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About Microsoft Excel 2013

Microsoft Excel is a worksheet application software program. It was designed to create tables of values
(usually numeric) arranged in rows and columns that can be manipulated mathematically using both
basic and complex arithmetic operations and functions. Excel contains many robust tools to create and
edit worksheets. You can customize Excel to fit your needs or just use Excel as it was originally designed.
This handbook was written by the SDUSD IT Training Department expressly for use by the employees of
the San Diego Unified School District. It is a general overview covering basic Excel features.

Note: The illustrations and step-by-step instructions in this handbook were created in Word 2013
software on a PC computer using Windows 7.

Starting Excel

There are several ways to start Excel on your computer (methods will vary depending on which
operating system is in use).

1. The Start Menu:
a. Click the Start button.
b. Click All Programs.
c. Click Microsoft Office 2013.
d. Click Excel 2013.

e. The Excel Start screen appears (see illustration below).

Search for online templates

Suggested searches:  Business  Personal  Industry  Small Business  Calculaty

|
1 | [
2 (-)
3 | |
a4
S
[

T Take d
| tour

Blank workbook Welcome to Excel x
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2. The Taskbar or Desktop:
a. Locate the Excel icon on the Taskbar (the horizontal bar across the bottom of the
Windows desktop screen). Click the Excel icon to launch Excel.

b. Locate the Excel icon on the Desktop (the main background screen on your
computer monitor). Double-click the Excel icon to launch Excel. L‘.)I( E

Excel 2013

3. An Existing Excel File:

a. Locate the existing Excel file on your computer desktop. Double-click that file icon. This will
launch Excel and open that specific Workbook simultaneously.

Overview of the Excel User Interface

All Microsoft Office 2013 software programs share the same, basic user-interface. What you learn in one
Microsoft Office program (Word, Excel, PowerPoint, etc.) can also be applied to the other Microsoft
Office programs. Although Microsoft Office programs share some common tools and features, each has
its own unique tabs, groups, menus, and abilities based on the function of that program.

Tab . Ribbon
Quick Access Toolbar ] P @

l Bookl - Excel ' 7 B - x

PAGELAYOUT ~ FORMULAS | DATA | REVIEW  VIEW Sayble Debra -
Calibri n KA S=E®- EweTe General - %} Eﬁ &= % @ E::“‘S“"‘ A
S u G o wmm e Eesace | S [ Snm Tl e oo Q00 e
1r] Font IF) Aligni Ir) Mumber IF) SLIES Cells Ed\tlﬂi ~
s S i R = v
A | 8 c D E G H G Y L M N ) P\Q R s T u v
N rou N\ N\ [ \ -
] \i%f P AN - \
73 Active Cell ( )
( ’
—

N~ N
é Row Names Page

1 Worksheet Name

y. / Status Bar
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Name Description

Quick Access Displayed in the upper left corner. This toolbar contains frequently used

Toolbar commands. It can be customized and relocated to meet the user’s needs.

Tabs Labels of the various Ribbons. Only one Tab/Ribbon can be seen and used at a
time.

Title AKA “Title Bar”. Displays name of Workbook and program in use.

Ribbon Large rectangle or banner across the top of the interface (beneath the tab
names) displaying Groups of related commands specific to each tab name.

Group Each Tab/Ribbon has named groupings of related buttons and commands. For
example, the Number Group has a collection of commands related to how
numbers look on the worksheet.

Active Cell The point at which a column and row intersect where you last clicked. If you
type anything, it will appear in the active cell. Each cell has a name based on its
intersecting column and row. The first active cell is named Cell Al.

Formula Bar Field where cell contents are displayed. Whatever you type into a cell (formula,
numbers, or text, etc.) will display here. When you want to edit the contents of
a cell, do it here.

Column Names Each vertical column is labeled with a letter (or letters) in alphabetical order
beginning on the left of the Worksheet with an A and ending on the extreme
right with XFD (a total of 16,384 columns).

Row Names Each horizontal row is labeled by numbers beginning with 1 and extending all

the way down to the last row at 1,048,576 (that’s a grand total of
17,179,869,184 cells in all of the columns and rows available in each
Worksheet).

Worksheet Page The worksheet page (or Spreadsheet) is filled with cells organized in
alphanumeric columns and rows.

Scroll Bar(s) Displayed along the right (and sometimes bottom) edge of the window, used to
navigate to various parts of the Worksheet.

Worksheet Name | This is a tab at the bottom of each worksheet page with its name on it. The
default name is always Sheet 1, 2, 3, etc. You can modify the name on the tab
and color code it as well.

Note: To rename it, simply double click on the tab to highlight it. Type the new
name, then press Enter to lock it in. To change the tab color, simply right click on
the tab and select Tab Color from the shortcut menu and make your choice.

Status Bar Located along the horizontal bottom edge of the window, it contains status
information about the current worksheet, which View you are using to see the
worksheet, and the Zoom tool to zoom in and out (magnify).

IT Training
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Quick Access Toolbar

Located in the upper left corner of the Excel user interface, the Quick Access Toolbar provides single-
click access to common tools such as Save, Undo, and Open (an existing file). You can customize the
Quick Access Toolbar to contain any number of commands/buttons you prefer. The Quick Access
Toolbar can be positioned above or below the Ribbon.

B d

41

Add a Command to the Quick Access Toolbar: Addte Quick Access Toelbar

Customize Quick Access Toolbar...

1. On the Ribbon of your choice, right-click the _ _
Show Quick Access Toolbar Below the Ribbon

command or button you want to add.

2. Left-click Add to Quick Access Toolbar on the
shortcut menu that appears.

Customize the Ribbon...

Collapse the Ribbon

Remove from Quick Access Toolbar

Remove a Command from the Quick Access Toolbar: : _
Customize Quick Access Toolbar...

1. On the Quick Access Toolbar, right-click the Show Quick Access Toolbar Below the Ribbon

command or button you want to remove. Customize the Ribbon.

2. Left-click Remove from Quick Access Toolbar Collapse the Ribbon
on the shortcut menu that appears.

Additional Options:

Click the More button on the right side of the Quick Access Toolbar to display a menu _
L2

with additional options and commands you can use to further customize the toolbar.
Click on any item on the list to add that command to the QAT (a check next to the
command indicates that it is active). More

Note: The Quick Access Toolbar and the tab ribbons can also be customized from the Excel Options
dialog box: File tab—> Options—> Customize Ribbon or Quick Access Toolbar.

Ribbon

The Ribbon is the large rectangular band going across the top of the Excel window with several groups of
commands and dropdown menus. These groups help you quickly locate the tools you need. The Ribbon
is comprised of a set of categorized Tabs (see illustration on next page). When you click a Tab it is
brought forward as the current, active Tab in use. Each Tab contains sets of commands and features
related to the theme of the Tab. These commands are organized into several Groups within each Tab.
The Tab names (labels) are written in all capital letters and located along the top of the Ribbon. The
Group names are located along the bottom edge of the Ribbon.
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Commands in the Ribbon generally appear as buttons, drop-down lists, labeled icons, or galleries. In
many of the groups (at the bottom-right corner), there is a dialog box button. When you click this button
a dialog box is displayed containing a group of specialized commands. After selecting commands or
making changes within the dialog box, it is necessary to click OK to activate the commands or make the
changes and close the dialog box.

Standard Tabs I

AN
- AN DOOKL -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

B M oCut

[ < Calibri -1 A A T=o & EWapTet General
. Ey Copy -
aste . PR - |l === &=3= . Y €0
- ¥ Format Painter B I U — O A === £=3= METQE&CE”tEF $ 70 * K
Clipboard Alignment P Mumber

Dialog box button for
“Font” Group

Ribbon Tab Description
Name

FILE Displays the Backstage view with commands and options related to managing files
and customizing Excel.

HOME Contains the most frequently used, common commands and tools. It is the active
Tab (in front) by default each time you open Excel.

INSERT Contains commands related to things you can insert into a worksheet such as
pictures, hyperlinks, tables, pivot tables, or charts.

PAGE LAYOUT | Contains commands related to changing the layout of a worksheet, such as margins,
themes, or cell size.

FORMULAS Contains commands related to creating, inserting, or modifying formulas, including
calculations and functions.

DATA Contains commands related to importing, filtering, and manipulating data from
other sources, as well as, data you enter yourself.

REVIEW Contains commands related to proofreading, adding comments, tracking other
people’s work on a worksheet, or protecting a worksheet.

VIEW Contains commands related to changing how the worksheet is displayed on your
computer screen, such as zooming in or out, seeing it as it will print out, or freezing a
pane to stand still while others around it can move.
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Standard Tabs

Excel’s default setting always displays the standard (default) Tabs each time you launch and use Excel.
Each Tab’s label indicates the types of commands it has. For example, the INSERT Tab contains
commands that have to do with inserting objects into a Workbook such as pictures, charts, worksheets,
hyperlinks, or textboxes.

Contextual Tabs

Contextual Tabs are those Tabs that appear only when you create or select certain things in your
Workbook, such as tables, charts, or pictures. Contextual Tabs contain commands that specifically affect
only the object you are actively working on. If you click away from that object into another area of the
Workbook, the contextual tab disappears. When you click on that same object again, the contextual tab
returns. Contextual tabs appear just above the standard tabs, and are often colored differently to make
them easier to identify.

Optional Tabs

Additional, optional Tabs are available for display on the ribbon. They can be accessed from the
Backstage view of Excel by clicking on FILE =» OPTIONS =»CUSTOMIZE RIBBON. These optional Tabs
have additional commands and buttons not found on the standard Tabs.

, Contextual Tab
Optional Tabs
\\ DRAWING TOOLS
VIEW DEVELOPER ACROBAT FORMAT
Vrap Test -- L | | g
" JEd r3) %
lerge & Center =~ | $ + 9% | %3 &8 Conditional Formatas Cell
' © | Formatting - Table~ Styles-
Ta Number Fa Styles

Custom Tabs

You can create your own customized Tabs and name them any way you wish. You can place any
commands or buttons Excel has in customized groups according to your preference.

IT Training
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Mini Toolbar

Frequently confused with the Quick Access Toolbar, the Mini Toolbar | Calibri 11 -
displays right next to your cursor whenever you select (highlight) a B I A-A A
cell or cells, or when you right-click an object. The Mini Toolbar has
commands that will affect only the cell contents or object you
selected—not the entire Worksheet.

Shortcut Menus [
By Copy
A Shortcut Menu will display next to most items you right-click on. = Pi;te Options:
These are content-sensitive menus designed to help you do things 0
directly related to the item you selected. The Shortcut Menu will have Paste Special...
different commands depending on which item you selected. Insert...
Delete...

Backstage View

When you click the FILE tab, it displays the Backstage view. This is where you complete tasks related to
managing your Excel Workbook files (Spreadsheets) and customizing Excel to suit your needs. Use the
Backstage to create new Workbooks, open existing ones, save Workbook files, print your Worksheets or
Workbooks, and many other tasks.

Click the Back button to return

to the worksheet. @

Info

MNew

Open ‘ﬁ

Protect
Workbook ~

Save

Save As

Inspect

= Before publi
Check for

Save as Adobe
PDF

Docum
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Create and Save a New Workbook

When you launch Excel 2013 you will see a Start screen with pictures (icons) of different Excel template
styles to choose from. Until you are more familiar with Excel styles and themes, click the “Blank
Workbook” template in the upper left corner and a new, blank Worksheet will appear. You can then
begin entering data on your Worksheet.

The Title or Title Bar will default to a name like Book1, Book2, and so on, until you save the Workbook
with a name/title of your own choice.

Exercise 1.0: Create a New Workbook

1. Click FILE = New => Blank Workbook.

Then click
Search for online templates here
Suggested searches:  Business
A B

Then click
here

Blank workbook
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Exercise 1.1: Save a New Workbook

1. Click the Save button above the FILE tab Save
(on the Quick Access Toolbar). button

2. Navigate to the location where you want to save the Excel Workbook file.

3. You will see the Save As window appear. Type a name (title) for the Workbook into the File
Name field (at the bottom of the window). Note that the default type of file the Workbook will
be saved as is a regular Excel Workbook with a default file extension of xlsx. Click the Save
button in the lower right corner.

4. The Title of your Workbook now Sample Excel Spreadshest.xlsx - Excel
displays the name you gave it.

M
New saved |Ger1era| - e
] =
title .
. § - 0f s 0 oo Conditio

El
]
C)_C) | }. + Network - Prdechome13 ~ 13 + 130 ~ 130086 - Desktop - MICROSOFT OFFICETRA]NII‘K ~ EXCEL - [@H Search EXCEL ﬂ'

Organize *  New folder / \ = -
= - . .
Microsoft Excel Name | [/ dified | Type | Size | |
Sample Excel Spreadsheet. xdsx 5 1:53PM Microsoft Excel Wor... 11KB

B7¢ Favorites This is an Excel workbook file, xdsx
B Deskiop
Lﬂ. Downloads
E Recent Places
#& OneDrive

7:46 AM Microsoft Excel Wor...

e e Note the location where

8 ot Music you are saving the file
Pictures
= B videos

E11% Computer
o S j

File name: ISamule Excel Spreadshest. ssx k

Save as type: IExceI Workbook (*.xlsx)

Authors: Dr. Randy Nordell Tags: Add a tag Title: Add a title

" save Thumbnail

:‘\ Hide Foldersl

Type the file name

here Then click

here
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Open an Existing Workbook

To open a Workbook you created and saved previously, first launch Excel and then open the file from
within the software. Another option is to navigate to the location of the saved file and open it directly
from there.

Exercise 1.2: Open a Workbook from within Excel

1. Launch Excel from the Start menu (or from the Excel icons on the Taskbar or Desktop). Refer to
the Starting Excel section of this handbook (page 6).

2. Click FILE = Open

3. Find your Workbook file in the list of Recent Workbooks and double click to open it. If it is not
listed there click on “Open” then navigate to the location of the file to open it.

IT Training
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Formatting generally means changing the way text, numbers, or objects look in your workbook. An
example would be adding bold or underlined text, or changing the color of something. An exception to
this might be when someone refers to “how a Workbook is formatted... what format is it?” They might
be referring to the kind of file it is. Is the Workbook formatted as a regular Excel Workbook? Or, is it
formatted as an Adobe Reader PDF file, etc.?

Editing means changing the content itself, such as deleting or adding words or numbers, moving
formulas around, etc.

