat these steps starting with the values in cells C7 and C8. Make sure you

do not try to auto-fill both cells at the same time or you will come up with the wrong answers

Your completed worksheet should now look like this:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units 1 20 30 40
4 Sales Revenue 400 8,000 12,000 16,000
5 Cost per Unit 250 5,000 7.500 10,000
il Contribution Margin 150 3,000 4,500 6,000
7 Fixed Costs 3,000 3,000 3,000 3,000
8 Operating Income -2,.850 0 1,500 3,000
9 Contribution Margin % 37.5%
10 Breakeven in units 20
11 Breakeven revenues 5 8,000
12

Since the worksheet will perform all the calculations automatically it will be easy to experiment with
different scenarios.

Margin of Safety

Being able to clearly understand sales projections is critical to making decisions about advertising, hiring
new employees and a multitude of other decisions about operating a business. The margin of safety is a
way of showing the difference between forecast numbers break-even numbers. For example, East Coast
Software Solutions estimates that it will be able to sell 32 units in July. They estimate that August will be a
slow month, only being able to sell about 21 units but business will pick up again in September and will be
able to sell about 38 units.

Going back to our original example, we can add some more calculations to come up with three different
ways of explaining margin of safety calculations:

1. Sale Revenue — Break-even dollars = Margin of Safety in Dollars
2. Number of units Sold — Break-even units = Margin of Safety in Units
3. Margin of Safety in Dollars + Sales Revenue = Margin of Safety as a Percentage
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Let’s go back to the original spreadsheet and make some changes. In cell D3 enter 32, E3 enter 21 and
F3 enter 38.

We can now add some row labels to cells B12 to B15 and make changes to the formatting, so that it now
looks like this:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units 1 32 21 38
4 Sales Revenue 400 12,800 8,400 15,200
5 Cost per Unit 250 8,000 5,250 9,500
o Contribution Margin 150 4,800 3,130 5,700
7 Fixed Costs 3,000 3,000 3,000 3,000
8 Operating Income -2,850 1,800 150 2,700
9 Contribution Margin % 37.5%
10 Breakeven in units 20
11 Breakeven revenues S 8,000
12 Margin of Safety
13 Dollars
14 Units
15 Percentage
16

Enter the margin of safety calculations:

In D13, enter =D4-$C$11; press Enter then AutoFill across to F13
In D14, enter =D3-$C$10; press Enter then AutoFill across to F14
In D15, enter =C13/D4; press Enter then AutoFill across to F15

The worksheet should now look like this:

A B C D E F G
1
2 Cost-Volume-Profit Analysis
3 Number of Units 1 32 22 38
4 Sales Revenue 400 12,800 8,800 15,200
5 Cost per Unit 250 5,000 5,500 9,500
6 Contribution Margin 150 4,800 3,300 5,700
7 Fixed Costs 3,000 3,000 3,000 3,000
8 Operating Income -2,850 1,800 300 2,700
9 Contribution Margin % 37.5%
10 Breakeven in units 20
11 Breakeven revenues S 8,000
12 Margin of Safety
13 Daollars S 4,800 S 800 S 7,200
14 Units 12 2 18
15 Percentage 38% 9% A7%
16
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Create a Profit Volume Graph

You may find it useful to create a visual that communicates your break-even and target profit analysis
information to other employees, potential lenders and business partners. The profit volume graph allows
you to show a quadrant that illustrates profit, loss and break-even points.

Let’s start a new worksheet that provides more information but only includes the details regarding
revenue and expenses. Enter information into the worksheet as follows. We don’t have to worry about the
calculations since our focus this time is going to be on creating the chart,

A B c D E F G H [ )
1
2 Profit-Volume Analysis
3 Number of Units Sold 1 5 10 15 20 25 30 35
4 Sales Revenue 400 2,000 4,000 6000 8,000 10,000 12,000 14,000
5 Variable Costs 250 1,250 2,500 3,750 5000 6250 7,500 8,750
6 Contribution Margin 150 750 1,500 2,250 3,000 3750 4,500 5,250
7 Fixed Costs 3,000 3,000 3,000 3,000 3,000 3,001 3,002 3,003
8 Operating Income (2,850)  (2,250)  (1,500) (750) 0 749 1,498 2,247
9 Tax @ 34% {255) (509) (764)
10 Net Income 494 989 1,483
11

Use the following steps to create the profit volume graph:

1. Select cells B3 to J3. Hold down the CTRL key and select cells B8 to J8.
2. Go to Insert tab, Charts group and choose Line chart. Choose the first option, 2D.

Operating Income

$3,000
$2,000
$1,000
-
$(1,000)

$(2,000)

5(3,000)

$(4,000)
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Some adjustments will be needed to make the chart easier to understand:

1. Right click on the chart and choose Select Data
2. Click on the Edit button under Horizontal (Category) Axis Labels

Aois Labels (B

Axis label range:
=Profit Volume Graph'| $C$3:6183] =1,5 10, 15, ...

[ OK ]’ Cancel ]

3. Under the Axis label range choose cells C3 through J3; click OK

You will now see that the vertical line in the middle accurately reflects the number of units sold. You can
also make the chart more descriptive by changing the chart title and adding a Vertical Axis title.

Profit is Earned After Sales
Volume Exceeds 20 Units
$3,000
52,000 P 4
$1,000 £
s P
@ e= @ Operating Income

$(1,000)

$(2,000) -

Operating Income

$(3,000)

$(4,000)
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Appendix B: Excel and Personal Finances

This section gives an overview of worksheets that can be created to evaluate and make decisions about
investing, borrowing money and major purchase decisions.

Auto Purchase Decisions

A B C D B F G
1 Auto Purchase Decisions
There are generally three financial factors 2| pMT Loan Amount $ 15,000
that are considered when purchasing a car; Z :‘terzﬂ“a:: . 9692
. umber o Payments
the monthly payment, the length of time z Monthly Payment =PMT(C3/12,C4,C2)
the loan is taken out and the interest rate. 6
The financial functions in Excel are either ; NPER IL:;"F:STE:E s 22'”236
used alone or in combination with other 9 Number of Payments ~NPER(C8/12,C10,C7)
operators. You can input them once and 10 Monthly Payment (5425.00)
. . 11
then input dlf'f(?rent va!ues.or use Goal . 5| FATE  Loan Amount s 20,000
Seek to experiment with different scenarios. 13 Interest Rate =RATE(D14*12,D15,D12)*12
14 Length of Loan 5years
15 Monthly Payment (5400.00)
Here’s an example of how a worksheet can A B C D
be created to find the best scenario that will fit 1 Auto Purchase Decisions
into a monthly budget. The inputs would produce 2 | PMT Loan Amount $ 15,000
the results in the shaded cells. Remember to use 3 Interest Rate 9%
Goal Seek to change the loan to change the 4 Number of Payments 60
outcomes based on the cell that has the formula in it. 5 et Lin 35}
6
7 | NPER Loan Amount $ 22,500
a Interest Rate 9%
9 MNumber of Payments 63
10 Monthly Payment (5425.00)
11
12 RATE Loan Amount 5 20,000
13 Interest Rate 74%
14 Length of Loan 5years
15 Monthly Payment (5400.00)
New Home Purchase
In this worksheet we will B c D E F
calculate both the monthly U
payment and the amount of 2 New Home Calculator
annual income required to 3
make the house affordable. 4 Home Sale Price: $ 220,000 Interest Rate 5.5%
The 28% rule is a standard 5 10% Incentive Discount 22,000 Type of Mortgage: 30 Year Fixed
that says that your monthly 6 Total Purchase Price: S 198,000 Number of Payments: 360
mortaage pavment should be 7 Cash Investment Summary: Mortgage Value $158,400
gag thp y28°/ f 8 20% Down Payment 3 39,600 Monthly Payments: (5899.38)
no more than i o OF your 9 Cost to Purchase 5,952
monthly gross income. 10 Repairs or Improvements 1,000
11 Cash Investment Required: 46,552 Annual Gross $38,544.76
12 Mortgage Amount Required: 5 158,400 Income Reguired: T
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This worksheet uses a combination of custom formats, logical functions and financial functions:

(=~ TR I - R, R S TE R N

e
(SRR

Home Sale Price:

10% Incentive Discount
Total Purchase Price:

Cash Investment Summary:
20% Down Payment

Cost to Purchase

Repairs or Improvements
Cash Investment Required:
Mortgage Amount Required:

Debt-to-Income Ratio

New Home Calculator

$220,000 Interest Rate
=C4*B5 Type of Mortgage:
=C4-C5 Number of Payments:
Mortgage Value
=C6*B8 Monthly Payments:
5,952
1,000
=SUM(C8:C10) Annual Gross
$158,400 Income Required:

5.5%

30 Year Fixed
=IF[F5=30,360,IF(F5=15,240, IF(F5=40,480,"")))

=C12

=PMT(F4/12,F6,F7)

=(-F8/0.28)*12

This worksheet measures the amount of monthly income compared to the total amount of the monthly
payments towards revolving debt and instaliment loans. An acceptable debt-to-income ratio should not be

higher than 30%.

A B C D E
1
2 Debt-to-Income Ratio
3
4 Monthly Debt Payments | | Monthly Income
5 Manthly mortgage payment 1,750 Salaries S 8169
6 Monthly car payments 624 Overtime and bonuses 300
7 Department store credit cards 120
E Credit card minimums x 2 160
10 Total Monthly Debt Payments: 2,654 Total Monthly Income: 5 B,4869
11
12 Debt-to-Income Ratio: 31.3%
Monthly Budget
A B = D E F
1
In this personal budget 2 Personal Finance Monthly Budget
notice that the charitable 3 Fixed Expenses: Income:
giving, before tax investing 4 Mortgage Payments $ 2250 salaryl $ 5,440
and after-tax investing are 5| Autol 325 salary2 2,524
all accounted for prior to the 6 Auto 2 425 Owner drawings from business 2,000
net spendable income 7 Utilities 25 Rental property income 345
. 8 Medical and Dental Expenses 140 Less: 401K Plans (996)
amount being calculated. _
. . 9 Groceries 475 Gross Income: $ 9,313
This will help to make sure 10 Cell phone 1 45  Taxes and deductions (3,166)
that tax savmgs and 11 Cell phone 2 60 Net Income: $ 6,146
investment goals stay on 12 Gas 355  Less: Charity contribution (615)
track. 13 Flexible Expenses: Less: Saving account deposit (300)
14 Personal allowances 200 Less: Investment account deposit (250)
15 Dining out 100
16 Clothing 100
17 Total Expenses: $ 4,500 Net Spendable Income: $ 4,982
13 Surplus/Deficit: 5 482
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Personal Balance Sheet

This worksheet will provide a summary of assets, liabilities and net worth. It is an important tool for goal
setting, so that things such as excessive debt or lack of monetary assets can be addressed.

A B C D E F
1 Personal Finance Balance Sheet
2 Assets Liabilities
3 Monetary Assets Current Liabilities
4 Checking 14,233 Utilities 350
5 Savings 1,872 Credit Cards 4,610
6 Money market funds 1,100 Total current liabilities 4,960
7 Total monetary assets 17,205 Housing Loans
8 Investments First mortgage 211,932
9 Mutual Funds 5,600 Home equity line of credit 9,000
10 Investment property 22,000 Total housing loans 220,932
11 Real estate investment trusts 5,430 Auto Loans
12 Total investments 33,030 Auto 1l 10,223
13 Retirement Plans Auto 2 19,023
14 401K 139,995 Total auto loans 29,246
15 Roth IRA 74,323 Other Debt
16 Total retirement plans 214,318 College loans 4,000
17 Primary Residence 302,324 Installment loans 1,000
13 Automobiles Total other debt 5,000
19 Autol 18,243 MNet worth
20 Auto 2 22,032 Total Assets 575,377
21 Total Automobiles 40,275 Total Liabilities 260,138
22 Personal Property 8,500 Net Worth 315,239
Personal Income Statement
B £
Although it looks like a monthly budget, a personal 1 Personal Finance Income Statement
finance income statement looks at income and 2 Income
expenses on an annual basis by taking the monthly i Wages and salaries 112,897
budget amounts and multiplying them by twelve. Is 4|  Owner drawings from business 12,032
. . 5 Investment property income 4,140
there enough .|ncom.e for vapatlons or unexpected . Total Gross Income 129,063
expenses? Will saving and investment goals be 7 Tax Liabilities ]
achieved? It will give you a “big picture” view of 8 Federal Income and Social Security 43,884
where you are and what, if any changes need to be 3 State Tax 9,035
made regarding career decisions, cutting expenses il Total Income Tax 52,318
or increasing income. 11 After-tax Income Available 76,151
12 Expenses
13 Mortgage Payments 26,400
14 Autol 4,800
15 Auto 2 3,588
16 Utilities 10,380
17 Medical and Dental Expenses 4,260
18 Groceries 4,800
19 Cell phone 1 540
20 Cell phone 2 720
21 Gas 2,040
22 Personal allowances 2,400
23 Dining out 1,200
24 Clothing 1,200
25 Total Expenses: 62,328
26 Income Available for Saving and Investing 13,823
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Investment Performance

At the end of each month, the dollar amount per share of a stock or mutual fund can be recorded in order

to track the investment’s performance over time. Trends can be identified and decisions about buying,

selling or changing the asset allocation can be made.

A B C D E F G H | 1
1
2 401K Aggressive Growth Fund Asset Allocation
3 Stock Funds $2,865.52
a4 Date Money Market Shares Total Market Bond Funds 5661.27
5 Invested Price Purchased| Shares Value ETF's $440.85
6 August $500 $50.00 10 10 $500.00 REIT's 3440.85
7 September $300 $46.53 10.7 207 $965.30 Total: $4,408.,49
8 October $300 $42 41 11.8 325 $1.379.83 10%
S November $300 $30.00 10.0 425 $2,126.77 10% = Stock Funds
10 December $300 $35.89 8.9 513 $2.877.31 = Bond Funds
11 January $300 $38.58 13.0 64.4 $2.486.41 ETF's
12 February $300 $51.58 9.7 741 $3.824.13 mREITs
13 March $300 $52.72 9.5 83.6 $4.408 49
14
15 £60.00
16 $55.00 A
il $50.00 - A \\\ A -
18 ~— - \ p
= $45.00 — N
20 540,00 \\, ey
21 £35.00
22 $30.00
23 August |September| October | Nowember | December | January February March
24 Market Price per Share £50.00 %46.53 54241 550.00 £55.89 £38.58 551.58 £52.72

W
n
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PowerPoint Fundamentals

Topics Covered
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Designs and Layouts

Insert Text Boxes

Insert and Design Tables

SmartArt Graphics and Shapes
Create Charts and Apply Animations
Pictures and Screenshots

Motion Path Animations

Doing the Slide Presentation
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Lesson 1: Designs and Layouts

1. Open PowerPoint. From the Home tab, click on the Layout button from the Slides group; choose
Blank.

FE] Bx-E- B~ Presentation] - PowerPoint 2 m®m - 8 X
MR -ove  mSERT  DeSGN  TRANSTIONS  ANMATIONS  SLDESHOW  REVEW  VIEW  ADDINS shawn byers - gl
- Layoust~ B~ 000 #hFinc
Office Theme A .

Paste New & n rrange -
Side ‘ ‘ i £ 2= e - @ shapesttects+ | [y Setect

1 Tite Shide Title and Contert  Section Header

~ Clicktoaddtitle

Click to add subtitle

2. From the Design tab, choose Slate from the Themes group. Then choose Green Yellow from the
Variant group.

BEHOS O Bx-E- G- Presentation® - PowerPaint
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
5 |
Aa @ || Aa A Ba o|Aa
s s

A dark, solid color like Slate is a good choice for presentations with just text

3. Click on the Home tab, then click on the Layout button from the Slides group and choose Two
Content.

4. Go to the Title text box and type “Today’s Agenda”. Press CTRL+A to select the text; from the
Home tab, change the font size to 72.

5. Click on the left side of the text, then press CTRL+L to align the text to the left side of the text
box.

6. Click inside the text box on the left, next to the bullet. With the Home tab selected, click on the
Bullets down arrow and choose Filled Square bullets; from the Paragraph group choose a 40
Font size.

~

Type the words “Exam Review”; press the Enter key to move to the next bullet; type the words
“Take the Quiz".
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The slide should now look like this:

10.

11.

12.

Today’s Agenda

= Click to add text

= Exam Review
= Take the Quiz

Press the Enter button, then type the words “Class Lecture”.
Click on the text box on the right; click next to the bullet.

Type the words “Class Review”, then change the font size to 40 and the Bullet Style to Filled
Square Bullets.

Press the Enter button and type the words “Class Activity”.

Press Enter again and type the words “Next Week”.

You will often want to adjust the position of your text and other objects in your slide so that they are
perfectly positioned within the slide.

13.

205

Click on the View tab, then check off the Gridlines, Guide and Ruler options, to help you do this:

Today’s Agenda

« Exam Review = Class Review

= Take the Quiz = Class Activity

= Class Lecture « Next Week
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Lesson 2: Insert Text Boxes

1.

