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0 Microsoft Office Specialist Certification

Microsoft*

a.0ffice

What is Microsoft Office Specialist
Certification? Microsoft Office Specialist
certification validates through the use of
exams that you have obtained specific skill
sets within the applicable Microsoft Office
programs and other Microsoft programs
included in the Microsoft Office Specialist
Program. The candidate can choose which
exam(s) they want to take according to
which skills they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the Complete
Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure passing a Microsoft Office Specialist
Certification exam.
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O The Benefits of Certification

For More Information:
www.certiport.com
www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using Microsoft
Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the Microsoft Office
system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain level of advanced
competency with the programs in question. Employers don’t have to wonder if the skills stated on the resume are honest
and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and its many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a desire
on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html
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0 About Our Certification Program

Books in this Series:

Beginning Guide to
Microsoft® Excel 2013

Intermediate Guide to
Microsoft® Excel 2013

Advanced Guide to
Microsoft® Excel 2013

Microsoft Office Specialist (MOS) Certification for Excel 2013

Overview: Our Microsoft Office Specialist certification program for Excel 2013 has three levels of mastery: Beginning,
Intermediate and Advanced. In general, the CORE exam topics are demonstrated in the Beginning and Intermediate
Guides. EXPERT concepts are included where relevant, with the Advanced Guide only covering EXPERT concepts

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. For example, the Beginning Guide to Microsoft Excel 2013 shows all of the Chart Tools: CORE and EXPERT.
The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Excel 2013 demonstrates the following Ribbons: Home, Formula, Insert, Picture
Tools, Drawing Tool, SmartArt Tools: Design, Chart Tools, Chart Tools: Layout: Labels The lesson activities focus
on basic data and formula entry as well as inserting and formatting graphics and charts.

The Intermediate Guide to Microsoft Excel 2013 demonstrates the following Ribbons: Formulas, Page Layout, Insert,
Sparkline Tools. The lesson activities focus on additional formulas as well as page options, finishing with the use of
Sparklines.

The Advanced Guide to Microsoft Excel 2013 demonstrates the following Ribbons: Table Tools, Table Tools, Data,
PivotTable Tools: Design, PivotTable Tools: Options, PivotChart Tools: Design, PivotChart Tools: Analyze,
Review, Developer. The lesson activities further explore presentation with advanced Table options as well as
PivotCharts and PivotTables, finishing with sharing and form controls.

Course Prerequisites: Students who enroll in Microsoft Office Specialist (MOS) program should have basic computer

skills including how to turn on the computer, how to use an Internet browser and how to select commands from a menu.
Students should know how to save files and send attachments by E-mail as well.
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O Microsoft Excel 2013 Study Guide: Beginning Excel

Microsoft Office Specialist (MOS): Exam 77-420 for Excel 2013

1. Create Worksheets and Workbooks
1.1 Create Worksheets and Workbooks
Create New Blank Workbooks, Pg 27

1.3 Format Worksheets and Workbooks
Change Row Height and Column Width, Pg 30

1.4 Customize Options and Views for
Worksheets and Workbooks

Hide Rows and Columns, Pg 60

Workbook Views: Change Views, Pg 192
Workbook Views: Zoom, Pg 196
Workbook Views: Freeze Panes, Pg 198
Workbook Views: Split the Window, Pg 197

1.5 Configure Worksheets and Workbooks to
Print Or Save
Save: Maintain Backward Compatibility, Pg 73

2, Create Cells and Ranges

2.1 Insert Data In Cells and Ranges
Copy and Paste Data, Pg 38

Expand Data Across Columns, Pg 36
Cells: Insert and Delete Cells, Pg 62

2. Create Cells and Ranges

2.2 Format Cells and Ranges

Cells: Merge Cells, Pg 36

Cells: Modify Alignment, Indentation, Pg 34
Cells: Modify Font and Font Styles, Pg 31
Cells: Use the Format Painter, Pg 63

Cells: Wrap Text Within Cells, Pg 37

Cells: Apply Number Formatting, Pg 54
Cells: Apply Highlighting, Pg 33

Cells: Apply Cell Style, Pg 67

4. Apply formulas and Functions
4.2 Summarize Data with Functions
Function: SUMIF, Pg 57

Function: MIN and MAX, Pg 93
Function: COUNT, Pg 92

Function: AVERAGE, Pg 90
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5. Create Charts and Objects

5.1 Create a Chart

Charts: Create a Chart, Pg 107

Charts: Add Additional Data Series, Pg 133

5.2 Format a Chart
Charts: Add Legend, Pg 132
Charts: format Layout and Styles, Pg 110

5.3 Insert and format an Object

Text: Insert Text Box, Pg 170

SmartArt: Insert SmartArt, Pg 179

lllustrations: Insert Pictures, Pg 145

Illustrations: Format Borders, Pg 149
lllustrations: Apply Styles and Effects, Pg 148
lllustrations: Change Object Color, Pg 171
Illustrations: Modify Object Properties, Pg 150
Illustrations: Position Objects (SmartArt), Pg 187

From Exam 77-428 Excel 2013 Expert Part 2
2. Apply Custom Formats and Layouts
2.3 Apply Custom Styles and Templates

Cell Styles

4. Create Advanced Charts And Tables
4.1 Create Advanced Chart Elements
Charts: Add Trendlines

Charts: Dual Axes
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0 About the Authors

Microsoft Office Specialist (MOS): The Beginning Guide to Microsoft Excel 2013

Elizabeth Ann Nofs

Elizabeth is the Computer Mama. She developed the teaching
methodology in the Complete Computer Guide series using
breakthrough research in gender-balanced training. Elizabeth
has taught several thousand men and women from
government, manufacturing, small business, and education in
both online and hands-on classrooms.

She is the author of the Complete Computer Guides as well as
a Microsoft Certified Office Specialist. She earned a BA in
Biology from the University of Michigan.

Alex Sergay, Senior Instructional Designer

For more than 20 years, Alex has made complex technology
easy to understand. Alex has developed instructional
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Sounds of English, a linguistics- training tool that earned a
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Secondary English Education from Eastern Michigan University.

Leo Michael Nofs, Technical Writing and Quality Control

Leo is a Microsoft Certified Professional and an Access database
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her photos by use of image manipulation, focusing on light and color.
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O How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method .ﬂ- B == el
Observation is a perceptual strategy that asks: why am | doing this "< .. — PR F % [ T | Eriem - A g4
and which tools would be most effective? Each lesson begins with e e M u-D | 2a 4 | Elepnicosm - | § - % v | 2t | St Frmet | vt Bt ot | B i tn
a discussion of the purpose and the objectives. " geams . . s TR B e e T
” - P T P e oo
Orientation helps students start at the right place. The screen 4 s BENNR c oo | & v & W 0l reee ey - =
shots in the Complete Compute Guides show the entire window as 2 wees [4 2wt m 4 s Ot __| waring Tt
well as a close up of the particular button or command. Tl RN fosding | Vaning? _ togs_ et e =
me |8 im| wey s s am i S

Notation There are "breadcrumbs"” above each screen image. Like &  —— 70 S —
Hansel and Gretel, the breadcrumbs show the pathway to a button T

= T ST T

or option. Our notation uses the following convention:
Ribbon->Group->Button->Options

My Prmst

Caamany Beann

Menu Maps

The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first.

HEESEEEEEEE==n=

e

i

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the  Home-> Alignment->Merge & Center

menu map is can be seen here- HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
[1] Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An o ¥ oot — . _— —
Empirical Study of Learning and Teaching Styles. British Journal of [ = Calibri M~ A A == #- =F Wrap Text
Educational Technology v.32 no1 (Jan. 2001) Poste Copy ~ " ===
. < FormatPainter | © T Y~ " |2~ A~ | B = | € = | [ZMagssicens
Clipboard ] Font F Alignment
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Excel 2013: Getting Started

Talre
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4
3

¢ Welcome!

B7 ~ Je =SUM(B2:B6)
Course Objectives X = . 5 .
Students will be able to:
. . 1 |Item Cost Markup Retail Profit
1. Log in to the online course 1 | o
2 A ‘ 2.50 150 3.75 1.25
2. Navigate the outline and lessons e > > >
] ) 3 |GiftCard | & 10.00 150% S 15.00 S 5.00
3. Take quizzes online ‘
4. Submi ) i 4 |Basket £ 375 150% $ 5.63 5 1.88
- Submit assignments online 5 |Bow $ 100 150% $ 150 $ 0.50
5. Participate in the Forums and Chat 6 |Box s 125 o & 0.63
7 $ 18.50
8 T

© 2013 Comma Productions, LLC
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Welcome

This course presents a practical, hands-on approach to
computers. The lessons are based on what you see on
the screen, what you can do with the options, and what
works on the job. The goal is to enable you to use
Microsoft Windows and Office 2013 effectively, even
creatively.

=
4
3

Use this Guide as part of your professional development
plan to prepare for the Microsoft Business Certification
exams, Microsoft Office Specialist (MOS) or as a
reference book to solve problems as they come up.

This introduction provides information on:
+ Navigation

* Practice

» Sample Documents

+ Assessments

Beginning Microsoft Excel 2013 Page 12 of 218
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T
o::° My Course ->Login
Log into the course T b g e ; 2o x L i ite L o i The fc. = PR 1

. , ! Bir B v 0 amov Begee deye Tpohe @ 8 0 0
This online course requires a User Name and b=l Sl o e =

Password. You probably received an E-mail with your
username and password when you enrolled.

Lats goe atardt You are not logged in. (Login)

Whin you 808 neady 10 Begn, simply logn -
i the wpper right hand comes. Click on Le EngllSh (Eﬂ] i
password. Once you ane logged in, you c2
Courssd bow on the kel-handsids of Be student wibmte. Thes will Lk you 10 B

How to Login

Go to the website for your course.

1. Click on the (Login) link.

2. You will be prompted for your Username and
Password.

TN COURSE [uNGe
Crasstions If you kave any quesSons, plesse contact us al

commap{icommaprogect cons al vy e We will answer siudent nqunes.
promptly. Remember 10 ALWAYS nclude your full name when emabng aboul yos

What If This Doesn't Work?

First, look at the keyboard and make sure the Caps
Lock is off (no light) Passwords may include both
upper and lower case letters.

Counie

Cosrse calbgonies

Second, check the spelling. Your user name may not
be exactly the same as your E-mail address.

High School F

ft Office 2010 2

Microsoft Office 2007 19
Third, you can click on the Live Chat and get Microsoft Office 2003 13
immediate assistance. Miscellanesus 2
Login here using your username and password |
Memo to Self: It's OK if your computer does not (Cookies must be enabled in your bmwser}@ o |
match exactly. The logon screen may show a logo or it =0
may be a different color. 2 e

Username gjizabeth o “
Password | [ Login |
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The Topic Outline

When you log into your course, you should see the
Topic Outline. The Topic Outline is a course
syllabus: it lists your lessons, practice and
quizzes.

Each Level has Lessons and Assessments. The
lesson links are short discussions that
demonstrate the options on a particular Ribbon.
The lessons links may also list the page number
where these pages can be found in the print
version of the computer guides.

Many students prefer to read the lessons on a
second monitor or in print, rather than switch from
the lesson screens to Microsoft Office to practice
the options.

Memo to Self: It's OK if your computer does not
match exactly. The important part is learning the
steps. Please contact your facilitator if you have
any questions

My Course ->Topic Outline

* [(ARadrad mmigsl v Peger Sefety = Tgohow @ Help = 00 SV Do Mot Tasch

Complete Guide to Microsoft Excel 2013

comea = Bl 3003

A lredies [ Te—
i At

forms
B 9

[P -

Microsoft Excel 201
Saare b | arees Bl o Lo e
D T il el e T e B
— R S
Go

Thp (mve Pabt B s, Hach el by
T e L T L e
St she bt e s el

OLevel 2: Working with Data

Lewvel 2 Checklist & Sample Files

Lessons

Beginning Excel

It All Adds Up (Beginning Excel, page 49)

A Question of Balance (Beginning Excel, page 79)

Assessments

Excel Quiz 2
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Lesson Links
When you click on a hyperlink to read a
lesson, a new window will open.

What Do You See? On the left side of
each screen you should see the white
navigation arrows: Next, Previous, and
Home

What Else Do You See? When you are
done with a lesson, you can close the
browser window. Go to the upper right
corner of the lesson window and click on
the X to Exit.

The Topic Outline should be there, the
window was left open behind the lesson
screen.

My Course ->Topic Outline ->Lesson

i bt pommalemsons curvers php U 1k Bt (ka1 471 0 -

EiHenn - @

- L2 Rodmad dmiest ¢ Pegre Sefdye Toohoe i el - o SN0 Do bt Tach

Vi e bt o i Dt testh Pl [ Lot

Complete Guide to Microsoft Excel 2013

o » Euerd 3013 i [ Gevinch rode 1s | T sdiing on

ollllicramﬂ: Excel 2013

e RU L LR |h. !

e e o b

Aol comy Lonlni 3 Bl g B - 2C P ICR Ch 2 Correru T = | The Gyl £ |

— [
[ TiHeme = 3 = (ARmdmad EEPpE v Feges Sey e Tgss v IR Hee = @ AVG D Mt Tasdh

ek mwravhe g e
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Baiirgn (1]
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il:-rﬂ—r"u—ll.r 5 Lsa P AcfioSom i SUM P prolt
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Level Checklists
& Sample Files

Each Level has many lessons,
sample files and practice sheets,
depending on which course you are
in. The Level Checklists offer a
complete list of the lessons,
downloads, practices and quizzes.

Downloads

When you click on a link to a
Download, you will be prompted to
Open or Save this file.

Click on Save.

Browse to your Documents folder.
This will save a copy of the file on
your computer.

Memo to Self: It's OK if your
Checklist does not match exactly.
Please contact your facilitator if you
have any questions

My Course ->Topic Outline -> Level Checklist

D = 5G| T el 203 Lol 3 Cheebbal 2
B e = B * [Rudmed igigst = Pegee ey = Tooh = i Hep = 3 A D bt Tasch

Complete Guide to Microsoft Excel 2013

(i} _‘i[hmln- ~

tormens ¢ Eeced HE1F ¢ Amowron: ¢ Levnl 2 Chachiol B Taenpln Fios Lisdkits i Rase

Level 2 Checklist

L. Mrading
Raad Lessan 3 in the Beginsing Excel quide, page 49-T6

Praject
A& sampbe spresdsieet that caloulates the sholesale and retail costs, and the profSts

Dl

Drirw | bt G0 B0 win

Level 2 Checklist

1. Readings

Read Lesson 2 in the Beginning Excel guide, page 49-76

Project
A sample spreadsheet that calculates the wholesale and retail costs,

Downloads
Price List 97-2003.xls

2. Practice

Complete the Practice Activity on page 77
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Take a Quiz Online

After you review the materials online or with the
Guides, you can log into the course online and take
a Quiz. This is an open book quiz. You are allowed
to look up the answers in your notes, online, or in
the computer Guides.

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves your
answers. You can leave the quiz and finish it later.

Sawve without submitting

Submit page: This button sends your answers to all
questions on the page.

Submit all and finish: Use this button to finish the
quiz and submit your quiz online. When you Submit
all and finish, you cannot go back and print your
answers. So, print first!

Submit all and finish

My Course -> Topic Outline -> Quiz

O 7 o et e e g S M+ 4]

2= B3 dew B L D T

L
B+ @

trean Tooh e

= L e e P

Complete Guide to Microsoft Excel 2013

w Hagew Gabeyw ek iy o i il D b Tueci

R e T B e

TP —
e —
e |
[ —
i Where is the AutoSum command? (Select all correct answers.)
Marks: 1/1

Choose at least one 1

answer.

a. Formulas-> Function Library-> AutoSum {

/] b. Home-> Editing-> AutoSum (

Submit

Tip: Beginning Excel, page 57, 58

Correct
Marks for this submission: 1/1.
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Submit Your Work

Most of our online courses ask you to upload a document or
a spreadsheet. Here are the steps you can take when you
are ready to submit your work.

Review This: Upload a file
1. Go to the Topic Outline.
Click on Beginning Excel Skill Test.

What Do You See? You will be taken to the Upload screen.
The instructions should be available.

2. Click on Browse to select the file you want to upload.
Navigate to your file, then click Open. The path and file
name will appear in the upload box.

3. Click Upload this file to submit your Skill Test online.
Your instructor will be notified automatically.

My Course -> Topic Outline -> Upload a file

B~ - @ - i by - o e e e - S

Complcte Guide to Microsoft Excel 2013 = b= E|

o & a1t 4 . & Sgag o e

Upload a file (Max size: 2MB)

Upload this file

3

Memo to Self: There may be a maximum size to this
assignment. Some examples, say your richly illustrated
PowerPoint slide shows, may be too big. If so, please
contact your instructor.

Beginning Microsoft Excel 2013 Page 18 of 218
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Use the Forums

In an online class, a Forum is similar to raising

your hand and asking a question. When you
post a question to a Forum anyone can reply
with a suggestion or comment. Some of the
answers are very creative and useful.

Your instructor may also post an explanation
or offer additional links.

Edit | Delete | Reply

Live Chats

Many instructors keep Office Hours. Chat
allows you to type questions online and get an
answer immediately from your instructor when
your instructor is in the office.

Don't Explain and Don't Complain: Please
keep your posts professional and on topic!

My Course ->Topic Outline -> Forums

i iy
Biene - @

DS or o e i il FEA B e Oinskepren R STT. )0 = B | T8 Covme Complein Do ba % L

TRmdmed e Pae v Pegee Sdey e Tpohoe i Help = 00 230G Do bt ek

Complete Guide to Microsoft Excel 2013 =
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This Guide offers additional reference materials
and practice certification tests. You can use the

Practice Activities

multiple choice quizzes and skill tests to practice if e Tyl il W) i Bt Wikl S A o i, i il
you wish. When you are ready, plegse log into the Toy Ti: 0o th okowing s
1] 5
course and do the assessments online. | Erter o b St el oo opeeadshent T = =
200 15
The Microsoft certification tests are timed: you = : ﬂ
have to perform the process steps very quickly 1A
and efficiently in order to pass. T
That takes practice! 2 Enins Mo fobowing formala inio osl D2 =B2*C2
e e
n =02
. 5 iy il uldhn Wia Riiuli #ile P nodl oF coludsi E
6. Usa Ta AufioSum i Bo Sind B sum of e Prodt Colsmn
More PraCtlce T bt e FafaSurs Averagh command in [P Proll Colr 10 s e B0 rang 56 i does NOT include E4
If you have a question about a document or file e o ol e et W Lante oo o T Ety guirnl B
you are working on, you are always welcome to o It s et ot e o s e gy S o, CRAE ST, CoSL 00, mark v 150%
E-mail a copy of your work to your instructor as an 12 Format the data kibets in row A 10 b Buid and 18 pont fost
13, Formal the oabarmn for Mark Up 50 b Palcntags
attachment. 1 Comect I framBeds in P Mak U column 15 nesd 150 (not 150008 )

15 Format B Cosd, Retal and Profit oolsmns io ba Cusmsscy
16 Crange he mark ep on T-Shrts, Sweatshis, and Chideen's T-5harts lo be 123%
Save your worl &5 Excel Practics Activity 1
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Microsoft Business Certification

The course prepares you to pass the Microsoft Office Specialist
(MOS) certification exams. This credential recognizes the business
skills needed to get the most out of Microsoft Office. Microsoft
Certification Exams are available through authorized testing
centers. They are not included as part of the certification training
program in the same way that taking the Bar Exam is not included
with getting a degree in Law from a college or university.

More Information Online

Certiport provides the official Microsoft certification tests.
You can download the Microsoft certification topics and study
guides. Here is their address: www.certiport.com.

Please Note: Comma Productions, LLC. is independent from
Microsoft Corporation, and not affiliated with Microsoft in any
manner. While the Complete Computer Guides may be used in
assisting individuals to prepare for a Microsoft Business

Certification exam, Microsoft, its designated program administrator,

and Comma Productions, LLC. do not warrant that use of these
Complete Computer Guides will ensure passing a Microsoft
Business Certification exam.
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Can Microsoft Office 2007 or Office 2010

be used for the Office 2013 lessons?

It is best if the Microsoft Office software matches the
screens in the lessons. Microsoft Office has grown
and evolved. If you compare the Ribbons and Menus
you will notice that Office 2007 has lots of old parts
from Office 97-2003. So, how different are they?
Many steps and functions have not changed. For
example, in Microsoft Excel, the Formulas still work
and they are entered the same way. However, Excel
2013 has been updated to work on any device: PC,
laptop, tablet or phone. The menus are clean with
lots of room if you have a touch screen.

Compare Microsoft Excel 2007, 2010 and 2013:
Microsoft Excel 2007: It All Adds Up

Microsoft Excel 2010: A Question of Balance

Microsoft Excel 2013: Charts and Chart Tools

Please Note: This course cannot be taken with the
Microsoft Office Starter software:

View an image of Word 2010 Starter

View an image of Excel 2010 Starter

Home

Insert

Page Layout Formulas

Aaj nliinnlcnrs“r Ij i = g
L Y
LLLLL] ants = —] I "’..: |
Themes Margins |Orientation| Size Print EBEreaks Background
- |O]Effects ~ - - T S—
Themes Eetup
r 3 Portrait
Chart1 i@ =
A D T 1 ] H
. == Landscape
1 |ltem Retail Pro
2 Apples |[S$ 375|5 125
3 |Backot & ERZ | & A0
4 |Be File Home Insert Page Layout Formulas Data Review
5 |Bc nCnlursv Ijbn I'_' LIE =] =l
— a [ - ; ‘f.'i| =
6 —1 |A|Fonts - = j =l j
Themes Margins Crientation Size Print Breaks Background Print
- - @ Effects - - - - Area~ - Titles
& Themes Page Setup
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW
B Colors - I-_Nq‘ T |:b~ || ! ] | s
[
@ A Fonts - o 5 O (& ™ = | 2
Themes Margins Orientation Size  Print  Breaks Background Print ;;ﬁ
- @Eﬂ:ects* - - - Area = - Titles l—-l
Themes Page Setup Fa
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Self-Assessment

Skill Level-Beginning Excel Mastered Needs Work Required for my job
Select rows, columns, and cells

Edit text and numbers in a cell
AutoFill a series

Create a graph with the Chart Wizard
Add numbers with the AutoSum tool
Calculate a simple equation “by hand”
Sort data in a list

Print a spreadsheet

Beginning Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Intermediate Excel Mastered Needs Work Required for my joBS
AutoFill data and formulas

Link Spreadsheets

Use Relative and Absolute Cell References
Use Conditional Formatting

Create a drop down list

Use the auditing toolbar

Intermediate Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Advanced Mastered Needs Work Required for my job
Create a Pivot Table for data analysis
Format, group and graph Pivot Tables
Use the What If tool

Use Goal Seeking

Import from Access or another database
Use HLOOKUP and VLOOKUP
Advanced Excel is recommended if you selected “needs work” on three or more skills.

Beginning Microsoft Excel 2013 Page 23 of 218
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Using an eReader

Now you can download our Microsoft Office
certification training books to your eReader. In
addition to being available online as a webpage we
have included the materials within the course as
Adobe PDF files for download to your computer,
eReader or Tablet of choice.

eReaders provide full color pages, zoom control,
search, bookmarks and other great features. You
can prop the eReader beside your mighty desktop or
laptop computer as you read the lessons and
practice the steps.

This is a simple, easy to use process. Our books
work best on the iPad or other similarly sized tablets
because of the large format of the pages. When a
PDF is accessed online, such as in our courses, the
iPad automatically ask to put that PDF into the
iBooks app.

Any Kindle with a web browser should be able to
download the PDF to the Kindle, then open it with
either a PDF app or in the Kindle App. Another
option with the Kindle is to download the files to a
computer, E-mail them to your Kindle account, then
send them to the Kindle.

Which way do you prefer
to read the lessons?

54.1 % In print (books)
37.8% Online (web pages)

81 0/0 eReader/Tablet (PDF pages)

Beginning Microsoft Excel 2013 Page 24 of 218

If your course did not include books, you can
buy them on Amazon.com, if you wish

amazoncom



Excel 2013: Getting Started

Hello, Microsoft Excel

.. P A7 v x v Strawberries
Beginning Excel Objectives

In this lesson, you will learn how to:

1. Open Microsoft Excel. A A B B D

| | |

2. Align Text in a Cell center, left, right, and justified.
3. Format Font color, size, face, and case. 1 ou r P[‘Od ucts
4. |dentify the Home Ribbon, Font Group & Alignment Group. e
5. Identify and apply Alignment options. P Apples

3 |Bananas

4 | Blue Berries

5 Oranges

Raspberries

Strawberries

© 2013 Comma Productions LLC
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1. Readings

Read Lesson 2 in your Beginning Excel
Guide, page 25-47.

Project
A sample document that you do not need to
save.

Downloads
There are NO downloads for this lesson.

2. Practice
There is no Practice Activity for this
lesson.

3. Assessment
Review the Test Yourself questions on
page 48.

Lesson 2: Hello, Excel!

Home
FILE HOME INSERT PAGE LAYOUT
s
B E‘?E"':”t Calibri - |11
2 Co -
Paste . I U - | &

1

Clipboard Ta Font

2] 4) 3] 5]

Menu Maps

This lesson introduces the Home Ribbon.

. Home ->Copy, page 38
. Home->Font->Bold, page 31

. Home ->Font-> Size, page 31

. Home->Font->Borders, page 32

. Home->Font->Color, page 33

. Home->Alignment, page 34

. Home->Alignment->Merge and Center, page 36

ONO AR WN =

. Home->Alignment->Wrap Text, page 37

Dalton Adding Machine, circa 1920

Beginning Microsoft Excel 2013 Page 26 of 218
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REVIEW VIEW
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_ Hello, Microsoft Excel!
Start ->Microsoft Excel At the beginning of the digital age, computers were
' expensive. Word processing was not a compelling reason to
P *thmbeth ol R get a computer; typewriters cost less and did just as much.
ke N -l s People didn't buy the first computers for graphics or
photography or music.

_______ . = ——— _ The "killer app" that everybody needed was
— 3 SPREADSHEETS.

Take a _
tour

- O Oer Workbooks

Spreadsheets offered a way to calculate rows and columns of
data. Say, “Hello” to Microsoft Excel.

Meet Microsoft Excel

Look at the label in BOLD above the picture of the Start menu
on this page. This label is a method for writing out the path
that your mouse travels. You will see this map at the top of
every picture in our course.

Start Microsoft Excel. When you start Microsoft Excel 2013,
you will be prompted to choose a workbook. On the right side
of the Welcome page are templates: spreadsheet apps that
you can edit for your own work.

Click on Blank workbook.

Beginning Microsoft Excel 2013 Page 27 of 218



Rows and Columns
Excel has Columns, Rows and
Cells. By definition, Columns are
vertical, Rows are horizontal.

1. Try It: Select a Column
Click on the letter A above the
first column to select the entire
column. Click on the C Column
header. Now you'’ve selected
Column C.

2. Try It: Select a Row

Click on the number 1 in the
upper left corner. This is the Row
selector. Now you've selected all
of Row 1.

Keep going, please...

Microsoft Excel 2013

Ba %

Shaat]

B H - =

FILE HOME IMNSERT PAGE LAYOUT FORMULAS

"D g;z;}r ) Calibri NI Y
F‘avstE ~ Format Painter B I U-|[ii-|O- '& -
Clipboard P Font P
Al | Jx
A B C D

DATA

= 1 & M
MEIRLOCH

—nrifAreES

REVIEW VIEW

’?}"* %‘Wrap Text
& 3= | &5 Merge &t
Alignment
F G
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Microsoft Excel

ST HOME | INSERT PAGE LAYOUT FORMULAS DATA
And Cells | e | | s
A Cell is where a Column and Row meet. This page =] 3{) Cut P F g [ ——
shows Cell A1 selected. Calibri '111 A A -
EE] Copy ~
3. Try This: Select a Cell Paste o rormatpainter | B I U " | E - [ O- A==
Select Cell A1. When you hit the Enter key on your )
keyboard, Excel takes you down to the next row Clipboard | Font i
to Cell A2. i
Al d B I
Select Cell A1. When you use the Tab key on your
keyboard, Excel takes you across the columns to .
Cell B1. d A B L, € D E
4. Try This, Too: Enter Information 1
Select Cell A1. 2
Type the words: Our Products 5
Press the Enter key on the keyboard. 3 a 3
Keep going...
Al v i X « J | OurProducts
A B C D E

1 |Our Prod_ﬁcts|
2
2 4

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data in Cells and Ranges
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Resize the Column

What Do You See? The words, Our
Products, are too wide for the column.

You can resize the column to fit the data.

5. Try it: Resize the Column
Look at the top of the spreadsheet. Each
Column is identified by a letter.

Between the Header for Column A and
Column B is a line. When you run you
cursor over that line, you should see a
double-headed arrow. You can use this
arrow to drag the Column width wider or
more narrow if you wish.

Microsoft Excel

B ove | inserr

HS e

PAGE LAYOUT FORMULAS DATA

B - 1 - A A=
3 Copy ~
Paste S e = ===
i ¥ Format Painter £ 4 O -~ SR =
Cli_pbua(d I" font ]
Al ~ | | Width: 9.57 (72 pixels)| | Our Products - q‘ ‘
A 4 8 C
1 1 Our Producks : .
2 | 4 Y3
3 ~ P ' sl 5
Al - J Our Products f
A | C | D | E |
1 |Our Prﬂductsl

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Adjust Row Height and Column Width
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Format the Font

The information in the cells can be formatted, just

like text in Microsoft Word. The Font tools are the

same and they are found in the same place on the
Home Ribbon. Let's review the steps.

1. Try it: Format the Font Bold
Select Cell A1: Our Products.
Go to Home->Font.

Click on B for Bold.

2. Try This, Too: Change the Font Size
Select Cell A1: Our Products.
Go to Home->Font.

Click on the arrow and change the Font Size to 18.

What Do You See? Column A may need to be
resized to fit the data after you formatted the Font
big and bold.