Formartting Text/Data

Font Style

In Excel, the term “font” refers to what used to be called “typeface”, or the specific design or style of
lettering. Excel has many different fonts to choose from, and they each have a unique name. The font
used in this handbook is called Calibri. Here are several other commonly used fonts:

Times New Roman

Arial

Cambria

Tahoma
And here are several fonts generally used only for special effects or decoration:

Brush Script

ALGERIAN

Gigh

®ly Enalish
To change the font style of your text, first you select the text (click-and-drag to highlight it) and then
choose the font style you want to apply from the font drop-down menu. The font menu is found on the
Ribbon in the HOME tab, within the Font group (see Figures 1 & 2). You can also use the Mini Toolbar that

appears when you first select the text (see Figure 3). Inmediately after selecting the text, the Mini Toolbar
appears. If you start to roll the mouse away from the text, the Mini Toolbar fades out.

EHS 00 ¢ & -
HOME . REFERENCE
NSERT DESIGN PAGE L

SIS (CER Tl

Com
Caiibri Paste oRr Theme Fonts
- - - Format Paintd
| alibri (Body) 2 | A Cambria
Clipboard

[ [vjiii

Headings|

.z - Calibri (Boc
B I U ~abc X, X : Recently Used Fonts

E O Bt english et 10 Figure 3 - Mini Toolbar
El Fant ) O @igi
O ALGERIAN

Q Tahoma
() Times New Roman

Figure 1 - Font Menu in Ribbon

Figure 2 — Font Menu
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Font Size

You can change the size of any font by selecting the text and choosing the size you want from the font
size drop-down menu. A font is typically measured in a point (pt) size, which is the vertical measurement
of the lettering. There are approximately 72 (72.272) points in one inch or 2.54 cm.

Common font point sizes for business Workbooks are 10, 11, or 12.

This is Times New Roman font style in size 10.

This is Times New Roman font style in size 12.

This is Times New Roman font style in size 14.

SERT DESIGMN PAGE L}

Calibri (Body) A

B I U - abe ¥, X°

Font

Font Effects SERT  DESIGN  PAGEL

You can change the formatting (appearance) of your text by applying
various font effects. Most of these commands are found on the HOME
tab on the Font group. Typical effects are bold, italics, underlining, or

color. Other effects that are sometimes used include SMALL CAPS, sub script,
and super script

The color of the font can be changed by clicking on

Calibri |12 -
the Font Color drop-down menu: l

B I U -ak X, X°
1. Select the text (click-and-drag across it to font

hlgh/lght/t) e 6 o g0 a0 .| Theme Colors !
2. Onthe HOME tab ribbon in the Font group, u MEEEEES

click the Font Color drop-down menu. AL

HEEHEE

Standard Colors 1
IEEEEN

3. Hover the mouse cursor over various colors
to see a preview of that color on the
selected text. Left click the desired color to
change the text to the new color
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Exercise 2.0: Format Cell Content

1. Open an Excel Worksheet with data on it (or create a new one).
2. Select a cell, or a few cells (click-and-drag across to select them).
3. Apply the following formatting changes:
a. Freestyle Script font style, size 16
b. Bold and Underline
c. Change color to Purple (last choice on the right underneath Standard Colors)

4. Do not close this Worksheet. Keep it open for the next Exercise.

Format Painter

Format Painter is a great shortcut tool that copies all formatting of a selected i
piece of text, number, or symbol and then applies that same formatting to Pastd
v _
another piece of text, number, or symbol with a single click. T
Iphoard Fl
The Format Painter command is found on the HOME tab in the Clipboard
group on the far left side of the Ribbon.

HOME INSH

L Cut

Format Painter will shut off after you apply it to text a single time unless it is turned on for multiple
uses. To apply the copied formatting to several areas of text using Format Painter, simply select the cell
by clicking the cursor into the cell with the formatted text to be copied (a green box will appear around

the cell), then double click on the Format Painter command. This will turn on Format Painter and keep it

on until you are finished using it—even if you skip around to different cells within the Worksheet. To
turn it off, simply hit the Esc key or click one more time on the Format Painter command.

Exercise 2.1: Copy Formatting & Apply to a Different Cell

1. Inthe same Worksheet you used in the last Exercise, click to select
any cell or cells containing text, numbers, or symbols with the special F
formatting effects applied before (Freestyle font, bold, underlined,

purple, etc.). ] -GTE

2. Single-click the Format Painter command. | be=————

Note: Your mouse arrow now looks like a plus sign with a paintbrush.
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3. Move the mouse (do not click yet) to another cell within the
Workbook where you wish to apply the special formatting. 123
4. Single-click on the target cell so that the special formatting is then 123
applied to the contents of that cell. 1 I

Exercise 2.2: Apply Format Painter fto Non-Consecutive Cells

1. Inthe same Worksheet you used in the last exercise, click to select any cell with special
formatting.

2. Double-click the Format Painter command button.
3. Then, click on individual cells within the Worksheet to apply the special formatting to each cell.

Note: The Format Painter icon will remain attached to the mouse arrow indicating that the Format
Painter feature remains active.

4. To turn off the Format Painter feature, simply press the Esc key on your keyboard or re-click the
Format Painter command button.

Editing Cells

There are different methods of selecting a cell or cells. You can select an individual cell, a group of cells,
or an entire Worksheet. You can do this using the mouse or with the keyboard. Each is useful depending
on what is to be selected.

Select a Single Cell

To select a single cell, simply click into the cell and add text, numbers, or symbols. Notice that the
Formula bar will display an unformatted version of whatever you are adding to the cell. Regardless of
however many formatting changes are made to the contents of a cell, the Formula bar will remain with
the “Value” version of text, numbers, or symbols no matter how many changes in formatting have been
made to the corresponding cell.

Select a Group of Cells

To select a group of cells, simply click and drag the mouse across the cells. They will become highlighted
in gray when selected.
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Select an Entire Worksheet

Perhaps the easiest method of selecting an entire Worksheet is A B C
to simply click on the gray triangle located just above, and to the
left, of Cell Al. This will select the entire Worksheet (highlighted
in gray) all the way to Cell XFD-1,048,576—the absolute limit of
the columns and rows within an Excel Worksheet.

L

Replace Cell Contents
There are a couple of ways to replace the contents of a cell with other data.

To enter new data in place of existing data, simply select the cell (highlighted with the green border) and
start entering data. The first keystroke will eliminate the original contents of the cell and replace it with
whatever is then entered.

To replace the content of a cell with content from another cell, you can Copy-&-Paste, or Cut-&-Paste.
Both of these methods are explained and illustrated on pages 23 - 23 of this handbook.

Move Content of Cell (or Cells)

To move the content of a cell (or cells) to another location within a Worksheet, simply select the cell(s),
then click-on the green border and-drag the selection to the new area and let it go. If it is necessary to
move the selected data to a different page, the Cut-&-Paste method is recommended to relocate the
selected content (see page 23 of this handbook).

Exercise 2.3: Move a Cell's Contents

1. Select a cell containing data by clicking on it (the cell is A
selected when a green borderline appears around it). 1 7501

2. Place the mouse arrow directly over any one of the four A
green sides of the selected cell until the mouse arrow - 750
displays a thin, black, 4-headed arrow at its tip (do not click on ; %—-
the bottom-right corner of the cell).

3. Click, hold, and drag the selected cell to any other area or cell within
the Worksheet and release. The cell’s contents will then transfer from the
original cell into the new cell.

Note: If you wish to undo the move, immediately click the Undo button command L5 The
located on the Quick Access Toolbar.
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Copy-and-Paste Cell Contents

You can Copy the contents of a cell and Paste it in another location in the Worksheet. This can be done
with a single cell, a selected section of a Worksheet (made up of several cells), or an entire Worksheet
can be copied and pasted onto a new Worksheet.

Whenever you copy the contents of a cell or cells, the copied content
is automatically stored in an area of Excel called the Clipboard. The

Clipboard retains the copy until you are ready to paste it. The H v
Clipboard is considered “volatile memory”. Any data held there is HOME INSERT
temporary, and will be erased when you close the Workbook. o ¥ oot

The Clipboard tools (including Cut, Copy, Paste, and Format Painter) ER Copy ~

are located on the HOME tab in the Clipboard group on the far left Pafte % Format Painter

side of the Ribbon.

Clipboard T

Al -

Note: The Cut and Copy commands are unavailable (grayed-out, not
clickable) unless some data is selected.

Exercise 2.4: Copy-and-Paste Cell Contents

1. Select a cell containing data by clicking on it (the cell is selected
when a green borderline appears around it). A

2. Copy the selected cell using one of the following methods: 1 ?591

a. Click the Copy command button in the Clipboard group on the
left side of the HOME tab ribbon.

b. Right-click the selected cell and choose Copy from the Shortcut
Menu that appears.

c. Use the keyboard shortcut Ctrl + C (press and hold down the Ctrl key, then press the C key).

3. Select a new cell to receive the copied cell’s content (the cell is selected when a green borderline
appears around it).

4. Paste the copied cell’s content using one of the following methods:
a. Select the cell to receive the copied content, then click the Paste command button.

b. Right-click on the cell to receive the copied content, then choose Paste from the Shortcut
Menu that appears.

c. After selecting the cell to receive the copied content, use the keyboard shortcut Ctrl + V
(press and hold down the Ctrl key, then press the V key).
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Cvut-and-Paste Cell Contents

You can Cut the content out of a cell (remove it), then Paste it into another location within the
Workbook. This can be done with a single cell, a selected section of a Worksheet (made up of several
cells), or an entire Worksheet can be cut and pasted onto a new Worksheet.

Whenever you cut out the contents of a cell or cells, the content is copied (stored) automatically in an
area of Excel called the Clipboard. The Clipboard retains the copy until you are ready to paste it. The

Clipboard is considered “volatile memory”. Any data held
there is temporary, and will be erased when you close the
Workbook.

The Clipboard tools (including Cut, Copy, Paste, and Format
Painter) are located on the HOME tab in the Clipboard group
on the far left side of the Ribbon.

Note: The Cut and Copy commands are unavailable (grayed-
out, not clickable) unless some data is selected (highlighted).

The keyboard shortcut to Cut text is Ctrl + X (press and hold
down the Ctrl key, then press the X key a single time).

alls

Paste

-

Al

(= s

HOME IMSERT
J{ Cut

Exy Copy -

¥ Foarmat Painter

Clipboard P

Exercise 2.5: Cut-and-Paste Cell Contents

1. Select a cell containing data by clicking on it (the cell is selected when a

green borderline appears around it).

2. Cut out the selected cell’s content using one of the following methods:
a. Click the Cut command button in the Clipboard group on the left

side of the HOME tab ribbon.

1 750
errrrrrrrrerrr— 1

b. Right-click the selected cell and choose Cut from the Shortcut Menu

that appears.

c. Use the keyboard shortcut Ctrl + X (press and hold down the Ctrl key, then press the X key).

3. Select a new cell to receive the copied cell’s content (the cell is selected when a green borderline

appears around it).

4. Paste the copied cell’s content using one of the following methods:

a. Select the cell to receive the copied content, then click the Paste command button.

b. Right-click on the cell to receive the copied content. Then choose Paste from the Shortcut

Menu that appears.

c. After selecting the cell to receive the copied content, use the keyboard shortcut Ctrl + V
(press and hold down the Ctrl key, then press the V key).
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Undo / Redo

Most mistakes can be reversed in Excel by clicking the Undo button. It undoes the last action taken. If
(after undoing something) you change your mind and decide you do want that undone action after all,
just click the Redo button, and it will put it back.

The Undo and Redo commands are located in the Quick Access Toolbar (the upper-left corner of the
Excel screen). The Undo command also has the option of going back several steps and undoing several
actions at once.

Note: The keyboard shortcuts for these are:

Ctrl +Z=Undo & s
Ctrl + Y = Redo INSERT DESIG

Calibri (B

Clear All Formatting

To remove all formatting changes to a given cell returning it to its original format, use the Clear Formats
command. This feature is located on the HOME tab Ribbon in the Editing group, and it looks like a pink
pencil eraser with a more button (down arrow) next to it. Click on Clear Formats.

EAutDSum - A H > AutoSum ~ A.Y
Z.Y [ Fill - Z H
A Sort & Find &
Sort & Find & — Clear~ Filter = Select =
Filter = Select - —

Clear Comments

Clear Hyperlinks

Exercise 2.6: Clear Formats from Selected Cells

1. Inthe same Worksheet you used in the last Exercise, select a cell that has special formatting
(different color, bold, font style, etc.).

2. Click the Clear Formats command.

3. Note that the selected cell returns to its original format.
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How to Tilt Text in a Header Cell

When typing text into any cell in Excel it appears horizontal by default. However, Excel provides a way to
alter the angle of text within a cell. The following exercise demonstrates how to change the angle of text
within a cell.

Exercise 2.7: Tilting Text within a Cell

1. Select the cells you wish to change the text angle of. In this example we have selected (D1, E1,

and F1).
C D E F G H
me First Name | Grade Leve| Birth Date Gender!Entr-,r Date Entry Code
Camila 1 8/4/2009 M 9/8/2015 RT
Coloods . clfacfannc ¢ noifofn4c oT

2. Press CTRL + 1 (keyboard shortcut) to open up the Format Cells dialog box. Or, navigate to the
Format Cells dialog box by selecting the following: HOME = CELLS = FORMAT = FORMAT

CELLS.
3. Click the Alignment tab in the Format Cells dialog box.

Number | | Fant | Border
—_— = = ——— = ( . . Text alignment
Click Alignment Horizontal:
0] . = IGeneraI LI Indent:
Vertical: 0 =
IBottom ;I

Number I~ Justify distributed

4
Text control

Make ar'ly I wrap text
other choices I Shrink to fit

you want. [~ Merge cells
Right-to-left
Text direction:

Text alignment
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4. Use the Orientation area to set the text angle. Then, click OK.
ﬂ Protection I
—— rOrientation———
Click-and-drag the Text handle. e .
\ ) +*
ST T————— 1 :
—— .
T e
~ t Y
Or, click the Degrees buttons for positiveor | FaE
negative degrees.
& g 4> IEI E‘ Deagrees

5. The text in the selected cells now sit at the angle chosen previously in the Format Cells dialog
box.

C D E F G
& % ;)
{'s‘k q’
rst Name Y & S Entry Date En{
amila 1 8/4/2009 M 9/8/2015 RT
sbhah 5 6/26/2005 F 9/8/2015 RT
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The PAGE LAYOUT Ribbon

The PAGE LAYOUT Ribbon contains commands related to how the Workbook is laid out and set up. This
includes such things as margins, print area, and scaling to fit. The default margin setting for Excel is
usually one inch all the way around (top, bottom, left, and right margins). You can design a layout you
prefer for each Workbook.