Press CTRL+M to add a new slide. Change the Layout to “Title Only”.
Click on the Text Box, then type in the words Database Design Fundamentals.

Press CTRL+A. With the Home tab selected, change the font size to 60.

Move the cursor to the right side of the Text box, with the two arrows displayed, make the Text

Box wider.

BHS @Tx-E- M- High Impact PowerPoint Pr m
HOME | INSERT ~ DESGN  TRANSTIONS  ANIMATIONS  SUIDESH Shawn
=) ElLayout- s sl @) 22 Shape Fill ind
LyOUt” Casto MT (Hea -[60 - A A7 B0 IS - y <& shapeFi ol
- S ad-IlN Q‘y\ Shape Outl Repl
B.on- A Ell==|=- i | Amange Quic
on- BT UISae®-fa- A = onverttosmanart (% N ) A3 T (U O chapetectss | I3 select

Font 5 Paragraph ) Drawing 5 Editing

Database Design
Fundamentals

Click on the Insert tab, then click on the Text Box button from the Text group.

Hold down the left click button on the mouse and draw a text box onto the slide that is
approximately 1 inch high and 4 inches wide (use the ruler as a guide).

BHOS CBx-E - High Impact PowerPoint Presentations - PowerPoint DRAWING TOOLS ? m
HOME  INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SUDESHOW  REVEW  VIEW  ADD-INS FORMAT Shawn
o v ola ) L2 ShapeFill- in
h "7 |CalistoMT (Bod ~ {18~ A" AT E E ,w,‘ o p) L2 shape Fill # Find
5 ALLDO G- % G-k [Z Shape Outline = 25 Replace ~
aste MN-n-|A-l====- %2 ~n ) 5| Aange Quic ;
x ne BT U Saefl-ra-[A-ERSS=|= P Converttosmanan- (%4 VA€ e [5[T EEC 0 shapebttects+ | I Select
Paragiaph Orawing

i 3 1 2 3 4 s 6 7 s B 1

Database Design Fundamentals

(e
.

Type the words “Excel vs. Access” inside the Text Box. Click on the Home tab, then press
CTRL+A. Change the font size to 48.

Click on the Text Box. Press CTRL+C to copy it; press CTRL+V twice to paste two copies of the

text box onto the slide.
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9. Align the three text boxes onto the left side of the screen. Type the following words into each text
box: Excel vs. Access (first textbox), Define the Purpose (second textbox), Create a Plan (third
textbox).

10. The slide should now look like this:

Database Design Fundamentals

* Excel vs. Access
* Define the Purpose

* Create a Plan

Apply a Single Animation to a Text Box

11. Click on the first text box, hold down the Shift key, then click on the other two text boxes.

12. Click on the Animations tab, then click on the Fly In animation from the Entrance group. Click on
the Effect Options button and choose From Right.

Database Design

* Excel vs. Access

|

* Define the Purpos¢Sa

* Create a Plan
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13. With the Animations tab still selected, click on the Animations Pane button. Hold down the Shift

key and click on the second and third animations from the Animations Pane dialog box to select
them.

g- B = High Impact PowerPoint Presentations - PowerPoint
DESIGN  TRANSITIONS ~ ANIMATIONS = SUDESHOW  REVIEW  VIEW  ADD-INS

+ 24 Animation Pane

A = €
%X W w X w > = * * Trigger=
Fade Fiyin Float In split Wipe Shape Wheel Random Bars Grow & Tum |- Effect Add
Options Animation nim:
nced Animation
6 5 1 0 1 3

Animation Pane
b Play Selected

199 % TextBox3: Bxc...[]
* TextBox4: Def...[]
% TextBox & Cre..[]

14. Change the Start option from the Timing group to With Previous; close the Animation Pane.

H- T = High Impact PowerPoint Presentations - PowerPoint
DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW  ADD-INS
A + 24 Animation Pane P Start: With Previous =
W oW K . * *x * € K
o) ~ * - Trigger~ D Durati On Click
Fade Fiy In Float In Split Wipe Shape Wheel Random Bars Grow & Tum |+ Effect Add » With Previous
Options = Animation ~  (®elay eviou
After Pres
..... tion ced Anim:
6 s 4 1 0 1 3

Animation Pane

b Play Selected

Database Design Fundamen

Apply Multiple Animations to a Text Box

15. Press CTRL+M to add a new slide. Choose the Title Only slide layout.

16. Type the words “Microsoft Access” into the text box with a size 80 font.
17. Insert a text box into the slide; type “Information Needed” and “What’s the Purpose into the text

box.

18. Align the text box in the center of the slide and change the font size to 60.

Microsoft: Access

Information Needed?

What’s the Purpose?
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19. Click on the Animations pane and choose Fade from the Entrance group.
20. Click Add Animation and choose Fade from the Exit group.

Bh-E- B = High Impact PowerPoint Presentations - PowesPoint

INSERT ~ DESIGN ~ TRANSITIONS  ANIMATIONS | SLIDESHOW ~ REVIEW  VIEW  ADD-INS

2
o i A NAY - + 4 Animation Pane P Start: On Click
A A = ug
k% * * ok ok & W k| K ST e e
Fade Fly Out Float Out Split Wipe Shap Wheel Random Bars Shrink & Turn Zoom = 2 ) -
z - E £ pe ons - | Animation ~ ter (®Deloy: (0000 -
Animation Timing
Animation Pane
b PlayFrom
1'% % Table13 B
275 J Table13 O

Microsoft- Access

Information Needed?

What’s the Purpose?

21. Click on the Home tab, then click on the drop-down arrow on the New Slide button.
22. Click on Duplicate Selected Slides.

23. Click on the text box on the duplicated slide; press CTRL+A, press the Delete button on your
keyboard.

24. Type “97 Clients”, “14 Employees” and “32 Vendors” inside the text box.

FHOS O Bx-l)- 0 -
HOME  INSERT  DESIGN !
3 Calist
8
Pater

W VIEW  ADD-INS  DESIGN  LAYOUT
[

paste

Microsoft: Access

97 Clients
14 Employees
32 Vendors
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25. Click on the text box and press CTRL+X to cut the text box from the slide. Click on slide #3 and
press CTRL+V paste the text box onto the slide. Align the text box so it is directly over the first
one:

Microsoft: Access
InforMatde Seeded?

whi s

26. Click on Slide #4 and delete it. Go to the Animation Pane and preview the slide. The Entrance
and Exit Animations should all have the “On Click” Timing option selected.

Lesson 3: Insert and Design Tables

1. Click on the Insert tab, then click on the Table button down arrow from the Tables group; choose
a 3 x 5 table.

Click to add notes
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2. Click Design under the Tab Tools tab, under Best Match for Document, choose No Style, Table

BAH S Bx-E- B = High Impact PowerPoint Presentations File 2 - PowerPoint TABLE TOOLS =
[{I3 HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW ~ VIEW  ADD-INS  DESIGN | LAYOUT Shawn |
| Header Row First Column 2 Shading ~ A‘ A~ | — r-/ [-9
Total Row Last Column & A [ | AE=
Best Match for Document Quick = Draw Eraser
/| Banded Rows [_| Banded Columns Styles- B [#PenColor~  Tople

Table Style Options WordArt Styles 1

[HE e T e
nology Summary |

3. Position the Table so that it is just underneath the slide title.

Technology Summary

4. In the first cell in the first row, type the word “Type of Technology”, then press the Tab key, type
the words “Age of Technology” press the Tab key, then type “Estimated Value”.

Select the first row in the Table and press CTRL+B to bold the text.
Click on the Design tab, then click on the Shading button and select Lime, Accent 1, Darker 25%.
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7. Type the follow information into the second, third and fourth rows.

Technology Summary

8. Click on the Table, then from the Layout tab, choose Insert Below from the Rows and Columns
group.

9. Select the last two columns in the last row. With the Layout tab selected, choose Merge Cells.

10. Type the words “Total Value” into the last column of the first row; Type $4,400 into the last cell in
the last row.

Technology Summary

Type of Technology |Age of Technology |Estimated Value

400

Software S
Total Value $4,400
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Lesson 4: SmartArt Graphics and Shapes

1. Click just below the last slide; press CTRL+M to add a new slide, then click on the text box to
delete it.

2. Click on the Design tab, click on the Format Background button from the Customize group.

High Impact PowerPoint Presentations File 3 - PowerPoint 7@

TRANSITIONS ANIMATIONS SUDE SHOW REVIEW VIEW ADO-INS
S o N —
: | Sae-

Format Background

3. Under Fill choose Solid, then choose White, Text 1 as the background color:

EHS B hk-E- D - High Impact PawerPoint Presentations File 3 - PowerPaint 7 @ - &
HOME  INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW  ADD-INS Shawn hyers -
el Aa oI/ Aa 8 L&
..... ———— - ——— e = - - Side  Format
Sz~ Background
Themes Variants Custonize
6 s 4 3 1 0 1 2 3 4 s s -
Format Background
4 FILL
2 ) ®) Solid il
Gradient fill
Picture or testure fil
Pattern il

Hide background graphics

Color £ <

Automatic

Transparend

heme Colors

White, Text |

i More Colors.

 Eyedropper

4. Click on the Insert tab, SmartArt. Choose Process Group and select the Control Block Process

option.
Choose a SmartArt Graphic ?
A
All . .
Lt ==E SR %3 BrEE

Process

w = vee | (I
Hierarchy -
=

Relationship EIE;H ii—? — ==

Matrix

CERCE R U )

yramid
Continuous Block Process

Use to show a progression or sequential
steps in a task, process, or workflow.
Works best with minimal Level 1 and Level

=TT 2 text.
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5. In the first bullet point, type “Months 1-3”; press the Down arrow on your keyboard, then press the
Tab button to insert a bullet point. Press Enter.

6. Type the following list, pressing the Enter button twice after each entry: Analyze System Needs,
Upgrade Operating Systems, Create Training Class.

Type your text here

x

* Months 13
« Analyze System Needs

* Upgrade Operating System

« Create Training Class

. [Ten) Months 1-3
N * [Ted] + Analyze System Needs
2 + Upgrade Operating
. System
. * Create Training Class J
.. | |continuous Block Process

Use to show a progression or sequential
steps in a task, process, or workflow.
Warks best with minimal Level 1 and
Level 2 text,

Learn more about SmartArt graphics

7. Press the Down arrow to select the next shape. Type “Months 4-5”; press Enter, the Tab key,
press Enter again.

8. Type “Hire Web Designer”, press the Enter key twice, then type “Purchase New Database”.

9. Press the Down arrow button to select the next shape. Type “Months 6-7". Press Enter, the Tab
key and press Enter again.

10. Type “Revise Web Site”, press the Enter key twice, then type “Train Staff”.

Type your text here x

* Upgrade Operating
~ System

* Create Training Class

* Months 5-7

Months 1-3 Months 5-7 Months 8-10
: Hire Web Designer  Analyze System Needs
) * Hire Web Designer + Revise Website
of - : Purchase New Database o R o ol 4 10
+ Monthsa10 System * Purchase New * Train Staff

Database

« Create Trajning Class

* Revise Website

 Train Staff =]

Continuous Block Process

Use to show a pragression or sequential
steps in a task, process, or workflow.
Works best with minimal Level 1 and
Level 2 text,

Learn more about SmartArt araphics

11. With the SmartArt graphic selected, click on the Design tab. Under Change Colors, change the
color to Accent 2, Color Filled; Under SmartArt Styles, choose Moderate Effect.
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Apply Animations to SmartArt graphics

12. From the View tab check off Show Ruler and Gridlines.

13. From the Insert tab click on WordArt. Choose Green Accent, Sharp Bevel.

TRANSITIONS ~ ANIMATIONS VIEW  ADD-INS

) A=)
=2 Il s L x
t Photo  Shapes Smartart Chart R Comment  Text
Album = by Apes Box G Footer <

SLIDESHOW  REVIEW

Hyperlink Action
Time Number
Illustrations Apps Links

3 [ 5 ' 4 ' 3 [ 2

Months 1-3 Month 4-5

B - Analyze System Needs § ° Hire Web Designer

- Upgrade Operating System. - Purchase New Database

- Create Training Class

Header WordArt Date &  Slide Object Equation Symbol  Video Audio  Screen
- © - Recording

Months 5-6

| - Revise Website

- Train Staff

14. Move WordArt graphic to the top of the slide so it is easier to see. Click inside the box and press

CTRL+A to select the text.

15. Type the words “Project Timeline”. Click on the Home tab and change the font size to 80.

16. Position the WordArt and SmartArt graphics in the center of the slide. Make sure there is enough

spacing between the graphics.

s

& Months 1-3 ¥ Months 5-6

¥ Month 4-5

= Analyze System Needs * Hire Web Designer

» Upgrade Operating System + Purchase Mew Database + Train Staff

= Create Training Class

Project Timeline
o

* Revise Website
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17. Click on the SmartArt graphic, then click on the Animation tab and choose Fly-In, From Left, One

by One.

High Impact PowerPoint Presentations File 3 - PowerPoint SMARTART TOOLS

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS DESIGN FORMAT

—— 2,
r W W ok * * % =
Fade FlyIn Float In Split Wipe Shape Wheel  RandomBars Grow & Tum |—

Animation
5 4 3 2

[ i

- Type your text here

= Months 1-3
.

- ® Analyze System Needs

.

* Upgrade Operating

System
o . i Months 1-3
* Creste Training Class
® Month 4-5 = Anzlyze System Needs

.
* Hire Web Designer
* = Create Training Class
« Purchase New Database

o~ * Months 3-6

) 'I* 2 Animation Pane b Start

Effect Add
Options~  Animation -

Direction

AN Fompoton

° : From et 4
Project T:X:". 1ne

€ FomBight
I From Bottom-Right

Sequence

.
= Upgrade Cperating System * Purchase New Databajiiued

Trigger~ @ Duration:
% Animation Painter (&) Delay:
wnimation
' 3 4

From Bottom-Left

From Top

.
o®

& OnebyOne

18. With the Animation tab selected, click on the Animation Pane. Click on the down arrow to expand.
Click on the first animation and choose None from the Animation group.

Once you've created a SmartArt graphic, you can experiment with other designs by simply moving the

cursor over the design options. Recall that you can also add Animations so that only one month on the

timeline is show at a time. Here’s another example of what a Timeline graphic might look like:

Project Timeline
e Months 1-3 @ Month 4-5 @ Months 5-6

Analyze Hire Web

System Needs Designer

Upgrade Purchase
Operating N
System Database

Create
Training
Class

Introduction to Computer Applications
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‘Website

Train Staff
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Create an Organization Chart

1.

Open a new Slide presentation with no layout (Blank).

2. Click Insert, SmartArt. Choose the Hierarchy option and choose the Name and Title Organization

Chart.

All
List
Process

Cycle

[
- 5t
I

Hierarchy
Relationship

1]
i 2o

— [1]

Matrix

Pyramid

Picture

e bdd s §

Office.com

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
harizontal and vertical display space for
shapes.

3. Delete the shape in the center of the graphic; enlarge the shape at the top of graphic.

4. With the shape on top of the graphic still selected, click on the Add Shape down arrow in the

Create Graphic group. Choose Add Shape Below.

BHS &Gk O - Presentation10 - PowerPoint
HOME  INSERT  DESIGN ANIMATIONS

TRANSITIONS.

SMARTART TOOLS
SUDESHOW ~ REVIEW ~ VEW  ADD-INS | DESIGN

1)Add Shape ~ & Promote + Moyg

Layouts
6 -1 - 5. 1. -4

= = - = o
= Vﬁ 9%9—3 - OO N
EEE £ E 0 [GEE 7| Change

o 3

Smartart Styles
[ R R 3 4

" Type your text here x
N . [Tex]

5. From the Design tab, choose a Change Colors and a SmartArt style. Add names and tiles to the

graphic:

Project Lead

Tech Advisor Programmer

Web Designer

Michelle Jones

Michael Torres David Taylor

Robert Kelly
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Create a Flowchart using Shapes

Flowcharts are useful when you need to create a document that describes a process for doing things,

such as interviewing job candidates, how to handle payments to vendors and sales order fulfillment. In

this example, we will create a flowchart that describes a process for making payments to vendors.

1. Open PowerPoint and insert a new Blank slide.

Click on the View tab; check off the Ruler, Gridline and Guides options from the Show group.

3. Click on the Insert tab, click on the Shapes button from the lllustrations group. Select the

Process, Decision and Terminator shapes.

EH S T x-E = Presentationd - PowerPoint
HOME  INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW  ADD-INS

Lines
NANSNTLL L LGOS
Rectangles
Oooo0onod
Basic Shapes
EOAMTOASQOD®®
@GLoOoOr Lo
- O0®A~AOOV w4 oY
DA IR
Block Arrows
DGO QOESELFR IS
- € dvnnD Dy RN
G

Equation Shapes

CUAI®®d X ¢ AVAD
Q=00

- RPLAQUCCBEIE
e 28 5k BF [T 71090
Callouts
QOB OO0 A A do i il
~ ¢ A0A0 0
Action Buttons

=1 (2] ] o1 [ (] ] (=0 [B] (6 (21

EHE dhd ae B YT M e O EDABESD T I D

New Table Pictures Online Screenshot Photo  Shapes SmartArt Chart .‘MyApps . Hyperlink Action  Comment  Text Header WordArt Date & Slide Object Equation Symbol Video Audio  Screen

Slide ~ - Pictures - Album ~ Box & Footer Time Number - A *  Recording

Sides | Tables Images Recently Used Shapes Unks Comments Text symbols Media

: S L LedE N\ OO 3 H 1 0 1 2 3
oA L2

4. Click on each shape and align it in the center of the slide. Use the alignment guides to adjust the

size of each shape so that they all have the same width.
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Click on the Process shape; press CTRL+C, then press CTRL+V five times to make copies of the
shape.