Home->Font
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
g Calibri - |18 hA A = - | EwWepTet
Py ~ P |
! 1 rmatPainter |H T ¥ | EE ; - A 2 = | &= 3= | =] Merge & Center ~
—ard [ Font 10 Alignment &
11
Al d B £ | 04 ucs
14
A B = 16 D E F G
1 |Our Products -
2 2
3 24
4 2b
: 2
5 36
6 48
7 | 72
8
Al - F Our Products
A B | C | D
Our Products
| |
2

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges

2.2 Format Cells and Ranges: Change Font and Font Styles
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More Formatting Options

Borders are used in spreadsheets to show the math.
Think about a column of numbers: at the bottom of
the column there is a line, or a Border. Under that
line could be the SUM or AVERAGE, or some

calculated number.

3. Try it: Add a Bottom Border
Select Cell A1: Our Products.
Go to Home->Font ->Borders.

Click on Bottom Border.

What Do You See? The bottom Border may look
invisible when Cell A1 is selected. Please Tab to the
next Cell. Can you see the bottom Border on Cell

A1, now?

Memo to Self: The Borders are applied to the Cell,

not the data in the Cell.

Home->Font->Borders

B

+ |Our Products |

(PRSI —

: A3 HOME | INSERT

&

L Pl

. B gg":”t Calibri
0 2 Copy -

J Paste kY I
12

12 -

15 Clipboard

19 Al

¥ Format Painter

A

(]

PAGE LAYOUT FORMULAS
. _IE . p: Av =
e DA =

1 |Our Products

A

Top Border
Left Border

Eight Border

Mo Border

C

DATA

Our Products

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Change Font and Font Styles
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Home->Font->Font Color

Font Color and Fill Color

HOME | INSERT  PAGE LAYOUT

FORMULAS DATA REVIEW VIEW

Font Color is applied to the data in the cell. The Fill 'EL b Cut Calibri * 13 K A | == - X Wrap Text
Color is applied to the cells that you select. Fill Color is ! E® Copy - )
like filling a Shape with color. Paste oot Paiter (R I ML= [ EH= O-B === |&EE Merge & Center ~
1. Try This: Format the Font Color Saphoad = s [ I Asoweitc ent i
y ) Theme Colors
Select Cell A1: Our Products. - e . _ i
Go to Home->Font ->Font Color. - ) A | OurProdyl o mEmEEEEN
Click on Blue. i B -
2. Try This, Too: Format the Fill Color H I r EEN ' [ |
Blue, Accent 1, Lighter 40%

1
Select Cell A1: Our Products.
Go to Home->Font ->Fill Color. X
Click on Light Blue. =
4
5

Standard Colors
HE dEEEEN

o
wy More Colors...

Our Products

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Highlighting
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Home->Alignment

e Dot - oot '
Cell Alignment o R ————————— S 3

Microsoft Excel has a robust set of tools for = rmatin W A M| Bamacmn - | 5% ¢ | e | o o ot
formatting the position of the data in the cell. = : =—

Before You Begin: Make Cell A1 Bigger
Please select Cell A1. Use the Column Header to
make the Column wider. Use the Row Selector to
make the Row taller.

Our Products

CIETI ST R RE -

3. Try it: Format the Alignment HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
Select Cell A1. ey M Cut —_ =
Go to Home->Alignment. . ™ E Calibei -l1g < A A == |- | E'WnpTet

w0 —' E Copy -

paste = - P - - i _ (—t -

What Do You See? The Alignment options in the |, - 9 FormatPainter BT Y 7|5 27 A~ | S = = | £ & | EMege & Center
El(')cf)prz\ll\i/glrr:cmde: :: Clipboard £ Fant [F] Alignment
gﬂéc::ic:;ﬂ:%rrl] L A1 - fr | OurProducts

The Alignment options in the bottom row are: E A B ! c L D | E F
Align Left
Center
Align Right.

Our Products

OK, Do This: Align the Text
Go to Home->Alignment->Middle Align.
Keep going... 2

Brass Cash Register, Yesterdog, Grand Rapids Ml circa 1890

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Modify Cell Alignment and Indentation
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Home->Alignment-> ->Orientation->Angle Counterclockwise

[ 0 i v T
- . - R R T T PR T [re ’
More Alignment Options Bl o ek MM ee b p S0
You can use the Alignment tools to Rotate Fremurenm [R8° 5 1A e S e et PR
the Text. Here are the steps. CR + | owrmam l e
4. Try it: Rotate the Text q@tﬁﬂ?
Select Cell A1: Our Products. &
Go to Home->Alignment->Orientation. -
Click on Angle Counterclockwise. :
What Do You See? The options include 1 FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW
Angle, Vertical Text. You can also Rotate 2 e e | =
the Text Up or Down. i _P lizm Calibri 18 A K| T == | %’Wrﬁp Text
u | Paste L I u- - | M. A-l=== # Angle Counterclockwise
You can try the different options if you - ¥ Format Painter } I % Anale Clockvis
wish. Please undo the rotation and resize ! Clipboard = Fort = NP Angee Llockmse
the Cell smaller. |3 Vertical Text
Al i > S Qur Products 2 R Text U
Keep going.... 14 Rotate Text Up
A B C D & FRotate Text Down
1 1 'Ef Format Cell Alignment
&
8}
®
>
Burroughs Adding Machine, 0
Hamburg Ml circa 1920 1

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Modify Cell Alignment and Indentation
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Alignment: Merge & Center - . y
You can also select several cells and use the iz b
Alignment tools to position the text. This option is

called Merge & Center.

5. Try it: Merge & Center the Text
Select Cell A1 through G1.

]
Click on Cell A1 and HOLD your left mouse button
as you highlight the Cells from Cell A1 through 6

]

Cell G1.

Go to Home->Alignment.
Click on Merge & Center.

What Do You See? There should be one, large

cell. The Text should be centered.

Home->Alignment-> Merge & Center

[ S I R oot - Batet
L L PALd LAFRT FOmMALAL =LY L wis

A L] < -] E _. . 1 W | ] K 5
1 [Our Products —[

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
s X, Cut Calibri -|1a | A AN === #- | EWepTet
Past 3 Copy ~
aste . .| Py == | == E -
. qu”n“ Painter B I U L ) A =B = | = E mw&cﬂm
Clipboard m Fant I Alignm E f‘.’ll:l'_y.- B Center
EI Merge Across
& - [ ? x Prod
1 fi Cur Products | Merge Cells
A B C D E |F| Unmerge Cells
1 Our Products

General

g -

-

£ .

v

4

-

i A) d\.—A e ’_'ﬂ‘

: - = \%‘

‘E S '-:: i

=
{ N

L
r

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Modify Cell Alignment and Indentation (Merge and Center)
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Home->Alignment-> Wrap Text

Alignment: Wrap Text A 8 ¢ | D E

At the beginning of this lesson we learned that a

column can be made wide enough to fit the data. 1 Ou r PrOd UCtS

The Wrap Text function lets the text R i

mu?tipéaﬁnez)\(,vitﬁ?nc ;°Qe,‘ﬁ s e fext appearon 2 |The quick red fox jumpe¢d over the lazy, brown dog. 6
3

Before You Begin: Select Cell A2.
Type the words: The quick red fox jumped over

the lazy, brown dog. HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
What Do You See? The text would make a B 26 Cut oy n <o x| ==H|%- |Elinpe
very, very wide column if you resized it to fit. — [z Copy -

Paste _ B I U- DA EEE|EE | E Merge & Cent

LY, u e = — — = = I'gE‘ enter

6. Try it: Format the Alignment - R
Select Cell A2. Clipboard [ Font la Alignment
Go to Home->Alignment
Click on Wrap Text. A2 [ § < The quick red fox jumped over the lazy, brown dog.
Try This, Too: Delete the Text A B C D E F
Select Cell A2.
Click DELETE on the keyboard. 1 Our Products

The quick red fox
jumped over the lazy,
2 |brown dog.

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Modify Cell Alignment and Indentation (Wrap Text)
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Microsoft Excel

gHs
Cut, Copy, Paste o~

The Home Ribbon also includes the Clipboard group. " i | * 1 B
Cut, Copy and Paste are some of the oldest tools ever =
invented for the computer. These Edit commands, Cut,
Copy, and Paste, were designed in the early 1960s.

o
(=
=
°
e
=)
(=9
c
2
w

Let's review what these commands can do, and see
some of the new features in Excel 2013.

Before You Begin: Enter Some Sample Data
Select Cell A2 and type: Apples

Select Cell A3 and type: Bananas

Select Cell A4 and type: Blue Berries

Select Cell A5 and type: Oranges

Select Cell A6 and type: Raspberries

Select Cell A7 and type: Strawberries

LB T R R
4
3

o=

A7 -

i

>

I

Strawberries

C D

° &

Keep going...

Apples
Bananas
Blue Berries
Oranges
Raspberries

NRC Cash Register, Ann Arbor Ml circa 1940 Strawberries

)
e
L3
4
0o =] o Lh B o P =

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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Copy and Paste

1. Try This: Copy the Sample Data
Select the Range of Cells from A2 through A7.
Go to Home->Clipboard->Copy.

What Do You See? Microsoft Excel highlights the
copied cells with a flashing border. (This border is
sometimes called "Black Marching Ants." )

You can paste the copied cells as long as the selection

border is flashing.

Keep going...

Home->Clipboard->Copy

@BH % ¢ Bost - st

N
1
(]
n
-]
-
-
4]
=

Our Products

A2 | i by F

Apples

| ¢ | D

Bananas

Blue Berries

Oranges [

Raspberries L

Strawberries ;

CO =~ ch i B W N —

Burroughs Check Imprinter, Hamburg M| circa 1910

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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Home->Clipboard->Paste

g H® 0 Boot - Rt
Paste Options iy e =y e
2. Try This, Too: Paste the Data B tamariaan | 2178 St B et - | § - M e | e cou =
Select Cell B2. === = '“'A : == = = S
Go to Home->Clipboard->Paste. = _

A B C 0 E F G H I ] L3 8 ~ N o rF -

1 od
What Do You See? Microsoft Excel will paste the cells | e -:,‘,,,—.o WrPredct
you copied into B2 through B7. In the example on this gl m
page, Column B is not as wide as Column A. % Lovarees e F

B |Fasabeities | Easpbertid

. Blsvawterios _ iSiwwienries

What Else Do You See? When you paste the copied 8

cells you may notice a small Clipboard in the bottom ’
right corner. These are the Paste Options... n

Keep going... i A | B C | D
1 Our Products
2 ljﬁ.ppl es 1Apples
ol L
3 |Bananas :Bananas
4 |Blue Berries =B|UE Berrifps
5 |Oranges | Oranges
6 |Raspberries I Raspberrigs
7 E’Eriawivbgr_ri_nag ______ :Strawberr_es
8
Solar Powered Calculator, circa 1986 9 |

Exam 77-420 Microsoft Excel 2013
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Home->Clipboard-> Paste

gH®

More Paste Options O e ——
3. Try This: Review More Paste Options " bt &1 e b
The Paste Options include: = == ' ===
PaSte A .l = C o E F
Formulas ——n
. 1 Our Products

Formulas and Number Formatting Blccies Trosies |
Keep Source Formatting ' o {Semm

A [P Bariies :..'ﬂﬂ s
___________ B jivarges | Dranges
No Borders | S
Keep Source Column Widths 7 T
Transpose .
Paste Values (No formulas, just data) =
Values

Values & Number Formatting
Values & Source Formatting

Other Paste Options
Formatting

Paste Link

Picture

Linked Picture

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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Bananas
Blue Berrips
Oranges
Raspberrigfs
Strawberr|es
——
Paste
e eOa, e &J
[ LA % 12
r= e il
e [
Paste Values
il il
123 123 123
Other Paste Options

I = TRENET = TRENT - PR -
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The Cut Command

You can use Cut to remove the contents of a cell
and paste that information into a different cell, or
perhaps in another spreadsheet or document.

1. Try it: Cut the Data
Select: Cells B2:B7
Go to Home->Clipboad->Cut.

What Do You See? There should be a border
(the black marching ants) around Cells B2:B7.

2. Do This, Too: Paste the Data
Select Cell C2.
Go to Home->Clipboard->Paste.

What Do You See, Now? The data should be
Cut from B2:B7 and Pasted into C2:C7.

Home->Clipboard->Cut

@EH S o Root - st F = " %

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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sean PAL) Loy (maat i L MW e R
_ oo " E p 2 il
e IR A [PRR e I ka7l | et Tty ¢ et :_. el
A ] 4 1] | [ H | ] | 1 L Y] N [+]
1 QOur Products
2 | Aepien Appien . 1
3 | Rararas B 1
A | P Besries Biue Berries |
§ |Ovarges Oranges 1
8 | Rascberries Baspbesties |
T |Svrawterties Strowherties
’ towberres |
]
1m0
5
- A | B C D
15 -
B 1 Our Products
2 |Apples 2 Apples
3 [Bananas Bananas _
4 |Blue Berries Blue Berries
5 |Oranges Oranges
6 |Raspberries Raspberries
7 |Strawberries Strawberries
8 _ e
9
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Move the Data

You can also Move the information in a cell. Here
are the steps.

Try it: Move the Data

Select: Cell C2.

Run your cursor over the Border- the box that
indicates that this is the cell you selected.

What Do You See? When you see a four-headed
arrow click and HOLD your left mouse button

down. You should be able to drag the contents of
this cell across the spreadsheet just like dragging
a picture in Word.

Microsoft Excel

. € ]
Our Products
e [dewae

: B C D
Our Products
Apples |

[ ]

B C D
Our Products

Apples _l

—__ Bananas

Blue Berries

Bananas

Blue Berries

Texas Instruments graphing calculator, circa 2008

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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Split the Merged Cell

Earlier in this lesson we selected Cells A1:G1 and
merged them. What happens when you Unmerge
the cell?

1. Try This: Unmerge Cells

Select the merged cell.

Go to Home-> Alignment -> Merge & Center and
click on Unmerge Cells.

The Merge & Center options include:
Merge & Center
Merge Across
Merge Cells
Unmerge Cells

Keep going...

Home-> Alignment ->Merge & Center-> Unmerge Cells

[ =) B - Racd
| su | N BEIN  PASiLumRd  oMALM  BAL VW e
- Cul Cotr W oK A £ - oy S |3 p 15 W] |t
o} L] u e A Ve B G 4 ' eeiieal §pum Cab e -
Lo witng ©  Table -
B . = = =
al
L L € -] L3 H I ! K L M
' I Our Products
& Applen
3 ns Manasan Appie:
4 | e Bevries Pue Brries
5 Ovarges Ovarges
6 Rawpbeiries Faptsdnet vy
T Stiawbesibes Stiarwbesthes
L]
L]
w0
n
. - — =
118 | A A = _ | #¥~- |=¢WrapTex

Il
11
il
fi

3= Merge & Center -

Alignm

Merge & Center

Font ]
Merge Across
Our Products
E Merge Cells
B C D ] Unmerge Cells

Our Products

General
$-% » | %

Mumber

G

|

Texas Instruments calculator, circa 1996

Exam 77-420 Microsoft Excel 2013
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Home-> Alignment ->Merge & Center-> Unmerge Cells

_
4
3

[ 5] . Bt - ackk t = s x
Formatting Issues e ——— T S e
2. What Do You See? When you click on " ramarans W1 0 D& (SIS @ | imatonn | §- % ¢ |2 8| Sntios b CF | b Wi, Al it
Unmerge, the merged cell will be split into — ——— = — == =
individual cells. : e

& B < o E F (<] H L] ] K L M N [+]
. . Our Product

Look Closer: The split cells retained the same : m','" o=l
formatting from the merged cell. The example on . Senteat___togles 2
this page shows a light blue fill in the split cells. 3 | Ovarees e

6  Raupdeirees Ftalne{ et

T | Strawbes s St awebethey
Keep going... "

Our Products
2 |Apples

Hewlett Packard calculator, circa 1975

Exam 77-420 Microsoft Excel 2013
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Merging Data
In our earlier merge example, we selected
several adjacent cells that were blank, empty of

data. What happens if you merge together
several cells that have data?

Before You Begin: Enter sample data
In Cell C3 type: Bananas
In Cell D3 type: Apples

3. Try This: Merge Data
Select: Cells C3 and D3.
Go to Home-> Alignment.
Click on Merge and Center.

What Do You See? If several cells have data,
Microsoft Excel will only keep the information
from the first cell.

Please close this spreadsheet. You do not
have to save it.

Memo to Self: The first cell is defined as the
upper-left most cell in the spreadsheet.

Home-> Alignment ->Merge & Center

0EH % P Bood - isel

-

Fase

roaw  BGINT  PAMiLaeSed ddanad Bl Ehew  wie s vzt - JY
X 0wt e ST s B - | Bt S - F i B | B " ¥""""’ i M
B Capy - . -
. - w B 3 - v |ag | Corderdl Femmsts ol | msed Dokt Bpwead (R Ty
e | B T M A o | CHENNEE | ¢ - % v [ | S i | | G e
LR " L " B aman 3 e " i Lol Ty -

A [ I3 o E F G " i i ¥ L M H o
Our Products

2 hopie

] |l.lruru|.
4 B Baries
5 Drarges
6 Faspbesivee
T Stravbervics Sravebessrics

B o e

ii Merging cells only keeps the upper-left cell value, and discards the other values.

| Show Help == |

oK | | Cancel

Bananas

Blue Berries

Exam 77-420 Microsoft Excel 2013
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Microsoft Excel

Lesson Summary

So, welcome to Microsoft Excel. This
lesson introduced the basic options found A B
on the Home Ribbon. !

AT v | o 5 Strawberries

In the next lesson we will use these |

options to create a price sheet. Let's get -

down to business! _|APples
Bananas

You done good. You get the cookie. .
Blue Berries

| Oranges

Raspberries

Strawberries

00 = O L W=

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

L cx;f_'fut

D Calibri -1 A A F == #- | EFWrep Text
; ER Copy -
aste > || HE o = -l === e s >
= ~' Format Painter B I U 2 A =B - | = 7= MElgeﬂlCEnter
Clipboard Fa Font P Alignment P
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Test Yourself

1. Which is true?

(Select all correct answers.)

a. Columns are vertical

b. Rows are horizontal

c. A cell is where a row and column
meet.

Tip: Beginning Excel, page 28, 29

2. Which Ribbon has the commands for
formatting Font?

a. Format

b. Font

c. Home

d. Word

Beginning Excel, page 31

3. Which of the following is true?
(Select all correct answers.)

a. Font color applies to the data (text
or numbers) in the cell

b. Fill color applies to background in
the selected cell

Tip: Beginning Excel, page 33

4. Cells in Excel can be cut, copied,
and pasted.

a. True

b. False

Tip: Beginning Excel, page 38, 39,
40

5. When merging cells, only the
content in the first (upper-left cell)
will be kept.

a. True

b. False

Tip: Beginning Excel, page 46
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Excel 2013: Working with Data

It All Adds Up

Beginning Excel Objectives
In this lesson you will:

. Practice entering the labels and data.

. Create a formula to calculate the retail price.
. Use the AutoSum to calculate costs.

. Use the AutoSum to SUM the profit.

. Use the Home Ribbon to format cell borders.
. Investigate options to hide and unhide data.

©® N O OB~ WN -

. Identify and use the Cell Styles.

=,

. Use the Home Ribbon to apply number formats.

[ T R Boaod - Dsel r o a =
u £ 0 wrdnf Pl Lavens Ay Bt L I | [GESLLE l
DA e k|l [ [om E pEIE it a
e 'r::n-...r.-q- .- ek | Elepeiione - | F-% ¥ A -::-\-.-M:; I':':.-.-“ :- e :-':.. ::.* al::.“
4 -_f ‘-: P -‘: -_: v o W 1 1 N 'v-""“".m — o
E E'::’ E -?E :E E L?f':: E EE ;r:;;:;r"um.q: Heraalmg B Hr adag 4 Tedad
: - : —I.; - :. "Ir: ; :: ;:‘-':x:‘l:hmm % - Accesid 3% Aoterdd 30N - Aoen®l N - Acoendd
: A RERIE B BIORATY TR Ripesll AN dienid SO AORTE A0 Ritestl
w i =
n TSI
5 p7 - £ | =SUM(B2:B6)
g A B c | b | E | °F
= 1 |item Cost Markup Retail Profit
s 2 |Apples |§ 2.50 150% $ 375 $ 125 3
E 3 |GiftCard | $§ 10.00 150% 5 15.00 & 5.00 m
4 | Basket 5 375 150% 5 5.63 5 1.88
3 |Bow 5 1.00 150% 5 150 5 0.50
6 |Box 5 1.25 150% 5 1838 5 0.63
7 5 18.50 ) 5 2775 5 9.25
8
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1. Readings
Read Lesson 3 in the Beginning Excel
guide, page 49-76.

Project
A sample spreadsheet that calculates the
wholesale and retail costs, and the profits.

Downloads
Charlotte's Prices.xlsx (Completed)

2. Practice

Complete the Practice Activity on page 77.

3. Assessment
Review the Test questions on page 78.

Lesson 3: It All Adds Up

Home
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

o —

A '¥’ e Calibri - A A == | #- EFWepTet

B R Copy -

L : I U~ H-S-AxE==EE|E -

Y Format Painter | 1B u L | = = = | i 3= | [& Merge & Center

Clipboard ] Farnt o Allgnment Fa

Page Layout

: y | &c %( =L 3 AutoSum -

= & ll U

5"} B B ] Fill - zY H
Conditional Farmatas  Cell Insert Delete Farmat Sort & Find &
Formatting~ Table~ Styles~ - - - & Clear~ Filter - Select -

Cells

Editing

Styles

8) 5 4 3
Menu Maps

This lesson demonstrates options on the Home Ribbon.
1. Home->Number->Accounting, page 54

. Home->Number->Percentage, page 55

. Home->Editing->AutoSum, page 57

. Home->Cells->Format, page 60

. Home->Cells->Insert, page 62

. Home->Styles->Cell Styles, page 67

. File->Save, page 69

NO O WN
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Open for Business
When you open a business, the first thing you need to figure out is whether you are making money or losing money. You need to

be able to calculate the costs and the profits. You also need to mind the store and balance the check book. In this lesson, Open
for Business, we will use Microsoft Excel to calculate the costs. We will also learn how to format and print a spreadsheet.

Start Microsoft Excel.
When the Welcome screen
appears, select a new, blank

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

20 b4 " - —
" D ot Cut Calibri -1 A AT == Fr - %‘Wrap Tex workbook.
G'en Glick ER Copy -
An apple a day Paste _ T U - | i« | Mo l===|&e 3= M g, What Do You See from the
B B - ¥ Format Painter - _ = A =1g= top of the screen? Is there a
o Ukzabeth Mots i ?
Clipboard T Font T Alignment :-rl‘c;r:: ':\I::;ZnLacgﬂtthe
Here are the new in . Formulas, Data. Review
Glen - Je and View Ribbons as well?
Yes.
B C D E F G H

If your screen looks like the
example on this page, then
you are ready to get started.
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Working with Data

In this business scenario, you are an
upscale farmers market: Charlotte’s
Website. Charlotte's sells fresh fruit and
veggie baskets.

This spreadsheet will add up the cost of
everything that goes into the products and
determine a good price. We will also
calculate whether this can be a profitable
business.

All spreadsheets have three things: labels,
data, and formulas.

Keep going...

Example of the completed spreadsheet

e i Booa® - lsnl P
[ R T L e — e
SEe cc|mms [Brm o | B BB B
v 1-.:'_.:".!..4_ L] '] - & [Po—— | R :..:. .,:::....‘:_ - ,_'_:,__I ot | :' :_: ':;'L
B S o .| =
:|m.I ﬁ "ﬂ\:-';: '; T: mu;:fmpew—: W% Arcest]  I0%. dererid X% - Ameel NN Arestd
: AT AT BN BT AW Rigestl  ADR . Adgeeld RO ADEATE AW Rigessd
]
v B7 v fe || =SuM(B2:B6)
2 A B c | o | E | °F
- |ltem Cost Markup Retail Profit il
|Apples [§ 250 150% $ 3.75 S 1.25 m
|Giftcard | $ 10.00 150% $ 15.00 S 5.00
|Basket [§ 3.75 150% $ 5.63 S 1.88
|Bow S 1.00 150% $ 150 $ 0.50
Box $ 1.25 150% $ 1.88 $ 0.63
$ 18.50 | $ 27.75 $ 9.25
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Opg Home -> Font ->Bold
A% ' oo’ - sl ¥ 4 %
e e S Preadsheet e e LI 3 o T
1. Try This: Start with the labels S P NS PO O e A LB A T 1
Enter the text Dusmei Fast . wpraent - e [ -
Click on Cell A1, the first square in the L k| mus -
Type he following labels. EEaE A | B | D e | F
Cell A1: Item : 1 |ltem Cost Markup |Retail |
Cell B1: Cost ' 5 »
Cell C1: Markup :
Cell D1: Retall E
Make the labels Bold
Select Row 1 and click on Bold (B) in the B
Font group. = A B C D E F
2 |Mallmp |Retai| | |

Keep going...

Memo to Self:. Did you notice that the

formatting tools look a lot like the ones in
Microsoft Word?

1 Ftem Cost

[

H

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Change Font and Font Styles
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Enter the Data

What goes into each basket of fruit? The items will
be listed in Column A. The costs will be entered in
Column B.

2. Try This: Enter the Items
Select Cell A2 and type: Apples.
Select Cell A3 and type: Basket.
Select Cell A4 and type: Bow.
Select Cell A5 and type: Box.

3. Try This, Too: Enter the Cost
Enter some sample numbers:
Cell B2: 2.50

Cell B3: 3.75

Cell B4: 1.00

Cell B5:1.25

4. And Try This: Format the Cost

Select Column B.

Go to Home -> Number ->Accounting. ($) to
format these numbers as dollars and cents.

Memo to self: Technically, just clicking the dollar
sign ($) formats the numbers as Accounting.
Accounting has a static dollar sign instead of a
floating symbol.

Home -> Number ->Accounting

@ H % 0 Bost - sl t o & X

- ondl | BEEET  PASILERSS oMLK BaTa  Ehew e Tisstuh bk A
ey o e e e F i = b 5 E‘_I‘: Sl
o T & Mogebitodes - | 5 - W :-_r_"‘ fomein Cob | lvut e fomat 2 okt fint

Optas - — - -
[ 4] s
s 8 € | r 1 CR i € « |Accounting - ' 1 u-

$- % * | G 3%

Mumber P

IR S ESEEEEESEwmuambcwna

Bl | i Je Cost

B ¢ | D | E | F

” v
T

1 |ltem Cost TMa rkup Retail

2 |Apples | S 250

3 |Basket 5 375 4
4 |Bow S 100

5 |Box 5% 125

[

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Currency)
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Ong Home -> Number ->Percentage Style

B H %

Calculate the Retail Price R e e

The numbers you entered into Column B represent sl RN T T Y[ [Pe—

the wholesale cost. That is what Charlotte’s Website serews ' sripnc
paid to purchase the items that go into a fruit basket. i | Mntar

In order to make a profit, you have to figure the retail
price.

The retail price equals the wholesale cost
multiplied by the percentage.

5. Try This: Format the Percentages
To start, select all of Column C, Markup.

Go to the Home Ribbon. Look for the Number
Group and click on Percentage Style (%).

HE T -

Try This, Too: Enter the Data
A standard markup percentage is 150%.

Type 150 in cells C2 through C5. Excel will E C

H _
T

I

D

T i
Corioral Tormsiss Coll | osed Dioirle Foreat 3 sk B Tk

« |Percentage
$-% *

Mumber

Markup

It tically add the % sign.
automatically a e % sign Item Cost Markup

So far so good...

Memo to Self: This is a simple list of what goes into
a fruit basket. In real life, you would need to list
every item including shipping and handling.

- IR B T L ]

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges

IRetail
Apples & 250 150%
Basket 5 3.75 150%
Bow 5 1.00 150%
Box 5 1.25 150%

2.2 Format Cells and Ranges: Apply Number Formats (Percentage)
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g‘ﬁ'& L] - Boat - el - A x
gl B < seir msioce  dobaud B Wew e Ry |
X cu ; p m
Add It All Up Cobamt 4 P — - =
So what is the retail price? The equation would be B — : : o — : :
the Cost times the Markup. T - ‘ : 2 = : 6
R Sl A B £ D
6. Calculate the Retail Price e,
Click on Cell D2 to begin. Now, all equations in ’ | ftem Cost MHB_ Retail
Excel start by entering the “=" sign. You will find iton 2 JAppIes I. S 2.50 ! 150%!=B2*C
your keyboard by the numbers row, a few buttons to “ 3 |Basket $ 3.75 150%, T
the right of the 9. g 2 ’
u 4 |Bow S 1.00 150%
The math will look like this: =B2*C2, where the o 5 |Box 5 1.25 150%
multiply sign is the asterisk above the number 8 on o -
your keyboard. You can type in the cell references " 6 |
for B2 and C2, or you can click on the cells. \’
Excel won'’t calculate until you leave the cell. When =
you are done with the equation use the Tab or Enter A B C D E
key on your keyboard. [ [ -
1 |Item Cost Markup Retail
The correct answer is $3.75. 2 |Apples 5 2.50 150% $ 3.75
3 | Basket 5 3,75 150% S 5.63
Enter the formula for the other items in the fruit 4 |Bow $ 1.00 150% $ 1.50
basket. = E====———=r
5 |Box 1 5 1.25! 15u%1=35*c5|
6

Memo to Self: The equation is different in each row. For example, the formula in Cell D5 would be
=B5*C5. This is an example of a RELATIVE cell reference.

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions
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How Much Does It Cost?
AutoSum creates the equation: =Sum(B2:B5).

In real words, that means: add up all the numbers in
cell B2 through B5 for the apples, basket, bow and
box.

Before You Begin: Look on the Home Ribbon for
the AutoSum button. It looks like the Greek letter S,
or sigma. When you roll your mouse over the
toolbar, the tool tip says, “Sum.”

1. Try This: Calculate the Wholesale Cost
Select Cell B6.
Go to Home -> Editing ->AutoSum.

The wholesale price should be $8.50.

2. Try This: Calculate the Retail Cost
Select Cell D6, and then click on the AutoSum.
Did you get $12.75?

Memo to Self: Click on the Enter key on your
keyboard to finish the equation and see the results.
Excel won'’t calculate until you leave the Cell.

Home -> Editing ->AutoSum

4 i 5

[ [

JEEET

wEw

ww

" b A pEEEN c | o | |2 iy
' 1 |ltem ,Cost _Markup Retail . . Sort & Find &
¢ 2 |Apples 5 250 150% S  3.75 & Clear~ Filter - Select~
3 |Basket § 3.75 150% S 5.63 Editing

] 4 |Bow S 1.00 150% $ 1.50

» 5 |Box $ 1251 150% $ 1.88

; 6 -SUM(B2:BS)

P’. al SUMI:nur-nberL[numberE],...)