[ PAGE LAYOUT tab ]

H ©- - = V This is a
FILE HOME  INSERT

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

E E:r:‘:: @ % IE [éﬂ }% % ﬁWidth: Automatic -

Gri

E:DHeight: Automatic ~
L]

5

Themes Margins Orientation Size  Print  Breaks Background Print

- [OlEffects~ . . . Areaw - Titles  FhlScale  [100% 3
Themes Page Setup T Scale to Fit T

Margins

Margins are those blank areas between the edge of the paper itself and the edge of the cells that
makeup the Worksheet.

: l Top Margin

A

Left Margin

First Nam
37854 Acosta Sabah

85603 Morales Danny
95079 Ageeli Liz
98592 Aguiar Leion

301875 Akeely Rayan

The Margins command is located on the PAGE LAYOUT tab in the Page Setup group.

PAGE LAYOUT FORMULAS DATA

Print  Breaks Background
- ~  Arear o~

Page Setup
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There are three easy ways to work with margins in a Workbook. However, to see the margins you have
to change the view from Normal view to Page Layout view. The view can be changed by clicking on the
Page Layout icon located on the green Status Bar located at the bottom-right edge of the Excel user-
interface. The view options are easily identified by hovering the mouse over each one on the Status bar.

The three methods are: Initial Enrollment K-12 lones Eler

. Returning Student Fletcher C
1. The Margins command on the PAGE LAYOUT et et o
. ) } ~ eturning Student Field Elen
ribbon (which contains several preset margin e E——— - .
settings)

The Page Setup dialog box

And, using the Ruler.

Exercise 3.0: Margins Command on the PAGE LAYOUT Ribbon

1. Open an Excel Worksheet that has several cells filled

with data. IMSERT PAGE LAYOUT FORMULAS
. . . M fo— |_|
2. Click the PAGE LAYOUT tab, then click the Margins @ D
command. s rli—hl ID I‘_'EF’ >'_|

Margins Orientation Size  Print  Breaks B

3. Click to select the Narrow preset choice. b - v Arear -
i i . Last Custom Setting
4. Observe that the change in margins was applied to Top: 025" Bottam: 0.25"
the entire Workbook. Left: 025" Right: 025"
Header: 0.3" Footer: 0.3"
5. Click the Undo command to undo the margin change.
Leave the Workbook open for the next Exercise. MNormal
Top: 075" Bottorn: 0.75"
Left: 07" Right: 03"
Header: 0.3" Footer: 03"
Wide
Top: 1" Bottom:1"
Left: 1" Right: 1"
Header: 0.5" Footer: 0.5"

MNarrow

Top: 075" Bottorn: 0.75
Left:  0.25" Right: 025
Header: 0.3" Footer; 0.3"

Custom Margins...
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Exercise 3.1: Page Setup Dialog Box

1. Open an Excel Worksheet that has several cells filled with data.
2. Onthe PAGE LAYOUT tab, click the dialog box button in the lower right corner of the Page
Setup group.

IMSERT PAGE LAYOUT FORMULAS DATA REVIE

O3 Dem & 5

Margins Orientation 5Size  Print  Breaks Background Print
M M *  Areav - Title

Dialog Box
Button

Page Setup

3. Onthe Page Setup dialog box ensure the Margins tab is active by clicking on it. In this dialog box
you can make changes to the margins, paper orientation and size, and layout, among other
things. When done making choices here, click OK to make the changes.

Page Setup | @ & |
Top: Header:
075 = 03 =
Left: Right:
07 = 07 =
EBottom: Footer:
075 = 03 =
Center on page
|:| Horizontally
[T Vertically
Print... ] [Print Prevley] l Options... l
| ok || cancer |
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Exercise 3.2: Sefting Margins on the Ruler

Open an Excel Worksheet that has several cells filled with data.
2. If the Ruler is not displayed, go to the Show group on the VIEW tab and check the Ruler box.

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

D I@ ~| Farmula Bar Q [?; @ DE

Pavge Custo | Gridlines [+ HEEdiﬂgE Zoom 100% gl:;l:lm.tlj V‘NT
/ election Yindow

Show Zoom

3. To change the top margin of the Worksheet, click-and-drag the Top
Margin borderline located about an inch above the number 1 mark on
the vertical ruler. The Top Margin borderline is the tiny line dividing
the white and gray parts of the ruler.

1
Top Margin: 0.75 Inches 3
= | 7

Top Margin borderline on
vertical ruler

4. To change the bottom margin of the Workbook, do the same thing as
Step 3, except at the bottom of the ruler.

Bottom Margin borderline on

vertical ruler Bottom Margin: 0.75 Inches

5. To change the left or right margins,
locate the margin at either end of the horizontal ruler, click
and drag to make margin wider or narrower.

G

9/8/2015
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Exercise 3.3: Format Cells for Currency, Accounting, etfc.

1. Open (or create) a Worksheet with numbers arranged in

columns.
2. Select (highlight) all the dollar amounts in one column. Accounting -
3. Onthe HOME tab ribbon, in the Number Group,
experiment with the various buttons and menu choices. $ * Of 9 {_Tjg _']EE
Notice how the selected cells’ contents change
formatting according to your choices. Mumber =

. . -
4. Try out the various Currency, Number, and Accounting

format options.
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How to Insert or Delete Columns and Rows

When you Insert a new column it will appear just to the left of the active (selected) column your cursor

was in at the time.

When you Insert a new row it will appear just above the active (selected) row your cursor was in at the

time.

Exercise 4.0: Insert a New Column

Have any Excel workbook open on your screen. Make sure it has content in some of the cells.

Place the mouse cursor inside the column name (at the top of a column where its alphabet letter
label is located) for any column. The mouse cursor will change to a small down-pointing arrow.

Click once. That should select the entire column.

Lt
Place the mouse here MLast school Name
and click once Carson Elementary

Carson Elementary
Carson Elementary
Carson Elementary
Carson Elementary

3. With the mouse placed anywhere in the selected column, right-click once.

4. On the shortcut menu that appears, select Insert. X
ER
&

Click Insert

Cut

Copy
Paste Options:

e, e, s

2 2 s
Paste Special...

sert
Kete
Clear Contents

Eormat Cells...

Column Width...

Hide
Unhide
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5. Anew, blank column is inserted immediately to the left. Note that the new column has taken
the name of the previous one:

New column

| /

LV y
_;‘ft School Mame
Carson Elementary

Carson Elementary

Carson Elementary

Carson Elementary

Carson Elementary

Carson Elementary

Carson Elementary

Exercise 4.1: Delete a Column

1. To delete a column, place the mouse cursor inside the column name (at the top of a column
where its alphabet letter label is located). The mouse cursor will change to a small down-
pointing arrow. Click once. That should select the entire column.

N — L
Place the mouse TLast School Name
here and click once Carson Elementary

Carson Elementary

Carson Elementary a6 Cut
Carson Elementary gy Copy
Carson Elementary ‘T Paste Options:
=)
? p—

2. With the mouse placed anywhere in the selected column,

. . Paste Special...
right-click once.

Click fneert
Delete 9&'&"&
Clear%tents
Format Cells...
Column Width...
Hide
Unhide

3. On the shortcut menu, select Delete. The column will be deleted.
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Note: You can repeat the same steps above with a row. The row names are numbers, and are located on
the far left side of a worksheet.

Row Names

Hide or Unhide Columns or Rows

This procedure works the same with columns and rows. After the last exercise we are now left with
several columns of data we don’t want anymore (the columns with the individual names and the one
with the improperly capitalized names), and one column we do want (the column with the properly
capitalized names).

However, due to the formulas we have used, we can’t just delete the columns we don’t want. For
example, if we deleted the G column (the one with the concatenate formula) it would invalidate the H
column.

Instead of deleting columns we can hide them. Hidden columns are still in place and working; they are
just hidden from view. We can unhide them anytime we want.

Exercise 4.2: Hide/Unhide Columns or Rows

1. Click-and-drag across the lettered column headers of the columns you want to hide, to select
those entire columns:

Columns E through G are selected ]

N
E F G H
Clark gable gable, Clark Gable, Clark
ava gardner
Cary grant
lana Turner
Humphrey bogart
lauren bacall
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2.

Point the mouse anywhere within the grey selected area and right-click to display the Shortcut
Menu. Click on the Hide menu choice:

E F G H I

Clark gable gable, Clark TGabIe, Clark

a 1
i ey [calibri -Ji1 -|& & § - 9% o '-
Cary grant — e |
lana Turner B I =&~ M I R IR |
Humphrey bogart i |

lauren bacall & Cut |

By Copy |

iD Paste Options: |

s a2 L |

Click Hide Paste Special... |

- Inzert I

\T\( Delete |

\\\ Clear Contents |

\ Eormat Cells... |

\ Column Width... !

Hide
Unhide [% i
_ | .

Note that the unwanted columns collapse and are hidden while the one column we do want
remains displayed (the column with the correctly capitalized names). We know the columns are
hidden and not deleted because:

a.

The columns did not rename consecutively, and the columns E, F, and G are missing.
Columns D and H are now sitting next to one another.

There is a double dividing line between columns D and H, instead of the usual single dividing
line between column headers.

Double dividing line.

D and H columns are next to each other.

> (

-

Table, Clark
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4. To display the hidden columns again, place the mouse pointer on the double dividing lines until
it becomes a black double arrow with parallel lines. Right-click to bring out the Shortcut menu
again. Then click Unhide. The hidden columns should display.

When mouse pointer looks like this, ] . .
_— richt-click to get the Shortcut (% Cut n
D HF  H By Copy
Gable, Clark L Eﬁeipﬁl“:
25
Paste Special..
Click nsert
Unhide. Delete
Clear Contents
[ Columns E, F, and G are now unhidden. ] Formt Cel.
Column Width..,
\// \ Hide
] E F G H \ Unhide
Clark gable |gable, Clark |Gakle, Clark
ava gardner
Cary grant
lana Turner
Humphrey |bogart
lauren bacall

Note: If only one hidden column displays instead of all of them, keep the mouse positioned exactly
where it is, and double click one or more times until all hidden columns are displayed. You will know
they are all unhidden when the column header titles are in sequence again (the missing column
header letters are back, such as E, F, and G in the example above).
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Sorting & Filtering

We usually sort or filter data to group information into chunks that are easier to read and interpret. The
difference between sorting and filtering data in Excel is this:

SO RTI NG is when you manipulate data into specific groups (move it around within its boundaries,
but don’t hide or delete anything).

Example of Sorting: Alphabetize an entire column of students’ last names.

FILTERING is when you allow only certain parts of the data to be displayed while hiding the rest.
(You don’t move data around or delete anything, but you might temporarily hide some of it). This is so
you only see the specific data you want to see.

Example of Filtering: In a column that has many different dates ranging from
September through December, you display only the September dates, and hide
all dates in October, November, and December.

Exercise 5.0: Sort Data

In this exercise we will sort the data in alphabetical order by students’ first names.

1. Click the “Enrollment by Date” worksheet to bring it forward.
2. Place the mouse cursor over the column header C, and click once to select the entire column of

first names. Click here
B 4+ C E F
1 [Last Name First Name Birth Date Grade Level Gendg
2 |Acosta Camila &faf2009 1({m
3 |Acosta Sabah 6/26/2005 S|F
4 |Adams Andrew 51142010 4(m
5 [Addams Joshua 3/27f2007 3
5_ Ageeli Liz 7f18/2006 a4 F
7 |Aguiar Leion 7f31/2006 /M

3. Onthe Home ribbon in the Editing group, click Sort & Filter.
> AutoSum + A H
_ zY

EE [~
| Click here IL' oL T &
& Clear~ Filter ~ Select -

Editing
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4.

Click Sort Ato Z.

m‘:{ Click here ]

il sortZtoa
Custom Sort..
Y Filter

In the Sort Warning dialog box that appears, keep the default selection to Expand the selection
and click the Sort button. This means that because the column you are about to sort into
alphabetical order is directly related to other columns around it, you are agreeing to allow Excel
to sort all the related data as well. Subsequently, when you sort the names, their respective
other data will move along with each name, so nothing will be mixed up or lost. If you were to
choose Continue with the current selection, only the selected column C would be sorted.

sortwarnmg S

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted,

What do you want to do?

Sort Cancel

6. Column Cis now sorted alphabetically. All related columns were carried along with the sort, so
that each student’s records remain with that student’s name on the worksheet.

10.

B C D E F
1 (Last Name First Name Birth Date Grade Level Gend
2 |Nunez Tromsen Abdiel 11/30/2010 2 M
3 |Meckler Abdullah 11/28/2010 0 M
4 |Dogho Abdulmasowar | 11/25/2010 1M
5 |Holly Abiram 11/24/2010 2M
6 |Smothers Abraham 11/20/2010 iMm
7 |Hardwick Adair 11/20/2010 I M

Try one more sort.

Select Column E, for Grade Level.

Click the same Sort & Filter command button. Note that the choices have changed to reflect the
type of data in the column. Instead of “Sort A to Z”, it now says “Sort Smallest to Largest”. Select
Sort Smallest to Largest.

When the Sort Warning dialog box appears, accept the default setting and click Sort.

Observe how the worksheet now looks.
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Exercise 5.1: Filter Data

In this exercise we will filter the data to display only returning students, while hiding the rest. Use the
same “Enrollment by Date” worksheet.

1. Select the entire Column I, which contains the Entry y I
Descriptions. Entry Description

Returning Student
Returning Student
Returning Student
Initial Enrollment K-12
Initial Enrollment K-12
Initial Enrollment K-12
Initial Enrollment K-12
Initial Enrollment K-12

™

Initial Enrollment K-12
Initial Enrollment K-12
Enter from Qut of State

Enter From InfoSnap
.

2. Click the Sort & Filter button.

[ Click here

z AutoSum = A
Fill zY

Sort & Find &
& Clear~ Filter = Select -
Editing

3. Click the Filter command.

4. Observe that a filtering button is now visible in the upper right corner of the column.

[ Notice the
Filtering button

I
Entry Description
Returning Student
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5. Click the Filtering button.

to Returning Students. Then click OK.