5. Move one Process shape to the left of the slide, then move the Terminator shape and two of the
Process shapes to the right side of the slide. Position the remaining shapes in the center of the
slide.

The layout for the flowchart should now look like this:

-
i
:
i
:

6. Click on the Home tab and choose 12 as the Font size. Click on each shape and enter the text as
shown:

Bills are Received

Email to Manager for

Review for Accuracy Approval

Reconcile with Vendor

Upload to Microsoft
Access

Enter data into
Microsoft Excel
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7. Click on the Process shape at the top of the slide; click on Shapes button from the lllustrations

group. Choose Arrow from the Lines group

= flowchart - PowerPoint

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS

Album ~ = Box & Footer - Time Number
Recently Used Shapes Links Comments Text

OAT LS

STLLT NG g

ngles

oLbhooo Bills are Received

pes

NN OQASOOO@®

odOr L ooad

O0@®ANOUXG Cm

. Oy

N Block Arrows

. DAL R SS Review for Accuracy

. ap R

- Equation Shapes
F=R == Reconcile with Vendor

"""" Flowchart
DO0<-JOoodgocoay
CUCONXE X ¢ AVAD

Is Eill

. Qs00o Accurate?
B Stars and Banners

" RO oHEa
) o 2 ok TR [T LI

O LLOOEN N0 | B 2 e

2 STl e G D EDA4BEI T

t Photo  Shapes SmartArt Chart & My Apps - Hyperlink Action  Comment  Text Header WordArt Date & Slide Object  Equation Sy

Symbols

8. Position the cursor over the small black circle at the bottom of the Process shape to the small

black circle at the top of the Process shape just below it.

9. Use a combination of Arrow and Elbow Arrow Connector shapes to connect the shapes together

Bills are Received

Email to Manager for

Review for Accuracy Approval

Reconcile with vendor

Upload to Microsoft
Access

Is Bill
Accurate?

End Process

Enter data into
Microsoft Excel
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10. Click on the Insert tab and choose Text Box; draw a text box onto the slide. Press CTRL+C and

CTRL+YV to create a copy

11. Type “Yes” into the first text box and “No” in the second text box

12. Right-click on each text box and change the fill color to White. Position each text box onto the

flowchart

Recancile with Vendor

Bills are Received

Review for Accuracy

Is Bill
Accurate?

Enter data into
Microsoft Excel

Email to Manager for
Approval

Upload to Microsoft
Access

End Process

13. When presenting a flowchart within a PowerPoint presentation you may want to use the Zoom-In
tool to highlight certain aspects of the flow chart. To activate it, run the slide show, right-click and
choose Zoom-In. Left-click on the mouse to magnify the Zoom-In area; right click the mouse to
turn it off
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Apply Animations to a Flowchart

If you are using the flowchart to explain a process step-by-step, you apply individual animations to each
shape. A good choice for animating shapes within a Flowchart would be the Fade animation. Each arrow
in the flowchart can be animated with the Wipe option and then choosing the Right, Left, Up or Down

Effect option for each arrow:

F flowchart - PowerPoint DRAWING TOOLS
TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS FORMAT
-
r W W W K w ok ®
de Fly In Float In Split Wipe Shape Wheel
Animation
] 5 4 3 ! 2 ! 1 ! o ! 1 ! 2

Is Ell
Accurate?

Enter data into
Microzoft Excel

»* oM

Random Bars Grow & Turn |+

Email to Manager for
Approval

Uplozd to Microsuft
Access

End Piocess

il

Shawn

Reorder Animation
4 Move Earlier

¥ Maove Later

+* 2 Animation Pane P Start: |On Click -
Trigger - @ Duration: |00.50 -
Effect Add -
Options - Animation - 7% Animation Painter  (®Delay: o000 *
[F] Advanced Animation Timing

s [T T =

I

Animation Pane

b Play From

+ Flowchart: Pr... []
+ Straight Arro.. [
% Flowchart: Pr...
“ Straight Arrou.
% Flowchart: De...
“ Straight Arrou.
# TextBox % Yes
% Flowchart: Pr...

55 4 Elbow Conne.. [
""" % TextBox 2% Mo [
% Flowchart: Pr.. [J
65 J Elbow Conne.. [
75 % Elbow Conne.. []
% Flowchart: Pr.. [J
85 + Straight Arro.. [
% Flowchart: Pr.. [J
95 J Straight Arro... [
% Flowchart: Te.. [l
E3
b3

To make the Animations to run smoothly, you will need to adjust the Timing options. Each arrow on the
flowchart should have a Start setting of “On Click”; each Shape that is preceded by an arrow should have
a “With Previous” setting along with a Delay setting of .50. This assures that Arrow set to Wipe will appear

on the side just before the Shape appears:

FHS O Bh-E- F-

HOME  INSERT  DESIGN  TRANSITIONS | ANIMATIONS & SLUDESHOW  REVEW  VIEW
* -
® * * C ‘ff hidg w K
Preview Nene Appear Fade Fiy In Float In split Wipe
Preview Animation

Shape

flowchart - PowerPoint

ADD-INS

w ook

Wheel

= ¥

7
Random Bars  Grow & Turn

.
P
Py
- Effect

Options *

]

+ 2 Animation Pane
Trigger~
Add 99
Animation = ¥ Animation Painter

Advanced Animation
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Lesson 5: Create Charts and Apply Animations

223

1.

Open a new PowerPoint file, then chose Blank under Layout. Click Insert, Chart, Pie chart. A
chart template will open:

»

B0
Fsm I
il “ fwE o o
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3 |andanr
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3
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Sales
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2. Change the chart title to “Funds Raised”.

3. Click on the worksheet and enter the following text:

Employee Funds Raised
Sally 20,000
Joe 25,000
John 45,000
Marty 30,000

coop

Chart Style: Style 5
Quick Layout: Layout 1
Title Font Size: 36
Percentage Font Size: 24

Funds Raised

4. Click on the worksheet to close it. Make the following changes to the chart:
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Create a Chart with Animations

5. Click Insert and choose the Clustered Column chart.

MATIONS  SLDESHOW  °E

il lbild bbb

N
a
2 |
| I I
| I
o

category 1

Chart Title

WSeries 1 W Serios 2 mSeries &

category 2 category 3

Gategorya

H N[+

Delete row 5 and column D on the worksheet, then enter the following information

Income Expenses
Year 1 240,609 196,800
Year 2 300,761 210,531
Year 3 421,065 261,060

7. Close the worksheet; click on the chart and choose the following options:

a. Quick Layout: choose #9
b. Chart Styles: choose #4
¢. Change Colors: choose Color #1

8. Delete all Axis titles. Click on the Chart Area and make it a little smaller. Click on the text and
make the Fonts a size 16. Change the chart title to “Three Year Sales Projection” and change the
Font size to 40.

Three Year Sales Projection

YEAR 1 YEAR 2 YEAR 3

® Income m Expenses
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9. Click on the Animations tab; Choose Wipe.

10. Under Effect Options, choose From Bottom from the Directions group; choose By Element in
Category from the Sequence group.

Presentation10 - PowerPoint

TIONS = ANIMATIONS = SUDESHOW  REVIEW ~ VEW  ADD-INS  DESIGN  FORMAT

T A e X

Flyln Float In Split Wipe

* ok A F .

Shape Wheel  Random Bars Grow & Tum |~

3 0 2

YEAR 1

= Inco

0

YEAR 2

me m Expenses

Copy and Paste a Chart from Excel

11.
12.

13.

i

225

YEAR 3

o
Shawn Myers

Open the Excel File. Click on the Chart and press CTRL+C.

Go to the PowerPoint slide and right-click on the Slide and you’ll see Paste Options. You can now
paste the chart into the slide with the original format, paste the chart into the slide so that it uses
the Theme colors of the slide or paste the chart as a Picture. The last option (Picture) allows you
paste the chart onto the slide without having to adjust the font size or chart area size.

Choose the Picture option. Resize the image so that it is in the center of the slide.

Paste Options:

ER=Rr

Layout
Beset Slide
Grid and Guides...

Buler

Forrnat Background...

Mew Comment

- &
|

Revenue

$200,000

$150,000

$100,000

$50,000

5-

Three-Year Income Projection

Year 1 Year 2 Year 3

W Gross Profit B Operating Profit  m Net Profit
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Lesson 6: Pictures and Screenshots

Open a blank PowerPoint slide.

Click on Insert, Pictures from the lllustrations group; we’ll use a picture file called “Skyscrapers”.

After the picture has been inserted, use the small boxes at the edges of each slide to position the
picture over the entire slide.

4. To add text, click on the Insert tab and choose Text Box.

5. Draw the Text box onto the picture. Type “The City at Sunset” and change the font size to 72.

e

-

You can also layer multiple photos onto one slide and apply an Animation to each slide, which
allows you to “tell a story” using pictures.
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Inserting a Screenshot

1. Go to the Insert tab and click on the Screenshot down arrow. Choose the application that has the
image you want to insert.

FILE HOME IMNSERT DESIGN TRANSITIONS AMIMATIONS SLIDES

A E ohkd e B D B0 as

New Table  Pictures inme Screenshot Photo  Shapes SmartArt Chart Iy a
Slide ~ - tures > Alburn ~ -

Slides  Tables I Awvailable Windows

1 N =

2. Right click on the screenshot and click on the Crop button. Use the markers on each side of the
screenshot to select the parts of the image you want to insert. The area of the image that will be
cut will be shaded in gray:

.......... mrh e e i .
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] ¥ Peapemis oo chi duta poird Tor o8 nw serkisdois .
L - : et workbook [ o Werkboo ks Opan
[ — wati duia peind | i ok
o o
'Ehrw'.‘wu rurrber ol Becent Warkbaoks: 1

3. Click away from the image to paste it into the slide. Screenshots are automatically converted to
picture file, so you can also add one or more Animations.
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Lesson 7: Motion Path Animations

A Motion Path is a type of Animation that allows you to move a table, chart or graphic from one section of
the slide to another.

1.

Open a new slide and apply a Slate design with a Green Yellow Variant.

2. Click on Insert and choose a Picture file to insert. Expand the picture so that it covers the entire

slide.

Let’s now combine a Motion Path with the Grow/Shrink Animation.

Click on the Picture. From the Animations tab, choose Grow/Shrink. Under Effect Options,
choose Smaller. This setting will reduce the image, by default, to 50% of the original image.

B B = MOtion Path - PowerPoint
DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW ~ VIEW  ADD-INS
X : k - * -I* 2 Animation Pane P Start: |On Click
Y : - Trigger - ® Duration: |00.50
I Bounce Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken Lighten || FEffect Add imation Painter | (8 Delay: 5000

Options ~  Animation ~
Animation Direction dvanced Animation Timing

6 5 4 3 2 1 0 1 2 3 - 6 =

‘Iul Horizontal Animation Pane
. b Play From
‘ et 149+ Picture3 O
— Both
© ‘!

1 %
) Aot P

A o
2

1 ‘ - ‘Z‘ Huge
L% w
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4. To make the image shrink and move at the same time, click on Add Animation, More Motion

Paths, Left.

" Bounce Left
3 (@ Curvy Left
1 Decaying Wave

Add Motion Path 2
> ArcUoWT ATCTer
) ArcRight  ArcUp

" Bounce Right
(o) Curvy Right

"\, Diagonal Down Right

B Finurs 8 Enur
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— Left Right
- Curve2

= A Sine Wave @ spiral Left

@ Spiral Right § Spring

™\ Stairs Down ") Turn Down

L. Tum DownRight ~_J Tum Up

[ Turn Up Right 1 up

L. Wave M Zigzag

Special

D Bean 0 Curved square

$3 Curved X £ Curvy Star

0 Horizontal Finuee 8 Y

Cancel

1 - Picture3 [} -

To make the Growth/Shrink and Motion Path animations work at the same time, the Timing option for the
Motion Path must be set to With Previous and the Duration settings for both animations should be
exactly the same; which in this example would be .50. We will also set the Delay to .50 so that the picture

will shrink first, and then move to the left:

Ep = MOtion Path.pptx [Recovered] - PowerPoint
SIGN  TRANSITIONS | ANIMATIONS = SLIDESHOW  REVIEW ~ VIEW  ADD-INS
¢ @, X 2
Lines Arcs Turns Shapes Loops  Custom Path
Animation
6 5 4 3 2 ak 0

+ 2 Animation Pane P Start: |With Previous ~
Trigger @ Duration: [00.50
Z| Effect Add ) f -
Options + | Animation~ " Animation Painter (® Delay: 00.50
I Advanced Animation Timing
3 T4 5 i6 A

Animation Pane
b Play From

199 J Picture 3 O
~— Picture 3 (]
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Every motion path has a default setting in terms of the actual distance the object (in this case a picture)
will “travel” down a path. For this example, we want picture to shrink 50% and move to the left without
completely moving off the slide. We can experiment with different settings in order to prevent this by
clicking on the left arrow on the Motion Path so that it becomes a small red circle. We would now hold
down the Shift key, then use the mouse to increase or decrease the distance that the object moves
down the path:

Use the Preview button from the File tab to make the necessary adjustments.

The purpose for doing a Motion Path for this slide is to show a picture, describe it verbally, then show
details that describe the meaning of the picture. In this example, the picture was enlarged to cover the
entire slide. Let’'s now insert a Table that can be seen after the picture shrinks and moves to the left side
of the slide. To do this, we will create the Table on a different slide, then copy and paste it onto the slide
with the picture. The Table with have the last position on the Animation Pane, with the Timing set to On
Click:
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Lesson 8: Presenting Your Slides

Apply Slide Transitions

1. Click on the Transitions tab; choose a type of Transition: Subtle, Exciting or Dynamic Content.
2. Choose an Effect Option: This controls the direction of the slide transition, such as right, left, up,
down, vertical or horizontal.

3. Choose from the following options under Timing; Sound/No Sound, Duration, and whether to
advance the slide automatically or to only advance it by using a mouse click.

B HS OBx-E- &- Lesson 1 Fundamental Skills Review_final - PowerPaint
HOME  INSERT  DESIGN = TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW  ADD-INS
E ), Sound: |[No Sound]  ~| Advance Slide
i D Duration: 0125 7 [¥] On Mouse Click

‘-J é @ ‘ﬂ‘ 2 ; M‘ g [:! Ll‘ g npn;:-,- I3 Apply To All After: |00:00.00 ©
Cut de ush Vipe Cover Flash .

Split Reveal Random Bars Shape Incover

= M " ™ KX = P

Curtains Wind Prestige Fracture Crush Peel OFf

M E X B m =

W > = @
Airplane Origam

O O @
Cube ors Box

Wim
n

It is usually best to use a mix of different types of Transitions throughout your presentation. For example,
you can use Dynamic Content Transitions for the first few slides of the presentation, followed by a mix of
Subtle and Exciting Transitions for the rest of the presentation.

Customize a Slide Presentation

There may be times where you have a presentation that you need to present to different groups, and you
don’t want to show all the slides for every presentation. You can create and save one or more Custom
presentations, so that you have a separate one for each audience.

1. From the Slide Show tab, click on Custom Slide Show; choose Custom Shows, New...

Microsoft: Excel Microsoft- Access

1 ployee File

Vendor File

Contractor File

Client File ]
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2. Choose a name for the slide show, which will be “Microsoft Access Overview” Check off the
Slides to be included in the Custom Show. Click the Add button, click OK, then Close.

()
[¥] 3. slide 3
[V 4.5lide 4

Client File

' Contractor File

3. To run the custom show you just created, you would go to Custom Show and choose the show
listed (Microsoft Access Overview).

Record Slide Shows with Voice Narration

1. Write down what you will say before you get started. This will help avoid spending too much time
re-recording your voice every time you make a mistake.

2. Plug the microphone to the computer, then click on the Slide Show tab and choose Record Slide
Show; Record From Beginning. In this example we’re going to keep the Record Slide Show
default settings; press Start Recording.

3. Speak into the Microphone and use the arrow keys to navigate through the presentation.
Remember to not speak during slide transitions, as your voice will not be recorded during the
transition from one slide to the next.

4. When finished, press the Escape key. Play back the presentation and re-record any of the slides
that you are not satisfied with by clicking on the slide, then choose Record Slide Show, From
Current Slide.