A

D E F

Exam 77-420 Microsoft Excel 2013

4. Apply Formulas and Functions

4.2 Summarize Data with Functions: Demonstrate the SUM Function
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|Item Cost Markup Retail
|Apples § 2.50 150%| & 3.75
|Basket S 375 150%| $ 5.63
|Bow S 1.00 150%| S 1.50 2
Box S 125 150%| § 1.88
$ 850 |=sum(p2:03)

SUM(number1, [number?], ...)



r.
onre Home -> Editing ->AutoSum
Are You Making Any Money? SUM || x « £ || =p2-m2
Profit is what you make after you pay for the costs.
In our example, the equation is: =D2-B2. A B C D E E
1 |ltem _ Cost _Markup _Retail Profit
3. Try This: Calculate the Profit 2 ApplES | s 2.50 | 15{}%' S 3.75 |=D2-B2
Select Cell E1 and type the label: Profit. o L
Select Cell E2 and enter the equation: 3 |Basket $ 35 150% S 5.63
=D2-B2 4 |Bow S 100 150% S 1.50
o 5 |Box S 1.25 150% S 1.88
Copy and paste that equation into Cells E3 through -
ES5. 6 | S 8.50 S 12.75
T
4. Add This, Too: Sum up the Profit
Select Cell E6.
Go to AutoSum.
E6 ~ B Jfe || =SUM(E2:E5) 4
What Do You See? For each fruit basket that you
sell, there is a profit of $4.25. A ] B | C | D E F
K . 1 ltem Cost Markup Retail Profit
eep going... .
2 |Apples S 250 150% $ 375 $§ 1.25
3 |Basket S 375 150% S 5.63 S 188
4 |Bow S 1.00 150% & 150 S 0.50
5 |Box & 125 150% S 188 S 0.63
6 S 8.50 S 12.75| S 4.25 .l
7

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate the SUM Function
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One Home-> Font ->Borders
[ = i [ G
Finishing Up e e hcimemr et e R B R R
A Top Border tells anyone who reads this S L N = I My - | § - % o e
spreadsheet that the sums are calculated at s p emtem i s vt bomg =
the bottom of the column. It's a 'math thing' L - E | tagbarin
that folks know. e BEER L1 ik " ! £ L 1 ¥
5. Try it: Format the Cell Borders :IK iim b '
Select: Cell B6. AN [ HOME | INSERT  PAGELAYOUT  FORMULAS  DATA
Go to Home-> Font ->Borders. :
Select Top Border. ] alln 5 = =
P n B db Cut Calibri -l KN E==
Add a Top Border to Cells D6 and E6, too. Paste kB Copy - I U -~ B H.-a-l===
. - ~ Format Painter = | — — —
Done and Done. =
= Clipboard P H
:l 4  Bottom Border
. B6 - e
A B . C . [ ] Left Border
1 |ltem Cost Markup Reta i) Right Border
2 |Apples 5  2.50 150% S
- Mo Border
3 |Basket 5 375 150% 5
4 |Bow $ 100 150% $ All Borders
5 |Box 5 1.25 150% 5 Clutside Borders
6 | S 8.50 .l S 1 Thick Box Border
f — i Bottom Double Border

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Change Font and Font Styles (Borders)
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T
By Home -> Cells-> Format ->Hide & Unhide
!J,{ ] Boot’ - Ame
Format the Columns and Rows s W ————— 1
It's a good price sheet, but there are some columns il (FCEOIET T 0 | El ey ot - | 5 - % ¢ [ | €
and rows that should be private: this is “company Coses o ) . ssgeas e
business.” Is there a way to hide the information a - £ | oy
that you don’t want your customers to see? Yes. ey L | K & |m | N2 |P u
e |l P
1. Try it: Hide the Column R S
Select Columns B and C. P AT g

Go Home->Cells-> Format-> Hide & Unhide.
Click on Hide Columns.

T EXx T' 2 AutoSum - ’%‘Y H

B H ] Fill - _
Keep going... Insert Delete Format Sort & Find &
- - - & Clear~ Filter = Select =

Cells | Cell Size
| *C  Row Height...
1 AutoFit Row Height

H-E- S -

Ul ] Column Width... 1 1

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Colurnns
Bename Sheet Hide Sheet

Exam 77-420 Microsoft Excel 2013

1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views For Worksheets and Workbooks: Hide Columns and Rows
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Hide & Unhide the Column

2. What Do You See? The image at the top of the screen has
two hidden Columns. How can you tell? Look at the letters at the
top of the Columns. Do you see: A, D, E and F? The hidden
Columns are B and C.

There is a new, but subtle, clue that some Columns are hidden.
Look carefully at the Column letters on Step 2. The border
between the Columns is a double line (not single) when there are
hidden Columns.

3. Try it: Unhide the Columns

Here are the steps you can take to show the hidden columns.
Select Columns A through E.

Go to Home->Cells->Format->Hide & Unhide.

Click on Unhide Columns.

What Do You See, Now? All of the columns, including the
hidden ones, Column B and C, should be visible.

Home->Cells->Format->Hide & Unhide->Unhide Columns

R TR R Ll o
F

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views for Worksheets and Workbooks: Hide Columns and Rows

(= ¥, B SO TS B W [

[ I % B S 5 B B
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A D E F G
ltem Retail Profit
Apples 5 3.75 5 1.25
Basket 5 563 5 1.88
Bow 5 150 5 0.50
Box ¢ 183 5 063
5 12,75 5 4.25
A B C D E
Item Cost Markup Retail Profit
Apples  § 250 150% $ 375 $ 1.25
Basket 5 3.75 150% 5 5.683 5 1.88
Bow 5 1.00 150% S 1.50 S 0.50
Box 5 125 150% 5 1.88 5 0.63
5 8.50 5 12.75 5 4.25
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Opg Home ->Cells-> Insert ->Insert Sheet Rows
EH, o T ot - el
Insert a Row e el ;e = § 5 O E =1 1
You can Hide and Unhide the Rows as well. This little b D2 0| Bt - | § - % ¢ [ 8| S et | o bt | SO
example shows you how. Coenws . sagrmen L. oo B s tonny -
[ e e
1. Try This: Insert a Blank Row :-:: 5-?“0-5.-:“:--‘-:*—:._! B S S ———— — —
Select Row 3. ¥ [poet T8 AmT mows 3aTs im
Go to Home-> Cells-> Insert. mmrEIE— T ETNE
Click on Insert Sheet Rows. ' 1 ax R JLRC
Gr EE'Lx j EAutuSum j
| B . o
Y] Fill - "
Insert Delete Format g
- - - & Clear~ z
| &= Insert Cells I E *?
€= Insert Sheet Rows = — A B C D E F
. & 1 ltem Cost Markup Retail Profit
o3 —
( R % 2 |Apples 5 2.50 150% $ 3.75 S 1.25
I Q Inzert Sheet |
3 | | | | |
What Do You See? A new, blank Row 3 has been < - B ket $ 375 $ 563 5 188
inserted between Row 2 and Row 4. 5 |Bow 5 1.00 150% 5 1.50 5 0.50
Keep going 6 |Box 5 1.25 150% S 1.88 5 0.63
7| 5 B8.50 5 12.75 5 4.25
a2

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Insert and Delete Columns and Rows

Beginning Microsoft Excel 2013 Page 62 of 218



Ta
o,,:’ Home -> Cells-> Insert ->Insert Sheet Rows
QkH% 0 Boad ) - el a x
Format the Rows e T T e
2. Look Again: Review the Options el IR TR Y e = | < % 0[] o for b | et o bt et fei
When you insert a new Row, Excel may prompt you with a ] srar e o vosy
Format Painter. It looks like a little yellow paint brush. - i ‘
a L} £ B L] L3 L] H L] LA 3 L} L] a L] L] L} i} T u
Slaesie 5 23 aen3 am 3 am
When you click on the option arrow you will see: i
Format Same As Above P i B3 1w 1 o
Format Same_As Below J © b A B C D E F
Clear Formatting :
© 1 |ltem Cost Markup Retail Profit
Format Same As Above means that the cells in the new 2 |Apples 5 2.50 150% S 375 5 1.25
Row will inherit the formatting of the cells above them. For 3 |
example, Cell B3 will be formatted for Currency. Cell C3 M
will be formatted for Percentage. . 4 | ¥.at 5 3.75 150% S 5.63 S 1.88
OK, Do This:Format the Rows 5 l@| Format Same As Above |© ® 190 5 0.0 —
Select: Format Same as Above. = 6 | % 5 1.88 5 0.63
wen & — (O Format Same As Below
S | - e
3. Try This: Add Sample Data 8 | ©  Clear Formatting
Enter the following data in Row 3: o
In Cell A3 type: Gift Card
In Cell B3 type: 10
In Cell C3 type: 150
Microsoft Excel will add the number formatting. A E C D E E
Keep going... 1 [ltem Cost Markup Retail Profit
2 |Apples S 250 150% $ 375 $§ 1.25 3
3 |Giftcard S 10.00 150%.
4 |Basket S 3.75 150% S 5.63 S 1.88

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Use the Format Painter
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Ong Home->Cells-> Format->Hide & Unhide->Hide Rows
@ d*% ' oot - el
Hide and Unhide the Rows e e e e e e 4
4. Try it: Hide the Row T PRI R PO DS bW P P P OO A 00~
Select Row 3. s e : s = o g -

Go to Home->Cells->Format ->Hide & Unhide.

Click on Hide Rows. Tt —_ ¥
:[_-1\2?1-1 ; S0 -:I.T; § LT3 § LE N
Look at the Row numbers. Do you see: 1, 2, 4 and 5? 4 :: I T Ve
Row 3 is hidden. o ian weim e D
Try This, Too: Unhide the Row , -
To see Row 3 again, select Rows 2 through 4 = T be .
Go to Home ->Cells-> Format ->Hide & Unhide. u &
Click on Unhide Rows. -
What Do You See, Now? All of the Rows, including the -
hidden one, should be visible. =
: A | B | € | D | E | F
ltem Cost Markup Retail Profit
|Apples 5 2.50 150% S5 375 5 1.25
Basket 5 3.75 150% 5 5.63 5 1.88
Bow 5 1.00 150% S 150 5 0.50
Box 5 1.25 150% 5 1.88 5 0.63
5 18.50 5 12.75 5 4.25

Exam 77-420 Microsoft Excel 2013

1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views for Worksheets and Workbooks: Hide Columns and Rows
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onre Right Click Options
2H s oot - st ol ¥ ¥ 4 K
Another Way to Format the Cells e e T = T T T
You can format the Rows and Columns with your mouse ~ w== [[™ =« i - o ket - | § - % 7 S et G | e oo | GO e e
as well as with the Ribbons. T Fam . wnas e - i - -
] = E | s — —— -
Try This: Use the Right-Click Menu A aw £ SRS S S S B S A
Select Rows 2 through Row 4. e
Right Click Rows 2 through Row 4. b= 3 bm o R ) 1§ Al i
i B 5 1® 10 5 LB S AR Ot -
: 4 s [T & $ 1-25 l:ut
What Do You See? The options available on the Right . 4 1.8f =
Click menu include: ' ———— [y Co
Lopy
Cut S 0.5C N
Copy $ 0.63 s} Paste Dptiﬂ-ns:
$ a2 [T

Paste Options
Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Row Height...
Hide

Unhide.

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views for Worksheets and Workbooks: Hide Columns and Rows
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Fill in the Formulas

There are two equations that need to be added to

this price sheet.

1. Try it: Calculate the Retail
Select Cell D3.
Type: =B3*C3

2. Try This: Calculate the Profit
Select Cell ES.
Type: =D3-B3.

Click ENTER on the keyboard.

You should see an answer: $5.00.

Profit is good!

Memo to Self: All good equations start with the

equals sign (=).

@ EH% ' ot - sl

B < senr msilocet  dohaud B Wew W R
= =
& L] < : t . 1 ¥ o H L) ¥ L [} L) L a L Q L] L) -
Slivsin 5 a3 sy an 3 Am
R [ ma ]
e (i im| g im) am
: ::‘ ; %) R R
) $ W § LW 5 .
: A | B | C BN E F
: 1 |ltem Cost Markup Retail Profit
2 \Apples  $ 250 150% $ 375 S 125
‘ | el R
: 3 |cift card 1$ 10.00! _ 150%!=83+C3 ‘| 1
. 4 |Basket $ 3.75 150% $ 5.63 S 1.88
u 5 |Bow $ 100  150% $ 150 $ 0.50
Box $ 125 150% S 1.88 S 0.63
5 18.50 $ 1275 $ 425
A | B | € | D | E F
ltem Cost Markup Retail Profit
Apples ~$ 250 ~ 150% $ 3.75 $ 1.25
|sift card i$ 10001  150%| $ 15.00 |=D3-B3
Basket § 3.75 150% $ 5.63 S 1.88
Bow $ 100 150% $ 150 $ 0.50
Box 5 15 150% S 1.88 S 0.63
5 18.50 $ 2775 § 425

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions (Multiply, Subtract)
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o::" Home -> Styles-> Cell Styles
B E % ot - tmnl F® - &
Find the Cell Styles P g s e & FEERE A
Microsoft Excel has a rich gallery of Cell Styles. =it (TEEHETT | Bl < | § - % 22| S -5_-’3_‘- et o ot T o
The Cell Styles format the Text, Cell Color and Outewa % omt : sagra (| e o B et e
Borders. The Cell Styles can be found on the T ENT —_" — —
Home Ribbon. Let's take a look. . e e, e L]y —— ok con [ == e
3 hpplen RS W 5 LW 5 LE [Eatpat | ‘wmsrming ot
1. Try it: Apply Cell Styles o 3 0n s T
The little price sheet is still open. Blme 4 oum oawmy am 4 au e £ ey
Go to Home->Styles->Cell Styles. ' — s v — et
s = 3 IE LA
What Do You See? The Cell Styles include: 8 - - 7 } = T n 2. Aty cmm 1
Good, Bad, Neutral 5 EH Fill -
Data and Model e | €0 0o Conditional Format as Cell Insert Delete Format
Titles and Headings : ' " | Formatting~ Table~ Styles~ = - - & Cle:
Themed Cell Styles »
Number Format 5 Good, Bad and Neutral
H ]

MNormal Bad Good Meutral

Keep going... ) ﬂ Data and Model
|Ca|cu|ation |m Explanatory ... [lnput

| Output | Warning Text

Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4

Themed Cell Styles
20% - Accentl  20% - Accent?2  20% - Accent3  20% - Accentd

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Cell Styles
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Ong Home -> Styles->Cell Styles
q' e * i o F X g x
- can | MEET PAMLGSUT  dohakd Bt EhEW W st it + )
Use the Cell Styles D5 fm T ec| = (B [ ¥ ElF#5 2~ &
Say you wanted to use this little price sheet for -l TR O & o | Bl o = [ 5 - % 0 Sttt (| bt D bt L ettt
data entry. You can format the Cell Styles to show Cysses % : Aaguaani | e
which Cells are for Input and which ones are I £ | oonzen L —
Calculated (no data entry). U S — | . T et
Ao $ ks W% 4 LA 4 "} R a L 2 Tent
2. Try it: Apply a Cell Style wan (0 1 e 3 i T

e
:
:

Select Cells B2 through B6.
Go to Home->Styles->Cell Styles.
Select a Style: Input.

1% 4 1w 4 am
$H 3 B

Eeelie v swne

=

And Try This: Apply a Different Cell Style
Select Cell B7.
Go to Home->Styles->Cell Styles.

PEEMNSENEEEEDR

Vsl £ ol s ey
% - Aotent] 0N - Acoenil XN - Accestl 0% Actentd 0% - Acoen®l 20N - Accentd
A peed] SO AORED AW Aopesil AR Aegeeld BN MiveeRl AW Aipes

== 2]

j 2 =SUM(B2:B6)

Select a Style: Calculation. B7 -

What Do You See? The Cells are formatted

differently giving your users strong visual clues. A B

That works. 1 E Item Cost
2 |Apples |[S 2.50
3 | GiftCard | 5 10.00
4 |Basket 5 375
5 |Bow 5 1.00
& |Box 5 1.25
7 5 18.50

—

8

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Cell Styles
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Markup Retail Profit I
150% & 375 $ 1.25
150% 5 15.00 5 5.00
150% ¢ 5.63 $ 1.88
150% 5 150 5 0.50
150% ¢ 1.88 $ 0.63
5 2775 5 9.25
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O:,:Q Microsoft Excel: Book1

@H% i Boad’ - lsael - 8 N
Save Your Work ey ERE I A
This is a good time to Save your work. il [EREHL T | B ot - | - % | W2 ot | O | T et et
Microsoft Excel 2007, 2010 and 2013 have a : A

different file format than previous versions of
Excel. This lesson will show how to use the
Save options to create versions of your work that
are backwards compatible.

What Do You See? At the top of the screen you
might see Book1-Microsoft Excel.

Book1 - Excel

Accounting - -- | E_J l;j

$ -9 » |53 M Cundltlpnal Format as  Cell
Formatting *~ Table~ Styles~

Mumber T Styles

New spreadsheets are named Book1. That is
the clue that they are NOT saved.

Keep going...

Memo to Self: It may say Book2, 3 or whatever
depending on how many spreadsheets you
opened. That is OK.

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save
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File->Save

Save a Spreadsheet

There are three parts to saving a file:
1. Where are you saving it?

2. What are you naming it?

3. What are you doing? SAVE!

These are the steps to save your work and find a
folder to keep it in.

1. Try This: Save a Spreadsheet
Go to File ->Save.

Keep going...

Save or Save As? Both options take you to the
same window. You can use Save As to create a
different version of a file if you wish. We will look
at an example in a couple of pages.

Save As

Memo to Self: You can go back to the
spreadsheet by clicking on the left arrow at the
top of the options list if you wish.

f@ Flizabeth Nofs's OneDrive

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save
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Where Are You Saving It?

There are several places you can choose to save
your work. Each place has benefits as well as
considerations.

The OneDrive is a virtual drive online: a folder on
Microsoft's server somewhere in cyberspace. We
will Save to the OneDrive later in the Intermediate
lesson: Excel Online.

This lesson will save the spreadsheet to the
Documents folder on your computer.

2. Try This: Save to the Computer
Select Computer.

What Do You See? You should see the
Documents Folder. It is one of the Libraries in the
Favorites Folder on your computer.

Keep going...

File->Save

Save As
MR Fhusben oty Onelvive
[ Compne Wy Docurmerts

L L

[—

T @ ¢+ Libraries ¢ Documents » v O Se
Organize = Mew folder
B Desktop 2
4 Downloads

=
1= Recent places
& OneDrive

473 Librari Beginning Excel
= Libraries Chart

| > % Documents v 2-2013TEST s

Beginning Excel
Charts-2013.xlsx

File name: | Book1.xis

Save as type: | Excel Workbook (*.2lsx)

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save
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File-> Save

Save: What Are You Naming It?
3. Try This: Name the File
Type the File Name: Charlotte's Prices

Save As
A  Errsben Notss OreDvive

What Do You See? The new file type in Microsoft
Excel 2007, 2010 and 2013 is the xIsx format.

The .xIsx format looks like a Excel spreadsheet, but it
is the new international Open Office standard.

L] Gomewne Wy Doxumerts

So....What Are You Doing?
Click on Save.

T @ v Libraries » Documents » v | 0 ]
Save Cancel
Organize = Mew folder
When you click Save, your file will be named, date
stamped, and stored in the Documents folder. B Desktop 2
4. Downloads
i—_l Recent places
& Onelrive
. ) i Charlottes Charlottes
i Libraries Samples Sales Samples Sales
i Documents . 2010.xlsx 2013 .xlsx

File name: | Charlotte's Prices.xlsx

Save as type | Excel Workbool (*xlsx)

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save
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One File->Save As

Save As Office 97-2003

- 1 A
A TE e

When you save a new spreadsheet in Microsoft Excel Save As e = P E- @
2007, 2010 or 2013, you should be aware that this is a N ) 3 ooy
. . . . il Eraiem hobi's SigDrees o' B
new file format and that companies with an older version — o S=k =k
of Microsoft Excel might not be able to open or edit it. : - == tH
g P 2 o 0 g
+ A 2 Place i i e

Here are the steps to save a copy of this spreadsheet in
the Excel 97-2003 file format.

il ma et L 02000

v sinea Lsos Modaom

Try it: Save As Previous Version

Go to File ->Save As.

1. Where Are You Saving It?

You can use the Documents folder if you wish.

2. What Are You Naming It?
Type the File Name: Price List 97-2003 EAN, where EAN
are your initials.

File narne: | Price List 97-2003

Select a different file Type: Microsoft Excel 97-2003. Save as type: | Excel Workbook

This is the file type that is compatible with most Excel Workbook B
businesses, schools and government departments. Excel Macro-Enabled Workbook

Excel Binary Workbook
3. What Are You Doing? Excel 97-2003 Workbook 3

Authors:

Click on Save. XML Data
Keeb qoin Single File Web Page
p going... : Folders Web Page
Excel Template

I Excel Macro-Enabled Temnplate
: Excel 97-2003 Template
Text (Tab delimited)

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Maintain Backward Compatibility
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Save As Office 97-2003

File->Save As

- 5]
B < soir oo dohaud B Wew e

-, ot m e B e |Gt

Liinentng . P, > » | B

—

b Mo | E datmterm - v itk

j | Goeeional lommaten Gl | ieaet Doiris Foemat | ok
TR S

4. And What's This? Meet the Compatibility Checker b 2 Il e - T b —

The Compatibility Checker pops up when you save a file T s srgensen e - - (.

to the previous version. This checker scans your file and - d £ | honnm 4
determines which features won't work in the previous . ‘—_“l‘—__:_ ot ' L] & | ¢ | & | KR | U

dogien [ |
G Ced |4 B |
fuiet | § RBR
O

version of Excel. Old software doesn't have all of the tools
as new software.

Our spreadsheet uses Cell Styles, which are not available
in Excel 97-2003. So, the numbers and their formatting
(currency, percent) will still be saved, but not the colorful
Style formatting. No data is lost.

Ewme e

3. Finally, Do This: Continue
Click Continue to finish and Save.

HiESEEEER

Again, when you click on Save, your file will be named,
date stamped, and stored in the Documents folder.

Exam 77-420 Microsoft Excel 2013

1 5 LT LB
1% 3 B 5 LR
N A § e

The following features in this workbook are not supported by earlier
versions of Excel. These features may be lost or degraded when you
o save this workbook in the currently selected file format. Click
Continue to save the workbook anyway. To keep all of your features,
click Cancel and then save the file in one of the new file formats.

Summary Occurrences

Minor loss of fidelity

Some cells or styles in this workbook contain
formatting that is not supported by the

selected file format, These formats will be Help
converted to the closest format available, Excel 97-2003

Check compatibility when saving this workbook.,

| Copy to New Sheet Continue | | Cancel

1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Maintain Backward Compatibility
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Where Did You Save It?

By default, Microsoft Office saves files in the
Documents folder. You can change the default
location if you wish. This option can be found under
the File menu in the new Backstage.

Try This: Find the Default Location for Saving
Your Spreadsheets

Go to File ->Options.

Select the category: Save.

What Do You See? You can use the Browse
button to find and select a different folder to be the
default location when you Save a file.

What Else Do You See? The AutoRecover saves
your work every 10 minutes. By default, Microsoft
Excel keeps the last autosaved version, even if you
close without saving.

Please OK to close the Excel Options.

File -> Options ->Save

Bl - | e s
A
- e
N Cowy =
Cm—— L
b =
3 - £

0 |onced |8 gam| s f s
L ETTIE Y 1 1% 4 3
Sleew |8 1e8| 1w g 2
Ll EL T
| ]ﬁ[ 5§ I
]

H Larmoman how eoriboiL st

e m bk

Tt o (=
e T

o g T b it s #

e o Bl e

- dodnora !
]
N e L]

L Wt ol St Bnarweng b vinadT I o'

D1 o o i illage whure pgeearng o Lsoveg Hie
e piians placn b e, pom # g = may e e

Lt 1 (g by Sl

T

Sl el gl e g

L Ll Dol i,

General
Formulas

Proofing

Language
Advanced

Custormize Ribbaon

Add-Ins

Trust Center

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Save Options

Cuick Access Toolbar

Save workbooks

Save files in this format:

E Customize how workbooks are saved.

|Exce| Workbook

[v]

Save AutoRecover information every minutes

Keep the last autosaved version if | close without saving

AutoRecover file location: |C:‘-LU serS‘ereth‘aAppData‘nﬂoaming‘aMicr|

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

Show additional places for saving, even if sign-in may be

required.

[] Save to Computer by default

Default local file location:

Beginning Microsoft Excel 2013 Page 75 of 218
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One Completed speadsheet in Microsoft Excel
BH % ' Rood - sl t W A4 W
Summary i " ‘ m:l-ﬁ '“u"':"" -.:‘:“ H,: r,m*'-...::a Fa— 1| E B =k i n EI",-_F " S ‘I" -
This lesson introduced the basic steps needed to createa == . " | w:u- - soa. 0| Bl - | % |31 | Sttt Rt e . e
price sheet: Labels, Data and Formulas. The lesson also resaes . damad s e Bt Rt
reviewed the formatting options on the Home Ribbon, I AL e —
including the AutoSum. T N ———— [chethien | ot
This lesson also walked through the steps for saving a B (5 1 ot it em Heding) Mesings  motngs  eigs TR e
spreadsheet in the new Excel format as well as in the bow  Lip wmioB 3 an e it s ooty 0 boeactt 0 Aot 0 bt
legacy Office 97-2003 format. It is important to be aware : N i T e
that many offices have not upgraded to Microsoft Office = =D
2007, 2010, or 2013 yet. u TN TN e
Well, you done good. f;
Go get a cookie and | will see you on the flip side. =
a B7 | ¢ fe || =SUM(B2:B6)
A B C . D . E . F
1 |item Cost Markup Retail Profit
2 _Apples 5 250 150% 5 375 5 125
3 | GiftCard | 5 10.00 150% 5 15.00 5 5.00
4 | Basket 5 3.75 150% S 5.63 5 1.88
S |Bow 5 1.00 150% 5 150 5 0.50
6 |Box 5 125 150% S 1.88 5 0.63
7 5 18.50 1 5 2775 5 9.25
8
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Practice Activities
Lesson 3: It All Adds Up

Before You Begin: Start Microsoft Excel 2013. When the Welcome screen appears, open a new, blank spreadsheet.

Try This: Do the following steps
1. Enter the following data into your spreadsheet.

A B C D E
1 ltem Cost Mark Up Retail Profit
2 Mugs 2.00 150%
3 T-Shirts 5.00 150%
4 Balloons 0.50 150%
5 Hats 3.50 150%
6 Sweatshirts 8.00 150%
7 Tote Bags 10.00 150%
2. Enter the following formula in Cell D2 =B2*C2
3. Copy and paste the formula into the rest of Column D
4. Enter the following formula inCell E2 =D2-B2
5. Copy and paste the formula into the rest of Column E
6. Use the AutoSum tool to find the Sum of the Profit Column
7. Select the area of the spreadsheet with Data and apply Cell Style Neutral
8. Insert a blank row between T-Shirts and Balloons. Add the following information: Children’s Shirts, cost $3.00, mark up 150%
9. Copy and Paste the retail and profit formulas in the row for Children’s Shirts

11. Format the data labels in Row A to be Bold and 14 point font

12. Format the Column for Mark Up to be Percentage.

13. Correct the numbers in the Mark Up column to read 150% (not 15000%)

14. Format the Cost, Retail and Profit columns to be Accounting.

15. Change the mark up on T-Shirts, Sweatshirts, and Children’s T-Shirts to be 125%
Save your work as Excel Practice Activity 1
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Test Yourself

1. All equations in Excel begin with the
equals sign =

a. True

b. False

Tip: Beginning Excel, page 56

2. Excel won't calculate a formula until
you leave the cell.

a. True

b. False

Tip: Beginning Excel, page 56

3. Which of the following is available
when you right-click a selected row?
(Select all correct answers.)

a. Insert

b. Delete

c. Clear Contents

d. Hide

Tip: Beginning Excel, page 65

4. Cell Styles format which of the
following? (Select all correct answers.)
a. Text

b. Cell color

c. Cell border

Tip: Beginning Excel, page 67

5. What is the default name for an
unsaved Excel spreadsheet?

a. Book1

b. Document 1

c. Excel 1

d. Spreadsheet 1

Tip: Beginning Excel, page 69

6. What would you use the Save As
command for?

(Select all correct answers.)

a. Save the file in the 97-2003 format

b. Save the file with a different file name
Tip: Beginning Excel, pages 71, 73

7. Which one of these formulas is written
correctly?

a. =B2*C2

b. B2*C2

c.B*C2

d. B*C

Tip: Beginning Excel, pages 56, 57
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Excel 2013: Working with Data

Beginning Excel Objectives
In this lesson you will learn how to:

. Review how to enter labels and data.
. Review how to calculate the balance.
. Identify methods to audit your equations.

. Identify the options that format the decimal
. Use formulas for SUM, AVERAGE, COU

. Learn the COUNTA Function.
. Practice the Max and Min Functions.

© 0O N O 0 b~ ODN -

. Use the IF Logical Function.

. Use currency formatting on the Home Ribbon.