Click here
]
-
Ca

6. Uncheck everything, and place a checkmark only next

8l SortAteZ
Zl sotZtoa
Sort by Color

Text Filters

Search

here

7. The column is then filtered so the
worksheet will display only those students
who are Returning Students. Note that the
Filtering button icon has changed to
indicate that a filter is in place. Hover the
mouse over the Filtering button to see its
screen tip.

8. To remove the filter, click the Sort & Filter

button again, and click Filter once more.

-[W] [Select All)

Place checkmark -] Enter from Charter School-Dist
-] Enter From InfoSnap
-] Enter from Qut of District
-] Enter from Out of State
-] Enter from within SDCS
-[Initial Enrollment - Preschool

\----Dlnitial Enrollment K-12

™[] Retu rning Student

OK I Cancel

‘ Hover here |
—jﬁ\

Returning Student
Returning Student
Returning Student
Returning Student

Entry Description o |:_|E ast School Name
Returning Student A Carson Elamantan:
Entry Description:

|Eguals "Returning student”)

Carson Elementary
Carson Elementary
Carson Elementary
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Inserting Headers & Footers

A Header or Footer is found on each page or Worksheet of an Excel Workbook. The Header area is a thin
section of the Excel page at the very top edge, above the main body of the Worksheet. A Footer is the
exact same thing as a Header, only located at the “foot” of the Worksheet, along the very bottom edge.

Examples of common Headers and Footers are such things as page numbers, or section titles. Notice the
Header area of this handbook you’re reading. On the left, the Header reads “March 2017” and on the
right side of the Header area it shows the San Diego Unified School District Logo. These repeat on every
page of the book. Automatic page numbering is in the footer of this Workbook along with the title of
this handbook. This is essentially the same as a Header or Footer in a Workbook.

Header and Footer commands are found on the INSERT ribbon in the Header & Footer group. When you
activate the Header/Footer area, the rest of the Worksheet text turns gray. To change out of that area,
place the mouse pointer anywhere in the main body of the Worksheet and click again. Then whatever
you entered into the Header/Footer will appear gray and the main body of the Workbook page will
become darker again as the active area.

Note: To see the Header/Footer area, you may have to change the view from Normal to Page Layout
view on the bottom right portion the Status bar.

Exercise 6.0: Create a Header or Footer

Have an Excel Worksheet with data open on the screen.

2. Scroll if necessary so that the top edge of the page is in view (you may need to switch to Page
Layout view on the Status bar).

3. Place the mouse pointer at the very top edge of the page (or bottom for a Footer) into the
Header or Footer area and single click to make it active.

4. The view will alter so that the Header/Footer area is now active and the main body is inactive.

(
353356 Bened Activated
3533i3/v/¢\ Footer area

Activated
header area

Header
~ |
-
1 Student Number Last Name Deactivated Footer
2 37854 Ac .
3 85603 Morale main bodv

5. While the cursor is inside the Header/Footer area, type your name.

6. Place the mouse pointer down into the main body of the page and single-click. This will make
the Header/Footer area inactive and the main body active again.
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7. Note your name is now grayed-out. You cannot select it or edit it unless you first activate the
Header/Footer area again.

8. If the Workbook you’re working in has more than one page, scroll through to see the other
pages. Look for your name to appear on each page. If the Workbook has only one page, create
additional blank pages quickly by holding down the CTRL key and tapping the Enter key, multiple
times. The header (your name) should appear on each page automatically.

Note: On your computer screen the inactive area appears grayed out. However, when you print the
page, all text including the Header/Footer areas will print the same as the text in the main body.

( Newly created Header, repeats
! : on every page

Mr. I. M. Wonderful

Student Number Last Name
37854 Acosta
85603 Morales

If you don’t want a Header or Footer to appear on the very first page of a Workbook, then you can
choose the “Different First Page” option. This option is only available when the Header and Footer Tools
contextual ribbon appears. This ribbon only appears when your cursor is sitting inside an activated
Header or Footer area.

Click here |
ord HEADER & FOOTER TOOLS
DEVELOPER ACROBAT DESIGM
Different First Page i+ Header from Top: 05" . a
(| Different Odd & Even Pages = -+ Footer from Bottorm: |0.5" .
) Close Header
Show Document Text Insert Alignment Tab and Footer
Options Pasition Close
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Exercise 6.1: Add a Date Stamp to a Header or Footer

Have an Excel Worksheet with data open on your screen.

2. Scroll if necessary so that the top edge of the page is in view (you may need to switch to Page
Layout view on the Status bar).

3. Place the mouse pointer at the very top edge of the page (or bottom for a Footer) into the
Header or Footer area and single click to make it active.

4. The view will alter so that the Header/Footer area is now active and the main body is inactive.

Activated

header area Activated

footer area

353356 B
353363

Header
‘ 7

Footer

Student Number Last Name
37854 Acosta
8560

Deactivated
Worksheet area

5. With the Header/Footer active and the Header & Footer Tools contextual tab selected, click on
the Header or Footer area where you want to insert a Date Stamp. Then click on the Current
Date command in the Header & Footer Elements group and the formula for the current date will
appear. It will become active (show the date) when you click into another area.

HOME IMSERT PAGE LAYOUT FORMULAS DATA

By & O & & B g

r Page MNumber Current Current  File File  Sheet Pictu
Mumber of Pages Date  Time Path MName Name

er Header & Footer Elements Header
- Current Date oy 2/3/2017
Add the current date to the header
or footer, 3 Full Name First Name Last Name
Clark Gable Clark Gable
A B e Ava Gardner Ava Gardner
Header
&[Date]|
Full Name First Name Last Name
Clark Gable Clark Gable
Ava Gardner Ava Gardner
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Exercise 6.2:. Add a Time Stamp to a Header or Footer

Have an Excel Worksheet with data open on your screen.

2. Scroll if necessary so that the top edge of the page is in view (you may need to switch to Page
Layout view on the Status bar).

3. Place the mouse pointer at the very top edge of the page (or bottom for a Footer) into the
Header or Footer area and single click to make it active.

4. The view will alter so that the Header/Footer area is now active and the main body is inactive.

(

Activated
header area

Activated
footer area

353356 B
353363

Header

rd
Footer

1 Student Number Last Name

2 37854 Acosta

Deactivated
Worksheet area

5. With the Header/Footer active and the Header & Footer Tools contextual tab selected, click on
the Header or Footer area where you want to insert a Time Stamp. Then click on the Current
Time command in the Header & Footer Elements group and the formula for the current time
will appear. It will become active (show the time) when you click into another area.

HOME IMSERT PAGE LAYOUT FORMULAS DATA
I . = ==
i O & @
ter  Page Mumber Current Current  File File  Sheet Pictur
Number of Pages Date  Time Path MName MName
poter Header & Footer Elements Header
. J(*_ Current Time 2:16 AM
Add the current time to the header
or footer,
Full Name First Name Last Na
A B C Clark Gable Clark Gable
Ava Gardner Ava Gardn
Header
&[Time]|
Full Name First Name Last Mame
Clark Gable Clark Gable
Ava Gardner Ava Gardner
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Exercise 6.3: Add Page Numbers to a Header or Footer

Have an Excel Worksheet with data open on your screen.

Scroll if necessary so that the top edge of the page is in view (you may need to switch to Page
Layout view on the Status bar).

Place the mouse pointer at the very top edge of the page (or bottom for a Footer) into the
Header or Footer area and single click to make it active.

The view will alter so that the Header/Footer area is now active and the main body is inactive.

( )
: Activated
A header area

Activated
footer area

353356 B
353363

Header

Footer

Student Number Last Name
2 37854 Acosta
8560

Deactivated
Worksheet area

With the Header/Footer active and the Header & Footer Tools contextual tab selected, click on
the Header or Footer area where you want to insert a Page Number. Then click on the Page
Number command in the Header & Footer Elements group and the formula for the current page
will appear. It will become active (show the Page Number) when you click into another area.

HOME INSERT PAGE LAYOUT FORMULAS DATA
[ TN 1
- D 2 iy
] p_— ﬁ =
er Page Mumber Current Current File File  Sheet Pictur
Mumber of Pages Date  Time Path Mame Mame
ter Header & Footer Elements
Header
Page Number
b Pagel
Add the page number to the header
or footer,
: : Full Name First Name Last
A B c Clark Gable Clark Gab
Awva Gardner Ava Gar
Header
&[Page]
Full Name First Mame Last Name
Clark Gable Clark Gable
Ava Gardner Ava Gardner
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Inserting Bookmarks & Hyperlinks

Alink in an Excel Workbook that transfers the user to a specific location within that same Workbook is
called a Bookmark. A link that transfers the user to a location outside the Workbook (such as a specific
webpage) is called a Hyperlink. Bookmarks and Hyperlinks are useful tools that make it easy to navigate
between pages of a Workbook or to specific webpages.

How to Link to Another Cell in Any Worksheet:

You can create a bookmark that navigates to any location within an Excel workbook by simply choosing
the location or target of the Bookmark (the cell and Worksheet name to navigate to), and then creating
the Bookmark link that you will click on to jump to that target cell.

Exercise 7.0: Insert a Bookmark Link

Right click on the cell where the Bookmark link is to be placed (to open the Shortcut Menu).

N

Click on the Hyperlink command near the bottom of the Shortcut Menu to open the Insert
Hyperlink dialog box.

3. Onthe left side of the Insert Hyperlink dialog box, select Place in this Document.
4. Inthe Type the cell reference field, enter the name of the cell that you will link to.
5. Inthe Text to display field, type the words that will appear on the Bookmark itself.
6. Click OK. Test the link by clicking on it to see if it navigates to the target (Bookmarked) cell.
Insert Hyperlink Step 5 ﬂﬂ
Link to: Text to display: [Go to Cell B2]  ScreenTip. |
Step 3 . t% . Type the cell reference: r S
kisting File B2 te 4
ﬁ“ — IOrseIectap\ageiﬂ this docy P
‘ 5 E| C_EII Referen

] i L Sheetl “
eeument | | | etz Click a worksheet name here to
[#- Defined Names R .
a link to a different Worksheet

Create New
Document

Step 6

E-mail
Address

OK Cancel

o2 B

53 |Go to cell B2
A4 - This is Cell BzJ—f

Click the
bookmark...

... to navigate
to here
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How to Create a Hyperlink to a Specific Website

A Hyperlink can be placed anywhere within an Excel Workbook that will automatically link to any
website or webpage you choose. This process can be repeated as many times as necessary. All that is
needed is the URL address of the website or web page that the hyperlink will link to.

Exercise 7.1: Insert a Hyperlink

1. Right click on the cell where the Bookmark link is to be placed (to open the

Shortcut Menu).
2. Click on the Hyperlink command near the bottom of the menu to open the ‘B Paste Options:
Insert Hyperlink dialog box. 2 1 CA
3. On the left side of the Insert Hyperlink dialog box, beneath the “Link to” A Font
header, select the first choice: Existing File or Web Page. = Ea“_ag”’ph'“
4. Next, click to place the cursor in the “Address” field. Enter the URL address of = ff:::m R
the website or web page you want to link to. Be Translste
Note: A quick and easy way to get the URL address of a specific website or web page €, search with Bing
is to simply copy the address from the address bar of your web browser displaying & Hyperink...
the web page or website you want to link to. Then paste it into the Address field on L) New Comment

the Insert Hyperlink dialog box.

3. Click here 5. Type desired link 6. Click ScreenTip

Link to: Text to display: San Diego Unified Home Page
Look in: ?y MNetwork .“ .@ D
Existing File | E
or Web Page Bookmark...
R Current =
Folder Target Frame...
Place in This
Document Browsed
Pages
Create New Recent 4, Enter Web address ]
Document Files
y
@ Address: https://www.sandiegounified.org/ |z|
E-mail
Address
[ 0K | [ Cancel

5. At the top of the Insert Hyperlink dialog box (to the right of the “Text to display” header), type

in the words you want to display on your hyperlink. In our example we have written, “San Diego
Unified Home Page.”
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6. Just as with the Bookmark (in Exercise 7.0), you can add a Screen Tip to the new hyperlink that
will display when you mouse over it. Click on the Screen Tip button in the upper-right corner of
the Insert Hyperlink dialog box.

Hyperink ScreenTip -: &‘g

ScreenTip text:
Click here to go to the SDUSD Home Page

Click to go to the SDUSD Home Page
Cirl+Click to follow link

San Diego Unified Home Page

7. Type the screen tip message you want to display. Then, click the OK button to return to the
Insert Hyperlink dialog box.

8. With all the steps above complete, click on the OK button to set the hyperlink. The new
hyperlink will appear where you first inserted your cursor to begin this process.

Lan Diego Unified Home Page .

Note: The new hyperlink is active when the text appears in blue and is underlined. The hyperlink can be
modified or removed by right clicking and selecting the appropriate choice from the Shortcut Menu.
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Formulas & Functions

A Formula in Excel performs mathematical, statistical, and logical operations with the data in the cells of
a worksheet. A Formula always starts with an equal sign (=), which can be followed by numbers, math
operators (such as a plus or minus sign), and Functions. You can create your own Formula or use the
preset Formulas in Excel called Functions. These Functions are arranged by category in a Functions
Library. The following are several examples of various Formulas—some with Functions and some
without.

The following formula multiplies 2 by 3, and then adds 5 to come up with the answer, 11.

=2*345

If you were to type the above formula into a cell and press the Enter key, the formula itself would
become hidden and only the answer would display in the cell (the number 11). The formula doesn’t
disappear, though. It can still be seen (and edited) in the Formula Bar when that cell is selected.

- 1 1 _t;_' =2*3+5

C D |

Result of the
formula here

) Formula Bar

Formula appears in J

Excel is a powerful software program used by professionals around the world from science to medicine,
and from engineers to financial institutions. The following is an example one of countless Formulas used
every day by professionals in banking. This formula uses the PMT (payment) Function to calculate a
mortgage payment based on a 5 percent interest rate (5% divided by 12 months equals the monthly
interest rate) over a 30-year period (360 months) for a $200,000 loan:

=PMT(0.05/12,360,200000)
The answer to this Formula is: $1,073.64. That is, 360 monthly payments of $1,073.64.
Here are some additional examples of formulas that you can enter in an Excel worksheet.

NOTE: To make the formulas work, you must be sure there are no spaces after the end of the formula
and that you press the Enter key to activate them.

=A1+A2+A3 Adds the values in cells A1, A2, and A3.

=SQRT(A1) Uses the SQRT (Square Root) Function to return the square root of the value in Al.
=TODAY() Returns the current date.