B; H ©- 0 T =]~ —El s Microsoft Access Overview - PowerPoint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
—_— —_— —_— ol §Y o .
c=ip) L F l;l— L'\'_T s A /'»\ Y1 Play Narrations ﬁ Monitor: | Automatic
& v 5 & . X - = N .
o e - o | Use Timings
From From Present Custom Slide SetUp Hide Rehearse Record Slide Use Presenter View
Beginning Current Slide  Onlfine~  Show ~ Slide Show Slide  Timings  Showv ' Show Media Controls

Start Slide Show §D Start Recording from Beginning.. Monitors
3 2 1

| [ﬁ‘ ‘ n - ———
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5. To delete the slide show recording from the presentation, click on the Record Slide Show button
and choose what you want to delete from the Clear drop-down menu.

m H - 0 3 + =~ 'T] ® Microsoft Access Overview - PowerPoint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
™ T ™ = 1 3C 3 Play -
Y ’l I') 'Tr-l—- F‘?T £ {“ o) X1 £l Namations 7 Monitor: | Automatic
- ~ Ll - <= | Use Timings
From From Present Custom Slide  SetUp  Hide  Rehearse Record Slide X Use Presenter View
Beginning Current Slide  Online*  Show ~ Slide Show Slide  Timings  Shows ¥/ Show Media Controls
Start Slide Show &b Start Recording from Beginning. Monitors
s 6 3 3 2 1

) Start Recording from Current Slide

Clear Clear Timing on Current Slide

Clear Timings on All Slides

Lesson One

se Design Fundamentals Clear Narration on Current Slide

Clear Narrations on All Slides

Using Video Clips

1. Click on the Insert tab, then click on the Video down arrow from the Media group.

Presentation! - PowerPoint

Transitions Animations Slide Show Review View Add-ins Help P Tell me what you want to do

D 2 +
il s ai B OY O Bl @ = D EHQD ABE T
Comment  Text Header WordArt Date& Slide Object  Equation
Box &Footer ~  Time Number -

WL DI

Video Audio Screen
- Recording

Cg Qnline Video
[Z1 Video on My PC...

=]

New  Table | Pictures Online Screenshot Photo  Shapes lcons 3D Smartdtt Cham gy adgujns - Zoom

Siides - Pictures  + Alum- - Models - -

Slides ~ Tables Images lllustrations Add-ins Links Comments Text mbo
. 6 . 5 . 4 . 3 . 2 . 1 . [)

1

You can choose an Online video or a video file you have on your computer. The later versions of
PowerPoint might display YouTube as an option for choosing an Online Video.

Insert Video

YouTube Foothall Rules| x
Terms of Use. Privacy Policy.

From a Video Embed Code
Paste the embed code to insert a video from a web Paste embed code here L4
site

@&

itle

Let's say that we already have a video file saved on the computer; choose Video on My PC.

2. After the video file appears on the slide, click on it and then click on the Format tab from the
Video Tools tab
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3. Click on the down arrow from the Video Styles group and choose Relaxed Bevel Perspective
from the Intense group.

4. Click on the image, then click on the Playback tab from the Video Tools group.

5. From the Video Options group, choose Start, then choose “On click” (if it's not already selected).
Click on the Volume drop-down button to make sure the Volume is set to “High”.

6. From the Editing group, click on the Trim Video button.

The video can be edited so that only a specific time frame is shown to the audience. This will prevent
you from having to rewind and fast forward during the presentation. You can use the Red and Green
markers to adjust the start and stop times on the video:

a. Set the Start Time to 00:070; press the Tab key.
b. Setthe End Time to 0035.02; press the Tab key, click OK.

7. Play back the video to make sure it works.

Printing Handouts for your Audience

1. Click on the File tab and choose Export; choose Create Handouts.
2. Click on the Create Handouts button under Create Handouts in Microsoft Word.

3. Choose Blank lines next to slides; click OK.

Export

Create Handouts in Microsoft Word
®  Putslides and notes in a Word document
® Edit and format content in Word

Create PDF/XPS Document

Create a Video = Automatically update slides in the handout when the presentation changes

=
Package Presentation for CD Create
Handouts

Create Handouts

O [ 0

N
)

Change File Type
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Database Design
using Access

Topics Covered (New for 2021)

235

Create and Design Tables
Create a Query

Create and Design Forms
Create and Design Reports
Export Reports to Excel
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Lesson Two: Create and Modify Tables

1. Go to the Create tab, then click on the Applications Parts drop-down list from the
Templates Group. Go to Quick Parts and choose Contacts.

[~ "] [g Database9: Database- C:\Users\Shawn Myers\Document=\Database3.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Table Fields  Table £ Tell me what you want to do
e = B W 1]
FED BRSO (@ ] G A
& Nav - 2] Class
Application|  Table Table SharePoint | Query Query | Form Form Blank (=3 Navigation Report Report Blank [ Macro [ Class Module
Parts Design  Lists Wizard Design Design  Form [ More Forms ~ Design Report = g 2] Visual Basic
Blank Forms ries Forms Reports WMacros & Code

? J ?J J ,J - [Click toAdd -

T ght 1Top 2 Right 2Top W)
Details Dialog List Media
Msgbox Tabs
Quick Start
d B & &
Comments  Contacts ssucs Tasks
Users

2. You will be prompted to close any tabs that are open; Click yes, then click Enable
Content.

You will see that a table was created along with other Objects you might want to include
in the database. Click on each Object to see what it looks like, then delete whatever it is
that you don't need.

File Home Create External Data Database Tools Help O Tell me what you want to do
— B Wi - ]
DE 0 BE EE0Z @0 0w A
- = Mavi w ] 55
Application Table Table SharePoint Query Query Form  Blank B Navigation Report Blank Macro s Class Module
Parts ~ Design  Lists ~ Wizard Design Design Form  [E5 Mare Forms ~ Design Report 2] Visual Basic
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All Access Obj... 82 «
Search. ,O
Tables ES
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B ContactsExtended

Forms B
§| ContactDetails

E ContactDs

E ContactlList
Reports

I8 ContactAddressBook
@ contactiist

@ contactPhoneBook

d abel
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3. Let’s say that we don't need to include any Reports. You can click on the first
Report, hold down the Shift key, click on the last report, and then press the
Delete key.

File Home Create External Data Database Tools Help 5 Tell me what you want to do
EE D BE OS] 0 wo | J e
N = - ]
Application  Table Table SharePoint  Query Query Form  Blank 5 Navigation Report Blank Macro 168 Class Module
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e ~ | Contact Details Save & New | Save &Close
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F ContactsExtended First Name Last Name
Forms Py
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i Label

Importing Excel Files

1. Open up a blank database. click on External Data, New Data Source, from file,
Excel.
Database10: Database- C:\Users\Shawn Myers\Documents\Database10.accdb (Access 2007 - 2016 file format) - Access

Fle  Home Create External Data Database Tools Help Table Fields Table S Tell me what you want to do

aved Imports 7\ = Y CCEss
2 Saved Import E(@J@EEEE@A

=R rP|
E el s Saved Dataverse Excel Text PDF  Email o0 jeeedlMetce
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A D From File > @Eﬁcel

Sey
T [%] From Database : @ HTML Document

Export

id -

I:% From Online Services » ,;2 XML File

I:EL From Other Sources > @ Text File
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2. You will then be prompted to locate the file that you want to import. Click on the
Browse button and double-click on the file. Click OK and then you see the
worksheets that are on the file. Let’s start with the first one, which is Employees.

File Home Create External Data Database Tools Help Table Fields Table R Tell me what you want to do

? 2 Saved Imports = © @ E‘ LQ‘ @E 18 Access
7 — L e
New Data 2 Linked Table Manager &G Word Merge
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All Access Obje... © « |~ Tt X | 5 import Spreadshest Wizard x|
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B Tablet

(®) Show Worksheets
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Sample data for worksheet Employees'.

1[ast Name n ddress Founty ~
[2 enere rt Chemel, James L Cpa B W Cerritos Ave #54 ridgepor
e ris K1 nristopher A Esg 228 Runamuck P1 #2808 altimore

3. Click Next, and let’s check off where it says, “First Row Contains Column
Headings”. You will then be given the option to make any changes to the Field
Headings.

External Data Database Tools Help  Table Fields  Table £ Tell me what you want to do

~ ® 6 E 8 5 0

B We
VaNager | ed Dataverse Excel Text PDF  Email O WordMerge
Exports File orXPS 8 More~
Export

s

® « Tablel < 2] Import Spreadsheet Wizard b4
D - [click to Add -
§e)
* (New)

Microsoft Access can use your column headiny r table. Does the first

raw specified contain column headings?

%ﬂrst How Contains Column Headings

4. Let’s keep the current settings and click “Next”. You will then be asked about
creating a Primary Key, which is something that uniquely identifies each record in
the Table. For this database, let us use a Primary Key that will be created for us,
because each record will be uniquely identified by a number. Click “Next”.

Database Tools Help Table Fields  Table £ Tell me what you want to do

e = O I Baces
PEEaLS
Dataverse Excel Text PDF Email 0m WordMerge

s File orXpS B8 More v
Export

> =] Import Spreadsheet Wizard x
) - | Clickto Add -

(New) Microsoft Access recommends that you define
uniquely identify each record in your table

. for your new table. A primary key is used to
trieve data more quickly.

@letAecess sdd primary key.

anven= @

(O Choose my own primary key.

(ONg primary key.

First Name [Company Name [pddress Coun
rc knemel, James L Cpa B W Cerritos Ave #54 Brid|a
Kris ing, Christopher A Esq P28 Runamuck P1 #2808 Balt
Minna Dorl, James J Esq p371 Jerrold Ave ulp
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For this database, we don’t need to save the steps so click on “Close”.

5. Double click on “Employees” to open the Table; and you'll see all the entries.
Right now, the Tables is in what is called Datasheet View.

File Home Create External Data Database Tools Help Table Fields Table L Tell me what you want to do

@ 2 Saved Imports = \/@J @ E ’L__I\_‘ [‘ﬂjz’ ) Access

e s =
NewData 22 Linked TableManager | ¢,y Dotaverse Excel Text PDF  Email O Word Merge

Source ¥ Exports File orXPS B8 More ~
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All Access Obje... © « |[EEEEEEAI S Ewployees
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} k’ﬂ Venere Art Chemel, James 8 W Cerritos A\ Bridgeport Gloucester N 08014 856-636-8749 856-264-4130 art@venere.or http://www.ck
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I
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5 Slusarski Alisha Wilz Power 10 3273 State St Middlesex Middlesex NJ 08846 732-658-3154 732-635-3453  alisha@slusars http:

6. When you go to the Home tab, and then click on “View”, you will see another
option called Design View.

File Home Create  External Data  Database Tools  Hel, Table Fields ~ Table £ Tell me what you want to do
P
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This allows you to add more Fields and control the way the records are formatted by
assigning was called a Data Type.

7. Click on the Data Type next to the phone number. Each Data Type can be
customized using options under what is called “Field Properties”

All Access Obje... @ « | £ vabler x [T employees

— ,O Field Name Data Type
ek Ll AutoNumber
Tables A . LastName Short Text
= Employees | | First Name Short Text
&8 Tablel Company Name Short Text
Address Short Text
County Short Text
City Short Text
State Short Text
Zip Code Short Text
Home Phone Short Text v
Cell Phone Short Text
Email Address Short Text
Website Short Text
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8. We can then click on what is called an Input Mask, which allows you to apply a
format every time a record is entered into the database under that Field. We can

click on the ellipsis next to the Input Mask and you will see a phone number input
mask. Click Finish.

General Lookup

Field Size 255
Format =
Input Mask [m
Il Access Obje... © « | Tabiet X | employees
e yol Field Name Data Type
Tdbl ¥ ip AutoNumber
ables ES
Last Name Short Text
: 1 Mask Wi
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State Short Text | To change the Input Mask list, dick the Edit List button.
Zip Code Short Text | Input Mask: Data Look:
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Cell Phone Short Text g;ocal‘)z:‘“"“' Ntier gg 01;8264173};?30
Email Address Short Text Extension 63215
Website Short Text Password ANeRN
Long Time 1:12:00 PM v
Trylt: |
Edit st Cancel Erish
. .
Lesson 3: Create Queries and Export Files to Excel
1. Go to the Client Table, then click on the Create tab and choose Query Wizard
from the Queries Group. Choose Simple Query.
File Home Create External Data Database Tools Help Table Fields Table L Tell me what you want to do
PEE == # Form Wizard 0 &% Modul
BE D BR E@xZ0OIm™ W ] [ ] Gumwa | L] S
Application = Table Table SharePoint Query Query  Form Form Blank [ Navigation - Report Report Blank (@) .\ Macro sk Moduile
Parts ~ Design  Lists ~ Wizard Design Design Form [E§] More Forms ~ Design Report = ] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... © « |~ Cllents X i - E—— i i i :
o LastName ~ FirstName - Address -~ City - State ~ ZipCode -~ County -~ Home Phont ~  Cell Phone -~ Email Addre
ram“ € Minna 2371Jerrold Av Kulpsville  PA 19443 Montgomery 215 215-422-8694 minna_amig
O Cient - Berganza Heike 3 Railway Ave { Little Falls NJ 07424 Passaic 97, 3-822-8827 heike@gma
ients

Brideau Junita 6 S Broadway S Cedar Grove NJ 07009 Essex 9 -582-5469 _ jbrideau@a
g Caiafa Ronny 73 Southern BI' Philadelphia PA 19103 | New Query ?

Canlas Erinn 13:S Hacienda [ Livingston NJ 07033 | T A A A A e

Chui Ezekiel 2 (8dar Ave #8 Easton MD 2601 | mﬁg};fﬁgm

Corbley Candida 406 Main St Somerville NJ 08876 Find Duplicates Query Wizard

Cousey Sylvia 287 Youngstow Hampstead MD 21074 | Tind Unmatchec Query Wiz
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2. From the Query Wizard dialog box, choose First Name, Last Name and e-mail

address.

All Access Obje... © « | = Cents >

B Last Name
Search..
Tables
T clients
&3 Donors

B3 Eemployee

» g

Amigon
Berganza
Brideau
Caiafa
Canlas
Chui
Corbley
Cousey
Coyier
Crupi
Emard
Ennaco
Eroman

Eranrocran

~ | FirstName -

Minna
Heike
Junita
Ronny
Erinn
Ezekiel
Candida
Sylvia
Detra
Delisa
Franklyn
Teri
llene
Ralland

Address -~ City -
2371 Jerrold Av Kulpsville PA
3 Railway Ave1 Little Falls NJ
6 S Broadway S Cedar Grove NJ
73 Southern Bl Philadelphia PA
13 S Hacienda [ Livingston NJ
2 Cedar Ave #8 Easton MD
406 Main St Somerville NJ
287 Youngstow Hampstead MD
96950 Hidden L Aberdeen MD
47565 W Grand Newark NJ
4379 Highway 1 Philadelphia PA
99 Tank Farm R Hazleton PA
2853 S Central | Glen Burnie  MD
I7IA Charent A Datarcnn NI

State

ZipCode -~ County ~ Home Phont~ CellPhone - Email Addr¢
Simple Query Wizard
| Which fields do you want in your query?
‘ You can choose from more than one table or query.
Tables/Queries
Table: Clients v
Available Fields: Selected Fields:
[Address ~ > [First Name
City Last Name
State >>
Zip Code
| County L=

3. Click Next and rename the Query, “Client Emails”; then click Finish.

All Access Obje... @ « | — Clents

— go Last Name -
S Amigon

. Berganza
Brideau
Caiafa

Canlas

Chui

Corbley
Cousey

Tables
=]
3
3

Clients
Donors

Employee

Coyier
Crupi
Emard
Ennaco
Eroman

| Francescon

First Name -~

Minna
Heike
Junita
Ronny
Erinn
Ezekiel
Candida
Sylvia
Detra
Delisa
Franklyn
Teri
llene
Rolland

Address ~ City - State
2371 Jerrold Av Kulpsville PA
3 Railway Ave { Little Falls NJ
6 S Broadway S Cedar Grove NJ
73 Southern Bl Philadelphia PA
13 S Hacienda [ Livingston NJ
2 Cedar Ave #8 Easton ™MD
406 Main St Somerville NJ
287 Youngstow Hampstead MD
96950 Hidden L Aberdeen MD
47565 W Grand Newark NJ
4379 Highway 1 Philadelphia PA
99 Tank Farm R Hazleton PA
2853 S Central | Glen Burnie  MD
2726 Charcot A’ Paterson NJ

ZipCode ~ County ~ Home Phont -~ Cell Phone - Email Addre ~
Simple Query Wizard
What tile do you w: ¥?
Client Emails
That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query’s design?

(® Open the query to view information.
(O Modify the query design.

Let’s expand the column so it is easier to see. Save it, then close all the tabs.