».1’-,{ Fid, _a_g,.--:- izd

A Question of Balance

4 A [ 8 | ¢ | o | e [N
1 |Check Number Date Description Check Deposit Balance
2 | $  500.00
3 | 100 7/1/2013 Office Supplies | § 78.50 5 421.50
4 | 101 7/2/2013 The Phone Store  $180.00 ! 5 24150 |
) 102 7/3/2013 The Electric Co Il 5 160.00 Il 5 81.50
1 7/6/2013 Deposit I | $500.00 |=F5-D6+E6
i 5 58150
T Figes s
H 'f‘ T i__‘."‘ :
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e .
) Lesson 4: A Question of Balance
(]
Home
[ |
1. Readings 1 o s
g . L . |Curren T—J wzl J ] :H:j E AutoSurr
Read Lesson 4 in your Beginning Excel Guide, cy | == @ -
_ I — | -
page 81-101. $ - 9% » l+.u 00 | Conditional Formatas Cell Insert Delete Format
P " | Formatting - Table+ Styles~| - - - | &Clear-
g able tyles
Project
A checkbook and a spreadsheet that compares i] Humber 1] Styles cells
employee salaries to the average.
Formulas
Downloads HOME INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW

Checkbook 2013.xIsx (Completed)

2. Practice
There is no Practice Activity for this lesson.

3. Assessment
Review the Test Yourself questions on page
102

2 KMIEERETE R @ =

Insert | AutoSumn Recently Financial Logical Text Date & Lookup & Math &  More
Function = Used ~ = = =  Time~ Reference~ Trig~ Functions~
| | | Function Library
[y |
Menu Maps

This lesson shows the Home and Formulas Ribbons.
1. Home ->Number, page 82

2. Home ->Number->Accounting, page 86

. Home ->Number->Decrease Decimal, page 87

. Formulas->Function Library-> AutoSum, page 89

. Formulas->Function Library-> More Functions, page 95
. Formulas->Function Library->Logical, page 97

. Formulas->Function Library->Insert Function, page 100

~NOoO O bW
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A Question of Balance

An important function of any business is bookkeeping. Somebody has to write down the checks and the deposits that were made.
The man in the corner store next to Mama’s computer lab never writes anything down: he keeps it all in his head and does an
excellent job. Mama tried that, but whatever she put in her head had a tendency to leak. So, for the Computer Mama (and most
businesses) a spreadsheet is a good way to document the business transactions. Let's start with a check book.

Go ahead—Start Microsoft Excel.
When the Welcome screen appears, open a new,

H
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA  blank workbook, please.

-

Y ocut — e | = What do you see from the top of the screen? Is there
D Calibri M A A | T == a Home Ribbon? And the Insert, Page Layout,
ER Copy - Formulas, Data. Review and View Ribbons as well?
Paste . I U - |- My - A === Yes. If your screen looks similar to the example on
- Format Painter this page, then you are ready to get started.
Clipboard P Font P
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Home ->Number->Number Format

] . - - ¥ H

Create a General Ledger e LE B O EFE T | A 1

1. Try This: Enter the Labels S TSN 0 Eliphtos | (B D e G | G bt | SO et

Let’s begin by putting in the labels for a s s . dipnres |3 he= sasar Eanp -
checkbook ledger. Enter the following: = : £ | pe ) .
In Cell A1: Check Number et e 11 e e
In Cell B1: Date

In Cell C1: Description
In Cell D1: Check

In Cell E1: Deposit

In Cell F1: Balance

Date -
.......... a .00
P $ - 9% » | %6 5%

L Mumber M

Select Row 1 and make the labels bold.
Go to Home -> Font->Bold.

2. Try This, Too: Format the Numbers
Select Column B.

Go to Home ->Number.

Click on Short Date.

RIS EREE RS e e m e =
=
¥

2

Bl v I Date

g‘f

Select Columns D, E and F,
Go to Home ->Number->Number Format. A B C D . E F
Click on Currency.

. | | .
Check Mumber |Date Description Check Deposit Balance = = =,

[
=1- 10 ]

Resize the Columns to fit the data.

Keep going...

&8
ot

o W R W R -

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Date, Currency)
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Working With a Ledger

3. Try This: Enter some sample data

Select Cell F2 and type 500 for the Opening Balance. Since Column F was formatted for currency, Excel will add the dollar sign and decimals. Say
you bought some office supplies, a phone, and paid the electric company a deposit to start the service.

Now, you are officially open for business!

D5 v [ Je 160
Starting with Cell A3 enter the data:
In Cell A3: 100 i ‘ - ‘ E D = ‘ 3 . =
Description: Office Supplies |Check Number Date Description Check Deposit Balance

Check: $78.50 $ 500.00

1
2
In Cell A4: 101 3 100 7/1/2013 Office Supplies $ 78.50
Description: The Phone Store 4 101 7/2/2013 The Phone Store = $ 180.00

5

6

7

Check: $180.00 : | |
102 7/3/2013 The Electric Co $160.00 1

In Cell A5: 102
Description: The Electric Co
Check: $160.00

You can use today's date in the sample
check book.

Keep going...
H

CEI55R0R kb
-
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Calculate the Balance

Let's visualize how the equation works. In real words,
the balance is whatever you had in the bank, minus
any checks you wrote, plus any deposits.

4. Try This: Enter the Equation

Select Cell F3 and type in =. The equals sign is on the
top of the keyboard to the right of the row of numbers.
All equations begin with “=.”

Our calculation is =F2-D3+E3.

When you hit the Enter or Tab key on your keyboard,
Excel will add it all up. Did you get $421.50?

Try it again on Cell F4.
The equation would be: =F3-D4+E4.
The answer should be $241.50.

Select Cell F4.
Copy and Paste the formula down to Row 10

What Did You See? Did you notice that the formula
changed? Cell F5 now says =F4-D5+E5. This is an
example of Relative references.

Keep going...

=F2-D3+E3
D E F
1 |Check Number Date Description Check Deposit ! Balance |
2 Il Il 5 500.00
3 100 7/1/2013 Office Supplies I_S ?B.S{I'l_ =:2—D5+E3|
4 101 7/2/2013 The Phone Store S 180.00
5 | 102 7/3/2013 The ElectricCo % 160.00
5 4
F5 v Jx || =FA-DS+ES
A E = D E F
1 |Check Number Date Description Check Deposit Balance
2 S 500.00
3 100 7/1/2013 Office Supplies  $ 78.50 IS 42150 |
4 101 7/2/2013 The Phone Store S 180.00 S 241.50
5 102 7/3/2013 The Electric Co 5 160.00 5 81.50
6 s 81.50

e T T R LT ]

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the SUM Function
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Proof Your Work

Well, it all adds up, but is it right? Test it.
Enter a date in Cell B6.

Enter a Description in Cell C6: Deposit.
Enter $500.00 in Cell E6.

Is the balance $581.50?

5. Try it: Audit the Equation
Double click Cell F6.

What Do You See? Each cell referenced in the
equation is highlighted in color.

6. Name the Spreadsheet

Double click the tab at the bottom of the
spreadsheet, Sheet1.

Type: Checkbook.

OK, step-by-step, that's how to make a simple
checkbook.

A | B | C D E F
1 |Check Number Date Description Check Deposit Balance
2 | $  500.00
3 | 100 7/1/2013 Office Supplies § 78.50 $ 421.50
4 | 101 7/2/2013 The Phone Store | $180.00 S 24150
5 102 7/3/2013 The ElectricCo  $160.00 ¢ 8150
6 7/6/2013 Deposit $500.00 | S 58150
7 S 58150
A | B | C | b | E F

1 |Check Number Date Description Check Deposit Balance
2 | S 500.00
3 | 100 7/1/2013 Office Supplies $ 78.50 g 421.50
4 | 101 7/2/2013 The Phone Store 5 180.00 LS 24150
5 102 7/3/2013 TheElectricCo _ $160.00 _ ¢ 8150
6 7/6/2013 Deposit I_ I_ $ 500.00 |=F5-D&+E6
7 ¢ 581.50

21

22

23

i Checkbook @
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Working With Equations
Here is a new challenge: How do you
compare a range of numbers? What tools
are available in Microsoft Excel to analyze
your employee salaries?

Before You Begin: Go to the tab at the
bottom (Checkbook) and click the + sign
to add a blank spreadsheet, Sheet2.

1. Try it: Enter the Labels
Click on a blank spreadsheet
Add the following labels:

Home ->Number ->Accounting

BH% i oot - Andl

HEE-ER N NN R

Cell A1: Last Name D1 v f || salary
Cell B1: First Name
Cell C1: Department A B C D E
Cell D1: Salary “ 1 |Last Mame First Name Department| Salary
Please add three sample employees and E 2 |Poohbah  Deeter Web Design $45,000.00
enter salaries from $45,000 to $75,000. 3 |Smith Elizabeth Training 450,000.00
4 |Wheddon Alex Sales 575,000.00
Select Column D and format that column 5
for Accounting. ($)

Keep going...

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges
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Format the Decimals

How do you format the number of
decimal places you see?

2. Try it: Practice with Decimals
Select: Cell D2.
Enter a new salary: $45,000.68

Go to Home -> Number.
Click on Decrease Decimal.

Custom -
$-% » | %

Mumber P

What Do You See? Watch the numbers
in Cell D2 as you click on Decrease or

Increase Decimal. Did the number
Round Up?

Keep going...

Home ->Number->Decrease Decimal

D2 | i S | 45000.68

A | B | C D
1 |Last Mame First Name Department Sala
2 |Poohbah Deeter Web Design | 545,000.68 .l
3 |Smith Elizabeth Training 550,000.00
4 |Wheddon Alex Sales 575,000.00
3
D2 vl fe || 45000.68

A | B | C D
1 |Last Name First Name Department Sala
2 |Poohbah Deeter Web Des.ignl 5 45,001 .l
3 [Smith Elizabeth Training 550,000.00
4 |Wheddon Alex Sales 575,000.00
5

Memo to self: Changing the decimals is like making the number Bold or
Red. This is decimal formatting. The REAL value of the number is
displayed in the Formula bar.

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Decimals)
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Home ->Number

DS & Bt - Ll

ey vt + I

. Bl < ot i domaasd  pats wew e
Pick Your Places Yol T O = P D B 5 [T b iy
3. Try This: Practice with Decimals -t RO T 0| e < 5%+ [0 1| o ot G | v ot S e st
ighasd w Famn recee) st e [ [ -

Select Column D.
Go to Home -> Number.

&

L] L] =

Hatary
&
aary
Poohbub, Dewter e beogn | SESSGEE
S0

Click on Format Cells. S P 0
Note: This option can be found in the bottom it Dol ot | st | poes |t | 1w | st
. . raa— . a iy
right corner of the Number group. It looks like Whaddens dla sk -m mﬁi e
a small, blue arrow. vy [——
Meaw R
.............. - Bty
|Custom v|

$ - % » | 28

HEET TN R Y e

Mumber Ta
Mumber | Alignment | Font | Border I Fill | Protection
Format the Number S L Categorny:
Catggory: Currency o General sample
Decimal Places: 2
Mumber
Symbol: ($) US Dollars
Negative Numbers: ($1,234.10 A - .
9 ® ) g’;i‘;””t'”g Decimal places: |2 =)
Red ink is bad in anyone's bookkeeping, but Time Symbol; | g El
use the negative sign or parentheses in case Percentage Neaati bers:
you need to print in black and white. Fraction —eOative numBers:
Scientific -$1,234.10
Click OK to Close the Format Cells window. Text 51,234.10
Spedal %1 234.1
Custom T —————

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Decimals)
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Formulas->Function Library->AutoSum ->Sum

Calculate the SUM HOME IMSERT PAGE LAYOUT FORMULAS DATA

The next examples demonstrate the o
AutoSum Functions. fx E I IE I I IE Im

Try it: AutoSum the Salaries Inse!'t AutoSum Recently Financial Logical Text D_am':& Lookup & Ma’.ch &
Select Cell D5. Function '~ = Used~ - - *  Time~ Reference~ Trig~

Go to Formulas-> Function Library. E Sum Function Library
Go to AutoSum->Sum. 1

SUM Average fe || =sum(D2:pa)
| Count Mumbers 1
2 I Iﬁ A A b E
- Max
AutoSum Recently Financia 1 |Last M _ ment Salary
= Usad ~ - . Min S aryeilpnii .
I 2 |Poohk esign | 545,000.68 |
> sum 3 |Smith Meore Functions... g : $5ﬂ,00000:
— |
I Average 4 |Wheddon Alex Sales | 575,000.00 !
Count Mumbers ?_I :SUM{DZ:DtIl
[}
k

| M | s
Min | 4 A | B | c | Db | E
Mare Functions... 1 |Last Name First Name Department Salary
2 |Poohbah Deeter Web Design  5$45,000.68
What Do You See? The equation in Cell 3 |Smith Elizabeth Training 550,000.00
DS is =SUM(D2:D4) 4 \Wheddon Alex Sales 575,000.00
5| | $170,000.68 _|

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the SUM Function
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Formulas->Function Library->AutoSum ->Average

What is the Average‘? FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA 1
To calculate the Average, you need some o
business math. fx E I Iﬁ I I IE Im
1. Try it: Calculate the Average Insert | AutoSurn Recently Financial Logical Text Date & Lookup & Math &
Select Cell D6. Function - Lsed = - - - Tirme = Reference~ Trig~
Go to Formulas ->Function Library. Funchion Libia
Go to AutoSum. I E 2um =
Click on A . 1 |
e on Average SUM Average £ | =AVERAGE(D2:DS)
1 Count Mumbers I
I I A | E F
z ﬁ 1 Max | | D | |
AutoSum Recently Financiz 1 lastN Min m‘_mt ﬂﬂ—w ————— i
. Used - . 2 |Poohk - esign | 545,000.68
| — : 1
3 Sum 3 |Smith More Functions... o} : 550,000.00 :
4 |Wheddon Alex Sales I 575,000.00 1
Hverage — eE—
3 Sum 5170,000.68
Count Mumbers 6 Average  |-AVERAGE(C
Max r
Min
Memo to Self: Proof the formulas. The
More Functions... example on this page is wrong!

What Do You See? The equation in Cell

¢ ! Another Memo: As you add a new function, add
D6 is =AVERAGE(D2:D5)...wait!

a Label in the cell to the left of it (in Column C)
so you know which function you are using.

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the Average Function
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Calculate the Average
The built-in functions in Microsoft Excel
look for a range of cells. Sometimes, the
suggested range is NOT correct.

In this example, the Average equation
added in the salaries, AND the SUM of
the salaries. This makes a Circular
Reference, it adds itself again and again
and again.

2. Try it: Select the Right Range
Select Cell D6.

Go to Formulas-> Function Library.
Go to AutoSum.

Click on Average.

Use your cursor to highlight (select)
Cells D2:D4.

3. What Do You See Now?
The correct equation in Cell D6 is:
=AVERAGE(D2:D4)

Formulas->Function Library->AutoSum ->Average

0H % ' oot - el r a
Bl s st st | sean | fat  wew e P—
AR EBIER D M N 2
3 bkt Deries Sheswign] ISR
« | D2 * i X « Jfo || =AVERAGE(D2:D4)
= A | B | C D E | F
: 1 |Last Name First Name [}Epartment_Salar_‘i !
= 2 |Poohbah Deeter Web Design j $45,000.68
“ 3 |Smith Elizabeth Training 550,000.00 ol
E 4 |Wheddon Alex Sales ! S?S,DDD.DG_ m
5 Sum $170,000.68
6 Average | =AVERAGE([DZ2:D4)
7 AVERAGE(number1, [numberl], ...)
4 |Wheddon Alex Sales 575,000.00
5 Sum $170,000.68 3
6 Average | 556,666.89 _l
i

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the Average Function
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What Is The Count?

The Count Numbers function uses the
same steps as figuring the Average.

1. Try it: Count the values

Select Cell D7

Go to Formulas-> Function Library.
Go to AutoSum.

Click on Count Numbers.

Excel wrote the following equation:
=COUNT(D2:D6)
This is the wrong range.

Use your cursor to highlight (select)
Cells D2:D4.

2. What Do You See Now?
The correct equation is:
=COUNT(D2:D4)

What Else Do You See? The Count is still
formatted as Currency.

OK, Do This: Format the Number
Select Cell D7.
Go to Home->Number->General.

Formulas->Function Library->AutoSum ->Count Numbers

IR « I~ 7

2

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &
Function - Used ~ M v *  Time~ Reference~ Trig~
: Z Sum ~ Function Library
SUM Average f« | =COUNT(D2:D6)
Count Numbers
A D E
Max

1 |LastN _ ment Salary

2 Pooht i esign r_:‘yZS-,BEO-(;B—:

3 Smith More Functions... g i $50,000.00 i

4 'Wheddon Alex Sales - $75,000.00 'I

5 | Sum i $170,000.68 |

6 Aver: D7 v | i f- | =COUNT(D2:D4)

7 1 Coun

A B C D E
1 |Last Name First Name Department Salary
2 |Poohbah Deeter Web Design  545,000.63
3 _Smith Elizabeth Training 550,000.00
4 |Wheddon Alex Sales 575,000.00
2 ] Sum 5170,000.68

B Average 556,666.89
7 Count 53.00

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the COUNT Function
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Formulas->Function Library->AutoSum ->Max

The MAX Function fx Z E B @ 1

The MAX Function finds the greatest value

in a range. In this example, the Max will Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &
display the highest salary. Function 5 Used - = = ~  Time~ Reference~ Trig~ |
E Sum Function Library
1. Try It: Use the MAX Function | [
Select Cell D8. SUM Average fe | =MAX(D2:D4)
Go to Formulas ->Function Library Count Numb
Go to AutoSum. =ount HumBers |
Click on Max. il A S S E | F |
1 [LastN - ment Salary
Excel wrote the following equation: 2 |Poohk Min esign ] 845 {mﬁg-i
=MAX(D2:D7) N . ! ! |
This is the wrong range. 3 |Smith More Functions... g : $50,000.00
4 \Wheddon Alex Sales | _$75,000.00 |
Use your cursor to highlight (select) 5 Sum $170,000.68
Cells D2:D4. = z
6 | Average 556,666.89
2. What Do You See Now? 7 Count 3
The correct equation is: 8 Max |:M AX(D2:D4)
=MAX(D2:D4) -
3 |Smith Elizabeth Training 550,000.00
4 'Wheddon Alex Sales 575,000.00
5 Sum 5170,000.68
[ Average 556,666.89
T Count 2
8 Max [ 75,000.00 |

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the MAX Function
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The MIN Function

The MIN Function finds the least value in a
range. In this example, the Min will
determine the smallest salary.

1. Try It: Use the MIN Function
Select Cell D9.

Go to Formulas ->Function Library.
Go to AutoSum.

Click on Min.

Excel wrote the following equation:
=MIN(D2:D8)
This is the wrong range.

Use your cursor to highlight (select)
Cells D2:D4.

2. What Do You See Now?
The correct equation is:
=MIN(D2:D4)

Formulas->Function Library->AutoSum ->MIN

Jx

Insert | AutoSurn Recently Financial Logical Text Date & Lookup & Math &
Function v Used - v v * Time~ Reference~ Trig~
' Sum ~ Function Library
D2 Average fe | =MIN{D2:D4)
Count Mumbers
1 A Max . D E | F

1 |LastN _ ment Salary

2 |Poohk — esign F_QE,EID?EI;E

2 _Smith Mare Functions... g i 550,000.00 :

4 |Wheddon Alex Sales I_$75,000.00 |

3 | Sum 5170,000.68

6 | Average 556,666.89

T Count 3

8 Max 575,000.00

9 Min |:MIN[D2:D-1}_|

5 Sum 5170,000.68

6 Average 556,666.89

7| Count 3

a8 Max 575,000.00

9 Min | 545,000.68 _I

2 | =

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the MIN Function

B & d
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Formulas->Function Library->More Functions ->Statistical-> COUNTA

BES ' Bout - s - a n

. B oo s et | dcnaad B MW e ——— |
The CountA Function 5 > B B R . el et aeil=-iE 1
The Count Function counts numbers. oot |ttt Sty it ot Tt Do oyt o S e oS | IR | ook £ e e
Ferrl iy T et iy s : el s
Fornge Laay B e ¢ - - ey by o .
e = & - -
The CountA Function counts the number of = = . . 7 * T T N T
cells, or variables, that are in a range. CountA - e P s gy =
can count any type of information such as T Tt Sa0080 =
names (text), values, even cells with error | — —
messages in them. 4 me | M
Neither Count or CountA count empty (Null) ~'.'| -
cells. 3
u -
1. Try It: Use the CountA Function 5 FORMULAS DATA REVIEW VIEW
Select Cell D10. =

l

Go to Formulas -> Function Library.
Go to More Functions-> Statistical.
Click on COUNTA.

B E M é\rﬂ =] Define Mame -

5 fx Use in Formula
| Date & Lookup & Math &  Mare Marne

Tirne = Reference~ Trig~ Functions= | Manager I'E' Create from Selection
e I Sstatistical 3 COUNT

MR Engineering » COUNTA

I, Cube , COUNTBLANK
: ! - @ Information ¥ COUNTIF
$ 0.68 [ Compatibility » COUNTIFS

ss3ssecsic 0.00 I’ Web b COVARIANCE.P

3L COVARIANCE.S

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the COUNTA Function
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Formulas->Function Library->More Functions ->Statistical->CountA

Use CountA T - 2
What Do You See? You can use the Function ot
Arguments form to "fill in the blanks" and write Fancrn Laswy B ] fom o caasan
your equation. Just as the SUM, AVERAGE and Al TR R K | scOuTMALMY
COUNT Functions use arange of cells, youneed i oy —— 5 s mm e s
to select the data for this equation, too. Qs fod__oabman| 5
e e,y
2. Try it: Edit the Function Arguments e—— e P
Your cursor should be in Value1. - e - -

Comarvth SCOUNTACA LA L}

Select Value1: Reach over to the spreadsheet
that is behind the Function Arguments form and
highlight (select) Cells A2:A4.

ity oy s 11 g 2ag bt el gy

Vet suin Lonbal w100 290
P S (e (T 147 1 4 VS et

Fme et = 5400

Bigzscccazlle=sw

Click OK to close the Function Arguments. A B T D E E G

S; | | ! | | l
3. What Do You See Now? 2 1 |Last Name First Name Department Salary
The correct equation is: I 2 | Poohbah Deeter Web Design 545,000.68
=COUNTA(A2:A4) 3 [Smith  Elizabeth Training $50,000.00
What Else Do You See? When you click ENTER, 4 | Wheddon Alex Sales $75,000.00
there should be a count of 3, for the 3 last names 3 N Sum 5170,000.68
in our data. 6 Average $56,666.89 || _oon

Valuel | a2:
OK, Do This: Format the Number ?_ Count 3 g
Select Cell D10. 8 | Max 575,000.00 Value2
Go to Home->Number->General. g 3 Min 545,000.68
10 CountA  [=COUNTA(A2:A4)

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the COUNTA Function
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Formulas->Function Library->Logical ->IF

. FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
Think Harder - 1
Suppose we wanted to find out which
employee salaries are greater than and which ﬁt‘ E I I I I IE Im Iu
less than the AVERAGE.
are less than the Insert AutoSum Recently Financial Logical Text Date & Lookup & Math &  Maore Mame
If the salary is greater than the average, let's Function = Used ~ = - -  Time~ Reference~ Trig~ Functions~ | Manager
have Excel say, “Above.” If the salary is less AND
than the average, Excel should return with, 1
“Below.” - FALSE
E2 [
This is a Conditional equation. In Excel, we IF
would use the IF Function. A ] B 1 IFERROR E F
1. Try it: Using the Logical Function 1 |Last Name First Name Dep: IFMNA Compare
Select Cell E1. 2 |Poohbah  Deeter Web 10.68 |
Type in the label: Compare. MOT ™
o Coll B2 P 3 |Smith Elizabeth  Train )0.00
Go to Formulas ->Function Library. 4 'Wheddon Alex Salec OR 0.00
Go to Logical. ~ TRUE imisiakall
Select IF, the Logical function, from the list of 5 | Sum 10.68
options. Keep going... 6 P XOR 35.89
What is a Logical Function? A Logical Fi | Cour fx Insert Function... 3
function asks a question, and then determines T
if your data matches. The answers are usually 8 N Max S?S,DDU.DD
binary: True or False, Yes or No. The IF o] Min 545,000.68
function uses a test to compare your data. — £
10 CountA 3
11

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.3 Apply Conditional Logic in Functions: Apply Conditional Logic in Functions (IF)
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The IF Logical Function
The Function Wizard will ask you for a
Logical Test. This is the question, “Is this
salary greater than the average?"

2. Try it: Enter the Logical Test
Select Cell D2 (Click on the first salary).
Type: > (this is the "Greater Than" sign).
Select Cell D6 (Click on the cell with the
Average formula).

As you are working in the Function
Arguments, Excel will type =IF(D2>D6) in
Cell E2.

Keep going...

Formulas->Function Library->Logical ->IF

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.3 Apply Conditional Logic in Functions: Apply Conditional Logic in Functions (IF)
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| Lsan Blews Bent Moms Dapsmmaess Salsry
B o e ™ s e )
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5 B S FU000.58 =
3 mma ] [ o« Pum
. ey srsooncn e N -
‘: ::.“ LL'E-DOCM’ ‘M“m“*"-l-‘h“*.u;-m*“h"
:; e e R ot e e
::- p— |
::E; e i Bk o= La
" c D | E | F | G
7 Department Salary Compare ;

|Web Design $45,000.68 |=IF(D2>D6) '

Training $50,000.00

o Sales $75,000.00
_;Sum $170,000.68 I
~ Average $56,666.89 )
Count 3 Logical_test | D2:D6
un
Value_if_true
Miax $75,000.00 - %
Value_if_fal
Min $45,000.68 e
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The IF Function

3. Try it: Enter the Function Arguments
Type: Above for the true values.
Type: Below for the false values.
Excel will put the quote marks (" "
text that you type.

) around the

Click OK to finish the formula.

The equation, as it is written, uses relative
references. If you copy and paste this
equation, you may not get the results that you
wanted.

4. Try This: Practice the IF Formula
For practice, use the Formula tools to create

the IF Logical equation in Cell E3 and Cell E4.

Very good. Keep going...

Formulas->Function Library->Logical ->IF

IF
Logical_test D2=D6
Value_if_true | “Above’

Value_if false |"Below’

FALSE 3

&= -
&l = “Above
% | = "Below’

= “Below”

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

E4 ~ fe | =IF(D4>D6,"Above","Below")
A | B | £ ‘ D E F
1 |Last Name First Name Department Salary Compare
2 | Poohbah Deeter Web Design 545,000.68 Below
3 [Smith Elizabeth  Training $50,000.00 Below
4 |Wheddon Alex Sales 575,000.00 |Above |
5 | Sum $170,000.68 !
6 Average 556,666.89
7 1 Count 3 4
8 | Max $75,000.00
9 | Min $45,000.68
'IDA CountA 3

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.3 Apply Conditional Logic in Functions: Apply Conditional Logic in Functions (IF)
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Review: Insert Function
Microsoft Excel has an extensive library of
functions. The little books on the Formulas
Ribbon are just subsets of the vast collection.
Let's review the Functions.

5. Try This: Review the Functions
Select Cell D11.

Go to Formulas->Function Library.
Click on Insert Function.

What Do You See? Microsoft Excel will display
a brief list of the most frequently used functions.

Change the Category to All.

It's a long list, isn't it? The Computer Mama finds
this impressive...

Click CANCEL and return to the spreadsheet.

And Do This: Save the Spreadsheet

Go to File->Save.

Browse to your Documents folder.

Enter the Name: Excel Functions EAN, where
EAN are your initials.

Click on Save.

Formulas->Function Library->Insert Function

ME B T
LIy ardnt Al e SumiAR AL tats L Ll i lcubert Mok * ‘
= o Pty Hame - B e oottt | = ”
AZEEECER B E o : = B B
T Fomin Dvperalents. ) s Cheviieng o
aed  Aaflaen Bevoedly Feancisl ingasl Tod Duin & Goolup B Uit & Moy N P Welth | Coloalaon: 00 v oty
Farcnae © Ui - - = Timg: Relscs - Tig- Punciens - | Mamages 1 Cotmte b Suierian | 5, Mamarvs desis = () Gvukusts Fimwts | Widow | Dppoms -
Pt Ly TR T ] ]
o k& . -
4 L) ] <

CREEETY Traiing
4 Wheddos Aw Sales

5 Sy

8 Henrags Search for a function:

) Camartl

: = Type a brief description of what you want to do and then
::I ] click Go

Or select a categorny: | All

]

Select a function:

COUNT
COUNTA
COUNTELAME
COUNTIF
COUNTIFS
COUPDAYES
COUPDAYS

ABS{number)
Returns the absolute value of a number, a number without its sign.