=UPPER("hello") Converts the text "hello" to "HELLO" by using the UPPER function.
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Parts of a Formula

The formula below shows what the average is of all the numbers entered into cells Al through A3,
multiplied by 2.

= AVERAGE(A1:A3)*

A formula cannot have any spaces between the letters, characters, or punctuation unless it is framed by
guotation marks (“ “).
1. Functions: The AVERAGE function returns the average value of a series of numbers.
2. References: (A1:A3) refers to all numbers in cells Al through A3. To refer to ONLY cells A1 and
A3, but NOT A2, the colon would be replaced by a comma: (A1,A2).
3. Operators: The ¥ (asterisk) operator multiplies numbers.
4. Constants: Numbers or text entered directly into a formula, such as the number 2.

Note: You create formulas by entering them into a cell, or by putting them together using the Insert
Function tool. The following two exercises demonstrate both methods.

Exercise 8.0: Build a Formula by Entering it

1. Click to place the cursor inside any blank cell of a worksheet.
2. Always begin a formula with the equal sign. Type: =

Enter a formula that will add the number 5 to the product of 2 multiplied by 3: =5+2*3

(Following the standard order of mathematical operations,

multiplication is performed before addition.)
=5+2%3 I
3. Note that as you type the formula into the cell, it also appears
at the same time on the Formula Bar. ﬁ —547%3 |
4. With the cursor still inside the cell on the right edge of the 11
formula you just typed, press the Enter key on the keyboard. | |
The number 11 will now appear in that cell.
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Formula Tab

The FORMULA TAB has a wide variety of functions and other tools and commands to help you with
formulas. A good thing to use is the Function Library group. This is another way of building formulas,

similar to the Insert Function tools.
FORMULA
TAB

H ©- @~ = / Th
Sl HOME  INSERT  PAGELAYOUT | FORMULAS-T DATA  REVIEW  VIEW

2 EMEBRBER B B B S0

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Mame
Function - Used - - - =  Time~ Reference~ Trig~ Functions=  Manager (5 Cre

Function Library Define

This Insert Function ...this Insert Function
command does the command.
same thing as...
(= M

HOME INSERT P YOUT FORMULAS

AU B\ EE S

Insert | AutoSum Recently Financial ical Text Date & Lookup
Function - Used - - = Time~ Referenc

F\ pction Library
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Exercise 8.1:

Build a Formula with the Function Library; AutoSum

The AutoSum function is a little different from the other functions, in that it can be used two ways.

A. Use AutoSum to Enter Numbers to Total:

Make sure the FORMULA tab is active (in front of other tabs).

Click to place the cursor inside any blank cell of a
worksheet.

3. Hover the mouse over the bottom part of the AutoSum
command, just underneath the AutoSum label, until you
see the screen tip pop up. The screen tip briefly explains
what the function does.

Click the command button (lower half).

On the menu that pops up, choose Sum.

z Sum !
HLverage
Count Mumbers
Max
Min

Mare Functions...

(Screen Tip)

H - &~ =
HOME  INSE

2RI *

AutoSum Recentl

< E Used ~

Insert
function

PAGE LAYOUT FOR

[ ]
=] :
ancial Logical Text Datd

- - *  Tim
Function Library

a1 Sum (Alt+=)
Automatically add a quick
calculation to your worksheet, such 5]
— as a sum or average.
L] ) |
2
&}

6. The function is created in the cell, ready for you to enter the numbers you want to add.

2] 5]
1 |=sum()
2 SUMnumberl, [number?], ..
4
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7. Type several numbers with a comma in between each one
(no spaces). Type: 7,10,4 A
1 [=5UM(7,10,4)

8. Press the Enter key. The results of the formula are displayed
in the cell (21).

B. Use AutoSum to Display the Sum of an Existing Column/Row of Numbers:

1. Enter random numbers into several cells in the same column.

&

1 10

2. Click to activate any other cell in that same column 2 27

where you want the total sum to be displayed. 3 373

4 9854

Click here 5
&?\

3. Click the AutoSum command button (click the Greek Sigma X symbol): z
AutoSum Re
- u
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4. Excel shows a preview of the range of cells it intends to include in the auto summation. It
displays the formula within the cell where you placed the AutoSum function until you click
Enter or click into another cell. In this example, the formula with the SUM function is

=SUM(A1:A5) :

AutoSum formula means: This
cell will display the sum of
cells Al through A5.

A , B
Cells included are 1 101
within the dotted 2 27
borderline. 273
. 9854 —_
51
6 |=SUM(AL:AS
7 | | sSUM[numberl, [numberz], ..
8

5. You can adjust which cells are to be included in the formula by clicking-and-dragging the tiny
blue squares in any corner surrounding the selected cells.

6. Pressthe Enter key to accept the formula.

10
27
273

The result of the formula is
displayed. This is the total
sum of the cells above.

1
2
3
4 9854
3
Q—l
P—— T
f
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Exercise 8.2: Build a Formula using the CONCATENATE Function

The CONCATENATE function takes two separate values (text) from two separate cells and puts them
together into a third cell in whichever order you set. For example, if the name Clark is in cell E1, and the
name Gable is in cell F2, you can use the CONCATENATE function to place both names together into cell

G1, in the Last-Name, first order: Gable, Clark.

E F G
Clark  gable | .l
1. Select the worksheet labeled “First & Last Names”: ava gardner
Cary grant

2. Click into the blank cell immediately to the right of the last
name at the top. In this example, we clicked into cell G1:

lana Turner
Humphr bogart
lauren bacall
Roy clark

jimmy page

3. On the FORMULAS tab, select the Text
category. Then select CONCATENATE
from the list.

PAGE LAYOUT

| B E R

Cial Logical  Text Date & Lookup &
A * Time~ Reference~

FORMULAS D

Functior  BAHTTEXT
fe CHAR
X
CLEAN
C
' CODE

CONCATEMNATE

=] :

HOME IMSERT

A2 M IEEDE R @

ext Date & Lookup & Math &
= Time~ Reference~ Trig= Ful

PAGE LAYOUT FORMULAS DATA Rl

Insert  AutoSum Recently Financial Logical
Function - Used - -

Library

G1 -
A H E F G
... click here
1 Clark  gable | _l
2 ava gardner

... click here
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4. The CONCATENATE function begins to display in the
cell, and the Function Arguments dialog box appears: —CONCATENATE() |

~CONCATENATE
Textl | & = text
Text2 | B = text

Joins several text strings into one text string.

Textl: textl text2 .. arel to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function OK I Cancel

Note: The Function Arguments dialog box determines how the texts will be concatenated. In this
exercise we want the last name to display first, followed by a comma with a space, and then the first
name (Gable, Clark).

5. On the Function Arguments dialog box, click into the Text1 field (the cursor will blink in that
field when inserted). You can either type the cell name (F2) into that field or simply click onto
cell F2 and the Text1 field will autopopulate with that cell name.

[ Click here... ] [ ...to place cell name here. ]
F | G /

Clark | gable I =CONCATENATE{F

ava g ard ner Function Arguments

Cary grant CONCATENATE

lana Turner Textt [rL 7 3

Humphrey bogart Tetz | Bl

lauren bacall

“gable”

text

6. Now click directly into the Text2 field, and type a Quotation Mark, a Comma, a Space, and
another Quotation Mark. It should look like this: “, “

Type here |

CONCATENATE

Textl |FL = -gable”
Textz [ SI-E
Text3 | B = text
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7. Finally, click inside the Text3 field. Then click into the cell that has the first name to auto
populate Text3 with the cell name. The Function Arguments dialog box will show a preview of
what the results will look like.

The 3 pieces of

Active cell where you’re the formula
building the formula
]
Clark gable NATE(F1,", ",E1) Preview of what cell
va gardner contents will look like
Cary grant ~CONCATENATE
lana Turner Textt [F1 BR] = “gable”
Humphrey bogart Text2 [~ B -
lauren bacall 1G5 | | & i
Textd | Bl = text
= “gable, Clark™
8. Click OK in the bottom right corner of the Function
Arguments dialog box. Observe the cell with the finished G
CONCATENATE formula. It should now display the last
name, comma, space, and first name. gable, Clark

9. Use the Copy Formula trick by double-clicking the small
green box at the bottom-right corner of the cell containing
the formula. The CONCATENATE formula will now be copied
to every cell next to the names in the previous column.

Exercise 8.3: Build a Formula using the PROPER Function

In the exercise above, only some of the names are capitalized. The PROPER function (found in the
Text category) can be used in a formula to automatically capitalize each name in a given cell. In this
exercise we will change each of the (incorrect) lowercase, proper names to begin with a capital
letter.

1. Select the blank cell immediately to the right of the concatenated names.

Select the blank cell
to the right

€] H
gable, Clark

-
Ve
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2. Onthe FORMULAS tab, select the
Text category. Then select PROPER

from the list.
FIND gart, Hump
FIXED icall, lauren
ark, Roy
LEFT .
ige, jimmy
LEN mnsend, p
LOWER ughn, stevi
MID :ndrix, jim
MNUMBERVALUE
PROPER
REPLACE

H :
HOME INSERT PAGE LAYOUT FORMULAS DATA Rl

12D = [ o]
Insert  AutoSum Recently Financial Logical Jext Date & Lookup & Math &
Function - Used - - - ~  Time~ Reference~ Trig~ Ful

/ [Library
G1 -
A H E F G
... click here
1 Clark  gable | _l
2 ava gardner

3. The Function Arguments dialog box appears, and the PROPER function is displayed in the cell.

, H
[=PrOPER()

Function Arguments

I "PRDPER

Text || B = text

| Converts a text string to proper case; the first letter in each word in uppercag
lowercase,

Text is text enclosed in quotation marks,
reference to a cell containing text to|

Farmula result =

Help on this function

4. On the Function Arguments dialog box, click into the Text1 field (the cursor will blink in that
field when inserted). You can either type the cell name (F2) into that field or simply click onto
cell F2 and the Text1 field will autopopulate with that cell name.

Click here... ]

...to place cell name here. ]

Cary grant grant, Cary

lana Turner Turner, lana
Humphr bogart bogart, Humphrey
lauren bacall bacall, lauren

Roy clark clark, Roy

jimmy page page, jimmy

pete Townst Townsend, pete
stevie rz vaughr vaughn, stevie ray
jimmy hendri: hendrix, jimmy

E F H
Function A
Clark  gable gable, Clark PER(G1) l e

ava gardne gardner, ava PROPER

Help on this function

Text | Gi S “gable, Clark™

“Gable, Clark”

Converts a text string to proper case; the first letter in each word in uppercase, and all other |
lowercase,

Text is text enclosed in gquotation marks, a formula that re
reference to a cell containing text to partially capitalig

Formula result = Gable, Clark
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5. The formulain the new cell is now complete, and the Function Arguments dialog box shows a
preview of what that new cell will look like when you click OK. This formula will take the
contents of cell G1, and display those contents in cell H1 but properly capitalized.

1
PROPER

_— _ gable, Clark" Preview of PROPER function.

= “Gable, Clark”

Converts a text string to proper case; the first letter in each word in uppercase, and all other letters to
lowercase,

Text is text enclosed in quotation marks, a formula that returns text, or a
reference to a cell containing text to partially capitalize.

Formula result = Gable, Clark

Help on this fundtion

6. Click OK at the bottom of the dialog box and the results will display in the cell with the PROPER
formula.

Cell with new formula creating
proper names with capital letters

/
e \/

gable, Clark Gable, Clark l

Cell without capital letters
for each proper name
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How to Split a Cell with Full Names info Two Cells

There are a few ways to take a single cell with a Full Name (First & Last) and divide that Full Name from
one cell into two different cells (First Name & Last Name). The least difficult method involves using the

Functions available within Excel to create a specific Formula to accomplish this task. The following steps
below describe this process.

Important: /t is imperative that when copying the Formula below, it is written exactly as it appears. Take
care to not allow any spaces in the Formula where there should not be any.

Note: These instructions assume that the Full Names are in column A and that these Names are then
split into cells B & C. If the column that you are attempting to split is a column other than column A, be
sure to change the A in both Formulas to the column name (B, C, D, E, or F, etc.) that you have your Full
Names in.

Exercise 8.4: How to Split a Full Name into Two Cells

Follow the Steps below to create the Formulas (made up of several Functions) to Split the text content of
a given cell into two cells.

Step 1: Taking the first name out of a single cell (with the full name) and placing it
into a new cell.

1. If additional, empty columns are needed for the First Names and Last Names, simply right-click
the column header immediately to the right of the column containing the Full Names (click on
the top of column B). Then, select Insert from the Shortcut Menu that appears. Repeat as many
times as is necessary to create the needed, empty columns.

2. Next, create the headers needed in those new

columns (First Name [column B] & Last Name B2 N Ji
[column C]). A [ B | c
1 Full Name First Name Last Name
. . . 2 |Clark Gable
3. Select the first open cell to the right of the first Full 3 |Ava Gardner 1
Name. In our example, B2 is the cell where the 4 |Cary Grant
. . . 5 |Lana Turner
Formula to separate the First Names will be written. 6 |Humphrey Bogart
7 |Lauren Bacall
4. After selecting B2, enter the Formula exactly as 8 |Roy Clark
shown below on the Formula Bar. 2 immy Page
10 Pete Townsend
11 Stevie Ray Vaughn
=LEFT(A2,FIND(" "IAZI]')']') 12 |Jimmy Hendrix
=]

Note: If necessary, change the A in the Formula to
the letter of the column that contains the Full Names
if it is different than A.
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5. Make sure the Formula on the Formula Bar is
accurate, then hit the Enter key and the First
Name found in A2 should now appear in B2.
When you re-select the cell B2, the Formula will
then be displayed again on the Formula Bar.

B2 -

1 |Full Name

2 [Clark Gable

Ava Gardner
Cary Grant

Lana Turner
Humphrey Bogart
Lauren Bacall

Ji

First Name

Clark

=LEFT[AZ,FIND(" ",A2,1)-1)

C D
Last Name

B2 M fr || =LeFTiaz,FND(" ",A2,1)-1)
A B C D
1 |Full Name First Name Last Name
2 [Clark Gable Clark
3 |Ava Gardner Ava
4 [Cary Grant Cary
5 [Lana Turner Lana
6 |Humphrey Bogart |Humphrey
7 |Lauren Bacall Lauren
8 [Roy Clark Roy
9 [Jimmy Page Jimmy
10 | Pete Townsend Pete
11 |Stevie Ray Vaughn |Stevie
12 |Jimmy Hendrix Jimmy
=

@ o~ oo W

Roy Clark

9 |Jimmy Page

10 |Pete Townsend
11 |Stevie Ray Vaughn
12 |Jimmy Hendrix

6. This Formula must be copied from B2 into all of
the cells in Column B. The quickest way is to simply
double click on the small green box at the bottom-
right corner of the selected cell, B2. This action will
automatically copy the Formula all the way down to
the last cell next to the last Full Name on the left. You
should then see only the First Names of every

student in Column B.