4. Click on the Client Table, then click on Design View.

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
@ A Cut ? 21 Ascending %7 Selection v , 5 New > Totals &, Replace Calibri 1
View [® copy Filter Z | Descending & Advanced v Refr’e;;\ IS save 3¢ Spelling Find —> GoTo~ T ¢
A ' Al X Delete v FEH More~ [ Selectv Bk N
Undo N Sort & Filter Records Find Text Fol
A” ACC( Datasheet View |
=y v FirstName - Address -~ City - State v ZipCode ~| County ~ HomePhon¢~ | CellPhone -
Tables @ Qesiwv'.ew Minna 2371 Jerrold Av Kulpsville PA 19443 Montgomery 215-874-1229 215-422-8694
iaen - Heike 3 Railway Ave/1 Little Falls NJ 07424 Passaic 973-936-5095 973-822-8827
} Junita 6 S Broadway S Cedar Grove NJ 07009 Essex 973-943-3423  973-582-5469
B oonors | | caiafa Ronny 73 Southern Bl Philadelphia  PA 19103 Philadelphia  215-605-7570 215-511-3531
B Employee 1 Canlas Erinn 13 S Hacienda [ Livingston NJ 07039 Essex 973-767-3008 973-563-9502
Queries 2 \ Chui Ezekiel 2 Cedar Ave #8 Easton MD 21601 Talbot 410-669-1642 410-235-8738
2 Client Emails | | Corbley Candida 406 Main St Somerville NJ 08876 Somerset 908-275-8357 908-943-6103
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5. In Data Type, use the down arrow to change it to Hyperlink. Then right-click on
the Clients tab and save it; then close it.

All Access Obje... @ « |= Clients X |

Field Name

—— s B | Last Name
e 2 8 First Na'I'ne
3 Clients Address
B3 Donors . City
j Employee State
Queries A Zip Code
@ Client Emails Loty

Home Phone

Cell Phone

Email Address

Social Security Number
DOB

Notes

Exporting data to Excel

Data Type
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
v
Number
Date/Time
Long Text

6. Double-click on the client mailing address Query, click on the External Data tab,

and choose Excel under Export.

Create Database Tools

@ 72 Saved Imports

File Home External Data

K = ) =
New Data lF" EURES S R Saved Dataverse Excel PDF  Email @ g
Source ¥ Exports I} or XPS ﬁ More v
Import & Link Export
All Access Obje ® « |CF Client Mailing Address
‘ First Name - LastName ~ Address ~ City
Search.. ,O . . .
— ’ Amigon 2371 Jerrold Av Kulpsville
Heike Berganza 3 Railway Ave/ Little Falls
j Clients ) .
Junita Brideau 6 S Broadway S Cedar Grove
2 ponors Ronny Caiafa 73 Southern BI' Philadelphia
B Employee Erinn Canlas 13 S Hacienda [ Livingston
Queries Ezekiel Chui 2 Cedar Ave #8 Easton
B Client Emails Candida Corbley 406 Main St Somerville
3 Client Mailing Address Sylvia Cousey 287 Youngstow Hampstead
Detra Coyier 96950 Hidden L Aberdeen

Introduction to Computer Applications

£ Tell me what you want to do

S @ BE S Y e

State

PA
NJ
NJ
PA
NJ
MD
NJ
MD
MD

-

Zip Code
19443
07424
07009
19103
07039
21601
08876
21074
21001

v
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7. Under “Specify the file name and format”, choose a location for where you want
the file to be exported to. In this example, the file location is already selected.
Under “Specify export options”, check off the “Export data with formatting and
layout” and the second option that opens up the file after it has been exported;
click OK.

6 S Broadway S Cedar Gr
73 Southern Bl Philadel
13 S Hacienda [ Livingstd
2 Cedar Ave #8 Easton
406 Main St Somervi
287 Youngstow Hampste
96950 Hidden L Aberded
47565 W Grand Newark
4379 Highway 1 Philadel
99 Tank Farm R Hazletor]
2853 S Central | Glen Bur]
2726 Charcot A" Patersor]
506 S Hacienda Atlantic
4 Ralph Ct Dunelle
383 Gundermai Coatesv
92 Main St Atlantic
8573 Lincoln BI' York
7563 Cornwall | Denver
60480 Old Us H Preston
14302 Pennsyh Huntingi

5 Green Pond F Southan
7R Rrankc Qt #Q Flaminod

Export - Excel Spreadsheet ? X
Select the destination for the data you want to export
Specify the destination file name and format.
File name: | C:\Users\Shawn Myers\Documents\Client Mailing Address.xlsx Browse...
File format: | Excel Workbook (*.xIsx) )

Specify export options.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such
as OLE Object.

Search for “Import™ in Microsoft Access Help for more j

Export data with formatting and layout.

Select this option to preserve most formattin nformation when exporting a table, query, form, or report.

[~] iOpen the ation file after the export operation is ¢

Select this option to view the results of the export operation. This option is available only when you export formatted data.

Lesson 4: Create a Form

1.
Wizard.

Double-click on the Employee Table. Click on the Create tab and go to the Form

o
File Home Create External Data Database Tools Help Table Fields Table 5 want to do
== ] 2
ﬁA E] [_:‘1 ] [_;1 E = E 7 Form Wizard Jf {7 Report Wizard Q &5 Module
N =N . ) 1o

Application  Table Toble SharePoint Query Query = Form Form Blank ) Navigation port Blank (] 10 Macro [#9 Class Module

Parts v Design  Lists ~ Wizard Design Design Form B8 More Forms ~ Design Report )] Visual Basic
Templates Tables Queries Forms Reports Macros & Code

All Access Obje...
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2. Click on the two arrows to select all the Fields, then click Next.

a E
File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
E @ @ @ @] @ E 7 Form Wizard '@ D t_‘)? Report Wizard g': Module
Application Table Table SharePoint = Query Query Form Form Blank Navigatian.s Report Report Blank Labels Macro r;.. Class Module
Parts ~ Design  Lists v Wizard Design Design Form More Forms v Design Report @] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... @ « | Employee X
oo jo! D ~ | LastName - FirstName - CompanyN:~ Address - County -~ City State ~ ZipCode ~ HomePhont~ C
Tables % 1 Venere Art Chemel, James 8 W Cerritos Ay 5 4l
= 2 Marrier Kris King, Christopt 228 Runamuck | Form Wizard 1
B Clients
3 Amigon Minna Dorl, James J E: 2371 Jerrold Av | = | Which fields do you want on your form? ]
& oonors 4 Nicka Bette SportEnArt 65 33rd St [ —— 1
1 employee 5 Slusarski Alisha Wtlz Power 10: 3273 State St - You can choose from more than one table or query. £]
6 Chui Ezekiel Sider, Donald C 2 Cedar Ave #8 1
7 Stenseth Ernie Knwz Newsrad 45 E Liberty St 2
8 Glick Albina Giampetro, An' 4 Ralph Ct | £]
9 Malet Blair Bollinger Mach 209 Decker Dr 1
10 Mastella Marjory Vicon Corporat 71 San Mateo A Seicch el 1
11 Klonowski Karl Rossi, Michael 76 Brooks St #9 County ~ 0
12 Monarrez Amber Branford Wire 14288 Foster A ;::;ym 1
13 Juhas Deeanna Healy, George 14302 Pennsylh Q Zip Code 1
14 Vanausdal Jamal Hubbard, Bruce 53075 Sw 152n¢ < Z:J’";::‘ ]
15 Morocco Elly Killion Industri 7W 32nd St << | |Emai Address 1
16 Reitler Laurel QAService  6Kains Ave 1
17 Crupi Delisa Wood & Whita 47565 W Grand 7]
18 Papasergi Rory Bailey Cntl Co I 83 County Roac Cancel Next > Einish 7l
19 Haroldson Cheryl New York Life | 92 Main St
3. Keep the first layout option, then click Finish.
a E
File ~ Home Create ExternalData Database Tools Help Table Fields Table £ Tell me what you want to do
@ il m @ @ ?@ [P Form Wizard -{@ D [ Report Wiard & Module
Application Table Table SharePoint  Query Query Form Form Blank Nawigetio Report Report Blank Labaks Macro % Class Module
Parts ~ Design  Lists v Wizard Design Design Form Wore Bormi~ Design Report )] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... © « |~ Employee
ey 0 D ~ | LastName - FirstName - CompanyN:~ Address - County ~ City State ~ ZipCode - HomePhont~ Ce
Tl % 1 Venere Art Chemel, James 8 W A p . . 35¢
- 2 Marrier Kris King, Christopk 228 Runamuck | Form Wizard 10
B3 Clients
3 Amigon Minna Dorl, James J E: 2371 Jerrold Av What layout would you like for your form? 15
& Donors 4 Nicka Bette SportEnArt 65 33rd St R — _ = 10
3 employee 5 Slusarski Alisha Wtlz Power 107 3273 State St 32
6 Chui Ezekiel Sider, Donald € 2 Cedar Ave #8 10
7 Stenseth Ernie Knwz Newsrad 45 E Liberty St 201
8 Glick Albina Giampetro, An 4 Ralph Ct 132
9 Malet Blair Bollinger Mach 209 Decker Dr 15
10 Mastella Marjory Vicon Corporat 71 San Mateo 2 } 10
11 Klonowski Karl Rossi, Michael 76 Brooks St #9 908
12 Monarrez Amber Branford Wire 14288 Foster Ar | p15
13 Juhas Deeanna Healy, George ' 14302 Pennsyh | L — 15
14 Vanausdal Jamal Hubbard, Bruce 53075 Sw 152n¢ 132
15 Morocco Elly Killion Industri 7W 32nd St 14
16 Reitler Laurel QAService  6Kains Ave 10
17 Crupi Delisa Wood & Whita 47565 W Grand 73
18 Papasergi Rory Bailey Cntl Co | 83 County Roac Cancel <Back Einish 70
19 Haroldson Cheryl New York Life | 92 Main St
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4. Another way to create a Form is to click on the Table and then choose one of the
templates. Go to More Forms and click on “Split Form”

u Lesson 4 File : Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do

B BEEEOT™  {] ] ] G| [ A

Navigation v ﬁ‘ﬂ Class Module

Application Table Table SharePoint Query Query Form Form Blank Report Report Blank Labels Macro
Parts ~ Design  Lists v Wizard Design Design Form | More Forms .[ Design Report ﬂ Visual Basic
Templates Tables Queries Form: Reports Macros & Code
. = =5 Empt ’ - Multiple Items
All Access Obje... @ « = Employee X |
— jol D + LastName - | First Name ess - County ~ City - State ~ ZipCode -~ |
"Tal;’le‘s - Venere Art @ Datasheet \ Bridgeport  Gloucester  NJ 08014 |
B Client s 2 Marrier Kris altimore Baltimore City MD 21224 .
Lhients
: 3 Amigon Minna - Solt k ulpsville Montgomery PA 19443 ]
; s - orm
= ponors 4 Nicka Bette £ ston Delaware PA 19014 |
= employee 5 Slusarski Alisha Middlesex Middlesex NJ 08846
6 Chui Ezekiel E Modal Dialog r Ave #8 Easton Talbot MD 21601 .
7 Stenseth Ernie nrwervewarue o e wdrty St Ridgefield Park Bergen NJ 07660

5. You can see that this template creates a form that shows you one record at a
time; and also shows the entire table. When you click on each record, it is
displayed in the form. Right-click on the Form icon, and then click Save. Name
the form “Enter Employee Data”.

@ [ Lesson 4 File: Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Form Layout Design Arrange  Format S0 Tell me what you want to do

F] J I colors ~ EI [_B & [_ U = _—L Eflﬂ D

[y Bl Ac O[] @

View  Themes o Add Existing Property
A Fonts > N
10 3 LA] Fon = Fields Sheet
Views Themes Header / Footer Tools
O 0 Employee X | S| Emip,
All Access Obje... @ « [ empiovee X[ [&] seve
se s | Employ g, cose
Tables 2 Ml
B Clients 3 Close An
IC Delaware
T employes e ¢
Last Name FE Loyout View oA
-‘L\'x.' Design View
First Name Marjory Zip Code 19087
Company Name | Vicon Corporation Home Phone 610-814-5533
Address 71 San Mateo Ave Cell Phone 610-379-7125
County Wayne Email Addre mmastella@mastella.com
http://www.viconcorporation.com
[[+] « LastName - FirstName - CompanyN: - Address - County - City - State - ZipCode - HomePhoni - CellPhone -
1 Venere Art Chemel, Jame: 8 W Cerritos A\ Bridgeport Gloucester NJ 08014 856-636-8749 856-264-4130
2 Marrier Kris King, Christopk 228 Runamuck Baltimore Baltimore City MD 21224 410-655-8723  410-804-3694
3 Amigon Minna Dorl, James J E: 2371 Jerrold Av Kulpsville Montgomery PA 19443 215-874-1229 215-422-8694
4 Nicka Bette SportEn Art 6533rd St Aston Delaware PaA 19014 610-545-3615 610-492-4643

245 Introduction to Computer Applications



6. Let’s look at another way to create a new Form. Double-click on the clients Tab,
and from the view down arrow choose Design View.

@ [H  Lesson 4 File: Database- C:\Users\Shawn Myers\Downlosds\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access
File Home Create ExternalData Database Tools Help Table Fields  Table 2 Tell me what you want to do
(NET L C <7 7 n~ m " T Totals \
HEJ Cut y \ Selectio y T New otals &) Replac Calibs P
‘ Vs [ Copy Fikter \8 Adv Refreaty T8 Sav Spelling Find GoTo 2 2 5 B =.
- Al < Delete ~ [E5More~ [ Select el b —
Undo s &7 1t & Filter Records Find Formatting
B A- | Datasheet View
All Acce == = = —_— = = = = = =
- - IrstName - | Address - City State - ZpCode - County - HomePhone- CellPhone ~ | Emall Addre - Social Secur « DOB - CicktoAdd -
S RE| Design View 19443 215-422-8694 1 10/4/1990
- 07424 973-822-8827 1/2/1992
ts
u 07009
R ! o 19103
Erinn
or Ezekie
3 ata bley Candida
usey

Click on the blank space under
Field Name and type in the

word, “Notes”. Press the Tab Tables
key, and under Data Type —
choose Long Text and that = e
gives us a new Field. Anyone B s

that wants to use the form to
type in notes, or copy and paste
text from another application
has a space to do it.

Right-click on the clients Tab and click S

File Home Create External Data Database Tools
T 2 il % Insert Rows
= C% (=]
View" = Primary Test Validation = Delete Rows
; Key Rules E Modify Lookups
Views Tools
i ® T Clients
All Access Obje... © « | == Clients

,O Field Name
¥ | Last Name

Introduction to Computer Applications

All Access Obje...

9 « | Clients
§o Data Type
¥ Last Name Short Text
2 First Name Short Text
Address Short Text
City Short Text
State Short Text
A Zip Code Short Text
plofeaata County Short Text
Home Phone Short Text
Cell Phone Short Text
Email Address Hyperlink
Social Security Number Number
DOB Date/Time
Notes ong Tex] v

ave.

Click the top portion of the View button to go back to the Data Sheet view.

£ Tell me what you want to do

Q =

Bg
Rename/

Relationships

Help

o
o
o

Property Indexes

Table Design

5 @

Create Data

Object

Sheet Macros ~ Delete Macro Dependencies
Show/Hide Field, Record & Table Events Relationships
Data Type
Short Text
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10. Go to the Create t ab and choose Blank Form
File Home ﬂ External Data

Database Tools Help Table Fields Table
= 0 B ER
Application

£ Tell me what you want to do
P Wi T
E T\ ; E# Form Wizard U D D Report Wizard g
Table Table SharePoint Query Query Form Form Blan Navigation > Report Report Blank Labels Mac
Parts ~ Design  Lists v Wizard Design Design Form E More Forms ~ Design Report
Templates Tables Queries Reports

All Access Obje... @ « | =5 Clents
F— /O Last Name -~ FirstName -~ City - State + | ZipCode ~ County ~
PR % Minna 2371 Jerrold Av Kulpsville PA 19443
. . Berganza Heike 3 Railway Ave { Little Falls
:] Sl Rridaan linita

NJ
R Q Braarwau € Fadar Graua

Montgomery
07424

Passaic
AL

n7Inna Cccav

11. This opens the Form Layout View. Click on “Show All Tables” under Field List

Bl Lesson 4File: Database- C:\Users\Shawn Myers\Downloads\Lessan 4 File.accdb (Access 2007
File

016 ileformat) - Access
Home Create External Data Database Tools Help Form layout Design Arrange  Format
ES ‘1 1 Colors

View

shownmyer:
Tell me what you want to do
,= & ogo :\:D —‘
\x\""?] ] ,:.r——A T EB "[' 3] CH A T 22
) Fonts gy 1921 Ad I ©= e =5 VY Inset | Tte |Add Existing| Property
> i  Image~ [ Date and Time Fields | Sheet
Themes Controls Header / Footer Tools

All Access Obje... © « | = 5 ot
Tables 2
3 Clients

Field List

a =8

Lesson 4 File: Database.

File

12.Click on the plus sign next to the Clients Table; then click on the first name and
then move into the upper left corner.

jsers\Shawn Myers\Downloads\Lesson & File.accdb (Access 2007 - 2016 file format) - Access
Home Create External Data  Database Tools

Help Form Layout Design Arrange  Format

Tell me what you want to do

o ) 2 ogo
BaO[leoeEEHEL D A=
All Access Obje... © -

e
N
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13.Move the last name next to the first name. Repeat the steps to finish completing

the Form.