Help on this fundion Ok

| | Cancel
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Wo FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA

Summary o Tx = ] 8 __

This lesson created a spreadsheet that . i .
balanced a checkbook and another Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math & o

spreadsheet that compared salaries. Function '* = Used~ - - = Time~ Reference~ Trig~
This lesson focused on the basic formulas E Sum [ Function Lbrary
found under AutoSum. SUM Average £ —SUM(D2:D4)
Well, you done good. | Count Numbers |
You can get the cookie. A| A Max 1 | D | E F
1 |LastN - ment Salary
2: Poohk Min esign E-S‘-:IEI-STETDTJ-E-T}-i
3 | Smith More Functions... g : 550,000.00 i
4 |Wheddon Alex Sales !
5
Bl D7 v
4 A~ B | C | D | E
1 |Last Name First Name Department Salary
2 |Poohbah Deeter Web Design  $45,000.68
3 |Smith Elizabeth Training 550,000.00
4 |Wheddon Alex Sales 575,000.00
5_ Sum 5170,000.68
& Average 556,666.89
7 Count 53.00 1
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Test Yourself

1. You can copy and paste a formula.
a. True

b. False

Tip: Beginning Excel, page 84

2. You can rename sheets in an Excel
workbook.

a. True

b. False

Tip: Beginning Excel, page 85

3. Changing the decimal place using the
Decrease Decimal command does NOT
change the number, only how it is
formatted.

a. True

b. False

Tip: Beginning Excel, page. 87

4. Where is the AutoSum command?
(Select all correct answers.)

a. Formulas-> Function Library->
AutoSum

b. Home->Editing-> AutoSum

Tip: Beginning Excel, page 57, 89

5. The Sum and Average commands
suggest a range of cells that may or may
not be what you want.

a. True

b. False

Tip: Beginning Excel, page 91

6. Which of the following commands are
in the AutoSum menu?

(Select all correct answers.)

a. Sum

b. Average

c. Count Numbers

d. Max

e. Min

Tip: Beginning Excel, page 90

7. Which of the following is true?
(Select all correct answers.)

a. COUNTA counts all cells with text or
numbers

b. COUNT counts all cells with numbers
c. Neither COUNT or COUNTA counts
empty cells

Tip: Beginning Excel, page 95

8. A logical function asks a question,
then determines if your data matches.
a. True

b. False

Tip: Beginning Excel, page 97

9. Which is a logical function?
a. COUNTA

b. Average

c. IF

d. Sum

Tip: Beginning Excel, page 97

10. Which of the following is a way to
enter a formula?

(Select all correct answers.)

a. Type the formula

b. Insert the formula using the Formula
Ribbon

c. Copy and paste the formula
Tip: Beginning Excel, page 84, 89
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Excel 2013: Presenting Data Visually

Charts and Chart Tools

Beginning Excel Objectives Recommended Charts | All Charts
In this lesson, you will learn how to:

1. Present data visually in a Chart i~ Recent ‘ ‘ H ‘ |:| H Jﬂ@
2. Create and format a Pie Chart Templates ’_HH_\ |:|

3. Edit the Chart Layout il Column
4. Design and edit a Column Chart X Line Clustered Column
5. Format the Shape Styles and Shape Fill M Pie - m;:::
£ fa e @
@ Area / :::n ::
[ XY (Scatter) $ - =
[ﬁﬁ[[ Stock o 4
@& Surface waomm s
B Radar
iy Combe

© 2013 Comma Productions

Beginning Microsoft Excel 2013 Page 103 of 218



Takg Lesson 5: Charts and Chart Tools

One
Chart Tools->Design

1. Readings
Read Lesson 5 in the Beginning Excel
guide, page 103-139.

2 gl ol | [d

Switch Row/ Select Change Mawve
Column Data | Chart Type | Chart

Project

A sampl dsheet that demonstrates th Data Lz me
sample spreadsheet that demonstrates the
Chart Tools: Design Layout and Format. lJ iJ iJ
Downloads
Charlotte's Prices.xlsx (Completed)
Beginning Excel Charts-2013.xIsx Menu Maps
Money8.jpg + CHART ELEMENTS This lesson show options on the Chart Elements
Money15.jpg Axes 1. Chart Elements->Chart Styles, page 112
Yy o 3 2. Chart Elements->Chart Title, page 117
2 Practi lJ - [] Auis Titles —J 3. Chart Elements->Axis Tltles, page 118
. r_ac ice _ o [] ChartTitle EJ 4. Chart Elements>Data Labels, page 122
There is no Practice Activity. T 5. Chart Elements->Data Table, page 124
Data Labels 6. Chart Tools->Layout->Gridlines, page 126
3. Assessment L] Data Table 4 o
Review the Test questions on page 140. [ ] Error Bars From the Chart Design Ribbon:
D Gridlines EJ 1. Chart Tools->Design->Chart Styles, page 110
. Chart Tools->Design->Chart Style->Color, page
2. Chart Tools->Desi Chart Style->Col 111
Legend EJ 3. Chart Tools->Design->Change Chart Type, page 131
|:| Trendline
Up/Down Bars
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Presenting Data Visually

A Chart represents data as symbols, bars, lines or slices of a pie. The data can be tabular (rows and columns in a table),
functions (a collection of all ordered pairs, or curve mapping) or structural.

People read charts better than they read columns of data. A chart should tell the story of this data as quickly a possible
without a lot of distractions. This lesson demonstrates how to create and format a Chart with the Chart Tools (Chart Layout
and Chart Design) so that the data is easy to figure out and understand.

Start ->Microsoft Excel

FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW
,}E\ Cut PR

Start Microsoft Excel. When the
=- Welcome screen appears, open a

] Calibri ML W =€ new, blank workbook.
ByCopy ~ |
N . B I U-|H- H-A-===|&E= What do you see from the top of the
Format Painter screen? Is there a Home Ribbon?
Clipboard = Font B alignment  And the Insert, Page Layout,
Formulas, Data. Review and View
i 2
Al - £ Ribbons as well? Yes.

If your screen looks similar to the
A E C D E F G H  example on this page, then you are

| | ready to get started.
| |
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Ta
O,,:e Home -> Number
d*s ' ol - sl
C it | LS oA tain Lt wiw
Sample Data . - - e g E B P
Before You Begin: These pages are SVl TROERE T 4| et < - % 0 [ | ot €|t s
based on data from a spreadsheet that we Dosees - Fams . e L fnen
i i ) e

created in an earlier chapter. It is a simple
spreadsheet that you can make or you can

L] 3 ) L} ¥ a H ' ¥ L3 L L L °
L T

L]
download if you wish. e e i L
PR T i LA N 4 ik § L
Try it: Create a Price Sheet boe  3am wesm s oaw
Enter the Labels in Row 1. : p—— S
Enter the Data in Columns A and B. r 2 ;
= 1 L6 K B i
Format Row 1: Bold B a3
Format Column B: Accounting. .
Format Column C: Percentage z
Format Column D: Accounting B
u A B C D E
Enter the Markup in Column C: 150% n ' ' : ' .
- 1 |ltem _| Cost Markup Retail Profit
Calculate the Retail Sale: ﬂ 2 |Apples 5 250 150% S 3.75 5§ 125
D2=B2"C2. , , 3 |GiftCard $ 10.00 150% $ 15.00 $ 5.00
Please copy the formula in Cell D2 into —
Cells D3:D6. 4_ Basket 5 375 150% 5 5.6 5 1.88
Calculate the Profi 5 |Bow & 100 150% & 150 S 0.50
alculate the Profit: o
E2=D2-B2. Fill that formula down, too. 6 |Box ($ 125 150% S 188 $ 0.63
) T 5 18.50 5 2775 & 9.25
Keep going... —
8_
g_

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Date, Currency)
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One Insert ->Charts-> Insert Pie or Doughnut Chart
@E s o [ = - = k- [ |
Create a Pie Chart R T T 17 M- - i - |
. bt 0 =" R i % - - - '7-' o | i [w |3 ‘ I | .
Our goal is to show the percentage of Pl hrrmmntet T | P Sobe T | i | Reemented Pkt | e | 1 cem v | 4 Recommended . PivotChart
cost that comes from the apples, basket, s e Aa tore b s Charts J X [_ z =
bow and box. A pie chart is a good way R o c K | me= D & € ‘ i
to represent the data. T R Ciwiml | 2DPe
] 3 1w 1% 5 LM § LM 4
] : :: 150% : LT ; 580 = .-"-'- e e
1. Try it: Insert a Pie Chart : B o ;i3 3 am o | b e | ( E
Select Cells A1 through B6. : S G g 3 % xg—@ -
Go to Insert -> Charts. - T H
Click on Insert Pie or Doughnut Chart. = 3-D Fie
Select the 3D Pie from the options. L]
_ . A B c | b | E | °F §
Keep going... M - - ]
w1 |ltem Cost Markup Retail Profit
Ll
= 2 |Apples 5 2.50 150% 5 375 5 1.25 1
= 3 |Giftcard $ 10.00 150% S 15.00 S 5.00 [
4 |Basket 5 3.75 150% 5 5.63 5 1.88 n
5 |Bow 5 1.00 150% 5 150 5 050
6 |Box 5 125 1 150% S 1.88 5 0.63
7 | 5 18.50 5 2775 5 9.25
a8

Pie Chart Bonus Points: This chart automatically calculates the
percentages for you if you know where to look. <grin>

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.1 Create a Chart: Select the Range
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Chart Tools -> Design

BE %S & Boodl - L
Hello, New Chart W | o

2. What Do You See? Microsoft Excel created a Mbdchen Gk | Soamgn

Pie Chart on this sheet. When the chart is et sl
selected, you can see the light frame Border. Ourtl -l =~k

P g.; I'cnal ]-d:- h'-r M‘:
What Else Do You See? When you select the R o PR PR T
chart, the RANGE of cells that you used are e el e e e
outlined in color. In this example, that RANGE fe s u] oy e ow
includes the labels and the data from A1:B6. (N

Keep going.... 12

B oo ot pioss  dotaud B Wew e

Crmadty VOxch
bibda | PoRwal

oleoeoicoellle.:

Coat

e [ [ |68 (Ko | =
1 h
L]
g
&

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.1 Create a Chart: Select the Range
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T
O::G Chart Tools->Design
Wa s & Rockt - ot e e
Hello, Chart Tools ﬁu e i mas b om m [ .
3. Keep Looking: Review the Chart Tools s Gt | G e e < oD n @ et bt | e
There are two sets of Chart Tools: Enat s ot e —
DeS|gn Chan i =0 & LR TR TR B PRER PL R G TR ER 2 R
Format F ] L+ ] [} ¥ o " 1 ] L3 L -

-
Bem e ey Bewd Pl

1
2 Appiem | 30 150% § ars 1 123
. . 3 demcod |8 MO0 150% § D § A0
Try it: Activate the Chart Tools Atk |3 37| 1Sew s Se3 5 1m
When you select a Chart, the Chart Tools should [ &7 |} [0 000 00 00 Com *
be available. z 3 375§ e ’

Go to Chart Tools->Design.
Go to Chart Tools->Format.

Try This, Too: Deactivate the Chart Tools
Click on a blank cell in the spreadsheet.

The Chart Tools are not available when you do
not select the Chart.

Keep going...

CHART TOOLS

REVIEW VIEW DESIGM FORMAT

p @D -

p— e - Switch Row/ Select

- B Column  Data
Chart Styles Data

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.1 Create a Chart: Chart Tools (Design)
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Taﬂ'ﬁ

3 dH % ' Bk - Lscal

Chart Tools: Design

Chart Tools->Design-> Chart Style

B o et oo dotaud B

PRy ARl

] 5o | v . . o - e = mEl ool (B

The Chart Design Ribbon has five groups: ::_}_.;: Shain e e S <= @ O ﬂ - ke ferl | O | e
Chart Layouts nat e s Yoo isuten
Chart Styles T £
Data d -~ i 1] | < <] L " i ] LS L - L] ] o -
Type ; '_-T:ﬂ_w_.:w:.“_:“-'*:?“ .:u' f-:f ’;‘.l 3-:-
Location i (3 37| s d e s s

Sl et e cost +
4. Try it: Play With the Styles 4 A L AL AN <
Before you begin, please select the Chart. . T
Go to Chart Tools->Design. 3
Select a Chart Style: Style 8. i

LE]
What Do You See? The Styles format the Shape %
Fill, Outline and Effects. "
Keep going...

CHART TOOLS
REVIEW VIEW DESIGM FORMAT

Chart Styles

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles
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T
c::” Chart Tools->Design-> Chart Styles
BE S & Bockl - Lo oo PN - A X
Chart Design: Color B BT o LS e S
The Chart Styles includes Chart Colors. 140wt ot 2-: o & S < @S L__B RISl i
Cna Loty [— 0 et S N ] s cos
5. Try it: Change the Chart Colors owr - | I e e ‘ B
Select the Chart before you begin. r—— ====== ey . - " . - . e/
Go to Chart Tools->Design->Chart 2 s | : 58 1 Change Mol N
3 oncos | [NAMEAENE .5
Styles. 4 bkt | ot 38 18 Colors ~
H & b o & O —
Click on Change Colors. ) ===‘Ej 81 o - cosT | Colortut [«]
L]
What Do You See? There are Colorful v ===== . . - . . . "
and Monochromatice Styles. Watch how " EEEN |
the formatting changes in Live Previewas |} -
you run your mouse over the options. - . . . . . . E
™
OK, Excel CAN be fun. Really. e i . . . . . . Profit
. n 5% 1.25
. | IEEEEE
- 0 % 500
Monochromatic 3 § 1.88
HEEN [ m——
8 § 0.63
HEN 5 s 925

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Change Colors)
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Chart Elements

Something to Note: When you
select a Chart you should see the
Chart Elements on the right side
of the Chart.

There are three Chart Elements:
Chart Elements (a plus sign)
Chart Styles (a paint brush)
Chart Filters (a funnel)

6. Try This: Find the Chart Styles
Click on the Chart to select it.

Go to the Chart Elements

Click on Chart Styles.

What Do You See? There are two
options: Style and Color.

Click on Style.

Select a Chart Style: Style 9.

That's a start: a simple pie Chart.
Please close this spreadsheet. You
do not have to save it.

Chart Elements->Chart Styles

T

mApples mGift Cord mBasket mBow mBox

+
-3 STYLE | COLOR
T

[
)

- T T Y

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Chart Elements)

Beginning Microsoft Excel 2013 Page 112 of 218



Tai,&

One Home->Number

@ i Bond’ - Ll r 4 x

Chart LayOUt ?;» sedbl  Fasi Lawend m-afm MU N W R | E Aatien - — ]

o o]« 4 B * | Fmwre uveey | [El B B B ) 2 v
The next pages will demonstrate several e P =T o T L T e m_;'_-- G| e o ot | . n fea
more Chart Elements. This example is Coes o s . s | e n - baumg
based on a Column Chart. Here are the [ - ]

steps to create that Chart. +» HEEEm ¢ ¢ ¢ P, 0 (8,0 . ¢ (B & M, K, % F 8.0 8

1. Try it: Enter the Data 4 s nmom
Please select a blank spreadsheet.
Enter the Labels in Row 1.

Cell A1: Department

Cell B1: Salary

Enter the Data in Column A.
Cell A2: Web Designer

Cell A3: Training

Cell A4: Sales

]
]
]
]

W

"

i

L

-

L]

L)

oT

L]

£l

n

1

HY

Enter the Numbers in Column B. T Je =SUM(B2:B4)
Cell B2: 45,000
Cell B3: 50,000
Cell B4: 75,000
Format Row 1: Bold

Format Column B: Accounting

A B C ] E

~|Department  Salary

|Web Designer $ 45,000.00

| Training 5 50,000.00

Sales 5 75,000.00
Suml 5170,000.00 |

Calculate the SUM
B5=SUM(B2:B4)

Keep going...

L R R A

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Demonstrate How To Apply the SUM Function
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T
c::” Insert->Chart-> Recommended Charts
PBE S Rost’ - el
Insert a Column Chart =~ EEN = o s oo o8 o e o S =
2. Try it: Insert a Column Chart LR L o L Al - R d B A
Please select Cells A1:B4. i e el e R | P
Go to Insert->Charts. a g
Click on Recommended Charts. i Moo ¥} s
Dhpirtass |
2 |Web Duvigrae
L
4
I @ Ilv : - ﬁ'v : =
r
R S R I :
Recommended " |_ w
Charts L . Recommended Charts |AIIEharts|
Charts H
"
E _ Clustered Column
What Do You See? A window will S
prompt you to select a Recommended - Salary
Chart. The first recommendation, a : -
Clustered Column Chart, is shown with = | = I 560,000.00
a preview of the selected data . I e $70,00000
What Else Do You See? There is a $60,000.00
second tab that lists All Charts. $50,00000
Select a Recommended Chart: . =40,000.00
Clustered Column. $30,00000
Click OK.
520, 000,00
Keep going... — £10,00000
Hen 5
w« I Wb Desgner Training

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Recommended Charts)
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Chart Tools -> Design CHART TOOLS
P o - REVEW  VIEW | DESIGN | FORMAT
Hello, Column Chart S R I  —— T =
3. Now, What Do You See? Microsoft i Gt o 11 Liilfunl [!_l_,l,.-l-l-.- snll fanl = =
Excel created a new Column Chart based ot s : ﬁ ﬁ l 5
on the data that you selected: A1:B4. Cuni -3 & e -
; & _.' ,. T L5 ] L] ¥ L] H ] ¥ L -
The Chart includes the Departments in e :m| Salary = Chart Styles
Column A and the Salaries in Column B. e < 3

[ETY T

There is a Chart Title as well as labels.

Try This, Too: Apply a Chart Style
The Chart is selected.

Go to Chart Tools->Design.

Select a Chart Style: Style 4 .

4
]

Salary

5$75,000.00
% 00000 $50,000.00

Web Designer Training Sales

R

Keep going...

<

IEENEIESE D E SR DB ek

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles
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Chart Elements

Chart Elements are the Titles, Labels and
Shapes in a Chart. These Elements can be
displayed and formatted.

Please select the Chart before you begin.

4. Try it: Find the Chart Elements
Click on Chart Elements. The Elements include:
Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines
Legend
Trendline

Try This, Too: Add a Chart Element
Go to the Chart Elements.
Click on Trendline.

The Trendline will be displayed.

OK, please uncheck Trendline.
Keep going...

Chart Elements
BE %S & Bk - Ll k! W F @ = & %
BRI oo ot oot Gt B MW we Drds | RoRas it st + )
M om | e — = - 2 o B R OM
B Chad ek | e W’l“ 11 I JEN ..lu.. Llﬂh I.l ||I S b el | Oomgu | e
Wierman  Lagost - | Colom - Colems  Dat | Chast Type | Chast
[rra— Cnt s s [ r——
Chan § =) . & 4
I I ] i ' a " ' ) ® L u § & v a "
auhery 3

il
i

Salary . , SHART SUBSMTS
e r | B e

s

| i
| g

CHART ELEMENTS

Anes
& [] Axis Titles

4
1
K
]
4
3
L
L
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onre Chart Elements-> Chart Title
BE %S & [ vlt-pdlh:-‘).l T X = & X
Modify the Chart Title — R TS = —
The Chart Title is the text at the top of the = fomm | (=) (=) (=@ | A A A A Siines - B |
Chart. The Chart Title In this example is Salary. et e e tramns e e : ] s e 5
than i had F
5. Try it: Find the Chart Title Options - ——r S S S S S S S P S——
The Chart is still selected. eesees s siun e | [eTT—
Go to Chart Elements->Chart Title. S _tmms - |0
Click on the small arrow on the right. ' ) il el i ]
: o
What Do You See? There are several options b H H CY s
for the Chart Title including: E -
Above Chart
|f\Jllente(r)eci Overlay 1 sala W CHART ELEMENTS
ore Options...
< 0 $75,000.00 4 fxes
Now, Try This: Modify the Chart Title & D Pz Titles
Select: Centered Overlay. ]
T (] Chart Title Above Chart
The Title should be centered between the L Data Labels Centered Overl
columns instead of above them. $50,000.00 [] DataTable e
. Mare Options...
|:| Error Bars
Memo to Self: The Chart Title was created from T Gridi
the label in Cell B1. What happens if you edit the nalines
Chart Title directly on the Chart? Will the label in L] Legend
Cell B1 update? (No.) (] Trendline
Training Sales
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Ong Chart Elements -> Axis Titles
B ES i Bocd ! - Lo T i
Add the Axis Titles T L .vlf.lll PRl LA AR AT ﬂ,l LTy h‘l._ k) P»TM : T = ll 1
By definition, an Axis is the line bordering the 140 ot | coar < Fiil fpnljmmBimnll anll -aul 01l o | e |
chart that indicates the unit of measurement: Enat s g - (e
money, weight, size. The y axis is usually the il -
vertical axis and contains data. The x-axis is | L £ | o€ | % | e | NG ow |k )a) s
usually the horizontal axis and has categories. g ) Salary

A column or bar chart has two axes: Primary
Horizontal Axis and Primary Vertical Axis. The
Axis and the Axis Labels can be modified.

1. Try it: Add the Axis Titles
Select the Chart before you begin.
Go to Chart Elements ->Axis Titles.

o Gt Tt

= Dhama Lnb
Tada

B2 gweua

ERTEIESEREER

Click on: Axis Titles.
Click on the arrow to the right of Axis Titles. CHART ELEMENTS
What Do You See? When you select Axis Titles Axes
both the of the Axes (Primary Horizontal and Aois Titles 4 Primary Harizontal o
Primary Vertical) are selected. You can pick one " : . . :
or both if you wish. Chart Title Primary Vertical -
Data Labels More Cptions... .
Keep going... [] DataTable N i’y“é
|:| Error Bars
[ ] Gridlines
[ Legend
|:| Trendline
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Ong Chart Elements -> Axis Titles
BE S & e T i P
Modify the Axis Titles T B L & T & | -2
The Axis Title is a Text Box, like the Text s oms o AND 0] nn T Bl anl Canld il i o
Boxes found in Microsoft Word and Y o0t g e [rr e
PowerPoint. You can see the borders of the Guni -8 ok
Text Box as you edit the Axis Titles. Iy Formnat s ithe
I wWebDeupse  § 45 00000
ry i Salan T EFR » | TEET G
2. Try it: Edit the Horizontal Axis Title i imma o & O

Double click the Horizontal Axis Title.
Your cursor should be in the Text Box.
Type: Department

CTT T

= = -
Salary

S e

=8

And Try This: Edit the Vertical Axis Title

Double click the Vertical Axis Title. =
Your cursor should be in the Text Box. o $75,000.00
Type: Salary in 2013 USD =

>

Try This, Too: Can you select the Text Box
border and move the Axis Title?

R
P EE

$50,000.00
5$45,000.00

Keep going...

Salary in 2013 USD

Web Designer Training Sales
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o;:’ Chart Elements -> Axis Titles->More Options
[ S T Bock ! - Loct e v
Fi nd More Axis Title Options _ ] D:‘ll Fadd e b il :d.'l LU n'I-- - 5 I:U:v.l' T = l ] [rogtmts bt 3
3. Try it: Find the Axis Title Options o sulinall ool conl 0l e o
Double click the Horizontal Axis Title. £t taom s et s
Your cursor should be in the Text Box. Gan
: ':'-. ] < ) i [ @ " I © [ ™ ™~ a - Format fuds Tetke s
What Do You See? When you click any Axis Title  * “h:t* ...:,:ﬁ = — + M cpene = [T coveres
the Format Axis Title options will open. it D i . S O
: . Format Axis Title X -
There are Title Options and Text Options. . : s
H : . ' | ]
T!"Ie Tlt!e Optlons format the Text Box: . TITLE OPTIONS * TEXT QOPTIONS ntiantsi
Fill & Line n B
Effects ] - —i Rpw—
Size & Properties B & Q I e
.: BoSINE
The Text Options format the Text in the Text Box: =
Text Fill & Outline z 4 FILL
Text Effects a
Textbox (Alignment and Margins) E [ Mo fill
Keeep going... o Solid fill
) . Gradient fill
Memo to Self: Say the Title Options are closed. _ _
This is how you can find them again. Picture or texture fill
The Chart is selected. Pattern fill
Go to Chart Elements -> Axis Titles. =
Click on More Options... * Autornatic

Colar Q =

I BORDER
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o::’ Chart Elements -> Axis Titles-> More Options...
L) . ook s — e
Axis Title Options: Effects -u =TFTD "";“' ‘l"" = ”"l = l = P
The Axis Title is a Text Box. By definition, a Text s s oo 001 111 000wl wul o0l un : :
Box is also a Shape. Shapes can be formatted.  cout i e s FDrmat Aﬁ(l 5 Tlﬂe
Here are some options. ot £
e Lo e e w0 L f ) TITLEOPTIONS ¥
4. Try it: Format the Effects Qs tonirss 4 ot Sl ]
Choose an Effect: Shadow. Sl _inme s & Q I
Edit the Color: Blue. ' o . T 2
There should be a blue shadow under the Primary . j
Horizontal Axis Title. o 4 SHADOW
(7}
What Else Do You See? The Effects include: - s - Presets
Shadow n e
Glow G
Soft Edges " Color
3-D Format ”

More on that later.

-

1}
H ]

Size
Close the Format Axis Title Options by clicking on i
the small "x" to the right of the heading Format Blur
Axis Title.
Angle
Keeeeep going...
Distance
Web Designer Training Sales b GLOW
'
 sorreoces
.
F 3-D FORMAT
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c::” Chart Elements -> Data Labels-> Data Callout
BE %S & ook - el v
Show the Data Labels -u S22 s Tl:-t[—J8-3: . 210 | B BB
The Chart Data Labels display the numbers 1040 o | coar| - Fiilinnl mul gul ool wul arl: b o G | e | e
(money) for each Column. The Data Labels Crat i o s s toe | inusnen
can be shown inside or outside the Column. Gent _— “
:I - [ L] < L L} : L n’ o L -1 L]
5. Try it: Find the Data Labels PRt ::g:{ Salary G|
The Chart is still selected. oo 15 maes| e
Go to Chart Elements -> Data Labels. ' ) i =] j i T
] - :1::::. e [
What Do You See? There are several options: d ey ey
Center - Tandins fanraa
Inside End L] = T |
Inside Base k2
outside nd 2 CHART ELEMENTS
"
More Options... A P Byes
b ] jr . i
OK, Try it: Show the Data Labels a Aodis Titles
Click on: Data Callout. ! Y Chart Title
= v [ J
Not bad. There's more... Data Labels Center
Data Tabl
- EE' g BE' = Inside End
rrar oars
D Gridlines Inzide Base
[] Legend Outside End
|:| Trendline Data Callout
Mare Options...
Sales

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Chart Elements) Data Label Options

Beginning Microsoft Excel 2013 Page 122 of 218



Ta k
L]
Ong

More Data Label Options

The Callout Label shows two sets of data: The
Category Name and the Value. The Category
Names are the departments in Column A. The
Values are the salaries in Column B.

6. Try it: Format the Data Labels

Go to Chart Elements -> Data Labels.

Click on: More Options...

The Data Label options will open on the right.

What Do You See? The Label Options are:
Label Contains
Label Position

The options under Label Contains are:
Value From Cells

Series Name

Category Name

Value

Show Leader Lines

Legend key

A Separator keeps the data from running
together. The Seperator can be a comma,
semicolon, period, New Line or space.

Close the Format Data Labels options.
Keep going...

Chart Elements -> Data Labels-> More Options...

L= L] [

Ba% i ok - Lo ARY PO
- s ] ardRt Pl LA [ge - TFRY tata W i -k
n e ; = =
soecven s e D 10| Enn ] jmmimall s
Wment - Loywsk - | Colems -
ey o s
Chan §
s . < L 1 L o L]
1 Depatesest  Salary
3 WebDeugrer § 45000000
1 Trming [T Salary

YT ]
Y- L0000

3
.
)
.
]
L]
n
L]
L]
("]
" e
-
iT
L]
£
]
2
b ]
¥

E
3

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Chart Elements) Data Label Options

Beginning Microsoft Excel 2013 Page 123 of 218

AR

Format Data Labels

. LABEL OPTIONS ¥ | TEXT OFTIONS
SO E M

4 | ABEL OPTIONS
Label Contains

Yalue From Cells
Series Name

| Category Mame

+| Value
Show Leader Lines
Legend key

Separator .

g [ ]
TR IRt Pt e
Colemm Dot | ChatType | Chas
= L L
¥ = 1] L N @ -
Farmat Data Labels K
* LABIL PTG +  WINT SHTRG
" Do o il

v X




Add a Data Table

A Data Table is another way to convey the
information. A Data Table displays the Chart
data in Rows and Columns. By default, the
Data Table is placed under the Chart.

7. Try it: Show the Data Labels
Select the Chart before you begin.
Go to Chart Elements-> Data Table.

What Do You See? A new Data Table will be
added to the Chart. The Data Table includes
the Category and the Value.

There is also a Legend that displays the Series
Name: Salary.

But wait...There's more!

Bl = o0 esiose smand feu mew e

Chart Elements -> Data Table
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More Data Table Options
8. Try it: Format the Data Table

Go to Chart Elements-> Data Table.
Click: More Options.

The Data Table options will open on the right.

And Do This: Edit the Data Table Borders
Horizontal: Unchecked

Vertical: Unchecked

Outline: Unchecked

Show legend keys: Unchecked

The Data Table looks simple: no borders.

Keep going...

Chart Elements -> Data Table-> More Options...

OH% ' B! - Lol T T
B s s et domaaad B B We | oiew | Roml .
wives oms e CEED L0 ] Enn ] jmmBipalliunl Zaul G110l e | o | e
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1 Treming § O Salary
4 | _ P & I |
3 Se 5 L0000 s Carigrars
4 ] e T & DRATA LRI FTHONE

] & sl B,
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: X
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. Format Data Table
o
" ey r—— T
-rj St 500 00 e oo 475,000 22
" e TAELE OPTIONS | TEXT OPTIONS
-
i
"
"
]

IO |

o ha

Memo to Self: The purpose of the Chart Elements
and the Data Table is to provide information. This
Chart has ALL of the Labels turned on. Many of the
labels are repeated. You can turn off some of the
Chart Elements, such as the Data Table, if you wish.

Pt
rew

4 [ATA TABLE OPTIONS
Table Borders
A L Horizontal

||||| [ Vertical

Web Designer Training Sales E || Qutline
$45,000.00 $50,000.00 $75,000.00
Department __| Show legend keys
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Chart Elements: Gridlines

One more Chart Element. Gridlines can help line
up the data (Columns, Bars) with the Axis.

9. Try it: Modify the Chart Gridlines
Select the Chart before you begin.
Go to Chart Elements -> Gridlines.

What Do You See? The options include:
Primary Major Horizontal

Primary Major Vertical

Primary Minor Horizontal

Primary Minor Vertical

More Options...

Select: Primary Major Horizontal.

Chart Elements -> Gridlines-> Primary Major Horizontal
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r & | B Done Tale
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o | Simmay A g
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f: CHART ELEMENTS
E i Aoes
o & Axis Titles
¥
Chart Title
Data Labels
Data Table
|:| Error Bars
Gridlines »
[ ] Legend ]
[ ] Trendline []

Prirnary Major Horizontal
Primary Major Vertical
Prirnary Minor Horizontal
Primary Minor Vertical
Mare Options...
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Chart Styles -> Style

BE S o By Licat Chaen 2-20%0 - Lo DAY Fixinch

Chart Style: Style M~ Roomortous s u Mo A SR toe_tinss
Chart Styles quickly change the Layout C O FU T LRI T & | Hys ;

and Formatting of the Chart Elements: Dobaes 4 [ . e f—
Titles, Labels, Gridlines and Background. T ENE

There are many Styles that you can apply.

: $ 3000000 Salary
1. Try it: Find the Chart Styles 4 i T I
Select the Chart before you begin, please. ‘ - i v
;
L]

Go to Chart Styles->Style. B

reErksmzoEE sz

What Do You See? There is a gallery of I Sales, $75,000.00

Chart Styles. This little Chart will change
as you run your cursor over the templates.
Some of the Charts are easy to read.
Others have more detail.

OK, OK: Choose a Chart Style j
Select: Style 1.

Keep going...