Step 2: Taking the last name out of a single cell (with the full name) and placing it
into a new cell.

1. Select the cell, C2. Enter the Formula exactly as

shown below on the Formula Bar.

=RIGHT(A2,LEN(A2)-FIND(" ",A2,1))

Note: If necessary, change the A in the Formula to
the letter of the column that contains the Full

Names if it is different than A.

c2 -

1 |Full Name

2 |Clark Gable

Ava Gardner
Cary Grant

Lana Turner
Humphrey Bogart
Lauren Bacall
Roy Clark

Jimmy Page

[ R Y RS

2. Make sure the Formula on the Formula Bar is
accurate, then hit the Enter key and the Last
Name found in A2 should now appear in C2.
When you re-select the cell C2, the Formula will
then be displayed again on the Formula Bar.

10 |Pete Townsend
11 |Stevie Ray Vaughn
12 | Jimmy Hendrix

fr | =RIGHT{AZ2,LEN[A2)-FIND{" ",A2,1))
B C D E

FirstName  Last Name

Clark Gable

Ava

Cary

Lana

Humphrey

Lauren

Roy

Jimmy

Pete

Stevie

Jimmy
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3. This Formula must be copied from C2 into all of the cells in Column C. The quickest way is to
simply double click on the small green box at the bottom-right corner of the selected cell, C2.
This action will automatically copy the Formula all the way down to the last cell next to the last
Full Name on the left. You should then see only the Last Names of every student in Column C.

c2 v fr || =RIGHT(AZ,LEN(A2)-FIND(" ",A2,1))
A B 9 D E

1 |Full Name First Name Last Name

2 |Clark Gable Clark Gable

3 |Ava Gardner Ava Gardner

4 |Cary Grant Cary Grant

5 |Lana Turner Lana Turner

6 |Humphrey Bogart Humphrey Bogart

7 |Lauren Bacall Lauren Bacall

8 |Roy Clark Raoy Clark

9 [Jimmy Page Jimmy Page

10 |Pete Townsend Pete Townsend

11 |Stevie Ray Vaughn Stevie Ray Vaughn

12 |Jimmy Hendrix Jimmy Hendrix

Important: At this point, both columns B and C contain Formulas in each cell of both columns. This
means that column A cannot be erased without causing an “Error” in columns B and C because of the
Formulas that each column has referring to cells within column A. To remove the Formula from either
column B or C, simply Copy the entire column and Paste it back into the same column using the Paste
Option: Value (V). This will keep the names in the column, but will eliminate the Formulas that originally
made them. When the formula has been removed, then the column with the Full Names can be safely
erased as needed.

Note: Now that you have two columns (First Names & Last Names), you may want to use the
CONCATENATE Function to arrange those two columns into another column (Smith, John). Please refer
to Exercise 8.2 in this handbook which explains this process. In short, a column with First Names can be
combined with a column of Last Names to create a list of students that can be alphabetized (Last Name,
First—or; Smith, John).
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Insert and Modify a Chart

Excel Charts

The usual purpose of an Excel chart is to graphically illustrate data in a meaningful way. There are many
different styles of charts. Which chart style you choose depends on the type of data you want to
illustrate. Some chart styles are better for certain data than others.

Once your data is entered into an Excel worksheet and formatted the way you want it, you can then
build a chart from that data.

Exercise 9.0: Insert and Modify a Bar Chart

1. Click to the “Bar Chart To Be” worksheet. There is already some data there.
2. Place the mouse cursor in cell Al, and click-and-drag to select cells A1l through C3.

3. Inthe lower right corner of the selected area, click on the Quick Analysis icon.

Quick Analysis icon

A B C
Male Female _
Returning Students 325 248
|New Students . 27| 18

Quick Analysis (Ctrl+Q)

Wse the Quick Analysis tool to
gquickly and easily analyze your data
with some of Excel's most useful
tools, such as charts, celor-cading,
and formulas,

o~ S U s W N
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4. In the gallery that appears, click CHARTS.

-
Click CHARTS
A B C D
1 Male Female
2 |Returning Students 325 248
3 |New Students 27 18
4
5 7
CHARTS TOTALS TABLES SPARKLIMES

° N
7 i ]

=
8 Data Bars  Color.. IconSet  Greater.. Topl0%  Clear.
9
10 Conditional Formatting uses rules to highlight interesting data,

5. Select the second choice from the left, the Clustered Bar Chart Style.

Click here L

Clustere...

FORMATTING

CHARTS = TOTALS =~ TABLES SPARKLIMES

B = W L i

Clustere... Stacked.. Stacked.. Scatter Maore...

Recommended Charts help you visualize data.
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6. The chartis created and displayed nearby on the worksheet. Observe that when you hover the
mouse over various parts of the chart, a screen tip reveals data regarding that part of the chart.

Chart Title

o Screen Tip

Series "Male” Point "New Students"/

WValue: 27

- New Students

Returning Students

0 30 100 150 200 250 300 350

mFemale mMale

7. Place the mouse cursor anywhere in the Chart Area (the |
blank space just inside the chart, but not on any colored
parts), and click-and-drag to move the chart anywhere Chart Title R
you want on the worksheet.

8. The contextual CHART TOOLS ribbon becomes available at the top of the window. Click on the
contextual tab, CHART TOOLS to reveal the ribbon. You can use the features of this ribbon to
change the content or design of the chart.

CHARTTOOLS

VIEW DESIGN | FORMAT

HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW

" = o0 n,

T | e e - @ E T
[T 30 F n @
Add Chart Quick | Change| ... A . et | T =l - [5| SwitchRow/ Selet | Change | Mave
Element ~ Layout~  Colors~ Column  Data ChartType = Chart

Chart Layouts Chart 5 Data Type Location
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9. On the far left side of the ribbon, click Add Chart Element.

Add Chart  Quick
Element = Layout

Chart Layouts

r
f
f

10. Hover over the different menu choices and

T TOoOT O

their pop-out mini-menus to view what they Ayes 4
can do. When you hover over one, the Chart BdsTiles b | » S ||
changes to show a preview of what it will Lhart Title ¥
Data Labels 3 A B C

look like.

Data Table 3

Error Bars 3

Gridlines 4
Legend m 4

Lines " m‘j:ll.l Primary Major Vertical
Trendline 4

ﬁ Primary Major Horizontal

Up/Down Bars # ﬁ Primary Miner Horizontal

[H]tHJ Primary Minor Vertical

ERKEEEREeFEerE B[]

Iore Gridline Options..,

11. In the Data Labels menu, select one of the
choices. In this example, we chose Outside
End. This creates labels on the chart, identifying
the number of students represented by the bars.

Hover here...
{lh  Axes
I s Titles ...to display
T Chart Title these bar labels.
i Data Labels
il Data Table Mone
iy Error Bars 3
i Gridlines y Center ...and click this
& Legend v Inside End choice...
o Lines
| Trendline » Inside Base \é
44 Up/Down Bars # 1
Qutside End New Students

27

Data Callout

More Data Label Options...
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12. Select the Chart Title and type a new title.

TS e ¥

Chart Title

s =)

New vs. Returning Students

New vs. Returning Students

— 5
| New Students .

27
Returning Students

0 50 100 150 200 250 300 350

- m Female mMale

13. Click anywhere in the blank Chart Area to select the
entire chart. Use the DESIGN and FORMAT ribbon tabs '
to enhance the look of the chart. In our example, we Chart Title %
chose Style 12 on the Design tab, and we added a black [Chart rea)
Shape Outline on the Format tab. This helps to
differentiate the chart from the worksheet, to make it
easier to see.

CHARTTOOLS

VIEW DESIGN | FORMAT

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW

e i . @ F | i
() " [
]| % = F i o
Add Chart  Quick | Change B o i~ " | _ B - Bz ey B o - — 1 ey —| | Switch Row/ Select | Change Move

Column  Data | ChartType | Chart
Data Type Location

Element ~ Layout~ | Colors~

Chart Layouts Chart 51
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Exercise 9.1: Insert and Modify a Pie Chart

1. Click to the “Pie Chart to Be” worksheet. There is already some data there.

In this chart, we want to illustrate a comparison of the total costs of Field Trips, Supplies, and
Services. Thus, we don’t want all the data in the chart, but only certain parts of it.

2. Select cells B1 through D1.

A E D
:
2 A4 s TR e .20
3 |2011 5 3,489.27 | & 6,843.21 | & 805.49
4 (2012 5 2,419.46 | § £,902.47 | §  1,249.37
5 (2013 g 2,759.18 | § 6,428.37 | § 98257
& 2014 5 3,167.29 | & 6,074.38 | & 992.15
;

3. Press and hold down the CTRL key on your keyboard, and while holding it down, click-and-drag
to select cells B8 through D8. The circled areas in this illustration show the cells to be selected.

Note: Be sure NOT to select any other cells in between.

4. Click the Insert tab, and in the Charts group click the

Insert Pie command button. - = -
O Rl I
. Ed
Click here - |-
Charts
2-D Pie
(D @o @=

5. Then, click the 3-D style. [ Then, click here ! D=
S
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6. Inthe CHART TOOLS DESIGN ribbon, choose Style 7 from the gallery (the one with the dark
background).

CHARTTQOLS

| DESIGN | FORMAT

INSERT

7. To the left of the gallery, click the Change Colors button.

L ]
...
Change

* Colors =

8. Choose the 4™ set of colors down from the top: Color 4.

Click here

9. The cha.rt should now look like this Chart Title
illustration:

m Field Trips = Supplies m Services
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10. Make sure the chart is still selected. On the CHART TOOLS DESIGN
ribbon, on the far left side, click Add Chart Element.

Add Chart  Quick
Elernent = Layout -

Chart Layouts

11. Select Data Labels and then Data Callout.

12. As afinal enhancement, click on one piece of the pie to drag it slightly out and then let it go. This
is called “exploding the pie”. It separates the various pie pieces. Your chart should now look like
the illustration below.

Chart Title

m Field Trips = Supplies mServices

Note: Step 12 will only work if no part of the pie is active (with manipulation points). It may be necessary
to first click into a section of the chart (with no interactive parts) to clear the manipulation points from
the pie pieces. When the pie pieces are clear of manipulation points, try step 12, again.

Also, try changing or deleting some of the dollar amounts in the data, and observe how it changes the
chart automatically.
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Previewing & Printing Excel Worksheets

When you are ready to print a Worksheet, select the FILE tab (upper
left corner of the ribbon). This brings up the Backstage view.

1. Select the Print command on the green, left Print
panel.

2. On the right side of the screen, a preview of what will P r'| n't
print is displayed. On the left, the Print panel of tools is
displayed. Make your choiC(.as as to which p.rinter you = Copies: -
want to use, how many copies you want printed, etc., =

and click the Print button to initiate printing. pa

7’
I Click to print I Printer @

@ _ 7 (0117A-Office-MX363-01 on... -

Note: Before you print, check the Settings section to

L <=2, Ready
make sure that the correct printing perameters are set before Printer Properties
you click on the Print command. If, for example, you _
accidentally select the Print Entire Workbook option, you may Settings
end up printing hundreds of extra, unnecessary pages... r,  Print All Pages .
The whole thing

Pages: | @

: Print One Sided
Settlﬂgﬁ Only print on one side of th...
Print Active Sheets Collated
Only print the active sheets

Print Active Sheets
Only print the active sheets

This is the most
common
printing choice.

Print Entire Workbook
Print the entire workbook

— Print Selection

Only print the current selection
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How to Print the Worksheet Header

When printing large Worksheets it is helpful to have the Header row (usually Row 1) print out on each

page so that you do not have to constantly flip the pages back to page one to see the Header

information. This can be easily set up so that the Headers of the Worksheet will repeat on each printed

page. Follow the steps below to include the header on each printed page.

Exercise 10.0: How to Print the Worksheet Header on each page

1. Onthe PAGE LAYOUT tab, in the Page Setup group, select the Print Titles command.

PAGE LAYOUT FORMULAS DATA REVIEW

= Des
Orientation  Size  Print  Breaks Backgroun

- - Area=™ T

Page Setup

2. The Sheet tab of the Page Setup dialog box will display. Click into the Rows to repeat at top:
field and type $1:$1 to lock the row 1 header for the purpose of printing. At this point you can
preview the printing or simply select Print.

Note: Instead of typing the formula
for which rows to repeat, you can
simply click on the Row 1 name on the
far left side of the Worksheet and the
formula will auto populate in the
Rows to repeat at top field.

|:| Row and column headings

Page order

@ Down, then over

() Over, then down

Frint... ] [Print Pre'\rie'u_\r] [ Options... ]

[ OK ][ Cancel ]

Page Setup ‘ &Iﬂ
| Page | Margins Header/Footer Sheet |
Print area:
Print titles
Rows to repeat at top: 51:51| 53]
Columns to repeat at left: Rz
Print
[7] Gridlines Comments: (None) |E|
[] Black and white -
Cell errors as: | displayed |z|
|:| Drraft guality
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How to Shade Every Other Row in Excel 2013

The best way to shade every other row on a worksheet is to use the Conditional Formatting option.
Formatting your worksheet to display this way will make it much easier to track data across large
worksheets.

Exercise 10.1: How to Shade Every Other Row in Excel

1. Open the worksheet.

2. Select the cell range that you want to shade, or press B o el
Ctrl+A to select the whole worksheet. Formatting~ Table~ Styles~

3. Onthe HOME tab, navigate to the Styles group, select Highlight Cells Rules »

Conditional Formatting, and then click Manage Rules.
T Top/Bottom Rules »

H Data Bars

4. Select New rule.

Conditional Formatting Rules Managerl

Show formatting rules for:  |§Erent Seiedion EI

|:| Mew Rule...

E] Mew Rule..
Rule {applied in order shown Format
H (app ) F# Clear Rules 3

[E] Manage Rules...