Views Themes

All Access Obje...
le;mle-s

= Clients

B ponor

&= Employee

Forms

2] Enter Emp

¥ «

jo

"‘ Form1

12 Minna

2371 Jerrold Ave

Kulpsville
Montgomery

215-874-1229

ul |875-62-4452

Controls

Header / Footer

19443
215-422-8694

10/4/1990

14. After you finish adding the rest of the contact information you can left click on the
place holders, use the mouse to adjust the spacing between the fields.

All Access Obje... ©
}ablt-s
= Clients

&3 Donors
::] Employee

Forms

E5] Enter Employee Data

«

» \I,_)

J‘ Form1

Minna

Amigon

2371 Jerrold Ave

minna amigon@yahoo.com

Kulpsville

PA

Montgomery

9443

215-874-1229

215-422-8694

er |875-62-4452

10/4/1990

15.Add a Notes field and place it right underneath the social security number.

All Access Obje

Tables

Forms

16. Make the space for the Notes wide T i
enough, so that the user can type in
notes or copy and paste text from
another application. Click on the first
placeholder, hold down the shift key,

then click on the other two
placeholders.

Introduction to Computer Applications

v

Field List

248



17.Right-click and choose Merge.

nser
Merge/Sqlit > B Merge
i

avo

B Select Entire Roy

18. Then position the mouse over the lower right corner and then move it down to
make it longer

T Client % Form1

All Access Obje

19.Let’s now add something called Command Buttons. First, make sure that the
Select button is activated. Then click on the down arrow in the Controls group.

(A7) Lesson 4 File : Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access
File Home Create External Data
A W

N Bl A ] D

View Themes ]

Tell me what you wa

cEEREMV I E: -
N

Database Tools Help Form Layout Design Arrange  Format je

il

Views Themes Controls
sl Enter Employee Data X | & Clients X Aj Form1

All Access Obje... © « |=
Y
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20. Make sure that the Use Control Wizards button is activated. You will know it is
active when you see the button shaded and highlighted in red.

File Home Create External Data Database Tools Help Form Layout Design Arrange Format £ Tell me what you wa

Aa| [ Colors ~ —m = B :
ALl B EREE EEE LS
View Themes [A] Fonts = IInsert
v v mage ¥
Views Themes h

= - F| Use Control Wizards
All Access Obje... @ «|
Search... ,O

21.Click on the Button in the Controls group, then position the Button icon just above
the Notes Field.

0

- H Logo
View | Themes (3] pony % Aa [ Eﬂ =B H BE D [ﬂj E £ B Title

Insert
~ Image~ 7 Date and Time

Views Themes Controls Header / Footer
All Access Obje... @ « |= & clients X [ Formt X
»
Search. ,O
el % First Name Minna Las e Amigon
2 Clients 2371 Jerrold Ave Em dress |minna_amigon@yahoo.com
& ponors Kulpsville Sta PA
B3 Employee ontgomery Zip Code 19443
Forms # ne 15-874-1229 Cell Phone 215-422-8694
E5] Enter Employee Data ity N 75-62-4452 DOB 10/4/1990
+
=]

22.The Command Button Wizard will open. Under Categories, click on Record
Operations. Under Actions, click on Add New Record if it is not already selected.
Click on Next. Choose the option to display text and then choose Finish.

Command Button Wizard Command Button Wizard

What action do you want to happen when the button is
pressed?

- Different actions are avaiable for each category.

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

ies: - s

Categories: Actions: @Text: | AddRecord

Record Navigation Add New Recor o

s Delete Record Opicture:  [ERRIEI——

Form Operations ate Record 2 2 Pendl (Edit)

Report Operations ecord

Application Record

Miscellaneous Record % I
Cancel Next > Einish Cancel <Back Next > Einish
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23.Repeat these steps to add a command called, “Go to Previous”. Let’s use a
picture instead of text for the Command button; click Finish.

Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

OIext: Previous Record
Bic Browse...
[CJshow Al Pictures
Cancel < Back Next > Einish

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:
[Find Next |

Record Operations Find Record

Form Operations Go To First Record

Report Operations Go To Last Record
Application Go To Next Record
Miscellaneous
Cancel Next > Einish

24.Let’s add space for two new buttons by clicking on the placeholder, right-click
and choose “Split Horizontally” under Merge and Spilit.

Home Phone

215-874-1229 Cell Phone 215-422-8694
Social Security Number  |875-62-4452 DOB 10/4/1990
Add Record 4
Notes

@ copy

Insert >
Merge/Split % & B
Layout > B split Vertically

E Select Entire Row @ Split Horizontally

EH Select Entire Column

25. Add two more buttons. One for Go to Next Record; and another one for Find

Record. You can continue to add additional buttons as needed. Here is what the
Form looks like with a total of eight buttons:

] 55| Enter Employee Data X | B3 Clients X | [C&] Form1 X |
»

First Name Junita Last Name
Address 6 S Broadway St Email Address
City Cedar Grove State
County Essex Zip Code
Home Phone 973-943-3423 Cell Phone
Social Security Number |875-52-1614 DOB

 AddRecord 4

Save Record '

251

Brideau
brideau@aol.com
NJ
07009
973-582-5469
5/4/1985

Find Record
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Lesson Five: Create and Modify Reports

1. Click on the Clients Table, then click on Create. Go to the Reports group and
click on Report Wizard.

File Home Create External Data Database Tools Help Table Fields Table L Tell me what you want to do

E M PR B & 2o (] ] [ ] 3 rsonpue

Application Table Table SharePoint Query Query Form Form Blank Navigation Report Report Blank babieks
Parts ~ Design  Lists ~ Wizard Design Design Form More Forms v Design Report =
Templates Tables Queries Forms Reports

All Access Obje... @ « T3 Clients X |

jo LastName - FirstName - Address -~ City . State » ZipCode - County

Search..

Tables £ Minna 2371 Jerrold Av Kulpsville PA 19443 Montgomel

521 Qe Berganza Heike 3 Railway Ave { Little Falls NJ 07424 Passaic
Brideau Junita 6 S Broadway S Cedar Grove  NJ 07009 Essex

& ponors Caiafa Ronny 73 Southern Bl Philadelphia  PA 19103 Philadelphi

2. Double-click on Last Name, First Name, Home Phone and E-Mail Address; click

Next.
Clients
LastName -~ FirstName - Address -~ City - State v ZipCode -~ County ~ Home Phont ~ | Cell Phone ~ Email Addre ~ §
Amigon Minna 2371 Jerrold Av Kulpsville PA —— —
Berganza Heike 3 Railway Ave { Little Falls NJ Report Wizard
Brideau Junita 6 S Broadway S Cedar Grove NJ | Which fields do you want on your report?
Caiafa Ronny 73 Southern Bl Philadelphia PA |
Canlas Erinn 13 S Hacienda [ Livingston NJ | You can choose from more than one table or query.
Chui Ezekiel 2 Cedar Ave #8 Easton MD E |
Corbley Candida 406 Main St Somerville NJ Tables/Queries
Cousey Sylvia 287 Youngstow Hampstead ~ MD Table: Clients 5
Coyier Detra 96950 Hidden L Aberdeen MD
Crupi Delisa 47565 W Grand Newark NJ Avalable Fiekds: selected Flekis:
Emard Franklyn 4379 Highway 1 Philadelphia PA Address A| 5] [LastName
Ennaco Teri 99 Tank Farm R Hazleton PA Ky | et aeme
State >> |Home Phone
Eroman llene 2853 S Central | Glen Burnie  MD Zip Code
Francescon Rolland 2726 Charcot A' Paterson NJ E;‘"pa’me <
Fritz An 506 S Hacienda AtlanticCity NJ fSocial Security Number ] <<
Glick Albina 4 Ralph Ct Dunellen NJ Dos v \
Gochal Freeman 383 Gundermai Coatesville PA h
Haroldson Cheryl 92 Main St AtlanticCity NJ Cancel Fosh
Hauenstein Fabiola 8573 Lincoln Bl York PA

The Report Wizard gives you the option to organize the data into groups, which is not
something we need to do for this report; click Next.
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3. You have the option to sort the data in ascending order which of the A-Z; choose
Last Name. Click “Next”.

I Clients
LastName - FirstName - Address ~ City
Amigon Minna 2371 Jerrold Av Kulpsville
Berganza Heike 3 Railway Ave { Little Falls
Brideau Junita 6 S Broadway S Cedar Grove
Caiafa Ronny 73 Southern BI' Philadelphia
Canlas Erinn 13 S Hacienda [ Livingston
Chui Ezekiel 2 Cedar Ave #8 Easton
Corbley Candida 406 Main St Somerville
Cousey Sylvia 287 Youngstow Hampstead
Coyier Detra 96950 Hidden L Aberdeen
Crupi Delisa 47565 W Grand Newark
Emard Franklyn 4379 Highway 1 Philadelphia
Ennaco Teri 99 Tank Farm R Hazleton
Eroman llene 2853 S Central | Glen Burnie
Francescon Rolland 2726 Charcot A' Paterson
Fritz An 506 S Hacienda Atlantic City
Glick Albina 4 Ralph Ct Dunellen
Gochal Freeman 383 Gundermai Coatesville
Haroldson Cheryl 92 Main St Atlantic City
Hauenstein Fabiola 8573 Lincoln Bl York

PA
NJ
NJ
PA
NJ
MD
NJ
MD
MD
NJ
PA
PA
MD
NJ
NJ
NJ
PA
NJ
PA

State + ZipCode -~ County - Home Phon¢ ~ Cell Phone - Email Addre - S
Report Wizard
What sort order do you want for your records?
You can sort records by four fields, in either
ascending or descs
1 Ascending
2 v Ascending
3 v
4 v
ot || <t -

4. Choose a tabular layout option; click Next. Click Next again, then click on Finish.

Report Wizard

253

What title do you want for your report?
Clients

That's all the information the wizard needs to create your
report,

Do you want to preview the report or modify the report's
design?

©Ppreviewthereport,
(O Modify the report's design.

< Back

Y= ]

Report Wizard

How would you like to lay out your report?

Cancel

Orientation
@Portrait
(OLandscape

[

O Justified

N

[ Adjust the field width so all
apage.

< Back

Einish
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5. From here, you can see what the report will look like as a printed document. Click
on the Close Print Preview button.

File Print Preview £ Tell me what you want to do
™ 5 O EIE =] ™ & 7 2
= 0O [ DD H B Q EE OB |
Print Size Margins ] Print Data Only Portrait| Landscape Columns Page Zoom | One | Two  More Excel Text PDF Email More Close Print
v v - . Setup v Page | Pages Pages~ File orXPS v Preview
Print Page Size Page Layout Zoom Data Close Preview
———
. = B3 Clients I X
All Access Obje... © « | Z cents X [ cienss
Tables A
I Clients
= Donors Clients
53 Employee
Queries 2 ast Name First Name Home Phone Email Addre
3 a
S Amigon Minna 215-874-1229
& c failing Addr
Forms A Berganza Heike 973-936-5095 cike@gma
= 1t Data Brideau Junita 973-943-3423 leau@

6. Click on the View button down arrow and choose Layout View.

File Home Create External Data Database Tools Help Report Design Arrange Format Page Setup P Tell me what you want to do
‘ Aa | E Colors ~ I 171 .
S | i— XYZ7 L] N\ ]
) @ [ \ 2= ~ MOk
View Themes Group b Aa D [ﬁ —F_)D (7| Ea N\ [:' E] D @ o)
m Fonts v Z Hide Details -
- v & Sort >
— Grouping & Totals Controls
A [ll| Report View D « N B3 Clients X | Cients
L s e G o R . e R T N O i TR e e R e i TRl

} [:‘%\r] Print Preview
laxwt View
a [g] Design View

& Report Header

lients:

7. This view allows you to change the positioning of the columns. Click on the Last
Name column heading, hold down the Shift key, and then click on one of the
names in the Column (Brideau, for example) and then use your mouse to reduce
the width of the column by moving it to the left.

All Access Obje... © « |EH cents X [l Glents >

Tables ;O Clients Shift

=3 Clients
3 Donors
BH Employee

Queries 2 Amigon

3st Name First Name Home Phone

Minna 215-874-1229
erganza Heike| 973-936-5095 ke@
973-943-3423 @

A Brideau junita
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8. Repeat these steps to adjust the width of the remaining three columns, so that it

looks similar to this:

All Access Obje... @ « I S5 Enter Client Data X | 53 Enter New Employee
Search. /O

gl * | Clients

=2 [‘J’ Last Name First Name

53 Employee Amigon Minna

B3 Tasks Berganza Heike

B Taskst Brideau Junita

< | |@ Cients >

215-874-1229

973-943-3423

T Employee

>hone Email Address

973-936-5095 eike@gma

9. Let’s create a new table by going to the Create tab, go to Application Parts
and under Quick Start, click on Tasks.

File Home Create External Data Database Tools Help Table Fields Table pe;
e == m T & Form Wizard
HE D PR BxROE
Application Table Table SharePoint Query Query Form Form Blank Navigation ~
Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~
Blank Forms ries Forms
A= . == :
= - - J e ~ Click to Add  ~
} | Fj ‘ T:] 3plj :T:I i
Details Dialog List Media

- ==

Msgbox Tabs
Quick Start [{v’

8 b| &
Comments Contacts Issues Tasks

-

10. Click on Enable Content. Double-click on the TaskDetails form

All Access Obje... © «
Search. /O
Tables A
B3 Tasks

Forms
E YaskDetalI%
T8] TaskDS

Task Details

»

255

Save & New

Save & Close
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11.Click on the Home tab. Click on the View down arrow, then click on Layout View

File Home Create External Data  Database Tools

Help L Tell me what you want to do
z) v Z l Ascending "'|_r_J Selection v P’
\;’i:v Filter Zl Descending E’ Advanced ~ Refr;Sh IS Save i Spelling *GoTo~
v All ~ b Select ~
Undo 4}_ b ] Sort & Filter Records Find
AH ACC( E Form View T
Search.. =] .
Tables Layout View etails Save & New Save & Close
= Tasks
Forms N Design View
F2] TaskDtwes :
25| TaskDS
Not Started W\

12.Go to the Description field, and make it a little longer by clicking on the lower
right side and using your mouse to move the line downward.

All Access Obje... © « |5 Taskoets >

- @) 2oo2ss sctzeoizes : 2cos 2
-;al;lbcs . | Task Details Save & New Save & Close

:.3 Tasks : ]

Forms 2

T3 TaskDetails I’
5§ TaskDs

Not Started

(2) Normal
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13.Let’s create a report that summarizes all of the projects. Click on the Create tab.
With the Report Layout tools tab selected, click on Blank Report and choose
Portrait.

File Home  Create
|ﬁ |— [ Show Margins

S22 MG [ print Data Only

External Data  Database Tools Help  ReportlayoutDesign  Arange Format PageSetup 2 Tell me what you want to do

[

Pertiait

[

Page Size Page Layout

All Access Obje... © « |8 TaskDetals

seaen s

O H E

Landseape Columns Page
Setup

Tables

Fan
] TaskDetails
B Taskos

14.Click on “Show all tables”, then click on the plus sign and let’s add Task Title,
Description, Priority, Start Date and Due Date.

nalData Database Tools Help  Report Layout Design  Arrange  Format  Page Setup O Tell me what you want to do
0 B E
Portrait| Landscape C Pag
Setup
Pa
£} | ®
Field List
2022
16/2022 0:

15. Position a mouse to the right side of the description and make it a little wider.
Make sure that all the fields are still inside the border.

T The Border

257 Introduction to Computer Applications



16. Click on Report Layout Design, then click on Title; and let’'s name it “Project
Report”

nalData Database Tools Help Report Layout Design Arrange Format PageSetup £ Tell me what you want to do
2zl ™ B g

Mol eBEA ) @ . o e

Group [ =
£] Hide Detail
i [2] Hide Details Numbers [ Date and

Grouping & Totals Controls Header / Footer
| 58 rask Detats x [l Reports

Project Report
Ta ! tart Date
Nev el XPS ||(1) High 3/7/2022 3/11/2022
Training
Policy and (2) Normal 5/16/2022 5/17/2022
Procedures
Training
Technology (1) High 2/25/2022 4/29/2022
Plan Funding

17.Click on the place holder on the right side of the report, then click on Date and
Time. Check off the second option under Time; click Ok.

Grouping & Totals Controls Header / Footer

] Task Details X Reporti

Project Report

Ti ?
Task Title Description Priority S X
New Software |[The desktop computers to be purchased are the Dell XPS ||(1) High [ indude Date
Training models, which comes at a cost of $5,979 (® Wednesday, April 06, 2022
Policy and New training and materials TBD (2) Normal 906"‘“"22
Procedures O 4/6/2022
Training Indlude Time
Technology Consulting fee income generates $120,000 in annual (1) High O 11:14:34 AM
Plan Funding |/income. However, we need to reduce travel expenses @ 11:14 AM
by doing more video conferencing. O11:14
Sample:
Wednesday, April 06, 2022
[:} 11:14 AM
o] cone

18.Close the Field List, then click on Property Sheet.

nal Data  Database Tools Help Report Layout Design  Arrange  Format  Page Setup £ Tell me what you want to do
; Al i f— 1 Pk & og0 ‘3‘5
| n [ N =n o 1 . =] P Tate
Group LA Hide Details [} @ Aa L] LB ) :E. L ol }l:h = san Page L Title Add Existing Pvapeény
& Sort x ~ Image~  Numbers [ Date and Time Fields Sheet
Grouping & Totals Controls Header / Footer Tools

8] TaskDetaits X | [l Reportt
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19.Click on Sort AZ under Format, then click just outside the Report and make sure
you see “Detail” under Section Type.