Sales
575,000.00
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Opg Chart Styles -> Color
@ EH % i ey Lot Chgom 12001 - Loal Dl WOuc
Chart Style: Color ﬁ‘ 1 '.;._.. BrdEt Fadd e igianad  fata  dheiw Wie DR POl : . ‘ .." s
The Chart Style has two tabs: Style and h W - e e ot | Ot | L
Color. Let's look at the options for Color. Cusses % om sagrams LES s
2. Try This: Change the Color e TR A ———
The Chart is still selected. o Hever i <o
Go to Chart Styles->Color. U s nisen| —|
What Do You See? This series does not . N |
make each data point (Column) a different [
color. All of the Columns are the same n | Sales—&75.000.00-—0 =
color whether you choose Colorful or 2
Monochromatic. The pie Chart we made =
at the beginning of this lesson applies a o - STYLE COLOR
different color to each slice of pie. .
> Monochromatic
Select a Color: Any green will do, please. 3 Y

L : HEEE
S HEEER
HEEN
575,000.00
]

Keep going...
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By Format Data Point-> Fill & Line
@ EH % i B Local T 22071 - Lond
Chart Fun: Format the Shape M == 77 = o= = == = = == ==
There used to be a children's song that said, ssicres ot |G| 1 JERRRRRRT T AT ST R bttt | ot
"Three of these things look like the others. One of cnat Lo o s se [yt
these things is not like the others." anit - -
1 n-y-'.-l ."“': ) ) ) ) ’ § » I : ' : " : “ Fommst Plot Area
People are curious if something looks different. Ry — S :
Can you select one data point, or Column, and Sl |) nous| - — Format Data Point
make it stand out from all of the others? ' o R —
' - SERIES OPTIONS ¥
Before You Begin: Select a Column Chart ] -
Double click any Column in the Chart. o . &
Every Column should have handles. u s b Q III
Click once more on the tallest Column. a Sales, $75,000.00 Mo fill
Now only the tallest Column is selected: It is the - I
only one with handles. 2 Solid fill
= Gradient fill
3. Try This: Find the Data Point Formatting : pi il
The Formatting pane should open on the right. I Picture or texture fi
Go to Format Data Point->Fill and Line. Pattern fill
Keep going... * Autornatic

Invert if negative

Vary colors by point
Sales Calor
575,000.00
4 BORDER
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Fill the Data Point with a Picture

We know how to pick a color to fill the Column. You
can also use your own picture if you wish.

4. Try This: Fill the Data Point with a Picture
Go to Fill & Line->Fill.
Click on Picture or texture.

What Do You See? The Column you selected
should be filled with the Texture (prolly burlap).

Made You Look: We Really Wanted This
Go to Insert picture from...
Click on File...

You will be prompted to Browse for a picture.
Go to the Documents Folder.

Find a picture: Money15.jpg
Double click to select it.

What Do You See? The Column you selected
should be filled with the picture.

The purpose of this exercise is to make your graph
say more to your audience. Does your chart "Show
and Tell?" Does it teach as well as entertain?

Memo to Self: You can use any sample picture.

Format Data Point-> Fill & Line-> Fill
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Chart Design: Change Chart Type

Here is another Design function that you may wish to
consider. You can change this Column chart into a
different Chart Type.

1. Try This: Change the Chart Type
Select the Chart before you begin, please.
Go to Chart Tools -> Design->Type.
Select Change Chart Type.

What Do You See? You will be prompted to choose a
different Chart Type.

Go to All Charts->Pie.

Select: 3-D Pie.

Click OK.

Your Column Chart will change into a Pie Chart.

Keep going...

Chart Tools -> Design-> Type-> Change Chart Type
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Chart Elements:

Add a Legend

2. Really, Try This: Add a Legend
Select the Chart before you begin.
Go to Chart Elements -> Legend.

The Legend should be added to the right of

the Pie Chart. Done and done.

This example showed how to create, format
and modify several simple Charts. The
following pages will walk through some of

the advanced Chart features.

Chart Elements -> Legend
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o::’ Chart Tools -> Design-> Type-> Change Chart Type
WEH S iy Fal Gt 32000 B
Working with Dual Axes T .«u .-.:du nc.nl..-m. rerrey u.l uj-nr n-_ Pines | PoR ———
Say you wanted to compare salary and hourly siicae o "1 1] T | 'mall ‘22

wages. The two data sets have vastly different

scales. Salary is measured in thousands per year.

Click OK. Keep going...

Wi - Lipymat = | Gl =

et Lty Ot S

Wages would be dollars per hour. ——mr R —————— .
1 :::w ::xg Salary > Cluntered Column : '

You can add more than one axis when you work | — wmd £ =y =

with two dimensional (2D) charts. : —— - — = T
' | Recommended Charts | All Charts

1. Try it: Change the Chart Type =

Select the Salary Chart. ] ™ Recent

Go Chart Tools -> Design-> Type. "

Click on Change Chart Type. B Templates

Go to All Charts->Column. 2

Select: Clustered Column. " Column
a Line Clustered Column

pIE GmIIILID = Salam, $7500000
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|
L8
t?%

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Apply Chart Layouts and Styles (Change Chart Type)
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One Home -> Cells ->Format
L) ) Begeing Lscsi Dt 23010 - ol ¥ o a =
Add More Data e g e e e ey e
What are the hourly wages? Well, there are 50w "7 w.u - =4 9| Bl o < § <% [0 o s ¢ : )
weeks in a year (after you take away the R : A Mo o
holidays) and 40 hours in a work week. So, o - £ | k3
hourly wages can be calculated by dividing the . .. :,h g .t ! £ . A ! ! & L. M
Salary by (50740) | R
o pmemelpsl .. —
2. Try it: Add More Data ‘ § Rl
In Cell C1 type: Hourly Wage ' g
This is a label: Format C1 BOLD. L J]
5} ; o
Format the Data: Select Column C. 5 @‘
Format the Cells for Accounting. g —
(This is money, isn't it?) g
Create a Formula: Select Cell C2. j
In Cell C2 enter the formula: a . .
=B2/(50*40) S e | C4 v | =B4/(50%40)
AutoFlll the Formula: Select Cell C2 and E A . B C
AutoFill that formula in Cells C3:C4. 1 | Department Salary Hourly Wage
Proof Your Work: Select Cell C4. 2 |Web Designer S 45,000.00 5 22.50
Tgi/foSrOn:z(I)a should be: 3 |Training 5 50,000.00 5 25.00
=B4/ ) 4 |sales $ 75,000.00 | 3 37.50 _|
Keep going... 5 | Sum $170,000.00
i}

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions
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Chart Tools -> Design-> Data-> Select Data

BE % & Begpmning Lol Chasm 3209 - et TPART poma

- MOAN  GGET PTG BRankd  BAIL RN Wie D ROl Thdoas Moks © .
Select the Data | & | [2TT] 2 had - T
The Salary Chart uses A1:B4. The new Range ; : ' i | e |
will include the data in C1:C4. ot s o o [Reg T
o =0 » w & shay ety
L] L £ & [} v ) H [ d K L ('] L -] " -] L] 3 3

3. Try it: Select the Data

Select the Chart, first.

Go to Chart Tools -> Design-> Data.
Click on Select Data.

F &
1 Depetees!  faleyp P by
2 WebDsugaw § 00080 § 10

3 3 OB Fox
o] |
3
L]

Samm 5 1P D000

What Do You See? There is one Series on this
Chart: Salary. The Category includes the Axis
Labels. This is the data from Column A.

Chart data range: | =Sheet115A31:5C54)

So, Try This: Add Another Series

Click on Chart Data Range. :
Select the Chart Data range: A1:C4. fg Switch Row/Column
What Do You See? After you select A1:C4, Legend Entries [Series) Haorizontal (Category) Axis Labels
Excel will add second Series: Hourly Wage. =
] Add F7 Edit 2 Remove F7 Edit
Click OK. Salary Web Designer
Keep going... Hourly Wage Training

Sales

Hidden and Empty Cells

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.1 Create Advanced Chart Elements: Create Dual Axis Charts
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Onyg

Select the Series

What Do You See? The new Series, Hourly O , () =) (=)= it [ e
Wages, is too small to be seen on the same Axis . T e tnaga s e -
as the Salary. ot R B 1 St A St S SR

'....:;n.‘,l 1 [} U L] H ] ] K L » [
4. Try it: Select the Series - -
The Chart is still selected. ilies | momen|s )

Go to Chart Tools -> Format.

Go to Current Selection.

Chart Area -
%‘ Format Selection
K57 Reset to Match Style

Current Selection

Select Series "Hourly Wage".

Keep going...

Chart Tools -> Format-> Current Selection

g E % P Bopieg ool Cha 3-0000 - e~ Owasd = v a ®
B cos  scinr pasiioecet doRankd
Sk Wwerky Wane'  [©

3 S 5 LPR00000

: B FILE HOME  INSERT

- Sefies"Hourly Wage® v | [

PAGE LAYOUT

L] ’ Al

:E °| Chart Area |- .

A i ) Y —| Change
= Horizental (Category) Axis —L v ':hargl
= Horizontal (Category) Axis Title -

n : gory ert Shapes

u | Legend
2 Plot Area Fe

Yertical (Value) Asxis

Wertical (Value) Axis Major Gridlines C

Yertical (Valueg) Axis Title
Series "Salany" S
Series "Hourly Wage" 5
4 |sales l $ 75,000.00 | $
5 { sum $170,000.00

6

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.1 Create Advanced Chart Elements: Create Dual Axis Charts
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o;:’ Chart Tools -> Format-> Current Selection
@ E % : Begpnsiney Lol Chasm 2-2000 - s 7 N
Plot Series on Secondary Axis IR N R S e
Now that the Series is selected you can format the [ ] o e A e
Secondary Axis. Here are the steps. et inaen B e e —
Chan . S LA S TR R PRER PRI 5 E8 22 T8 5
5. Try it: Edit the Series Options e I ™ T
Go to Chart Tools -> Format. ; :‘:“_:‘*‘“”"‘ e £ s oo =
Go to Current Selection. W =l pw) R |
Select Series "Hourly Wage". ' ) o - L. = em—
Click on Format Selection. ' oiieim e
(] - By das
W - Jaromdery dum
What Do You See? The Format Data Series
options will open on the right side. 5 : - ¥
Go to Series Options->Plot Series On. 4 FDrmat Data Serl €5
Select: Secondary Axis. I
" SERIES OPTIONS ¥
Click OK. 2 — ?
Please keep going... C III
4 SERIES OPTIONS
Plot Series On
Primary fAxis
* Secondary Axis
Series Overlap —+— | 0% :

Gap Width —t— | 219% s

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.1 Create Advanced Chart Elements: Create Dual Axis Charts
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Ta k.
L]
Ong

Change Series Type

Hold on, hold on. There are two Series, one on top
of the other. Please change the Hourly Wage from
a Column Chart to a Line. Then, you will be able to
see both data sets in the chart.

6. Try it: Change the Chart Type
Select the Salary Chart.

Go to Chart Tools -> Format.

Go to Current Selection.

Select Series "Hourly Wage".

Go to Chart Tools -> Design-> Type.
Click on Change Chart Type.
This time, you should see Custom Combination.

The Salary should be a Clustered Column.
The Hourly Wage should be a Line Chart.

Click OK. Did it work? Let's see...

Chart Tools -> Design-> Type-> Change Chart Type

BEHS " B e Lot Chast 32080 - s T oo
B s sanr e domad B Eew We beme Rl
= ..
M | e 1

i Chad ek | s e
Wt~ Laywsd - | Cinleos -
ot Lty

P § = 1§ N

Vst ticts + )

10 s
] 'muocu‘mr". @
1 Timeig LR
A e _1. n
5[ Sem 5L 540,00 SE0.000.00
L]
: 53500 £70,000.00
)
T 330,00 %60,000.00
i ]
i $25.00 e £50,000.00
=1 e e N
- 520,00 . ~ £40,000.00
= [ ]
2 $15.00 $30,000.00
o 5 "1}
B . 5 1 .
. 510,00 %20,000.00
- . Fhpm
e $5.00 $10,000.00
CE ) _
- -
Gy Howrly Wage
Choose the chart type and axis for your data series:
Series Name Chart Type Secondary Axis
I salary Clustered Column v ]
| Hourly Wage Line W

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.1 Create Advanced Chart Elements: Create Dual Axis Charts
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@ : Bagring Lsawl Do 23010 - sl ¥ W a =
Charts and Chart Elements S s T W L T 2
Now, there are two different sets of data shownon ~ w= " &y . =4 2 | Bl - | § - % 2 8| G et o ot T
this Chart. There are two Axes as well. Cosses % o : ] | e - oo
This lesson introduced visualizing data as Charts. = ..\ ... ° "~ *© s owm ke
We will look at these options again in the el amn s 2
Intermediate and Advanced Guides to Excel. 4t §nsmm § 1
3 Sem 5 LPR000.00 - — -
L]
Very good. You can SAVE if you wish. : i
That's enough for now. You get the cookie. : =
540.00 $75,000.00 $80,000.00
-
535.00 $37.50 570,000.00
530.00 $60,000.00
550,000,060
52500 545,000.00 - 550,000.00
i
520,00 \ 540,000.00
515.00 $30,000.00
510.00 $20,000.00
55.00 510,000.00
5 5
. Salary Hourly Wage
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Test Yourself

1. Which of the following is a Chart Tools 4. What does Chart Layout apply to?

Ribbon?

(Select all correct answers.)

a. Design

b. Layout

c. Format

d. View

Tip: Beginning Excel, page 109

2. How do you access the Chart Tools
Ribbons?

a. View-> Ribbons-> Chart Tools

b. Charts-> Chart Tools

c. Select the Chart

Tip: Beginning Excel, page 109

3. Which of the following can be
formatted by Chart Styles?
(Select all correct answers.)

a. Shape Fill

b. Outline

c. Effects

d. Shape Size

Tip: Beginning Excel, page 110

(Select all correct answers.)

a. Size of elements such as chart titles
and data labels

b. Color of elements such as chart titles
and data labels

c. Position of elements such as chart
titles and data labels.

Tip: Beginning Excel, page 122

5. Chart Elements format which of the
following? (Select all correct answers.)
a. Chart Title

b. Data Labels

c. Trendline

Tip: Beginning Excel, page 112-116

6. Which of the following is true?
(Select all correct answers.)

a. Parts of a chart can be formatted
individually

b. A shape fill can be a picture

Tip: Beginning Excel, page 129, 130

7. Which of the following can be formatted?
(Select all correct answers.)

a. Chart Color

b. Chart Titles

c. Chart Gridlines

Tip: Beginning Excel, page 126, 127, 128

8. Which option removes a Chart Legend?
a. Chart Elements-> View-> Legend->
Remove

b. Chart Tools-> Format-> Legend

c. Chart Tools-> Layout-> Legend-> None
d. Chart Elements-> Legend

Tip: Beginning Excel, page 132

9. Axis Titles are text boxes.

a. True

b. False

Tip: Beginning Excel, page 119

10. A chart is created from a selected range
of cells.

a. True

b. False

Tip: Beginning Excel, page 108
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Excel 2013: Presenting Data Visually

Picture the Data

Beginning Excel Objectives I R o ‘ -
In this lesson you will learn how to: = W O Bt | o e 2 P ot sy

sarspibo =i ~ fo-Ror By ~ [yt
1. Add pictures to a spreadsheet. e

2. Use the Picture tools to format the Picture Style " EEE
and Picture Effects. B

3. Use the tools to format the Picture Size.
4. Crop a Picture and Crop to Shape.

5. Make Picture Corrections by adjusting the
Brightness, Contrast, Color Saturation and Tone.

6. Apply Artistic Effects.

7. Use the Adjustment tools to Compress a picture for
Print, Screen, E-mail, or use the document resolution.

Beginning Microsoft Excel 2013 Page 141 of 218



@ Lesson 6: Picture the Data
Picture Tools->Format

1. Readings - 5] = & Com [
. : i press Pictures
Read Lesson 6 in your Beginning Excel Eﬂ Eﬁ B ch bt F| |y . :
H : : ange Ficture il _'H il
Guide, page 141-164. Remove | Corrections Color  Artistic - g = -—
Background +  Effects~ 1< Reset Picture ~
Project Adjust
An introduction to the Picture Tools and _J _J _J _J
using pictures in a spreadsheet. .
Picture Tools->Format
Downloads F Picture Border = 1 Bring Forward ~  [¢ Align~ o . "
Applebox-1.gif, Applebox-2.gif, -|=|' &llHeight: 438" ©
. . - | & Picture Effects - 01 Send Backward - Group
Applebox-3.qif, Applebox-4.qif, - Crop =l\width: |2.79" -
; ; ~ | 5L Picture Layout~ | 5f; Selection Pane "k Rotate - %oy WidEN: 2. h
Applebox-5.gif, Applebox-6.gif, b= ¥ o =
Applebox-7.qif, Applebox-8.qif, P Arrange Size P
farm1.qgif , business35.gif lJ EJ iJ iJ iJ
] Menu Maps
2. Practice ) o This lesson introduces the Picture Tools Ribbon.
Complete the Practice Activity, page 165 1 picture Tools->Format->Picture Styles, page 147
2. Picture Tools->Format->Picture Styles->Picture Effects, page 148
3. Assessment 3. Picture Tools->Format->Picture Styles->Picture Border, page 149
Review the Test Yourself questions on 4. Picture Tools->Format->Size, page 150
page 166 5. Picture Tools->Format->Size->Crop, page 151
6. Picture Tools->Format->Adjust->Corrections, page 153
7. Picture Tools->Format->Adjust->Color, page 155
8. Picture Tools->Format->Adjust->Artistic Effects, page 157
9. Picture Tools->Format->Adjust->Compress Pictures, page 159
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Picture This!

It is interesting to note that people think in pictures as well as in words and numbers. For some, thinking in pictures is
how they understand what the data, or math, means. This lesson introduces how to add pictures to your spreadsheets.
These pages also introduce the options available in the Picture Tools. As you walk through the lessons and learn the
options, consider how you can use graphics to picture your data.

Go ahead—Start Microsoft Excel. When the Welcome screen appears, select a new, blank workbook.
What do you see from the top of the screen? Is there a Home Ribbon? And the Insert, Page Layout, Formulas,
Data. Review and View Ribbons as well? Yes. Then you are ready to get started.

= :

H FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

b Cut Calibri Jun cla A | == ®- |EwapTet
: By Copy -~
aste > - - === | e 3= -
~ Format Painter B I U O A === |E== MEFQE&CEnter
Clipboard P Font a Alignment a
Al - Je
A B C D E F G H
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Getting Started

Enter some sample data:

Cell A1:
Cell A2:
Cell A3:
Cell A4:
Cell A5:
Cell A6:
Cell A7:

Charlotte's Website
Products

Apples

Gift Card

Basket

Bow

Box

1. Try it: Format the Cell Style

Select Cell A1: Charlotte's Website.
Go to Home->Styles->Cell Styles.

Select a Cell Style: Heading 2.

Select Cell A2: Products.
Go to Home->Font->Bold.

Resize Column A to fit the text.

Keep going...

Home->Styles->Cell Styles

[T ; ot

[ R T T ‘
- Gl
2 A N - g T -
. Copy *
PR L S . [Pe— %
T Faom R
Al v L TPk | e laite
] [ @ (] [ "
Charlotts’s Website
2 Produn Cutpat
3 ool [P
s nudmﬁl Hasding 2 Heialing § Hrabog 4 Tithe Retad
5 Bankrt 3
iy - bl £ bl -
7 ca N - korent] 0N - Mo 20N - Acesil N - Accwndd 0N - Arren® 0N - Accenil

A Al O MDD AW Aodesll 40N doreedd  BORS AGPRATE  ATK . Lidesa

» | i Fe Charlotte's Website 3
A s c | o | B3
Charlotte's Website

Products
|Apples
Gift Card
Basket
Bow

Box

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Change Font And Font Styles

Beginning Microsoft Excel 2013 Page 144 of 218



Tak . .
7‘,,',°° Insert->lllustrations->Pictures
BE S ¢ Bt - e
- i voas | scdel  PAMILIRGRT GOkl Bl W e s
Insert a Picture T B B S e TEE o W P A A 2
HH H * 5 IR P i T h L " - g B N h 7 - | .
2. Try it: Insert a Picture Pttt Kot T |Petem Goime st vsments o I it | o |t o ot | ot i | Tt i *

Go to Insert->lllustrations->Pictures. tutss e e e LT ran e e -

By default, Microsoft Excel looks for pictures in the
Pictures Library. The screenshot on this page uses a
sample picture called Applebox-4 which is available
online. You can use your own picture if you wish.

Keep going...

IMSERT

PAGE LAYOUT

FORMULAS DATA REVIEW VIEW

r [ Shapes ~ a — - = -

sy

- %) SmartArt I ?? R B

PivotTable Recommended Table | Pictures Online Apps for | Recommended .
PivotTables Pictures f+ Screenshot~ | Office - Charts D -

Tables ustrations Apps Charts

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Insert Images

Beginning Microsoft Excel 2013 Page 145 of 218



=
4
2

Ta

w:" Picture Tools->Format
NS ] T Back! - s WCHSE VTS ¥ W o= A
. i voMM MEET  PASiLaeced  doRaaukd  Bata  dbvw wim fodaat Datent oty +
Hello, Picture Tools = T T e e TR T 3
B B g e Fubare Ll - LU R Lt &= =
3. What Do You See? When a picture is e |Gt e pe SO0 | o (el e || et M| o i
selected, you will see a Picture Frame with et Petan , o

Handles in the corners and sides. You should
also see the Picture Tools.

Microsoft Excel has an impressive set of Picture
Tools. The following pages will show the
formatting options.

If the picture covers the labels and data, please
drag and drop it someplace in the middle of the
spreadsheet, OK? Keep going...

Memo to Self: The Picture Tools are available
when you select a picture. When you select a
different Cell, the Picture Tools are closed.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT

i L] [l C Pict
Eﬂ Eﬁ :|;|: ompress Pictures l
! : E’Q Change Picture | il g 1
Remove Corrections Color  Artistic _ = - ____
Background - -  Effects - 9.1 Reset Picture - .
L |

Adjust Picture Styles -

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Format Images
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T,
ijn Picture Tools->Format->Picture Styles
E BE % Bk - 7 Srr—
:’ Format the Picture Style T B @ S [ o prm v e e B T T | 4
Picture Styles apply sophisticated formatting to o, | e e s SO el =3 e e B i
the picture shape, border, effect and layout. The L syt s
Styles include shadows and reflections, as well. Prtere § g — =
a & - o L - L (-] » @ - ¥
1 Chariotte's Websne
Before You Begin: Select the picture, first. The ey = =
Picture Tools should be available. e
7 lber
4. Try This: Format the Picture Style ;
Go to Picture Tools->Format->Picture Styles. o
L' ]
Choose a Picture Style: Microsoft Excel will ~:
apply the Style in a Live Preview as you run your u
mouse over the options in the gallery. .
L]
=
Memo to Self: You can display More Picture ]
Styles by clicking on the down arrow in the bottom =
right corner. e
B e oz [T §:I !
F o e | el | e e T,
| || | e el = e el
E— — T
Picture Styles

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Add Styles and Effects to Objects
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More Picture Effects

The Styles in the Picture Style gallery were
created with Picture Effects. Each Style
combines several effects together.

Let's review the Picture Effects.

Before You Begin: Select the picture, first. The
Picture Tools should be available.

Try it: Format the Picture Effects

Go to Picture Tools->Format.

Go to Picture Styles-> Go to Picture Effects
Click on Bevel.

What Do You See? You can use the Picture
Effects to add one or more of the following:
Preset

Shadow

Reflection

Glow

Soft Edges

Bevel

3-D Rotation

Picture Tools->Format->Picture Styles-> Picture Effects->Bevel

0H%s ' Bock! - Lscsb
-] Brdnt sl LR o tats L i [T
.-’ = .-.E E-..:-'m|!.,-\_-r| T — o — -_"l.-\-'u .

e e el e e = == %l [ Picture Border -

R ) .-a.. " - Pt g =™ .

— - — L& Picture Effects =

-— LY
A . L 1 i L

4 Charkstts 't Wetaa vt

 py = ; Preset

- ey =

L™ = e

' = | Shadow

|.|:, =i B — -

= r— .

¥ =l Reflection

- —

L

-

2 —= Glow

e

)
—
—ma Soft Edges
ES Bevel
o

3-D Rotation

| 3-D

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Add Styles and Effects to Objects (Effects)
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Selection Pane
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Mo Bevel




Picture Tools->Format->Picture Styles-> Picture Border

BH% i [

:’ Format the Picture Borders I e e e 1
The Picture Border has several options you can e | s e s sl e e e 1 ] (=
format including weight, style and color. - nawan i EEEEEEE -
1. Try it: Format the Picture Border ) Chuoaes wobene = ; —— ' ‘ l.!'!“"l e ——
Select the picture, first. | SRR
Go to Picture Tools->Format. g © u
Go to Picture Styles->Picture Border. g — I
L] F O =
2. Preview the Picture Borders - = Ficture Border= ‘ 1 Bring Fomed [ Align -
The Picture Borders can be formatted with the g § B Automatic Backward - LB Group
Theme Colors as well as the Standard Colors. u - _ A
" Theme Colors ion Pane Rotate -
The Weight and Dashes menus have a short list of .
formats. There are More options at the bottom of " H EEEENEN Arrange
each menu. 3
H )

|||I||||I| N

Standard Colors
Hn AEEEER

Mo Qutline 2

:.1' More Outline Colors...

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Add Borders to Objects
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Format the Picture Size

You can change the size of any picture by
dragging the picture handles. There is also a more
precise method for formatting the Picture Size.
Here are the options.

1. Try This: Format the Picture Size
Select the picture, first.

Go to Picture Tools->Format.

Go to Size.

Edit the Height: 1.5

L

Crop Swidth: (114" -

% [| Height: |1.5" :

Size a

2. What Do You See? In the example on this
page, the picture is 1.5" in height. As you edit the
height Microsoft Excel will automatically resize the
width proportionally.

Picture Tools->Format->Size

- i i -

L Fa s 1 -

. P L

B H% [ — " ECREE YOS
o ton_nais v vh_wen wn | rm
"::.:.,... -_—-= = =20 S
1 |Charlotte's Website
2 |Products
3 |Apples
4 |Gift Card
5 |Basket
6 |Bow
7 |Box
8_
9_
10

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Size)

Beginning Microsoft Excel 2013 Page 150 of 218




w22 H

Picture Tools->Format->Size->Crop

LR o - e o T
Crop the Picture -:= U3 B R e e v 1 E s 1o [Pt - e )
You can Crop (cut) the sides of a picture to create S| e o e TR | (= talbien i |G e [

a more focused message. Often, a picture can be st e g e -
quite stunning when you cut away everything but el - -
the key product or person. T e e B e TR T T T e . & .1
1. Try This: Crop the Picture Soncms
Select the picture, first. o
Go to Picture Tools->Format->Size. .
Click on Crop. u
*
u
o 2] Height: | 1.5" :
- -
Crop —yidth: 085" C =
- wOF - ; A | B | C | D
Size Pl = 1 |Charlotte’'s Website 0
2. What Do You See? In this example the picture 2 | Products
is framed by thick, black Crop Marks. You can 3 |Apples
select the Crop Marks with your mouse and cut =
the top, bottom and sides off the picture. 1 Gift Card
5 |Basket
6 |Bow
7 |Box
8__
g

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Crop)
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Crop to Shape

Many of the buttons have additional options
when you click on the bottom half of the icon.
The Crop button has a very playful option
called Crop to Shape.

1. Try This: Crop to Shape

Please select the picture, first.

Go to Picture Tools->Format->Size.
Go to Crop->Crop to Shape

Select a Block Arrow.

2. What Do You See? In the example on this
page, the picture has been cropped into the
shape of an "Up" arrow.

What Else Did You Notice? When you
cropped the picture, Microsoft Excel
reformatted the Picture Border and Picture
Effects automatically.

Picture Tools->Format->Size->Crop->Crop to Shape

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Crop to Shape)

[ # Picture Border - .1 Bring Forward & Align~
Cicture Effects - 0 Send Bacloward @ Group
ure Layout - E[:;; Selection Pane "k Rotate -
P Arrange
- Rectangles
B I LN 1 B [
J_I' Basic Shapes

OANOOASQOOO®®
Gooar Ly o fad
CISISINIGIVE Ro X (@il
0]t

L

L EI] Height: ’E‘
Cr::p os Width: @

&
e

Crop Fa
Crop to Shape »
Aspect Ratio '

Fill

1 =

Block Arrow A

> ¢a 43 {3 1 |Charlotte’s Website

€ @ Wy 2 |Products

dhés @ 3 |Apples
4 |Gift Card
5 |Basket

2 ﬁ_ Bow

7 |Box
8_
9_
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Picture Tools->Format->Adjust->Corrections

@H% : [

[ jmaae s mew e oo —
- R J ¥ o
- L R pan— (- o —

Picture Corrections

Say you wanted to add a picture of your products,
perhaps a picture of your office. Some pictures
look dark when they are printed. You can use the
Picture Tools to make Adjustments and
Corrections.

=
4
2

Before You Begin: You can add another picture if
you wish. The screenshot on this page shows

business35.gif.

1. Try This: Make Picture Corrections
Select the picture, first.

Go to Picture Tools->Format. . :
: [ ] e -

Go to Adjust->Corrections. = E% 1 Compress Pictures
] & L ] =
n ! & Change Picture

2. What Do You See? You can Sharpen and = Corrections Color  Artistic

Soften the edges in a picture. The Brightness 3 - +  Effects~ "1 Reset Picture -

and Contrast adjust the Brightness (the amount
of light) and the Contrast (the difference between %8} Sharpen/Soften

absolute white and absolute black.) B Ed :
Each little square shows a different percentage of 2
Sharpness or Brightness and Contrast. E D

| Brightness/Contrast
. I E Sharpen: 25%

Exam 77-420 Microsoft Excel 2013
5.3 Insert and Format an Object: Modify Object Properties (Adjust Picture Corrections)

5. Create Charts and Objects
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Picture Tools->Format->Adjust->Corrections->Picture Correction Options

Be% i ook - st

More Picture Corrections

The Picture Corrections offer many preset
ratios of Brightness and Contrast. You can
make manual adjustments if you wish. Pl

R — * Format Picture

& L] [}
3. Try it: Adjust the Brightness and Py =
Contrast - . = .
Select the picture, first. . & —  TER

7 a

Go to Picture Tools->Format. '
Go to Adjust->Corrections. .