-

™
o
=]
=
L
™
28
]
-

=
g
v
@
-

5. Select Use a formula to determine which cells New Formatting Ruc I SR
to format.

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

6. Inthe Format values where this formula is Edit the Rule Description:

true bOX, type =MOD(ROW()’2)=1' and then Format values where this formula is true:
select Format. =MOD(ROW(],2)=1
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7. On the Fill tab, click the color that you want to use to shade every other row, and then click OK.

Pattern Calor:

| Automatic

Pattern Style:

[ Fin Effects... | | More Colars..

Sample

8. Click OK to close the New Formatting Rule dialog box.

9. Select Apply, then click OK to close the Conditional Formatting Rules Manager dialog box.

Show formatting rules for: | Current Selection lzu

[ ] Mew Rule... l [ [3 Edit Rule... ] l < Delete Rule ] |z| |z|

Rule [applied in order shown)  Format Applies to

Formula: =MOD{ROW](,...

AaBbCcYyZz I =51:51048576

=

Stop If True

IT Training

Introduction to Microsoft Excel 2013 ¢ Page 87



September 2017

-
>

San Diego Unified

SCHOOL DISTRICT

10. Your Worksheet should now look similar to the example below. Every other line will have the
shading color that you chose in step 8 above. This makes it easier to tract data across long rows.

1
2
4
5
6
7
&
9

10
11
12
13
14
15
16

Student Number Last Name
37854 Acosta
85603 Morales
95079 Ageeli
98592 Aguiar

301875 Akeely
304928 Al Amer
306683 Alaee
314438 Lowder
316516 Audeo
317018 Aleid
325466 Aljaifi
325476 Allahyani
326585 Carson
326680 Allahyani
328911 Smith

Joe || BT

C
First Name
Sabah
Danny
Liz
Leion
Rayan
Digna
Karen
Ethan
Sebastian
Aidan
Daraly
Estefany
Angel
Madison
Brian

H

1

Returning Student
Returning Student
Returning Student
Returning Student
Returning Student
Enter from within SDCS
Enter from Qut of State
Enter from Qut of State
Returning Student
Initial Enrollment K-12
Returning Student
Returning Student
Initial Enrollment K-12
Returning Student

D E F G
Birth Date Grade Level Gender Entry Date Entry Code Entry Description
6/26/2005 5F 9/8/2015 RT
1/28/2009 im 9/8/2015 RT
7/18/2006 4F 9/8/2015 RT
7/31/2006 am 9/8/2015 RT
9/5/2005 5F 9/8/2015 RT
9/29/2008 om 9/8/2015 E11
12/21/2006 5F 11/2/2015 E14
4/16/2008 2M 11/2/2015 E14
5/25,/2005 5M 9/8/2015 RT
10/17/2010 oM 9/23/2015 E15
1/6/2009 im 9/8/2015 RT
4/17/2008 2M 9/8/2015 RT
5/1/2010 om 9/8/2015 E15
7/7/2006 am 9/8/2015 RT
9/12/2009 om 9/8/2015 E15

Initial Enrollment K-12

Using Paste Special Values to Remove Formulas

Copying a column with a formula (such as column G, below) and then pasting it back into the same
column using the Paste Special Values (V), is a clever way to remove the formula in that column
replacing it with just the Value (the names). In the example below, cell G1 has the Concatenate formula
operating to combine the contents of columns E and F.

Columns E and F (in the example above) cannot be erased because the formula in

Jx
D E
Clark
Ava

cary
lana

F
gable
Gardner
Grant
turner

Humphrey bogart

=CONCATEMNATE(FL,", ",E1)

G H
|gab|e, Clark |Gab|e, Clark
Gardner, Ava Gardner, Ava
Grant, cary Grant, Cary

turner, lana

bogart, Humphrey Bogart, Humphrey

Turner, Lana

column G is dependent on their content. As such, any column that has a formula
that references other columns must be reconfigured such that it is no longer
dependent on those columns. This can easily be done with the Paste Special
Values (V) command.

To remove the Formula from column G, simply Copy the entire column and Paste
it back into the same column using the Paste Special Value (V) option. This will

keep the names in the column (the Value), but will eliminate the formula that

created the original content. When the formula has been removed, then columns

E and F can safely be deleted.

3 HOME
o 3{ Cut

ER Copy -
Paste w

Paste Values
e, JRO=, ee

o &
123 “123
B-cte Options

Values (V] | o
b

- ¥ Format Paintd
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How to Freeze the Top Row of a Worksheet

When working with a large worksheet (such as the one in the previous exercise) it becomes difficult to
remember all of the Header names of each column as you scroll down the page. Excel has a feature that
will allow you to lock, or freeze, the first row (the Header row) so that you can easily keep track of the

column names as you scroll down the Worksheet.

Exercise 10.2: How to Freeze the Top Row

1. Onthe VIEW tab, go to the

Windows group and select the
Freeze Panes command. Click on
the middle option—Freeze Top
Row.

VIEW
= E @ Split e
i..... Hide )
MNew  Arrange | Freeze Switch
Window  All  Panes= Windowg
Freeze Panes
gl Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row
F D Keep the top row visible while scrolling through

level Gender Entr

5 F ) Freeze First Column

1M g I;I Keep the first column visible while scrolling q
: through the rest of the worksheet.

AF q:a 1 3o TSR ETT S VA VRRTRT T

the rest of the worksheet. Il

2. The first row is now locked in place and no matter how far you scroll down the Worksheet the
Header will always remain at the top of the Worksheet window. In the example below, the
Worksheet is displaying rows well into the 300’s and the Header remains at the top.

C19 - f\ Aranza
A B C D E F G H I

1 |Student Number Last Name First Name Birth Date Grade Level Gender Entry Date Entry Code Entry Description
356 536462 Ramas William 11/27/2004 a4 M 9/8/2015 RT Returning Student
357 536489 Lagrand Gabriel 2/28/2008 2M 9/8/2015 RT Returning Student
358 537377 Lindsay Jalton 8/22/2007 oM 9/8/2015 RT Returning Student
359 538025 Lincoln Derick 10/18/2008 1M 9/8/2015 RT Returning Student
360 538993 Ramses Lorenzo 7/16/2006 am 9/8/2015 RT Returning Student
361 539333 Stamp Yensi 10/4/2004 5M 9/8/2015 RT Returning Student
362 539445 Stemper Joshua 3/23/2007 aMm 9/8/2015 RT Returning Student
363 540910 Kemper Anthony 1/24/2010 I M 9/8/2015 E14 Enter from Out of State
364 542154 Craft Anthony 1/21/2010 oM 9/8/2015 E15 Initial Enrollment K-12

Note: To lock the top row for the purpose of printing, see the Printing section at the beginning
of this this section—How to Print the Worksheet Header (page 85). The Freeze pane method
described above does not lock the first row onto each page when printing.
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How to Split a Screen to Display two Programs

Sometimes it is helpful to divide up your screen so that two programs can be seen at the same time—
one on the left side of your screen and the other on the right side of your screen. There are many ways
to do this. The exercise below describes the easiest way if you are using a PC.

Exercise 10.3: How to display Two Programs at the same time

1. With the cursor clicked into the program you wish to split the screen with, simply hold down the
Windows key (between Ctrl and Alt) and tap either the left or right arrow on the keyboard. If
you tap the left arrow, the selected program will jump to the left half of the screen. Conversely,
if you tap the right arrow, then the selected program will jump to the right half of the screen. To
undo the move, simply select the program, hold down the Windows key and hit the opposite
arrow and the program will return to its original position on the desktop.

o
MOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VEW  DEVELOPER

CIE : Copy of Copy of Today's EXCEL CLASS DEMO 1o be used in CLASS I - Ecel 7 m - 0 x
HOME  INSERT | PAGELAVOUT  FORMULS  DATA R iEw ad -

i Times NewRo [0 | A &° Aa =42 1 T |, AaBbC o+ AZBLC s AZBBC
e ¢ BT U axx X R-W-A- [E
H =@ & ordines W 4% B ©- O SN [T - Fi | Returning student Y]
A s c o e . s " '
1 Student Mumber Last Name First Name BirthDate Grade Level Gender Entry Date Entry Code Entry Description
2 37854 Acosta Sabah 6/26/2005 5F 9/8/2015 RT Returning Student
85603 Morales Danny 1/28/2009 im 9/8/2005 RT Returning student
35079 Ageeli Liz 7/18/2006 4aF 9/8/2015 AT Returning Student
. 5 98552 Agular Leion 7/31/2006 am 9/8/2015 AT Returning Student
This is a sample of a Word 2013 document for 6 Soikrs| asiy Rayan et sF gmm AT Reruming student
ﬂle 1)111])053 Qf demonsn'atinz lhe Sl)llt SC]'EEII 7 304928 Al Amer Digna 9/29/2008 om 9/8/2015 E11 Enter from within SDCS
- a 306683 Alwee Karen 12/21/2006 5F 11/2/2015 E14 Enter from Out of State
feature of Windows. .. a 314438 Lowder Ethan a/15/2008 am 11/2/2015 1 Enter from Out of State
tl | 216516 Audeo Sebastian 5/25/2005 5m 9/8/2015 RT Returning Student
u 317018 Aleid Aldan 10/17/2010 om 9/23/2015 E15 Inrtial Enroliment K-12
12 325466 Aljaili Daraly 1/6/2009 im 9/8/2015 AT Returning Student
13 325476 Allahyani Estefany 4/17/2008 M 9/8/2015 AT Returning Student
14 326585 Carson Angel s5/1/2010 om 9/8/2015 E15 Initial Enrollment K-12
15 326680 Allahyani Madison 7/1/2006 am 9/8/2005 RT Returning student
16 328911 Smith Brian 9/12/2009 om 9/8/2015 E15 Initial Enroliment K-12
7 329934 Almazan Avila Adan 11/13/2010 am 9/8/2015 RT Returning Student
18 330121 Almeshkhas Eloise 5/7/2008 4aF 9/8/2015 AT Returning Student
19 330358 Alqurashi Aranza 1/16/2010 OF 9/8/2015 E15 Initial Enroliment K-12
b 330618 Windthrop Rocky 732005 Y 9/8/2015 RT Returning Student
2 333608 Altamimi Tanez 6/18/2004 am 9/8/2005 RT Returning student
2 335016 Altorok Emanuel 7/1/2008 om 9/8/2015 AT Returning Student
23 335209 Alvarez Brandon 9/28/2009 om 9/8/2015 E15 Initial Enroliment K-12
2 335211 Laredo Mia 3/12/2006 2F 9/8/2015 RT Returning Student
2 339883 Alzahrani Richard 8/22/2005 am 9/8/2015 RT Returning Student
340226 Amante Audrey 1/4/2010 oF 9/8/2015 E15 Initial Enroliment K-12
341792 Gongora Magaly /42006 aF 9/8/2015 AT Returning Student
5 342762 Angero omaid 11/14/2005 om 9/8/2015 E15 Initial Enrollment K-12
) 343199 Angers Khuyen 10/31/2006 am 9/8/2015 RT Returning student
30 347724 Martin Mackenzie 7/9/2006 arF 10/12/2015 E13 Enter from Out of District
31 348059 Antonio Darla 12/24/2008 1F 9/8/2015 RT Returning Student
2 349211 Arrollada Danna 2/11/2009 1F 9/8/2015 RT Returning Student
Y} 350927 Steneson Ennigue 5/29/2008 im 9/8/2015 RT Returning student
34 351274 Ayobi Mia 3/11/2006 4F 9/8/2015 AT Returning Student
35 351633 Ayobi Linny 7/20/2006 aF 9/8/2015 AT Returning Student
£ 351850 Baez Darla 12/13/2008 1F 9/8/2015 RT Returning Student
7 352541 Borden Alex 9/10/2010 am 9/8/2015 E15 Inrtial Enroliment K-12
38 352573 Bardales Janessa 8/6/2007 2F 9/8/2015 AT Returning Student
39 352676 Barradas Janet 8/2/2007 1F 9/8/2015 RT Returning Student
Sheetl Limits of Excel Last Name, First ¢ «

PAGEIOF1 0wWORDS (B 0 W E B -—b——+ 8% Rt B

7 © O TDLICTGIe SRR g e

Note: This is a screenshot of the desktop of a computer (the entire monitor screen).
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Proofreading: The Excel Spell Check Command

Limitations of the Excel Spelling Check Feature

It is always a good idea to proofread the sections of your Workbook that have text yourself, because
Excel’s Spell Check tool is less than perfect. It doesn’t always catch certain nuances of the English
language, or make it very easy to see the words that are misspelled. That said, Excel does have a Spelling
Check tool that checks your Workbook for any spelling errors.

The Spelling Check command is located on the REVIEW tab, in the Proofing group on the far left side of
the Ribbon.

spell Check ] | REVIEW Tab\_]

v ES I
V q 3% IJ 5 Show All Comments

Spelling Asearch Thesaurus — Translate Mew  Delete Previous MNext pom
Comment

HOME IMSERT PAGE LAYOUT FORMULAS DATA WVIEW

Proofing Language Comments

Al - fx

To check your Worksheet for spelling errors, use one of the following methods:

1. Click the Spelling check command on the REVIEW tab. A Spelling check dialog box will open on
your screen. Excel will begin checking your entire Worksheet (beginning with the last cell
selected) and display its findings in the Spelling check dialog box. It will offer you choices
regarding each instance of an incorrectly spelled word.

2. Pressthe F7 key on your keyboard to open the same Spelling Check dialog box described above.

Note: If you have multiple cells within your Workbook containing substantial amounts of text, it is highly
recommended (because of the awkwardness or obvious limitations of Excel’s Spelling check feature) that
you create the textual content of each cell in Word, Spell Check it there, then Copy and Paste that text
into the corresponding cell within the Excel Worksheet. This will assure you that your Workbook will
display correctly spelled textual content.

(Please see illustration of the Spelling check dialog box on the next page)
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Choose to ignore this one single
occurrence of the misspelled
word, or all occurrences in the
Workbook, or add the word as it is
Misspelled to the custom dictionary.
word.

Spelling: English {United States)
ol e—

Mat in Dictionary:
Ths [ Ignore Once J

[ Ignaore All ]

| Add to Didionary |

Suggestions:

Excel’s offering

of how it thinks

the word should
be spelled.