Property Sheet
Selection type: Sect
Wednesday, April 06, 2022
11:14 AM Detail [v]
Auto_Date
Auto_Header0
3/7/2022 3/11/2022 Auto_Time
NG R o Description
[Detail N ]
— - DueDate W
5/16/2022 5/17/2022 Label0
Label10
Label17

Label24
— - . Label3
2/25/2022 4/29/2022
2/25/20 PageFooterSection
PageHeaderSection
Anim

20. Then click on the Format tab. Under Alternate back color, choose “No Color”.
Close the Property Sheet.

= X
Property Sheet
X Selection type: Section ‘:‘l
. - S z
Property Sheet
Selection type: Section Al Detail v
4
R e e Format
Detail ™ Data Event Other All
=== . Alternate Back Color Background 1, Darker 5% [one]
Format Data Event Other All AUTO Hagh! N : -~
s ac or Alternate Row S

Background Form
Background Light Header
Background Dark Header

Borders/Gridlines

Can Shrink
Display When
Force New Page

Text Black
Height - E"”( ~
Keep Together fed Desaiption
Sep _09¢e1ner. Text Light
f’le-.‘. p"'j"__“' Col Text Dark

21.Then click on the View Tab to go back to Datasheet View. Then right-click on the
Report tab and click Save. Let’'s name it “Project Report”. Close the report.

AH ACCGSS ObJe L@« ask Details X Report1 Task Datasheet

Search. /O

Tf:blc’s 2 Project RGDOT'[ Wednesday, April 06, 2022
= Task 11:14 AM

Forms 2 s ring s gy " "
Task Title rior art Date Due Date

T3] TaskDetails - -
e desktop computers to be purchased are the Dell XPS ||(1) High alzian3all 2{11/3a33]

New Software

B Taske Training models, which comes at a cost of $5,979 Save As ? X
Policy and New training and materials TBD (2) Normal Report Name:
Procedures Project Report

Training
Technology Consulting fee income generates $120,000 in annual (1) High |I] Cancel

Plan Funding income. However, we need to reduce travel expenses

by doing more video conferencing.
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22.As you input new entries and make changes using the Project form, the report
will also reflect those changes after you open it and click on “Refresh All”. For
example, we can change one of the due dates on the Form and then save it.
When we go back to open the Report, we can click on Refresh All, and see that
due date change made on the report:

Fle Home Create External Data Database Tools Help £ Tell me what you want to do
E [
View E Advanced ~ Rafiaeh
- All~
Undo Views Clipboard F] Sort & Filter rﬂ_E§F‘.sfreilw Al
AH ACC@SS Obje P « I 3| Task Datasheet X | I8 Project Report
Search.. ,O
Tables % Project Report
j Tasks
Forms & Task Title Descriptior Priority
BB T1askDetail - -
New Software | The desktop computers to be purchased are the Dell XPS ||(1) High
EBl TaskDs Training models, which comes at a cost of 55,979
R t 3 =
i e Policy and New training and materials TBD (2) Normal
fd Project Report Procedures
Training
Technology Consulting fee income generates $120,000 in annual (1) High

Plan Funding ||income. However, we need to reduce travel expenses

by doing more video conferencing.

Exporting a Report

Jo,

Fing ~ GoTo~

I3 Select~
Find

Wednesday,

Start Date

3/7/2022

5/16/2022

2/25/2022

, April 06, 2022
11:21 AM
Due Date

3/11/2022

5/17/2022

1. To export the report as a PDF file, click on the external data tab. Click on PDF or
XPS from the Export group.

File Home Create External Data Database Tools Help £ Tell me what you want to do
[z Saved Imports o) = ™ ¥ Access
2 P _,:1,_4 L@/\ =0 r\: @J @
New Data F Linked Tabie Manager Saved Dataverse Excel Text PD
Source ¥ Exports File orX v
Import & Link Export

All Access Obje... @ « |=

Tables A
B 1a

Forms 2
B8 TaskDetails

%8 TaskD

Reports

—_—
X ‘lj Project Report  »

Task Datasheet

Project Report

Task Title Priority

New Software | The desktop computers to be purchased are the Dell XPS ||(1) High
Training models, which comes at a cost of 55,979

Policy and New training and materials TBD (2) Normal
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Wednesda

Start Date

3/7/202

5/16/202

y, April 06, 2022
11:21 AM
Due Date
2 3/11/2022
2 5/17/2022
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2. Choose a file location in this case. For this example, let's choose “Open File After
Publishing”. Let’s choose “Standard” and then click “Publish”.

File name: | Project Report

Save as type: PDF

[ Open file after publishing timize for: (@) Options...

publishing online

2
Hide Folders L’-;,TOO[S v m Cancel

3. To export the report as a text file, you would click on “Text File” under Export.
Change the file name, keep the same file location and checkoff where it says,
“Open the destination file after the exports been completed”. Click OKk.

A } D & ask Datasheet 2 t Report
All Access Obje... © < o
s o]
Tables 2 Project Report Wednesday, April 06, 2022
Forms P SRR S 7 Export - Text File ? X
) etai
=T Select the destination for the data you want to export
Reports =
- Y N Specify the destination file name and format,
I&  Project Report P
Eile name:  C:\Users\Shawn Myers\Documents\Project Report Text File Browse..

Specify export options

We will not import table relationships, calculated columns, validation rulet, Gefault values, and columns of certain legacy data types such
25 OLE Object
Search for Import” in Microsoft Access Help for more information.

Export data with formatting and layout.

[~] ‘Open the destination file after the export operation is complete.
Select this option to view the results of the export operation, This option s available only when you export formatted data

Export only the selected records.

4. Keep the default setting under “Encode ‘Project Report’ As”; click OK.

All Access Obje... @ « AR DNTATHERS Project Report
; jo
o o o aia g W nesday, pril 06, 202
Tables ] P”.JJ\:’Lt RE‘DUIT Vednesday, April 06, 2022
i 11:25 AM
Forms tart Date
s T etall — AL - - L
. are the Dell XPS ||(1) High [
= I o Encode 'Project Report’ As ? X
Reports 2 (2) Normal | Choose the encoding to use for saving this file: =
i@ Project Report (®) Windows (default) M
Owms-0os Cancel
O Unicode

(1) HigF X
() Unicode (UTF-8)
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The Report will open in the Windows Notepad application.

| Project Report Text File - Notepad

File Edit Format View Help

Project Report

Task Title Description

New Software The desktop computers to be purchased are the Dell XPS

Training models, which comes at a cost of $5,979
Policy and New training and materials TBD

Procedures

Training

Technology Consulting fee income generates $120,000 in annual income

Plan Funding However, we need to reduce travel expenses by doing more

video conferencing.

Wednesday, April 06, 2022

11:26 AM
Priority Start Date Due Date

(1) High 3/7/2022 3/11/2022
(2) Normal 5/16/2022 5/17/2022
(1) High 2/25/2022 5/13/2022

Access Project: Create a Database with Table Relationships

In this lesson we are going to create an access database that includes something called
“Relationships”. A Relationship means that records in one Table can be used to
automatically populate the records in other Tables.

1. Click on the Customer Order Table and go to Design View.

File Home Create External Data Database Tools Help
&] ‘ A Cut <U? Zl Ascending
View Dj Copy Filter Zl Descending

Undo [~

== —
All Acce Datasheet View f Orders

E - Customer Name -~

Search [/;s‘ 3
Tables Design View b
B8 Ccustomer Data

= Customer Orders

Introduction to Computer Applications

Sort & Filter

Table Fields Table £ Tell me what you want to do
L? Selection ¥ : ‘ 2. Totals Calibri (Detail)
& v ~ IS sav o > v
TAdvanced Refresh [E] Save Spelling GoTo e AT
All~ X Delete ~ E More ¥ [ Select~ = P
Records Find
Order Date -~ MovieTitle ~ Price ~ | Quantity -~ ClicktoAdd -~

$0.00 0
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2. Let’s add another Field
that will multiply the price
times the quantity
ordered. Type the words
“Total Order”, then go to
the Data Type drop down
and choose the
“Calculated” Data Type.

Views

All Access Obje...
Tables

B8 Customer Data

T Customer Orders

Tools

2 « |5 Customer Orders X

Field Name

Oy Order Number

Customer Name
Order Date
Movie Title
Price

Quantity

Total Order

Show/Hide

Data Type

Number

Short Text
Date/Time

Short Text

Currency

Number

Short Texk

Short Text

Long Text

Number
| Large Number
| Date/Time
Date/Time Extended
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment

_&

Lookup Wizard...

3. This will open what’s called Expression Builder, which is used to input formulas
that perform calculations. Double-click on price input an asterisk and then
double-click on Quantity; click OK. Save the Table and then close it.

Customer Orders

Field Name Data Type
¥ Order Number Number
Customer Name Short Text
Order Date Date/Time
Movie Title Short Text
Price Currency
Quantity Number
Total Order Calculated z‘
263

Descrig
| Expression Builder X
| Enter an Expression to calculate the value of the calaulated column:
\ e
i (Examples of expressions indude [field1] + [field2] and [field1] < 5)
| el fonsoy =
‘ Cancel
|
Help
<<less

‘ Expression Elements Expression Categories Exprestﬁ Values

73] Customer Orders Customer Name
| | @@ Functions Movie Title
“ B Coriciants Order Date
| I o Order Number
| ] Operators Price
1 [Quantity |
|
|
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Let’s click on the Database Tools tab and choose Relationships

File Home Create External Data Database Tools Help £ Tell me what you want to do
= V1 Q 1 [0 Database Documenter A T @5
G ® L =8 kEHEH o = B
Compact and Visual  Run Relationships Object b it L5 Access SharePoint Add-
Repair Database Basic Macr Dependencies Ejnnal)rze Table Database ins ~
Tools Macro Relationships Analyze Move Data Add-ins
All Access Obje... @ «
Tables =
_:I Customer Data

1 Customer Orders

4. Click on Customer Name in the Customer data table. Then use the mouse to
create what'’s called a Join Line between the two customer name fields. The Edit
Relationship dialog box will appear. Check off where it says, “Enforce Referential
Integrity”, which means that you're protecting the relationship between the two
fields.

5. By enforcing referential integrity, you are saying that the record in one Table will
always have an associated record in another Table. Click on Create.

10015 Kelauonsnips
All Access Obje... © « | = Relationships
e e Customer Data Customer Orders
Tables 2
m c -~ ¥ customer Name % Order Number &
Customer Data
Customer Number Custo a
T Customer Orders Phone Number Edit Relationships ? X
Table/Query: Related Table/Query:
Customer Data Customer Orders
Cancel
Customer Nam v | Customer Name A
Join Type..
v
Create New..

[CJenforce Referential Integrity

Relationship Type:  One-To-Many
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6. You will see that a Join Line appears, which indicates a one-to-many
relationship. In other words, the customer information Table can only have one
unique customer name in the Table; this is called the Primary Key. The Order
Table, however, can have many customer names; and the same customer name
can appear multiple times. This is referred to as the Foreign Key.

All Access Obje... © « | =3 Relationships

Sea /O
Customer Data Customer Orders
Tables A T 1 T
Customer Name Order Number &
j custemer et Customer Number _\2 Customer Name
3 Customer Orders Phone Number Order Date
Movie Title
Price
Quantity v
Primary Key Foreign Key
7. Click on the Close button, then double-click on the Customer data table. You will
see that there is a plus sign next to each name. And when you click on it, the
information from the Order table will appear.
All Access Obje... © « | = CustomerData >
—_— yo Customer Name - Customer Number - Phone Number - Clickto Add ~
T = - AlishaSlusarski 1004 (212) 313-1783
éecs : = Order Numk - Order Date ~ | Movie Title ~ Price » Quantity ~ Total Order - Click to Add -~
. VUS omer 73 a * E w‘m o
= customer Orders + Art Venere 1001 (919) 225-9345
* Joe Jackson 102 (302) 555-4433
* Kris Marrier 1002 (847) 222-1734
+ Minna Amigon 1003 (718) 201-3751
* 0
6. To see how this works, input the following data under the name “Alisha
Slusarski”. When finished, click on the minus sign, and then save the Table.
Customer Name -~ Customer Number -~ Phone Number - Clickto Add -~
- Alisha Slusarski 1004 (212) 313-1783
Order Numk ~ Order Date -~ Movie Title ~ Price + Quantity -~ Total Order - Clickto Add -~
s 901 4/4/2022 Star Wars $10.95 2 £21.90
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Create a Query

7. A Query is an Object that can display a summary of information from one or more
tables. Click on the Customer Data Table, then click on the Create tab; click on
the Query Wizard.

File Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do

t%*‘ E T‘ TE] = ?f E Iy cdmmi g D {4 Report Wizard

Application Table Table SharePoint Query Query Form Form Blank B Navigation ~

(i

Report Report Blank Labelr

Parts ~ Design  Lists ~ Wizard Design Design Form ﬁf.ﬂore Forms v Design Report
Templates Tables Forms Reports
: -~ C
All Access Obje... © « |3
= ame - Customer Number - Phone Number - Clickto Add -~

o A 1004 (212) 313-1783
Tables S

+ Art Venere 1001 (919) 225-9345
T3 Customer Data
, + Joe Jackson 102 (302) 555-4433
B3 customer Orders + Kris Marrier 1002 (847) 222-1734
* Minna Amigon 1003 (718) 201-3751
* 0

8. The New Query dialog box will appear. Choose Simple Query and then click OK.
Under Available Fields, choose all the fields from the Custom Information table
by clicking on the two right arrows.

All Access Obje... © « |~ CustomerData

o Customer Name ~ | Customer Number - Phone Number - |Clickto Add ~
m‘ﬂﬁ : Bl lisha Slusarski 1004 (212) 313-1783 E
. # Art Venere 1001 (919) 225-9345 imple Query Wizard
=3 customer Data {
+ Joe Jackson 102 (302) 555-4433 Which fields do you want in your query?
& customer Orders + Kris Marrier 1002 (847) 222-1734 I
# Minna Amigon 1003 (718) 201-3751 You can choose from more than one table or query.
* 0 [
Tables/Queries
Table: Customer Data v
Avaiable Fields: Selected Fields:

sstomer Nam

Customer Number

Phone Number [ﬂ

- (o] o
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9. Click on the Tables Queries down arrow. Choose the Customer Orders table.

10.Choose all the fields except for the Customer Name field by either clicking on the

right arrow to select each field or we can double-click on each name. When
finished, click the Next button twice.

Simple Query Wizard Simple Query Wizard

Which fields do you want in your query? Which fields do you want in your query?

You can choose from more than one table or query. You can choose from more than one table or query.

Tables/Queries Tables/Queries

Table: Customer Data| Table: Customer Orders

Table: Customer Data
Fields:

Available Fields: Selected Fields:

Customer Name Customer Name

Customer Number

Customer Number
Phone Number
>> | |Order Number
Order Date

Movie Title

Price

11.Keep the default name, which is “Customer Data Query” and click Finish.

All Access Ob)e D « Customer Data

”~ Customer Name - | Customer Number - | Phone Number - |Click to Add -
Jo

= " + Alisha Slusarski 1004 (212) 313-1783 o
Tables A . ) Simple Query Wizard
+ Art Venere 1001 (919) 225-9345
= Customer Data
- # Joe Jackson 102 (302) 555-4433 What title do you want for your query?
3 R * Kris Marrier 1002 (847) 222-1734 A Rtormes Dot ey
7 »
% Minna Amigon 1003 (718) 201-3751 L
* 0
That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(® Open the query to view information.
(O Modify the query design.

Cancel <Back N
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Form Wizard

Create an Order Form

1. Click on the Customer Data Query, then click on the Create tab; click on Form
Wizard.

File Home Create External Data Database Tools

Help £ Tell me what you wa

J L1, ] — E# Form Wizard
EH O BR BEO
Application Table Table SharePoint

Parts v Design  Lists v

{ D f? Report Wizard

Report Report Blank
Labels
Design Report G

Query Query Form Form Blank ENBV%M'O”V
Wizard Design Design Form More“Formsv

Forms

Templates Tables Queries

: I_gi ustomer Data X ==
All Access Obje... @ « | = tustomerBate

3 Customer Data Query
|

Reports

Search

Customer Name ~ Customer Number -~ Phone Number

~ Alisha Slusarski
Tables S

+ Order Numkt » Order Date - MovieTi
1004 (212) 313-1783 901 4/4/2022 Star Wars
"
_‘] Customer Data
J Customer Orders
Queries

»

§ Customer Data Query

2. Click on the two arrows to select all the fields and then click Next. Let’s keep the
option to create a subform. This means that one form will be used to input the

customer data and the other form, which is a subform, will be used enter the
order. Click next.