F |
Click on Picture Correction Options. e

u Sharpen/Soften
-]
‘i E Presets
- Sharpness ———— | 25%
E-’ Picture Corrections Options... 5 Brightness/Contrast
Presets
4. What Do You See? The formatting options
should be available on the right side. The Brightness ——+—— | 0%
Picture Corrections include Presets as well -
as manual adjustments. You can edit the 4 Contrast ——+— | 0%
Sharpness, Brightness and Contrast with the -
slider bar or by typing a percent. Recat
Use the little X in the upper right corner to
Close the Picture options. I PICTURE COLOR
I CROP

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Picture Correction Options)
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Picture Tools->Format->Adjust->Color

giE e . Yook -t T —r

Adjust the Picture Color

Color is an important consideration when you
are working with your company and product

images. The Color Tone (hot or cold) and e E
Saturation definitely change the mood and | prmr—— E E E EEE ' B I S Y S B
marketing message. | E E EEE E E
. [] =] Compress Pictures
lehangE Picture ootz

1. Try it: Adjust the Picture Color ' E-_;_ . )
Select the picture first, please. E E E i] E !

. Color Artistic =~ @ -~ 000000 || =
- E'Ffects - |=-| RESEt PiCtUrE et

Go to Picture Tools->Format. o 1 :
Go to Adjust->Color. :! !EIE!I!

2. What Do You See? The Color options are: E . .- E E I E

i

| Color Saturation

: Ed
Color Saturation infuses the image with more w
or less color.

Color Tone works with yellow and blue filters . - € R | Color Tone
to warm or cool an image. Color Tone

corrects the yellowing that can occur with EE
indoor lighting.
Recolor applies a tint to an images, such as

the Ode Time sepia brown pictures. Recolor

o E E E @ E E

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Adjust Picture Color)
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More Color Adjustments
3. Try it: Adjust the Color by Hand
Select the picture, first.

Go to Picture Tools->Format.

Go to Adjust->Color.

Click on Picture Color Options.

vy More Variations
B#  Set Transparent Color

%’ Picture Color Opticns...

4. What Do You See? The Format Picture options
should be available on the right. Picture Color lets
you edit Saturation and Color Tone. You can use
the slider bar to make adjustments or type a percent
if you wish.

Memo to Self: There is a Reset button on the
bottom left. This is useful to know in case the
formatting turns out to be consistently ugly.

Picture Tools->Format->Adjust->Color->Picture Color Options

@B EH % [

B <os  soin et dhad et e owm o liasas
- 0 - w Pactan A e - e ol o | TTirin g
e - pie - = Uy 2
b :,‘ et b L B [N ¥ W
s L] [5 [} ] @ - - . - - -
1 Cheriotts t Webata &
: Format Picture v X

3 Aoodri
i |ty Card
3 | Buashei
§

H O =

I> PICTURE CORRECTIONS
4 PICTURE COLOR

iz

Color Saturation

Presets [E -

)
Saturation —— | 100%

Color Tone

i

Presets =§3

4

Temperature ——— | 6,500 :

Recolor @ -

Reset

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties ( Picture Color Options)
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Picture Tools->Format->Adjust-> Artistic Effects

k% ' Backi! - Ll
B <o et rasieces  somassd  bats mew  owe oot

Artistic Effects e p—

Artistic Effects are filters you can apply to s = e - adl 4 aa E
your picture. Some of the Effects include Pt i i
pencil, pastel, charcoal, paint brush and Howrd - E E!El

various textures such as glass and even

plastic wrap. o

1. Try it: Use the Artistic Effects e EEEEE
The picture is still selected. . E E E
Go to Picture Tools->Format. ]

Go to Adjust->Artistic Effects.

:lg: Compress Pictures

2. What Do You See? As you run your
mouse over the Artistic Effects you will
see a Live Preview of the formatting

E’g Change Picture
] Reset Picture -

HEESEEEER=

Select an Artistic Effect: Glow.

Keep going...

Fowrnat Picture

L e

10 v 1

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Artistic Effects)
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Artistic Effects Options

In addition to the preset Effects, you can modify the
Artistic Effects by hand.

3. Try This: Edit the Artistic Effects Options.
Go to Picture Tools->Format.

Go to Adjust->Artistic Effects.

Click on Artistic Effects Options.

%ﬂ' Artistic Effects Options...

4. What Do You See? The Artistic Effects in this
example, Glow, include Transparency and Size.
There is a Reset button in the bottom left corner.

Exam 77-420 Microsoft Excel 2013

Picture Tools->Format->Adjust-> Artistic Effects-> Artistic Effects Options

g H*%

o

1 Charlothe’s Watete
2 Prodhaty

3§ i

A |t Cand

3 | Bkt

& B

5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Artistic Effect Options)
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» SHADOW
> REFLECTION

GLOW

Presets

Color
Size =+— | 1@pt

Transparency ——+— | 60%

» SOFT EDGES
» 3-D FORMAT
> 3-D ROTATION

ARTISTIC EFFECTS

Artistic Effects

Reset

O

]
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Compress Pictures

Pictures can be quite large and rich with detail.
However, you may need to compromise quality for size
if you plan on sharing your spreadsheet online or by
E-mail. Each picture may be 4-8 MB, so it can add up.

1. Try it: Compress the Pictures
Select the picture first, please.

Go to Picture Tools->Format.

Go to Adjust->Compress Pictures.

2. What Do You See? When you select Compress
Pictures, you will be prompted to review the
Compression options:

Apply only to this picture: The Compression can be
applied to all pictures, or only the one selected.

Delete cropped areas of pictures: Removing the
cropped sections will reduce the size.

Target output: There are different resolutions for print,
screen and E-mail that you can choose.

Accept the defaults: Apply to this picture, Delete
cropped areas and use document resolution.
Click OK to Compress the picture.

Picture Tools->Format->Adjust->Compress Pictures

@ H %

B oo st siooows  dobaud B MW W oo e |
= B L] Gy Pk o Pty Pepagher - T I —

-- e o [ ot et ol 1710 et |y tentteciess - = i —
Mmrﬂmwmﬁm“m; . - . . Wl L

Phrvesial| e Aty - "D R Py R, Picnars Lapias Sobectio e Munate -

Al P2 l At - 0 -
Fluie d
i -] [ " (- - 1 il K i o L] -] L a L ]

1 Charlotte's We
2 Produm
LR ]

4 Gt cand

5 Bashei
LR
7 hew

S e
# ey e v gty

4 e rarees Fen o B
gt it

[ i g sy gt v o s
W L prremee s

Compression options:
Apply only to this picture
Delete cropped areas of pictures

EETHIESECEERTIgE™"™=

Target output:

Print (220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors

D E-mail (26 ppil: minimize document size for sharing

@ Use document resolution

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Compress Pictures)
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Change Picture

The Adjust group includes the option to
Change Picture. Here are the steps.

1. Try it: Change Picture

Select the picture first, please.

Go to Picture Tools->Format->Adjust.
Click on Change Picture.

What Do You See? When you select Change
Picture, you will be prompted to browse for a
different picture. You can look for pictures on
your computer (From a File) or online (Clip Art
Bing Search, or your OneDrive.

2 Try It: Find a Picture From a file.
Click on Browse.

Go to your Documents folder.
Choose another picture.
Click Insert.

Keep going...

Picture Tools->Format->Adjust-> Change Picture

BEH S ¢
] Ay PALS e AEAALAl tats Lo e [P 1

ry W L Cormgern Pt m— e — S ——— g ST R L ] T Mg ! 1T —

NN B YR - ]~ o et el [T 20
Bacigrond = e By - " t P R Senninen Sodoction Pase & R = T

o o e

Futare d

i a L] < o ] i o 1 A i 'S . .
3 | Chariotte’s Websze { LI :E|: Compress Pictures
o tPctun A =2
b aome : _ = Eg Change Picture
3 saet F—— Corrections Color  Artistic -
b : s - ~  Effects~ |« Reset Picture -
.

Adjust

From a file
Browse files on your computer or local network

Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Elizabeth Mofs's OneDrive

thecomputermama@outlook.com

Browse »

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Change Picture)
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Reset the Picture

Say you tried several picture
formats and styles. You can
Reset the picture back to the
original image if you wish. Here
are the steps.

1. Try it: Change Picture
Select the picture first. You will
see the Picture Tools.

Go to Format->Adjust.

Click on the option arrow to the
right of Reset Picture.

2. What Do You See?
There are two options:
Reset Picture

Reset Picture & Size

Picture Tools->Format->Adjust->Reset Picture

@H s ' Bock - Lot T = =
EN - m", -mgu— oAl BN EVEW e i - Dt ticts + )
~I=[— =] — o= = g [
L .l - L] - (4 o ] ' 9 1 K L (Y] w
i -‘ ' s| 7= T Compress Pictures
;o g JHom
g ’ ) — & Change Picture
5 Remove | Corrections Color Artistic .
. | Background - -~  Effects~ “L] Reset Picture ~
M Adjust | ¥ Reset Picture
= | Picture5 - e ]='| Reset Picture & Size
P N
1 |Charlotte's Website
2 |Products
3 |Apples
4 |Gift Card
5 |Basket
6 |Bow
7 |Box
(2]

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Reset Pictures)
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Picture Tools->Format->Adjust-> Remove Background

FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIE
Remove Background -

There is a new tool for selecting and r #| 7= T Compress Pictures '
deleting the background. The example on 2 == -_Jﬁ

e F—
this page has a complex background with i . _ o E'g Change Picture | | sl
Remowve Corrections Color  Artistic —

sivtitionhetbta iy sagonnd | G Rt e
wish. Adjust
1. Try it: Remove Background Picture 5 | )
Select tpe picture first. )
Gk on Remove Background. - A | B | € | b | E | F
1 |Charlotte's Website
Keep going... =
2 |Products
3 |Apples
- 4 |Gift Card
5 |Basket
6 |Bow
7 |Box
8 1
g

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Modify Object Properties (Remove Background)
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The Background Tool

2. Mark the Areas

The Background Removal Tool makes a
reasonable estimate of the Areas in the
picture.

3. Edit the Marks

The Areas that are marked for removal are
shown with a pink mask. You can Mark the
Areas you want to Keep or Remove.

4. Keep the Changes

When you click Keep Changes, you should
see your picture without the background. You
can edit the Marked Areas.

Click Remove Background, again. Your
background marks will still be there if you want
to add or remove some Areas.

Picture Tools->Format->Adjust->Remove Background

BACKGROUMD REMOVAL
B e Q¥ Vv

L
Mark &reas Mark Areas Delete

Discard All  Keep
to Keep  to Remove Mark Changes Changes

VIEW

Refine Close
Picture5 + S

A . B

FORMAT

2

Charlotte's Website

|Products
Apples

|Gift card 3
Basket

|Bow

|Box

o |~ (& Lh o W | -

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects

5.3 Insert and Format an Object: Modify Object Properties (Remove Background)
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Summary

This lesson demonstrated the
options available with the
Picture Tools.

The formatting included Picture
Styles, Corrections and
Adjustments.

OK, OK. Get a cookie.
You done good.

LT g T . "'E = Compress Pictures
I o st i domand  Bath e e ol "\ -—-‘E- )

e B [E Homemreen | o g = = = e ot _ = E Change Picture
e | oo G e Do, |l od (ol adl 4 -~k oramimn- || Corrections Color  Artistic

sy | ot e S P Lt :

e e = - = +  Effects - 1=l Reset Picture -

Lo L L= .

: ¢ { e | o p & | ¢ | 8§ w | v | oa |k | & | Adjust
1 Chariatte's Webate

T; thmpresspictures
_ai

A.-‘ E’gChangeF‘icture
rtistic
Effects » =] Reset Picture -
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Practice Activities

Lesson 6: Picture the Data
Before You Begin: Start Microsoft Excel. Please open a new, blank spreadsheet.

Try This: Do the following steps

0 N O 0o B~ WDN -

. Insert the photo Farm.gif (or a photo from your computer) into your spreadsheet.

. Apply Picture Style Soft Edge Oval.

. Apply the artistic effect Paint Brush.

. Insert the photo Applebox 5.gif (or a photo from your computer) into your spreadsheet.
. Apply the Picture Effect Bevel: Circle.

. Apply the 3D Rotation Off Axis 1 Top.

. Recolor the picture: Select a Theme Color and Accent Color of your choice.

. Reset the picture to original.

9.

Crop to Shape with the Moon shape.

10. Adjust the Brightness to be Brightness +40% Contrast +40%.

11. Use the Change Picture command and select Business 35.gif (or a photo from your
computer) into your spreadsheet.

12. Format the picture size to be 1.5 inches wide.

13. Apply a Dash border to the picture.

Save your work as Beginning Excel Practice Activity 3.
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Test Yourself

1. How are the Picture Tools Ribbons
accessed?

a. View-> Picture Tools

b. Insert-> Picture Tools

c. Select a picture

Tip: Beginning Excel, page 146

2. Which of the following is a picture
effect? (Select all correct answers.)
a. Shadow

b. Reflection

c. Glow

d. Bevel

Tip: Beginning Excel, page 148

3. Which of the following options are
available for Picture Border?

(Select all correct answers.)

a. Weight

b. Style

c. Color

Tip: Beginning Excel, page 149

4. How do you resize a picture?
(Select all correct answers.)

a. Drag the handles on the picture
b. Use the Picture Size command

c. Go to Picture Tools-> Format-> Size

Tip: Beginning Excel, page 150

5. Which of the following can be
adjusted? (Select all correct answers.)

a. Picture Color Tone

b. Brightness

c. Contrast

d. Sharpen

e. Soften

Tip: Beginning Excel, page 153, 154, 155

6. Which of the following is an artistic
effect? (Select all correct answers.)
a. Pencil

b. Pastel

¢. Charcoal

d. Paint brush

Tip: Beginning Excel, page 157

7. What Ribbon has the Picture Styles?
a. Picture Tools

b. Picture Tools-> Format

c. Picture Tools-> Styles

d. Picture Tools-> Design

Tip: Beginning Excel, page 147

8. Which is true about cropping a
picture? (Select all correct answers.)
a. ltis used to cut away unwanted parts
off the picture

b. It can be done by dragging the crop
marks

c. A picture can be cropped to a
predefined shape, such as an arrow
Tip: Beginning Excel, page 151

9. A picture can be reset back to the
original image.

a. True

b. False

Tip: Beginning Excel, page 161
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Excel 2013: Presenting Data Visually

Talre

Three Shapes, SmartArt and Spreadsheet Views

BE s & P Ao, |

Beginning Excel Objectives M e o e omaus an e ww o o Y
: . nd e - EI - il |
In this lesson, you will learn how to: e A " EEE S |EEE) B | o W e e o i
. Insert and Format Shapes. = = — - -
. Add Text to Shapes. . O Y S S S Y Y S S S S S — — — — |

. Edit the Text Direction.
. Format Shapes with Quick Styles and Effects.
. Create linked Text Boxes.
. Use SmartArt.

oo A W DN N =

. Format and edit the SmartArt.

TEHYHIESEOLER g e we s w

© 2013 Comma Productions, LLC
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1. Readings
Read Lesson 7 in the Beginning Excel
guide, page 167-212.

Project
A practice spreadsheet with SmartArt
graphics that you do not have to save.

Downloads

Checkbook 2013.xIsx (Completed)
Charlotte's Prices.xlsx (Completed)
Beginning Excel Charts-2013.xlsx

Graphic files used in the lesson:
Logo.jpg, Farm.qgif,

2. Practice

Complete the Practice Activity, page 213.

3. Assessment
Review the Test questions, page 214.

Lesson 7: SmartArt and Graphics

Drawing Tools->Format

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW |
E S OO0 -] f<EditShape~ || =|;£5hapel=iu-
&‘L—L.ED&EFEITMBM a B ’:EShapeDutline'
IRANEE S 15 ) ) b | 7 | L Shape Effects ~

FORMAT

A

Insert Shapes | Shape Styles [
Y 2)3)4) 5

SmartArt Tools->Design
17 Add Shape -~ Promote T Mowve Up —= e oo =
[C]Add Bullet = Demote 4 Move Down - = Co 0 -

= n- I_;—I C:IG) P — -
EDTmrt Pane & FRight to Left % Layout

Create Graphic l] i] i] Layouts
Menu Maps

This lesson shows the Drawing and SmartArt Format and Desig
1. Drawing Tools-> Format->Shape Style, page 171
2. Drawing Tools-> Format->Shape Fill, page 172

. Drawing Tools-> Format->Shape Outline, page 173 o e
. Drawing Tools-> Format->Shape Effects, page 174

. SmartArt Tools -> Design-> Change Colors, page 183
. SmartArt Tools -> Design-> Layouts, page 184

. SmartArt Tools -> Design-> Add Shape, page 186

. SmartArt Tools -> Design-> Demote, page 187

O~NO O~ W
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&) SmartArt and Graphics

The previous lesson focused on working with pictures and introduced the Picture Tools: Design and Format. The next pages work with Shapes and
SmartArt: two more methods to picture the data. This lesson will introduce several new Ribbons. As you identify and practice the options, notice
how many of the Shape and WordArt Styles are the same on all of the Ribbons. The topic for this Level is Visualizing the Data. This lesson
concludes with a review of the options on the View Ribbon that you can use in a spreadsheet.

If you are ready, please Start Microsoft Excel. When the Welcome screen appears, select a new, blank workbook.

What Do You See from the top of the screen? Is there a Home Ribbon? And the Insert, Page Layout, Formulas, Data. Review and View
Ribbons as well? Yes. Then you are ready to get started.

.il!. HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

db Cut Calibri Gl A =2 | BwepTe
BE Copy - |
Paste  Eormat Painter B I U ~ | - DA =E=E= | €= 3= | [ Merge & Center -
Clipboard ] Font Ia Alignment Ia
Al v x Fx
A | B C D E F G H
" |
—h | |
_2_
.] 3—
) 4|
5_
6

Beginning Microsoft Excel 2013 Page 169 of 218



Th, ,.':

Insert Shapes

Begin with a blank spreadsheet. You can
practice with the company names or logos
pictured on the following pages, or create
your own if you wish.

This lesson begins with a simple Shape.
Here are the steps.

1. Try This: Insert lllustrations
Go to Insert->lllustrations->Shapes.
Select a Shape: Rounded Rectangle.

Hold your cursor on a blank place in the
spreadsheet and draw a small square. You
should see a Shape that you can select,
format and resize.

Keep going...

Insert -> lllustrations

HOME

PivotTable Recommended Table

INSERT

PAGE LAYOUT FORMULAS REVIEW VIEW

E @9@59‘35’5’ N | (=Y 1

= | R tly Used Sh
Pictures Online S s e

Pictures SNNOOOALLS G S

DATA

PivotTables
Tables mustr % VLY oY i
£ Lines
Al - x W W R Frp = -
S w N—I——I—)(—I—) 4 ‘)—) &f_;'n'nﬁ L%
A B C D Rectangles
1 l N N R | R |
2 Bas™—
— | Rounded Rectangle
3_ '\-_-a.r_~.|_\,:_.v1_1voo®
4 GGCOodOr ey ga
5 | OO0O@ALEORG @ L Y
6 O30 ) ¢
7| Block Arrows
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
2 B TALd (8] p wE
_ - LD smanan ¢ 12 DK -
PivotTable Recommended Table | Pictures Online Apps for | Recommended .
PivotTables Pictures @i+ Screenshot~ | Office ~ Charts B~ ki~
Tables lustrations Apps Charts

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Insert Shapes and Text Boxes
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r;,::: Drawing Tools-> Format->Shape Styles

2 H% : B! - Lot T a R
Hello, Shape _ vy pmull‘.u‘:uuun:v. TS tata RN wim ok .I. s I - - St n
What Do You See? The Drawing Tools include the e — S ) ) | A e |
same options that you found on the Picture Tools: T Be = . — = 2
Shape Fill, Outline and Effects. e

N Bl e e

2. Try This: Format the Shape Style
Select the Shape to begin.

Go to Drawing Tools->Format.

Go to Shape Styles and select an option.

,-----i-;]-
_ B-N-N-R-Q Q-
 A-R-R-R) Q-

The example on this page uses a Light 2 Outline and -
a Colored Fill-Black, Dark 1. w

Keep going, please...

3 Shape Fill -
Eﬂhape Outline -
L# Shape Effects ~

2y Shape Styles a

R
B, K 2

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Change Object Colors (Shape Fill)
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HOME

Drawing Tools-> Format->Shape Styles->Shapes Fill

@BE S & Bosk] - Lot oty SRS

Format the Shape Fill S . i T
3. Try This: Format the Shape Fill ; 0 E A A Ao | S - Hew- [
Select the Shape to begin. | W O REEEEEE e . s

Go to Drawing Tools->Format->Shape Styles.

Go to Shape Fill and select an option from the Theme
Colors, Standard Colors or Textures. The example on
this page has a Gradient Shape Fill.

Soamard [ s,
EEY AEEEEE
liera

[T -

Keep going, please...

:,'.H HUHIBIREEE R B n e

A | B | & ”."'..Illlllilll:"‘.‘;"‘." o | ¢ | @& |

TE - a8 x
ey |

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Add Styles and Effects to Objects (Shape Fill)
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Botmy e | ==
tav

A

(T

Three Drawing Tools-> Format->Shape Styles->Shape Outline
gH% i Baod! - Lot
Format the Shape Outline T LI SR
You can use the Drawing Tools to format the RO C - R P— AL A A [l bininan - 8
Shape Outline. The formatting options include s Suast s Twma Calor —Tnh - —
Color, Weight, Dashes and Arrows. Jourdied . ~ By = BRREECERE
| _ : [T
4. Try This: Format the Shape Outline 1 o oo __
Select the Shape, first. . ( b ot
The Drawing Tools will be available. C S
Go to Format->Shape Styles->Shape Outline. | 42 Shape Fill =
Select a Weight. 0
i L# Shape Outline - A
Keep going... u B Automatic
£ Shape Styles Theme Colors

L]
L]
i
1]
¥

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects

WordArt Styles

a
|k

b=
[

Standard Colors

HNE PEEEEN
Mo Cutline

#.1' More Outline Colors...

Weight ]

Daszhes 3

5.3 Insert and Format an Object: Add Borders to Objects (Shape Outline)
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T
Th::: Drawing Tools-> Format->Shape Styles-> Shape Effects
0d % Dok - Ll
Format the Shape Effects S RN e rpe— -
The Shape Effects include a library of e | (=) @ @B S A A o] et | B oo S
Presets (preformatted Shape Styles) as well waretinarn —— ST T T —
as separate options for formatting the Shadow, ™= - ‘ | e
Reflection, Glow, Soft Edges, Bevel and 3-D bk £ b8 o R ——

Rotation Effects.

5. Try This: Format the Shape Effects

Select the Shape, first.

The Drawing Tools will be available.
Go to Format->Shape Styles.

Go to Shape Effects.

Select a Bevel.

So far so good.

EEEw e

a4
f{

L
M
I
o

H ]

23 Shape Fill -
E Shape Outline -

Bl -1
) ) * | &3 Shape Effects -

Shape Styles T

*

4

A

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Add Borders to Objects (Shape Effect)
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Thrg® Right-Click-> Edit Text
E BE S ¢ Bocd! - Lk T F X - & X
:} Add Text to the Shape S R e
The next pages look at the options for | L - jz,“"' A A A dwee R s B BT
formatting the WordArt. Here are the s s ] : s s =
steps to add Text to the Shape. e Dl R -
& ] o H ] Ll L3 L L L a L Q L] ] L) u

7

(— ZEEp ’
- N

1. Try This: Add Text to a Shape
Right-click the Shape, first.

When the options menu appears, select
Edit Text. Your cursor should be flashing in
the upper left corner of the Shape.

(It may be very small.).

B e m e

L]
Type: Charlotte's Website. "
P “ ¥ Q [/ -
- e |
What Else Do You See? The Shape also = Style  Fill  Qutline
has Quick Styles: little menus for Style, Fill = ; :
and Outline. The Quick Styles have some .
of the formatting we just found in the = X Cut
Drawing Tools. -
Keep going... I EFE“I Copy
Memo to Self: Here is another way to add m) O Paste Options: mj
Text to a Shape. The Shape is selected. -
Go to Drawing Tools->Format-> Insert [
Shapes. Click on Text Box. )
The cursor should be flashing in the upper Edit Text
left corner of the Shape. Edit Points
Group
Bring to Front
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r,,f:: Drawing Tools-> Format->WordArt Styles
BE %S & ook - L [ T E - 8 X
Format the Text with Styles T —— . — Ry,
Each program in Microsoft Office --Excel, Word, ALL5 00 MM ||[=] (=] [=]] e AAAAA Bt o | ST
PowerPoint, even Outlook--has WordArt. WordArt parminaen naes A A A - o
is a rich, new set of text formatting options. Let's T BN
review some here. ] L] L B L} ! | H A A A ! N @ ¥ a " il 1 2
AAAAA
2. Try This: Format the WordArt PR —

Select the type: Charlotte's Website

Go to Home->Font.
Edit the Font Size: 40

3. Try This, Too: Format the Text
Go to Drawing Tools->Format->WordArt Styles.
Select a WordArt Style.

What Do You See? The WordArt Styles will be
applied to all of the text selected in the Shape.

(@h@ﬁ‘ﬂ@ﬁ&@“@ W

Websltel

BN S E S EEESE DB e

| | Charlotte’s

<3 Shape Fill - A Text Fill - " W@Sﬁﬁ@
.Z Shape Outline = A A A F A Text Outline =

¥ Shape Effects - ) Text Effects ~
Fa WaordArt Styles M
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rhra, Drawing Tools-> Format->WordArt Styles->Text Effects

S ] i o - sl e F A %
More WordArt Formatting S Rl i3 g
Each element in the WordArt Styles can be Lok M (=] (=] [=]F sl AAA: e el =T
formatted by hand if you wish. The options include e e . L - 4
Text Fill, Outline and Effects. Roumdied . ~ -k —

4 a4 L] L L] L} ¥ 4 H ) ¥ L3 N a L Q L} L] L)
4. Try This: Format the Text Effects _ _ A e
Select the type: Charlotte's Website L Text Fill - .1 Bring Forward | e - S

Ee s s

Go to Drawing Tools->Format->WordArt Styles. B S c . 1 A\ bR
Go to Text Effects->Glow. b Text Qutline 0 Send Backward L .
Choose one of the Glow Variations. £ Text Effects~ | [} Selection Pane
What Do You See? The Text Effects formatting = /7 Arrange
include Shadow, Reflection, Glow, 3-D Rotation s | T\l Shadow - © oo
and Transform. " ke
Keep going... % _ fe:'i Reflection 3 N -
AT R

A Charlotte’s)
u Glow Variations

dbL Transform k
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Way Cool Transform

Microsoft Excel has significantly improved the Text
Effects with the addition of the new Transform
options. Look how easy it is to create some

stunning effects!

5. Try This: Format the Text Effects

Select the text: Charlotte's Website

Go to Drawing Tools->Format->WordArt Styles.

Go to Text Effects->Transform.

Choose one of the Transform options.

What Do You See? The Transforms include
circle Paths and various Warps.

Drawing Tools-> Format->WordArt Styles->Text Effects->Transform

B E St o) - Lol NG BICLS ~ B
-m SN Padilaeed dobankd Bl W e Fesniat I\Mw.
W Feal R TP L — g - - s R ey
Nt |...| Pl R A A _& gu..m..-.. - o
_— - : P
B L gt I T e
S Anag b i, pEYeEs] daw
]
Rt &
L] L] 3 ] L} ¥ L] H (] 1 " L5 Releten o e o - - " M 1
Tk
ey
'i‘ el Vil Py
i N
1 i Mot .
= " sae
““ vi W

I I e Rt e

Follow Path
Ldﬂ,

P - - w
™ ™ o
&
e

harlotte

di_‘d'z-\ .::,rn\_

4 ‘ Warp

-abcde ahcde abcde

\Website®

5.3 Insert and Format an Object: Format Text in Objects (WordArt Text Effects)
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Insert SmartArt

SmartArt adds functionality to Shapes and Text
Boxes. You can quickly visualize your data in a
dynamic format that is simple to update.

SmartArt adds Shapes based on your Text
Outline. When you add a new name or item, the
SmartArt will automatically reformat the layout
using the new information.

1. Try This: Insert SmartArt
Go to Insert -> lllustrations.
Click on SmartArt.

Keep going...

Where have you seen this before? SmartArt is
similar to Microsoft Visio, the shape and diagram
program. Many people use Visio diagrams and
SmartArt to create Organizational Charts.

.il!. HOME INSERT

%)

PwotTable Recommended Table

Insert -> lllustrations->SmartArt

WES & S—— .
- HERN | sdET | PRMILERSGY  ORMARAL DA EVEW e ""“"‘“‘"'l
- = 5 g - - B k- o | o - A - | prian -
L% o T F ] 1% - i (B RS L |2 -
128 m, < o by T 7 - | S iyt
Povnilpbie Rvoerwmarsied Tolsle | Pabors iy Sgpa s B mememeretnd Funtihad | Pomn | Ly Cobeme Wiy | Maw Tewies | Hgeieh | Tt Sesder o
[ P ey B - am [ B ke
Vet e s i | g freeee Faran 1 e b,
Al F
] ¥ L 4 13 -~ N R L -1 L] * L)

Ew s e e b b

i, Bl

Lar b i et At ol b oo
bk o el Mas e

Vol L ol e Baben b
o

iTEETkiEzEEgan
ch

PAGE LAYOUT FORMULAS

i__-'?l LI;|I Lé L_'&Shapﬁ'

%Smar‘bﬁ.rt

Pictures Online

PivotTables Pictures fa4 2creenshot -

Tables

Ilustrations

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object: Insert SmartArt

Beginning Microsoft Excel 2013 Page 179 of 218



e
HOME

Ta
Th, ke

e ™

Insert -> lllustrations-> SmartArt

SmartArt Graphics

Choose a SmartArt Graphic
The SmartArt library includes:
All

List

Process

Cycle

Hierarchy

Relationship

Matrix

Pyramid

Picture

Office.com

B Al ‘ =

qu
|::|||
38
INEN
&g

Process 2 r———
s S| E
Cycle iy — = E

Hierarchy
[ —

Relationship — - EE‘E

Matrix = o

Pyramid gg @ o-e-0o 4@ @G- Vertical Box List
Picture Q = ===l

Office.com

As you click on each option, you
should see a sample of the graphic
and a short description of how this
image may be useful.

Use to show several groups of
information, especially groups with large
amounts of Level 2 text. & good choice
for bulleted lists of information.

DEIP S E s

2. Try This: Select a List Graphic
Go to List.

Select: Vertical Box List.