’ Change
| Change Al

AutoCorrect

Dictionary language: |English (United States)

thl; ;

Replace the misspelled word with
the highlighted correct spelling

Offers various language

translations of the word.
choice displayed above, or

replace all instances of the
misspelled word with this choice.
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The Find & Replace Feature

Excel has a “Find” tool that can quickly locate and display all the instances of a given piece of text
(words, phrase, numbers, symbols, etc.). On the same tool, you can choose to “Replace” one or all
instances of what it found with whatever you wish to replace it with. For example you can tell Excel to
find all instances of the word “Student” and replace it with the word “Pupil”.

The same thing can be done to replace text written in lower case with uppercase text.

Exercise 10.4: Find “Student” and Replace it with “Pupil”

1. Open an Excel workbook with data in it. (Use the one the instructor asks you to open).

2. Onthe Home tab ribbon, on the far right side, click the Find & Select command.

ﬂ'%YH

3. Click Replace. Sort & |Find &
Filter = |Select =
Editing 4% Find... ~
e Replce. v
| = GoTow
M s
— Go Te Special..
Las
Formulas

4. Enter the word Student in the Find what field, and enter the word Pupil in the Replace with
field. Then click Find Next.
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Find Replace |

Find what:  |Student =]

Replace with: IPupiI| |

Options == |
Replace&lll Replace | Find All | Find Mext I Close |

5. You might need to click-and-drag the Find and Replace box out of the way to see what it found.
It will locate the “next” instance of the word Student, starting from the cell that happened to be
the last active cell your cursor was in. Look for a cell with a green border around it. That's the
“found” instance.

6. Click Replace and it will replace the next single instance, and move to the next instance.

e Entry Description

This was just

Returning Pupil
replaced

Returning Student
Enter from Out of State
Returning Student

This is next instance,
waiting to be replaced

7. Click Replace All and it will replace all
instances in the worksheet, telling you

how many it replaced. ﬂ

@ All done, We made 353 replacements.
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The New Flash Fill Feature (in Excel 2013)

The 2013 version of Excel came with a new feature that is by far the best new feature in years. Simply
put, this new feature has the potential to eliminate the need for many, basic formulas and functions. In
Part 8 of this handbook (Formulas & Functions), many pages are dedicated to several, detailed formulas
that manipulate text and text strings within an Excel Worksheet. Specifically, Part 8 describes how to use
the Concatenate function to build a formula that rearranges text data from two, existing columns into a
new, third column. Then, that section demonstrates how to change that new text data into the proper
case using the Proper function. Although these formulas are not difficult to use, they are very detailed
and require absolute accuracy to set them up correctly. The new Flash Fill feature bypasses the need for
these cumbersome functions and formulas by recognizing repeating data-entry patterns in columns
adjacent to existing data.

Exercise 10.5 How to Reorder Text Data Using Flash Fill

The following exercise can be completed using the “Last Name,

First” worksheet within the Excel practice workbook provided by E F G H
the instructor. Clark gable  |Gable, Clark
Ava Gardner
1. Insert the cursor into cell “G1” and enter “Gable, Clark.” cary Grant \
(In this example, the text of columns E and F have been lana turner

rearranged into column G in the “last name, first” order.) Humphrey bogart

After typing in “Gable, Clark” in the new column (G),
press the Enter key to activate the cell directly below it.
The Flash Fill feature will attempt to recognize a pattern
to repeat.

lauren bacall
Roy Clark
Jimmy Page
Pete townsend
Stevie Ray Vaughn
Jimmy hendrix

2. By entering a “G” in this new cell (the first

E F . G H
letter in the name, Gardner), Flash Fill will
. . Clark gable Gable, Clark
incorrectly guess that you are attempting to
repeat the name “Gable, Clark.” (If that is Ava Gardner |Gable, Clark‘
what was wanted, then by pressing the Enter cary Grant
key it would be inserted.) Continue to enter lana turner
each letter of the next name on the list Humphrey bogart

(Gardner, Eva).
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3. Assoon as the letter “r” is entered (see below), the Flash Fill feature recognizes the “list”
pattern based on the text data in the preceding columns and auto-populates the remaining cells

within column G.

E F G H
Clark gable Gable, Clark

Ava Gardner |Gardner, Ava‘

cary Grant

lana turner

Humphrey bogart

lauren bacall

Roy Clark \
Jimmy Page

Pete townsend

Stevie Ray Vaughn

Jimmy hendrix

Note: When the name, “Gable, Clark” was entered into cell G1, care was taken to put the proper name
Gable in the Proper case. The Flash Fill feature picked up that pattern and applied it to all of the last
names in the new column (even though the source column F has several of the names listed in

lowercase).

4. Select the first letter of the name “cary” (that auto-populated in cell G3) and replace it with an
uppercase letter “C.” Then press the Enter key. The remaining lowercase names will
automatically become uppercase because of the Flash Fill feature (see screenshot below).

6 H
Gable, Clark
Gardner, Ava

Grant, cary
Turner, Iana\

Bogart, Humphrey

Note: The Flash Fill feature required only a few
easy steps to reorder the text data in columns E &
F. Prior to the 2013 release, this same reordering
would require the use of multiple formulas
involving numerous, detailed steps.

= F
Clark gable
Ava Gardner
cary Grant
lana turner
Humphrey bogart
lauren bacall
Roy Clark
Jimmy Page
Pete

Stevie Ray Vaughn

Jimmy hendrix

=
Turner, Lafa

G H

Gable, Clark

Gardner, Ava
Grant, Cary

Bogart, Hu'm phrey
Bacall, Lauren
Clark, Roy

Page, Jimmy

townsend Townsend, Pete

Vaughn, Stevie Ray
Hendrix, Jimmy
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Exercise 10.6 How to Combine Multiple Columns Using Flash Fill

The following exercise can be completed using the “MAIL MERGE DATA SOURCE” worksheet.

A B C D E F G H 1
1 |First Name Last Name Street Address City State Zip Contact Person
2 |Camila Acosta 12345 First Street San Diego CA 92001 Mary Doe
3 |Sabah Acosta 849 James Ave., Apt. 5 San Diego CA 92011 Alex Doe
4 |Andrew Adams 84209 Beverly Rd., Apt. 201 San Diego CA 92123 Bo Doe
5 |Joshua Addams 5723 Third Ave. San Diego CA 92065 Chris Doe
6 |Liz Ageeli 11076 Meadowlark Lane San Diego CA 92012 Billie Doe
7 |Leion Aguiar 3742 Main St., Apt. 321 San Diego CA 92014 John Doe
8 |Rayan Akeely 2781 Beaver St. San Diego CA 92001 Terry Doe
9 |Digna Al Amer 10674 Povner Rd. San Diego CA 92011 Mary Doe
10 Karen Alaece 12345 First Street San Diego CA 92123 Alex Doe
11 |Aidan Aleid 849 James Ave., Apt. 5 San Diego CA 92065 Bo Doe
12 |Daraly Aljaifi 84209 Beverly Rd., Apt. 201 San Diego CA 92012 Chris Doe
13 |Estefany Allahyani 5723 Third Ave. San Diego CA 92014 Billie Doe

In this exercise, the address data contained in columns C, D, E, and F will be combined in a new column
(H), using the Flash Fill feature.

1. Insert the cursor into cell H2, and carefully combine the address data from columns C, D, E, and
F. (If punctuation is needed, it may be added.) Review the data entered to be sure that it is
accurate. The Flash Fill feature may not work if data is incorrectly entered into the target cell. It
must match exactly the data in the source cell (or cells).

C D E F G H I J K
Street Address City State Zip Contact Person
12345 First Street San Diego CA 92001 Mary Doe 12345 First Street, San Diego CA 92001
849 James Ave., Apt. 5 San Diego CA 92011 Alex Doe |
84209 Beverly Rd., Apt. 201 San Diego CA 92123 Bo Doe
5723 Third Ave. San Diego CA 92065 Chris Doe

2. Pressthe Enter key to activate the next cell in the column. As soon as the first character of the
next address is entered into this cell (in this case, the number “8”), the Flash Fill feature will
recognize the new pattern and auto-populate every address on this worksheet (no matter how
many addresses there are).

¥ fe | ea91amesave., Apt.s, san Diego CA 52011
B C D E F G H 1 J K
Last Name Street Address City State Zip Contact Person
Acosta 12345 First Street San Diego CA 92001 Mary Doe 12345 First Street, San Diego CA 92001
Acosta 849 James Ave., Apt. 5 San Diego CA 92011 Alex Doe 849 James Ave., Apt. 5, San Diego CA 92011
Adams 84209 Beverly Rd., Apt. 201 San Diego CA 92123 Bo Doe
Addams 5723 Third Ave. San Diego CA 92065 Chris Doe
Ageeli 11076 Meadowlark Lane San Diego CA 92012 Billie Doe
- =t S o s
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3. Pressing the Enter key again, locks the Flash Fill suggestions (the remaining addresses) in place.

ﬁ 5723 Third Ave., San Diego CA 92065

B C D E F G H 1 J K

Last Name Street Address City State Zip Contact Person

Acosta 12345 First Street San Diego CA 92001 Mary Doe 12345 First Street, San Diego CA 92001
Acosta 849 James Ave., Apt. 5 San Diego CA 92011 Alex Doe 849 James Ave., Apt. 5, San Diego CA 92011
Adams 84209 Beverly Rd., Apt. 201 San Diego CA 92123 Bo Doe 84209 Beverly Rd., Apt. 201, San Diego CA 92123
Addams 5723 Third Ave. San Diego CA 92065 Chris Doe 5723 Thir{= ve., San Diego CA 92065
Ageeli 11076 Meadowlark Lane San Diego CA 92012 Billie Doe 11076 Meadowlark Lane, San Diego CA 92012
Aguiar 3742 Main St., Apt. 321 San Diego CA 92014 John Doe 3742 Main St., Apt. 321, San Diego CA 92014
Akeely 2781 Beaver St. San Diego CA 92001 Terry Doe 2781 Beaver St., San Diego CA 92001
Al Amer 10674 Povner Rd. San Diego CA 92011 Mary Doe 10674 Povner Rd., San Diego CA 92011

Note: There is a Flash Fill Options drop-down menu that will appear next to data that was auto-
populated using the Flash Fill feature. Clicking on the down-arrow will reveal additional options related

to this feature.

12345 First Street, San Diego CA 92001

7201, San Diego CA 92123
|5?23 Thir(_ll_E‘ -5 iego CA 92065
11076 Mea('FIESh'Fi”'OF;tim-, San Diego CA 92012
3742 Main St., Apt. 321, San Diego CA 92014
2781 Beaver St., San Diego CA 92001
10674 Povner Rd., San Diego CA 92011

12345 First Street, San Diego CA 92001
849 James Ave., Apt. 5, San Diego CA 920
84209 Beverly Rd., Apt. 201, San Di 2123

|5723 Thirtll?‘ -+, San Diego CA 92

11076 Me: ©  Undo Flash Fil CA 92012
3742 Main| ¥/ Accept suggestions A 92014
2781 Beav L

Select all 470 changed cells
10674 POVirerriuny vurroroge cm—ed
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Basic Keyboard Shortcuts

Note that in key combinations the first key (Ctrl, Shift, Alt, etc.) should be pressed and held down while

tapping the second key:

Keys to Use What They Do
Ctrl+ N Creates a new, blank Workbook
Ctrl+ 0O Opens an existing Workbook
Ctrl + W Closes the current Workbook
Ctrl+S Saves the current Workbook and keeps it open
F1 Opens the Help Pane
F5 Opens the Find & Replace dialog box
F7 Opens the Spelling & Grammar Pane
F12 Opens the “Save As” window to save a copy of the
Workbook under a different name
Ctrl+P Prints the Workbook

Ctrl + scroll the mouse wheel

Zooms the Workbook in or out (magnifies/shrinks it)

Ctrl + the plus sign (+)

Zooms in (magnifies it)

Ctrl + the minus sign (-)

Zooms out (shrinks it)

End Jump to the end of a line (right side)

Home Jump to the beginning of a line (left side)

Ctrl + End Jump to the end of the entire Workbook

Ctrl + Home Jump to the beginning of the entire Workbook
Ctrl+Z Undo the last action

Ctrl+Y Redo the last action

Shift + Arrow Key Right

Select (highlight) one single character to the right

Shift + Arrow Key Left

Select (highlight) one single character to the left

Ctrl + Shift + Arrow Right or Left

Extend selection one Excel to the right or left

Ctrl+ A Select (highlight) entire Workbook

Ctrl+C Copies whatever is selected (highlighted)
Ctrl+V Pastes whatever was copied

Ctrl + X Cuts out whatever was selected (highlighted)
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Ctrl +B Bolds the selected text
Ctrl +1 Italicizes the selected text
Ctrl+ U Underlines the selected text
Shift + F1 Opens the Reveal Formatting Pane
Ctrl+‘+a a
Ctrl+‘+e é
Ctrl+‘+o0 o}
Ctrl+~+n 4]
Alt + Ctrl + c ©
Alt + Ctrl +r ®
Alt + Ctrl + t ™
(+c+) ©
(+r+) ®
(+tm+) ™
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Help

Click the Help button in the upper right corner of any Excel Workbook window to access
Microsoft’s resources for help with Excel. The Help button looks like a question mark. ry

(The Help dialog box can also be opened quickly by simply pressing the F1 key.)

In the Help window you can either click to open any of the Top Categories, or type a
keyExcel for the topic you want and click the Search button (magnifying glass icon). Excel will search for
answers and display its findings for you to explore.

...type a keyExcel and

Click a Category, or... ] run a search
Word He Word Help - /
[CRORAN - | Search online help p| .;:(:_:;. & & A [Footnotes 5
Top categories Add footnotes and endnotes

Add footnotes and endnotes. Witers use footnotes and endnotes irI
u

on, or provide references to something theyve mentioned in a doc
+ Get started

Footnotes in Word 2013 - support.office.com
Insert footnotes on one page, change footnote location, convert fcol

+ Create and format documents

footnote number, and footnote formatting.
+ Add headers and footers

The district also has a web page on its site which contains additional resources for help with Microsoft
Office Suite applications like Excel or Excel. To find this web page, use this navigation:
1. Start by clicking to the Employee Portal on the main SDUSD home page. Login.
2. On the Inside Unified page in the lower left area, underneath Shortcuts, click Technical Support.
3. Scroll if necessary and click the link: Microsoft Office.

Note: You can use Google as a very effective tool to search for specific answers to specific questions
about Excel. Remember to always include the version of Excel you are using in the question. For
example; “How do I select an entire page in Excel 2013? This will ensure that the instructions that
Google is offering will work with the version of Excel that you are using.
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