Form Wizard
Which fields do you want on your form?

How do you want to view your

data?
You can choose from more than one table or query.

Tables/Queries

Query: Customer Data Query

Available Fields:

Selected Fields:

Customer Number
Phone Number
Order Number
Order Date

Movie Title

Price

Quantity

Total Ord

otal Orger
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by Customer Data Customer Name, Customer Number, Phone
by Customer Orders Number

Order Number, Order Date, Movie Title, Price,
Quantity, Total Order

@Fofm with subform(s) O Linked forms

| <o et
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3. Use Datasheet as the subform layout; click Next. Let’s keep the default names
and click Finish.

Form Wizard

Form Wizard
What titles do you want for your forms?

What layout would you like for your subform?
Form: Customer Data

(OTabular
Datasheet

Subform: Customer Orders Subform

That's all the information the wizard needs to create your
form.

Do you want to open the form or modify the form's design?

(® Open the form to view or enter information.

(O Modify the form's design.

s [y

Cancel < Back

Einish

< Back

The Form will now show the two areas where data can be inputted.

BN Customer Data 3 Customer Data Que -8 Customer Data

All Access Obje... @ « | =

L| Customer Data
Tables R
B3 Customer Orde ™

Jame Alisha Slusarski B

Queries 2 stomer
v

“3 Customer Data Query

Forms 2 N er Numbe 1004
=8 Customer Data
- P Number (212) 313-1783

] tomer Orders Subforn

Order Date - Movie Title - Price

4/4/2022 Star Wars

Order Numbe ~
901
* 0

4. Click on the Total Orders Subform, then click on the last row. Click on the Home
tab, then click on the Totals button for the Records group.

File Home Create External Data Database Tools Help Form Datasheet £ Tell me what you want to do
: 5> -
D <7 2| Ascending \/ Selection ~ P 2. Totals place | (o oomn mr "
z s S& Advi - ~ P Saw abe S
Vi Fiter 4l Descending g Advanced Refroa, [ Save {'spelling o To S o o Aol
v All ~ B More ~ Select v = b == i
Undo Views Clipboard N Sort & Filter Records Find Text Formatting
All Access Obje > « |3 customerData S Customer Data Quer 8] Customer Data "8 Customer Orders Subform
o) Order Numbe - Order Date Movie Title - Price ~| Quantity - Total Order
'I‘ .'I 901 4/4/2022 Star Wars $10.95 2 $21.90
ables 2
= 902 4/18/2022 Spider Man $11.95 4 $47.80
istomer Data
= 903 4/18/2022 Jaws $11.95 2 $23.90
3 e 904 4/19/2022 The Batman $10.95 3 $32.85
Queries 2% 0 $0.00 0
T Customer Data Quer
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5. Click on a space under Total Order and choose Sum.

All Access Obje o'« Ij Customer Data X |81 Customer Data Query X | (58| CustomerData X [[=3] Customer Orders Subform
o Order Numbe »  Order Date ~ Movie Title - Price »| Quantity - Total Order
— - 901 4/4/2022 Star Wars $10.95 2 $21.90
=) S 902 4/18/2022 Spider Man $11.95 4 $47.80
3 Btomes Do 903 4/18/2022 Jaws $11.95 2 $23.90
= customer Order 904 4/19/2022 The Batman $10.95 3 $32.85
Queries 2 | 0 $0.00 0
“H Customer Data Query Total ;
Forms 2
E Customer Data
ZE Customer Orders Subform
Maximum
Minimum
Standard Deviation
Variance

And now the total will be calculated each time a new order is entered. You can repeat
these steps to create a total row for the Customer Information Form.

Create an Order Entry Report

1. Click on the Customer Data Query. Click on Create, then click on Report in the
Reports group.

File Home Create External Data Database Tools Help SO Tell me what you want to do

E] ;} EI I___. [_v_» t:“g] @ ?‘ :] [5¥ Form Wizard m >, f_zj?.eoort'wizard

E Navigation v

Alp:h(alvnon Table Table Sha'zpciim ?u':l', Query Form ronn ?Ia.nlv: = Report Report B:anb; Eﬂlahrk
arts Design  Lists Wizard Design Design  Form  [E5 More Forms ~ [,,S'- Design Report

Templates Tables Queries Forms Reports
All Access Obje... © « |3 Customeroats X | B customer OrgersSubtom X [ 5T customerDatoQueny X|
= : fo Customer Name - Customer Number - Phone Number - Order Numk - | Order Date - Movie T
Tebles 3 Alisha Slusarski 1004 (212) 313-1783 901 4/4/2022 star War
T‘:] ¢ ¥

=3 c
Quenes 2

‘_ﬂ Customer Data Query
Forms A
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2. After the Report appears, you can switch to the Layout view to adjust the

formatting.
All Access Obje.,. ® « |8 Customer Orders Subform X ,m
Search.. Je
Tables 2 Customer Order Report Wednesday, April 06, 2022
2 Ccustomer Data s 6:24:29 PM
B customer Orders Customer Name Customer Number Phone Number Order Number Order Date Movie Title Price Quantity Total Order
(;u:::mmer Bt Gy 8 ‘An Venere 1001 (919) 225-9345 9001 4/14/2022 Spider Man $10.95 \ 2 i SZIE 1
Forms 2 Art Venere 1001 (919) 225-9345 901 4/6/2022 Rising Sun $19.00 ‘ z $38.00
B customer Data “Kris Marrier 1002 (847) 222-1734 902 4/7/2022 Spider Man $11.95 a $47.80
EPO:‘:“"" S S, . Minna Amigon || 1003 (718) 201-3751 903 4/7/2022 Jaws sies | 2 $23.90
B Customee Order Report Alisha Slusarski | 1004 (212) 313-1783 904 4/8/2022 Batman $10.95 \ 3 $32.85
'Alisha Slusarski 1004 (212) 313-1783 906 4/9/2022 Test Pilot $15.00 ‘ 3 $45.00
Shawn Johngson 1005 (302) 358-1778 1008 4/10/2022 Mission $24.99 | 2 $49.98
Impossible
Joe Jackson 102 (302) 555-4433 9002 4/15/2022 Jones Inc $16.99 ‘ 3 $50.97
Joe Jackson 102 [ (302) 555-4433 9003 4/15/2022 Apollo 13 $19.99 ‘ 2 $39.98
Total $350.38
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Exporting Reports from Access to Excel

1.

Right-click on the Report tab again and choose Close All. Click on the Order Entry report, then

click on the External Data tab; Click on Excel under Export.

Home Create External Data Database Tools ” you want to do...

B T g0 me. o¢ 5B G BB von

Waord Merge

Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF  Email ,_
Imports Manager Database | # More~ Exports File  File orXPS More -
IrnportBaLink Export
All Access Obje... @
Search. yol
Tables x

B customer Information

B2 orders

Queries %
'@ Customer Information Query

Forms E

»

Reports
Eﬂ Order Entry Report

2. Use the default file location or click on Browse to choose where you want the file to be exported

to. Click OK.

Export - Excel Spreadsheet ?

Select the destination for the data you want to export 4

Specify the destination file name and format.

Eile name:  \|Desktop\Order Entry Report.xls Browse...

File format | Excel 97 - Excel 2003 Workbook (*xls) |+

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

|:| Open the destination file after the export operation is complete.

Export only the selected records.

Select this option to export only the selected records, This option is only available when you export formatted data and
have records selected.

Select this option to view the results of the export operation. This option is available only when you export formatted data.
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3. After the file is open, you may need to adjust the Font colors, column widths and styles. To do
this, select all the columns, then go to the font color drop-down, let’s choose Black Text 1.

= Ut

Data List Insert

Page Layout

i

Formulas Data

Review

View Developer Help

,O Tell me what you |

&D f}ECut Arial o AN == = &~ s Wrap Text General
Paste B Copy - ) &y Bl = = e=3= | 5 +0 .00 Conditional
- ~ Format Painter - AR EEE =E MrgaEni © $-% > 0 e Formatting -
Clipboard ] Font . Automatic =nt [Pl Mumber ]
Theme Colors
AL M = EEEEEN
A | C D
1 |First Name Last M: ress
2l s | TTTTTTT It
3 | Kris Marrie Standard Colors kris@gmail.com
4 |Minna Amigo m m EEEEE minna_amigon@yahoo.com
5 |Bette Nicka W More Colors... bette_nicka@cox.net
6 |Alisha Slusarski alisha@slusarski.com
7 _Ezekiel Chui ezekiel@chui.com
§ |Ernie Stenseth ernie_stenseth@aol.com
9 |Albina Glick albina@glick.com
10_Blair Malet bmalet@yahoo.com
11 |Marjory Mastella mmastella@mastella.com
12 |Karl Klonowski karl_klonowski@yahoo.com
13 |Amber Monarrez amber_monarrez@monarrez.org
14 |Deeanna Juhas deeanna_juhas@gmail.com
15 | Jamal Vanausdal jamal@vanausdal.org

4. Adjust the column widths and font sizes.

& -

Data List Insert

L

E2 0 |

Formulas

=

Data

Review View
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sy ¥ Cut

Page Layout

Developer

D ) Arial == — - 2 Wrap Text General
Paste = Copy ~ I u == = M t
- ¥ Format Painter =V = == 2| SR E@Enar - $ -

Clipboard Pl Font [P Alignment ] I+
M34 & Fe

A B , C | b | E |

1 |First Name Last Name Email Address
2 |Art Venere art@venere.org
3 |Kris Marrier kris@gmail.com
4 |Minna Amigon minna_amigon@yahoo.com
5 Bette Micka bette nicka@cox.net
6 |Alisha Slusarski alisha@slusarski.com
7 |Ezekiel Chui ezekiel@chui.com
8 |Emie Stenseth ermnie_stenseth@aol.com
9 Albina Glick albina@glick.com
10 | Blair Malet bmalet@yahoo.com
11 |Marjory Mastella mmastella@mastella.com
12 |Karl Klonowski karl_klonowski@yahoo.com
13 |Amber Monarrez amber_monarrez@monarrez.org
14 |Deeanna Juhas deeanna_juhas@gmail.com
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Divide Text
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into two columns in Word...................... 27
Drop-Down List

inExcel............... 97
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Embed an Excel Workbook into PowerPoint
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Embed an Excel worksheet into Word ... 168
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Formula Bar ........cccoooeeviiiiiiiiieeeeeeeeenn, 57
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IF84
IFERROR ......ottiieeivneenenennaens 85
Index

create for Word documents................... 41
INDEX and MATCH .......ccccvvvvvevenviivenenennns 89
Inputting Formulas ...........ccccccccnininnnnnnnns 75
Insert Function Button..............cccccvvvvnnnnns 57
Insert Pictures and Screenshots

onto PowerPoint slides........................ 225
Insert Worksheet

button to create a new worksheet......... 57
IPMT e 80
Legend

for Excel data with Conditional Formatting

......................................................... 114

Line Charts........ccccceveiii, 103

with a secondary axis...........ccccvveeen..n. 105
Link an Excel file to PowerPoint.............. 172
Links

link an Excel document to Word ......... 170
Links Between Worksheets ...................... 92
LisSt BOXES.....oovvvveeeieieeeeeeeee e 58
Listsand Tables........ccooeeevivvieiiiiiiieeeeeennn. 96
Logical Functions...........ccccoccveeeeiiiiieeennee 83
Lookup and Reference Functions............. 87
Macros

delete...ii 179

introduction to...........ccooeeeeiiiiii. 173

run a macro using Form Controls ....... 177

run a macro using shortcut keys......... 176

use to create filters...................oooee. 175

use to input functions .......................... 174
Math Functions ..........cccccvieiiiiiine. 77
Merge & Center........cccccvvveeeeeeeiicccciiieee, 65

Microsoft Word and PowerPoint
embed an existing worksheet into Word

......................................................... 169
Motion Path Animations
apply to objects in PowerPoint............ 227
Name BoX ...c.uooiviiiiiiieeeeeeee 57,76
Naminga Cell..........ccoviiiiiiii e, 76
Naming a Range of Cells............c.c.oeee..... 76

Narration
create a PowerPoint presentation with231
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NETWORKDAYS.......oooiie, 86
NPER ... 80
NPV and IRR........cooins 81
Numerical Axis

columns charts with a.......................... 102
Organization Chart

create using PowerPoint.................... 216
Organize and view workbooks.................. 56
Outlines

create for a Word document ................. 19
Outlines and Subtotals

using Excel ........cccooiii 132
Page Numbers

add to Word documents........................ 16
Partner’'s Capital Statement.................... 187
Passwords

create for Excel workbooks................. 163
Paste a Chart from Excel

onto PowerPoint slides............c........... 224
Paste Special .........cccocciriieeiiiiiiiceee, 70
Picture Background

add to an Excel worksheet.................. 115
Pie Charts ........ooovveeiiiieiieeeeeeeeeee 108
PivotCharts........ccccoeeeeiieiiieeeeeeeeee, 161
PivotTables

Calculated Fields........................... 142

Calculated ltems.........cccovvveeeeeiennnene. 145

Conditional Formatting........................ 155

introduction to......c.ooevvveiiiiiiiiiie 137

Multiple Value Calculations................. 152

Organize Data into Groups ................. 146

Percentof Total .........cccovvvvvvneeeeinnnnnn, 149

Report Filter Pages .......ccccccoeveiieeee.n. 160

SlICErS. oo 156
PMT e 80
PowerPoint Fundamentals

topics covered ........cooceeeeieiiiiiciiieee. 202
PPMT oo 80
Present Your Slides .......ccccoeeeeeecnnnnnnne. 230
Print Handouts

PowerPoint slide handouts ................. 233
PRODUCT ... 79
Profit Volume Graphs .......cccccooeviciiieeennn. 196
Protect an Entire Worksheet................... 164
Protect Cells

in Excel worksheets .........ccccceeeeeeenne. 164
Protect the Workbook Structure ............. 164
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PV e 80
Quick Access Toolbar

(0] = o= SRR 55

fOr WOord.....cooooeeeeeeee e, 9
QUOTIENT ...coiieieeeeeeeeeeeeeeeeeeee 79
RATE ... e 80
Record @a Macro ...........ccooovvvvvvveeeeeeennnn, 173
RIDDON ....eeiiiei s 52
Rotated Text.....cccccceeeiiiiiiicee e, 66
SCreenTiPS ..o 66
Shortcut Keys.....uueeveeiiiiiiiiiiieeceeeeceee, 67
Slicer Connections...................... See Slicers
Slide Transitions

in PowerPoint ..., 230
SmartArt Graphics

uSiNg Word ......ccoveeeiiiiieeeiec e 32
SmartArt Graphics and Shapes

using PowerPoint ..........cccoooeeeiiinen. 212
SOIVEN . 123
Sparklines ......cccoveeeeeieiii e 111
Statistical Functions............cccccccc 82
Styles

for Excel worksheets.........ccccccceee. 114
SUBTOTAL oo 128
SUM oo 77
SUMIF ..o 78
SUMIFS......oooeee 78
SUMPRODUCT ..o 79
Syntax

definition of ... 74
Tabbed List

create inWord............oovvveeeiiiiiiiiiien. 21
Table

format Exceldataas a ..........cccccuuuueneeen. 98
Table of Contents

for Word documents............ccccevvvvvvvnnnnns 40
Tables

create using PowerPoint.................... 209
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create using Word .........cooovvevvveeeeeeenenne. 29
Text Box

draw onto PowerPoint slides............... 205
Text Formatting

usSing Word .......ccovveeiiiiiieeiee e 13
Text Functions .........ceeeeiiiiiiiiiiiieeeeee, 90
Textto Columns.......ceeeieeiiiieieeee e, 69

What is ..o 68
Themes

for Excel worksheets..........ccccceeeeee. 114
Track Changes

in Word documents .........ccccoeeevvveeeeenen. 38
Transpose Data

within Excel.........eeeiiiiiiiiicee, 71
Unprotect

worksheets and cells..........cccc........... 165
User-Defined Functions...........ccccceuuun.ee. 179
Using Excel with Office Applications ...... 166
Video Clips

add to PowerPoint slides..................... 232
View BUttons ...........ceeeeiiiiiiiieeee e 57
VLOOKUP......ovvivereeiiieeiieirieievensnesnnnnnnnnns 87

Voice Narration
create a PowerPoint presentation with231
Watermark

create using WordArt ..........ccccceeeees 117
What-If Analysis........ccccooiiiiiiiiiiii. 119
Data Tables.......ccccooeeveiiiiiiiiiieieieeen, 122
Goal SeeK.......ovveeeiiiiiiiiiee 119, 120
Scenario Manager.........cccccoeeeeeeninnnn. 120
using formulas..........cccccevieeeeeeeeiecnnene, 193

Work area
of an Excel worksheet............cccccco........ 57
Wrap TeXt....ooooeeieeiies 65
XNPV and XIRR......cccccceeiiiiiiiiiiieeeeeee 81
XY Scatter Charts .........ccccevvvvvvvevnenennnnnns 109
YEARFRAC. ... .o 87
Z00M Slider.......coovvveeeeieieeeeieeee e 57
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