Click OK.

oK | | Cancel

Keep going...
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Hello, SmartArt

What Do You See? There should be a new
SmartArt graphic.

What Else Do You See? There are two parts to
the SmartArt graphic: The Text Pane and the
Diagram. Whatever you type into the Text Pane
will be displayed in the Diagram.

3. Try This: Add Sample Text

Please type the following in the Text Pane:
Apples

Bananas

Blue Berries

Cherries

When you add the fourth item in the list, the
SmartArt automatically adds a new Shape to the
Diagram.

What If You Don't See the Text Pane?

Click once on the SmartArt to select it. * Apples
Look carefully at either side of the Border. There is
a small arrow in the middle of the left Border. This * Bananas

arrow opens and closes the Text Pane.

SmartArt Tools -> Design

BE S & B! - Ll

[ R T e A
e J

* Ueu iy l! = [ B = g --[

et o (1

IEEY ISR CECE B e

“ Type your text here »

# Blue Berres

* Cherres
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r"’-‘“ﬂa SmartArt Tools -> Design-> SmartArt Styles
B %S & Bascdl] - Lo AR OO, | T W - A %
Sma I A rt Tools Ewm P :-::-:q w uu mlmr -ul- u'uui m — . - |n.:]:u+.. R
There are two SmartArt Tools: Design and ERR = rpeuie 51 = E = =l : ot ot
Format. The Design Tools edit the Layout, Color e atne e ol 1
and Styles. [T ENE

1. Try This: Use the SmartArt Styles
Select the SmartArt Diagram, first.

Go to SmartArt Tools->Design.
Select one of the SmartArt Styles.

What Do You See? SmartArt has a rich library of
3D Styles including polished, cartoon, powder,
brick and metallic. This formatting is sometimes
called "eye candy" because it looks sweet, like a
confection.

ECECSE=E®® udubwiu

=

erte o 5

Keep going...

rEEEE R

L . (8
—=—E—s—

Smartart Styles
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BE S & [ e ot | T W = A N

Change Colors Sy v s+ o S B

Color is an important part of visualizing R s == f = T o (| e S | e o

data. Here are the steps to Change the s e - Prenr——— - — . 2
Color of your SmartArt Diagram. 'W*" . u . & T % E -

2. Try This: Change Colors : — = =

Please select the SmartArt diagram, first.
Go to SmartArt Tools->Design.

Go to SmartArt Styles.

Select: Change Colors.

—.3

ity
I
1]

5 Hararar.

Moo ) —__hm—.I
N — —
R

B e m

&

B
il
1

What Do You See? The Color gallery
includes several Accent colors as well as
the Theme colors. As you browse through
the gallery Excel will show you the color
formatting in Live Preview.

Pt ol B L

BEdESEEE

TR

Keep going...

(O

Smartart Styles
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B H % & [ T ¥ ™ - & ®
- rrdnt i L oL {-LTY A i -5 - T L] Iinatans bhody © l

Change the Layout

- S g = - I

Say you wanted to change the Layout of ~ — 0= .. . . i | - om o
this diagram, perhaps rotate the shapes or o G B e e FEE St R - 3
choose a different concept. Let's review Dagumt - |1 - & ' o ' ) =
the Options. o & ¥ £ & "" B v BEE L M M 8 » a " ] L -

1
3. Try This: Change Layout :
Select the SmartArt Diagram, first. V
Go to SmartArt - =
Tools->Design->Layouts. L

s&=

What Do You See? The SmartArt on this

page is a List diagram, so the Layouts -
gallery shows the other List Layouts. 2
OK, Do This Now: Select a Layout e
Select a Layout: Vertical Picture List. Book1 - Excel SMARTART TOOLS

TEE

Click OK.

FORMULAS DATA REVIEW VIEW DESIGM FORMAT

Keep going, please...

O P — — B— [I_ |:|

E?Q? %% e-e-o- I-d-4- E, ,H =] (=[]
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SmartArt Tools -> Design-> Layout

_
4
3

Add SmartArt Pictures HYpe yous tex: here X
4. Try This: Find the Placeholders o Aaselive Y
The cool SmartArt diagram shown on this PP |
page, Vertical Picture List, has placeholders
for pictures! A placeholder looks like this:
* Bananas

\
Wh lick lacehold ill b * BlueBerries

en you click on a placeholder, you will be
asked to browse to the folder where you save B I U e Be rrl e S
your pictures.

l Clhhareias e——

Yes, Try This: Add Some Pictures T s L
Double Click the Placeholder by the Apples. l e
Browse to your Documents folders and select e
a picture. You can add pictures to the other | Vestical Picture List._. ‘
Shapes if you wish.

OK, that's a good introduction to SmartArt.
Let's look at some more options.
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BE S Bok] - L T S s ;
-] srdnt ol L A {LTY e wiw L) =T L] Ulostanh biods .
Add a Shape -: : o EE e s, =
Say you wanted to add a new product to the SmartArt ' il s (- L -l . |
diagram. The tools can be found on the Design Ribbon et smanion 1
in the Create Graphic group.
a L] < L] L} ¥ o H ] ] = [} L N a L] a L] 1 ]

1. Try This: Add a Shape

Click on the first item in the list: Apples.
Go to SmartArt Tools -> Design.

Go to Create Graphic-> Add Shape.
Type: Red Delicious.

Ew e e kb oa

- Red Delicmus

pi¥ 2 Bananas

17 Add Shape -~ Promote T Move Up

] Add Bullet = Demote 4 Move Down

] Text Pane .('.} Right to Left = Layout
Create Graphic

EEkdEzEzan

b g
B

Shapgr] &

What Do You See? The Add Shape options include: I T]rpe your text here
Add Shape After

Add Shape Before * Apples
Add Shape Above
Add Shape Below i
Add Assistant (for organization charts)
Keep going...
* Red Delicious
Memo to Self: The options (Before/After, Above/Below)
depend on which item you select, first. *"“#q =74
= 0y A CERERER
m | * Bananas | I Adly,
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Promote and Demote

In the previous example, we created a bulleted list with
several product names. SmartArt can also display a
multi-leveled list.

2. Try This: Demote the Text

Select the SmartArt Diagram, first.

The Text Pane should be visible.

Select one of the items in the bulleted list:
Red Delicious.

Go to SmartArt Tools->Design.
Go to Create Graphic.
Click on Demote.

17 Add Shape -~ Promate T Move Up
[-]Add Bullet = Demote ¥ Move Down
EjTﬂ't Pane ('_} Right to Left % Layout

Create Graphic

What Do You See?

"Red Delicious" is now a new bullet under Apple on both
the Text Pane as well as the Shape in the SmartArt
Diagram.

Keep going...

SmartArt Tools -> Design-> Create Graphic-> Demote

B % & Bascd| - Lot Sapmairiai FEad
| I T T

Eldd e - & Pty L - [w 1K =
bt . ] B E = e = |-
P i

Lo e [E

EEIE E:

Bagemi = | 5 oo &

& L] < L) L] ] 4 H ) r E L L L] a L]

IEEN SR SR RS E e

E Type your text here

[r]| =

* Apples

* Red Delicious

* Bananas

5’!

ﬂﬁ.lr
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Th,:: SmartArt Tools -> Design-> Create Graphic-> Add Bullet
BE %t Bk - L T g
OGN BAERT  PAMILERSOT  RORMALAL  BdSA  EVEW  wim D |s.n-.--+¢.-‘
AddaBullet e - R T T LT EIER
This is a multi-leveled list, so adding another bullet e : = | = - || e
adds another item to the list in the Text Pane as well as - e s 3 smantinen | 3
in the Shape. O B

3. OK, Try This: Add a Bullet
Select the SmartArt Diagram, first.
The Text Pane should be visible.
Select: Red Delicious.

Go to SmartArt Tools->Design.
Go to Create Graphic->Add Bullet.

D
TSaol
m
ﬂ
;I

17 Add Shape ~ Fromote T Move Up

£

[C]AddBullet & Demote % MoveDown | = —
ED Text Pane .('.} Right to Left % Layout ;;“_ B
Create Graphic = Type your text here » Apples
u — = Red Delicious
Type the following: * Apples el = eefnan
Jonathan
Winesap * Red Delicious
Granny Smith e Jonathan
Keep going... ® Winesap
Memo to Self: Another way to add a Bullet is to click * Granny Smith
ENTER on your keyboard.
m | * Bananas
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"?ra SmartArt Tools -> Design-> Create Graphic-> Move Down
@ o g e .
Move Up or Move Down e e ’f’“‘ T T Ik ——
You can reorganize the text with the Move Up and el R =0 ] B R E m 1 B e
Move Down commands. As you edit the list in the Text e o Smanion s | 4
Pane, the SmartArt Diagram will automatically update Dapemd - B -
the Shapes 4 a L] < L] L] ’ o H ] ¥ L3 [} L L a L3 Q L] 1]

4. Try This: Move the Items Up or Down
Select the SmartArt Diagram, first.

The Text Pane should be visible.

Select: Jonathan.

Go to SmartArt Tools->Design.

Go to Create Graphic.

Click on Move Down.

Ew s s s

17]1Add Shape - € Promote T Move Up
[Z]Add Bullet & Demote ¥ Move Down
EDTEKt Pane (-_} Right to Left % Layout

Type your text here

Apples

ﬂ TN L R

[r]| x

= Smnny Smitih
Create Graphic * Apples 3 :J:Er':t;:ill_m
. . ¥ = winessp
What Do You See? You can use Move Up and Move * Granny Smith -
Down to place the list in the Text Pane in alphabetical . thla
order. onathian
. * Red Delicious
Keep going...
* Winesap
m | * Bananas
gl
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C BHS & Bock! - tac A 0T TS - & %
: Find a Better Layout Eﬁ:ﬂl ot PALL LELT onaLA tata L L e u..:.-ll n-nu' " — - .'Q I-\.:;‘:!k.—. *
As you edit the list in the Text Pane did you notice  — ... ... - B [J| e III ﬂ N b . -EJ (| o o
that the matching text in the SmartArt diagram e e - presrrs pheiy 5
automatically updated the type size as you added Saguns - 5 -
more items to the bulleted lists? AEUE USSR R R B R m R BB BT SR - B A R R [F S

In our example, the text in the diagram got smaller
and smaller. Let's try another Layout.

5. Try This: Change the Layout

Select the SmartArt Diagram, first.

Go to SmartArt Tools->Design->Layouts.
Select a Layout: Horizontal Picture List.

What Do You See? This Layout is easier to read.
That's better!

IEEYNIESECEQRIEem e hww

FEUENEE
=Granny
Smith

s|onathan

*Red
Delicious

sWinesap
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SmartArt Formatting

We began this discussion by noticing that there are two
SmartArt Ribbons: Design and Format. Let's look at
the Format Ribbon.

6. Try This: Review the SmartArt Format Ribbon
Select the SmartArt Diagram, first.
Go to SmartArt Tools->Format.

What Do You See? SmartArt creates Shapes based on
your data, so the formatting options are almost the
same as the ones we used for Shapes

Well, this lesson has come full circle. We started with
basic shapes and looked at the options with SmartArt.

This is a good place for a quick Cookie Break.
Very good.

SmartArt Tools -> Format
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HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT
L&) Change Shape ~ . ) . . QShape Fill =
Edit 9] Larger [;} | Abc ‘ | Abc ‘ Abc | Abc [EJ Abc ‘ - EShape Outline -
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There View -> Workbook Views->Normal
reg
WYSIWYG @E S o ————

This level focuses on Visualizing the Data. I s i Bk e
WYSIWYG is an old term that means What [ i ———,

PR :J‘ Y B = = [ T Wi Tt by e e
] T = bl

Gl (7 s O NN e | Mew Aewge P Swdrh bharsn

You See Is What You Get. The following e Sara | e el ) nte |
pages show the options on the View Ribbon. i . A
L) . < -] 1 ] 4 H [} K [} M (] a ] a L]

1. Try This: Find the View Ribbon o (S5 w3 1m 3 in
Open a sample file in Excel. Sl B s s 33 1w
Go to View->Workbook Views. TR

7l [me] N
What Do You See? The Default View in :::-

Microsoft Excel is Normal.
Keep going...

Memo to Self: These lessons show how to
work with several spreadsheets open at the
same time. You can use the Price Sheet from n
an earlier lesson if you wish. -

Itis NOT necessary to MATCH the ﬂ

spreadsheets in this lesson.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

D l@ Ruler +| Formula Bar C)\ [L:} DE

Mormal Page Break Page Custom | [ gridiines v Headings Zoom 100% Eu:n:um to Mew
Preview Layout WYiews Selection | Window
Workbook Views Show Zoom
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S ] i gy v - st wl "

The Page Layout View =y - Fyp—— Qs [E |2 D = ow S | B |5
Technically, all of the little tabs at the bottom S e bt (B ot | G s | W e | e g e it | Moo
when you open Excel are called spreadsheets. L T e teem soten i
A Workbook is a collection of spreadsheets. = : k] han
So the Workbook Views change how you see - : ' i L '
all of the spreadsheets in this file. * d ¢ 8 ! : e : L E i w
2. OK, Try This: View the Page Layout
A sample Excel spreadsheet is open. ; o L e Ml Wi T
Go to View->Workbook Views. . sl B ual; mlf am
Click on Page Layout. s bew 5 h| v s 1% 3 ow

| 1 1 | 1 .I 1 | 1 .E 1 | 1 3 1 |

DIE A B C D | E

Mormal Page Break Page Customn
Preview Layout Views

Waorkbook Views

What Do You See? The Page Layout View

shows you how your data fits on a page. : .
1 |Item _l Cost Markup Retail Profit
What Else Do You See? You can Click to i 2 | Apples 5 250 150% S 375 $ 125
Add a Header and Footer in the Page Layout | 3 Giftcard | $ 10.00 150% $ 15.00 $ 5.00
View. OK, keep going.... 1
B 4 | Basket S 375 150% §& 5.63 5§ 1.88
5 | Bow 5 1.00 150% S 150 5 0.50
i 6 Box 5 125 150% §& 1.88 §  0.63
i T 5 18.50 5 2775 5 925
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The Page Break Preview
Microsoft Excel has a Page Break Preview that
lets you see how your spreadsheet will print,
based on your Page Layout.

3. Try This, Too: View the Page Layout
A sample Excel spreadsheet is open.

Go to View->Workbook Views.

Click on Page Break Preview.

(]

Mormal Page Break Page Custom
Preview Layout Views
Waorkbook Views

What Do You See? The Page Break Preview
outlines the Print Area with a thick blue border.
You can drag that blue border to resize the Print
Area.

Click Normal. Keeeep going...

Memo to Self: The print options are covered in
the Intermediate Excel 2013 Study Guide.

View->Workbook Views->Page Break Preview

I T

T E - & N

Tttt bash, l

2 | B | c D E F
:_l Item Cost Markup Retail  Profit
B 2 [poples | S 250 150% $ 375 $ 1.25

3 |Giftcard | $ 10. 150% $,15.00 $ 5.00

4 |Basket | S 3%3@]@ §| 563 $ 1.88

5 [Bow $ 100, “150% $ 1.50 $ 0.50

6 |Box S 1.25| 150% $ 1.88 S 0.63

7 $ 18.50 $ 2775 $ 9.5

8
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Show the Workbook Options
The Gridlines help people read the Rows and
Columns. The Ruler, Gridlines, Headings and the
Formula bar can be turned on or off.

4. Try This: Show/Hide the Gridlines

The sample Excel spreadsheet is still open.
The workbook is in Normal View.

Go to View->Show.

Remove the check mark: Gridlines.

Ruler +| Formula Bar
Gridlines |¥| Headings

Show

What Do You See? The Gridlines are hidden in this
View. Keep going...

Memo to Self: These steps View (or hide) the
gridlines on the screen. The options to Print the
gridlines are on the Page Layout Ribbon.

View -> Show-> Gridlines

e

I <cos st masiioecet dobansd Bt e

Chastoms's Py - sl

P QM E =2 =2

ik L = =R

Moermgll Fage Beasi Pagr | nder. s Do WEN Jeomin  Hew  Aeeege Foms
Porview Layost Viemn —— teerion | Windew 43 Pamey-

e
=

PV Y i s

T W S by b

e .
oo R e
Al - fe | ltem
= A B . C | D . E . F
H 1 |ltem lCDSt Markup Retail Profit

2 |Apples 5 2.50 150% S 375 5 1.25

3 _Giﬂ Card | § 10.00 150% S 15.00 S 5.00

4 |Basket |S 3.75 150% $ 5.63 S 188

3 |Bow 5 1.00 150% S 150 S 0.50

6 |Box $ 125 150% $ 1.88 S 0.63

7| 5 18.50 5 2775 § 9.25

a8
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T,
View -> Zoom

QEH % : oo’y P - sl

Change the View T T S T T T T e
The Zoom controls let you see things better on P o P Gt | s bty | 2 - Jomie | o g fremm e | b

screen, especially late at night and it's already weees s - 1m - e 5
been a long day.... i -1 & | nem

5. Try This: Use the Zoom Options A B C D E

The sample Excel spreadsheet is still open.
The workbook is in Normal View.

Select Cell F7.

Go to View->Zoom to Selection.

The default size for Zoom to Selection is 400%.
Impressive.

Q2 6

Zoom 100% Zoomto
Selection

Item Cost Markup Retail Profit
Apples 'S 2.50 150% S 3.75 $ 1.2¢
Gift Card | $ 10.00 150% S 15.00 5.0(
Bas : 150% $ 5.63 1.8¢
150% S 1.50 0.5(

vl R W NN -
v 0

BO\J Magnification
O 200%
() 1009
(O 75%
(O 50%
() 25%

() Fit selection

(@) Custom: 95

Zoom

What Do You See? If you choose Zoom, you
can click on a Magnification from the list or type
your own if you wish.

Select 100% and click OK.

Keep going...
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View: Split Screen

Say you had a complex spreadsheet with a lot of
information. You can Split the spreadsheet into
four different Views. Each split has its own set of
scroll bars so each split can have a different View
of your data.

6. Try This: Use Split Screen

The sample Excel spreadsheet is still open.
Select Cell A1.

Go to View->Window-> Split.

=1 ] B Split

— T Hide

Mew Arrange Freeze .
Window Al Panes~ Unhide

What Do You See? The default split is in
quarters. You can drag the splits to the Rows and
Columns that make sense.

Keep going...

View -> Window-> Spilit

@ % s

Bl o s rsose  somms

— * - —': = E —:, = = 8BS 2
1 ml J I-ﬂ: Wby M::I. Rv-': : ' ! I - . "
: L] in l'lv.-'\ i -I- !j %+ ]
. Al - F || Item
al A E C | D | E
1 |Item || Cost Markup Retail Profit
4 |Basket | § 3.75 150% $ 5.63 S 1.88
3 |Bow S 1.00 150% $ 150 S 0.50
6 |Box $ 125 150% $ 1.88 3 0.63
7 $ 18.50 5 2775 S 9.25
8 B
2
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through the rest of the worksheet,

j‘ok. . .
r’"‘e View -> Window-> Freeze Panes
C gH" . Chrtoton s S - Lol ¥ A x
:} View: Freeze Panes e e e P . S e =
Freeze Pane is similar to Split, however the B oy bt Prge Cotom | Gty (7 s 200 - ;;—:: ot T et | e
Pane is "frozen," or locked into place. A Pane witaest nee L Inm sy {roese P . sow 7
can be a Row, a Column or a Range. & . 4 K] S
Y L € -] L] ¥ L] " i X ) » q ] ] -
1 (e ol Mahep Relsd Pt
7. Try This, Also: Freeze the Top Row fiove R i An 5 LB e
Open a sample Excel file, first. el RANLEEC -
The workbook is in Normal View, no Split. S (5 Am| wmt im 3 am
Go to View->Window-> Freeze Panes. : i
Select: Freeze Top Row L
r’ﬂ = Split . VIEW
™ = Lide i = Split | Ol View Side by Side i
Mew Arrange Freeze " ™ — _ L
Wind Al Panes~ || Unhide a ... Hide Synchronous Scrolling .
Indow anes & Mew Arrange Freeze Switch
2 .| Window Al |Panes~ Unhide Reset Window Position | windows -
What. Do You See? The top row is frozen. It will m Freeze Panes
;i?;ﬂlg:xﬁrlgric;atégsvtgg of the screen as you = Keep rows and columns visible while the rest of
» say ’ the worksheet scrolls (based on current selection).
Keep going... Freeze Top Row
I = Keep the top row visible while scrolling through D_
| | the rest of the worksheet.
| Freeze First Column B
i Keep the first column visible while scrolling
I
T
I
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View: Side by Side

Say you had two Excel files open at the same
time. The default View is Full Screen so that
you cannot see the spreadsheet behind it. You
can also arrange the View Side by Side.

8. Try This: View Side by Side

Open two sample Excel files, first.

Each workbook is in Normal View.

Go to View->Window-> Side by Side.

In the example on this page, there are two
spreadsheets displayed horizontally.

(19 View Side by Side
by EE
[[] Synchronous Scrolling _
Switch
e | Y Reset Window Position | windows ~

Window

Memo to Self: The purpose of this lesson is to
learn the different Views. It is NOT necessary
that your spreadsheets MATCH the ones on
these pages.

View -> Window-> Side by Side

D

mE w- s o hatedy gy 041 - sl B N 8
Bl == o saweow somaus s wew ren— |
7 buiatr | 2 [
B 8 | e | B A | B | C | D
— — 1 |Check Number Date Description Check
- ; g 12 |
; " bvher [ 28 : 3 | 100 7/1/2013 Office Supplies = § 73.50
‘ Y e e s e | 4 101 7/2/2013 The Phone Store $180.00
= T i 102 7/3/2013 The ElectricCo | 5 160.00
e m | )
I aremane | CL | 3 [ | B 7/6/2013 Deposit
L T ailines [ mnding — .-.;: N
Pervie  Liysat Viaurt . iz _‘J‘nlv v ? |
2 | nom a
ey —— Checkbook | Sheetz | (¥
e B ot am : 2 READY 27
§ B i % 4 10 4 awm
Shase] & b —in |
D “:I Ruler +| Formula Bar

Marmal Page Break Page Custom

+| Gridlines |¥| Headings

Preview Layout Views

Warkbook Views Show
v | i S | Item
d A 1} B Il C 1 D 1 E 1 F
1 “Item Cost Markup Retail Profit
2 lApples |'S 2.50 150% S 3.75 S 1.25
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View: New Window

Say your Excel workbook has a two or more
spreadsheets that you are working on. You can
open any spreadsheet in a New Window.

Before You Begin:

Open the sample file: Checkbook 2013.

This workbook has two spreadsheets: Checkbook
and Salary.

1. Try This: View in a New Window
Select a spreadsheet: Salary.

Go to View->Window.

Click on Open in New Window.

What Do You See? In this screenshot on this
page, the Salary spreadsheet opened in a New
Window. The name is displayed as CheckBook
2013: 2, indicating that is a second copy, or view,
of the data.

Keep going...

Memo to Self: The Salary spreadsheet is still a
part of the sample file, CheckBook 2013. When
you edit the data in CheckBook 2013:2 it will be
saved in the original CheckBook 2013 file that you
began with.

View -> Window-> New Window

@BH % e
- WORN  BGINT  FACILAROAN SORMALAY DT DWW e et i ~ !

EC R | 2 B = HE :."‘
-

7 Gealngy [ Ssadege Zavwm WA e Wew  Aeeige Fees Swacd Wi

F . i e LT ¥ e | |
. varas - Tuie - M
AL o £ Lt Namsa
\J LA

ol P bsia P Lot
ot ¥

A B - ma % i = m -0 x| 8 F
o o Sy [ e Lo e e e A
3 et Elasbith  Tipining . i - = [:: % "" ]
: Wheddon M ;:: [ Wl ou i & Fae =
: e - 3 i
T A | it Heme
1@-}":“ ug:-i-umuw ] iwr' ¥ & W i i ©
= H - = It Adds Up 2013:2 - Excel
;:-3: jn'l: FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
B Gefcad [ 8B
4 Bakwt |3 B - . . = =| = -
=t 0 % | [Caibri v A A = General i
e ===HE-%$-%" |F
aste o - -
. o« (T O B lezs=|n- | m i
Clipboard s Font Ia Alignment fal  Mumber Ia
Al v | o I Last Name
A B C . D . E . F
1 |Last NamE!First Mame Department Salary Compare
2 _Panhbah Deester Web Design 545,000.68 Below
3 |Smith Elizabeth Training 550,000.00 Below
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View: Arrange All

OK, OK, there are now three Windows open. Here

View -> Window-> Arrange All

@K %S

I e

Q3

T

BoR pat m mh--nl

=y

=

Welbook Whow | e W0% Tnamts Wesdow uv..,.

LERE

-rwnum-wur

Wbk Shaw | Tooem mw.,wm.u..,.

L—&;’-k

o
v | e | e, l

B E % o Casnten

HOM BHE Padd FOR QAT BIVE wre Desslenh ‘

& |3 ‘ q[® @

|

Woktoad  Saw Domm W% Jouwin Welos Maowm
. . Wt v Wit g (- ' Slscrcn =
is an option to help you Arrange All. o o e s - tem i
[ E [FEETY F 3 Laril Miwme | # Tovm
. . i A L3 -3 ] a4 & ] € o t
2. Try This: Arrange All of the Windows T Lok M Pl Marme Grpartimend Lalary u-- | |@nm wm Sadsay Car |1 Wem Cosl  Marbay Belsl  Prein
. - 3 Pockhbak  Deste  Weh Seogn SO0 R Fochbah " " D00 i Foappln (5 SSE SN F AW § AN
Go to View->Window-> Arrange All. 1 Sevth  Dhebeth  Traing 5400000 Below i ity ::m, mﬂ ::x_: ::, 3 cmcerd (8 JADS| 1% 5 10 5 00
4 WhanMhien Al Rk $M000.00 Ak la P Salet STHO0000 Akt & Rrast i 1n ek 4 Al § 1m
5 i A M08 64 | T T Y 3 how I T T
L] A agr po X ] & $ L8 9% 5 Le 5 M
— » Const ' “““““, ¥ % i $n § S
e — E=] split : —— —l
D ] Conmih, ¥ %, DO0UER 1
. a Freeze T Hide ] ol
ew rrange Freeze o u
J
Window  All  Panes~ Dl‘-”h":lE = -
1} L
iF | ¥
18
_ : .
What Do You See? When you click on Arrange s |
. ] 1
All, you will be prompted to choose whether you = |3
want to see the spreadsheets: = = -|2 .
: - et = | - CiSaot 5
Tiled - " r . -
Hori;ontal m S [l s Arrange
Vertical D Tiled
Cascade

Windows of active workbook

When you check Windows of active workbook
Excel opens all the files you are currently working

{:} Horizo ntal

Dgascade

2

on Full Screen-no more Views.

Keep going...
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Thrge View -> Window-> Switch Windows

@ E % : Wit U 142 - el ¥ a
View: Switch Windows e o Ny - o -
Say you had three workbooks open at the same B bt o | G, s G 8 G| o e e v
time. Each file is open in Full Screen. You can use e e e e wree
Switch Windows to choose which spreadsheet you  * : £ | Lo e *
would like to work on. T — e Lo | W v | N | e |00 | K] R
3. Try This: Switch Windows S, tve e
Go to View->Window-> Switch Windows. ‘ — “sassan
The name that you selected will be the Window on  © y Ty 3
top, the active workbook. L - IR

What Do You See? There should be two copies
of CheckBook 2013 open: one for the Check Book

spreadsheet and the second for the Salary. It Adds Up 2013:2 - Excel

g EsEaEEE=E

VIEW
=) =1 w | [ Split [ View Side by Side L]
= H EE N = =
i iHide Synchronous Scrolling
Mew  Arrange Freeze - Switch Macros
Window All Panes~ Unhide Reset Window Position | aSERetses -
Window | 1 It Adds Up 20131
v 21t Adds Up 2013:2
3 Charlotte's Prices
G H ] kK L [ e [ 1
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r‘l‘e .
s, Insert -> lllustrations-> Screenshot
feg
BEH% . 1
one More Visual = 1-.-.-.‘ "':"m"""'“"‘."r . L =BG} il Tos Compms Compatis & R
This lesson has focused on many, many ways == /™ & -

for representing the data visually.

The last example will show how to create a
Screenshot, or a picture of another Window

and add it to your spreadsheet.

1. Before You Begin: Open a Window!

Open your Internet Browser.

The example on this page is Internet Explorer.
There is a webpage open that shows this

course: www.comma2013.com.

Still Before You Begin: Please open a new,

blank spreadsheet.

Keep going...

The Complete Computer Guide 2013
Microsoft Office 2013 Ceriication Training

Lol 5_csirnind Wb At
vl & D Maioaos) | ool
Ll 5 Intrmegctter Miscrosof Exosl
Larvepl Mmoo Macireso | xred

B http:/ /www.comma2013.com/

File Edit View Favorites Tools Help

BE3@sgaEcE=E="

The Complete Computer Guide
Microsoft Office 2013 Certification Training

ai

Levels of Mastery
Levell: Beginning Microsoft Word

Level 2: Intermediate Microsoft Word
another Level 3: Advanced Microsoft Word
Computer |04 Beqginning Microsoft Excel
Mama - ) :
G u | d e Level 5 : Intermediate Microsoft Excel
Level 6. Advanced Microsoft Excel
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T"’-‘“ﬂa Insert -> lllustrations-> Screenshot
BE % & oot - st P W - & M
CreateaScreenshot MRS TR GG Lissu i
2. Try It: Insert a Screenshot Pt i T | P e iy vttt 7 I i e e e | e s 1ot e T 1
Go to Insert->lllustrations. taen P — | ki [ - o -
Click on Screenshot. = i S - — 7
IJ f L] T ) Ly . [} L L} “ L] L] L] * L} u -
What Do You See? Each Window that you :
have open will be shown in the gallery. :
Click on any one of the Available Windows. ;
Keep going... - INSERT | PAGE LAYOUT FORMULAS DATA REVIEW VIEW
o W | [ Shapes = - - =-
Memo to Self: A Screen Clipping isaway to L P I ? =]
outline and select part of a Window. ] : I;I _ % SmartArt : m Y
= ded Table | Pictures Online Apps for | Recommended .
i = Pictures & SCFEEnshot~ | offce - Charts L AR
a llustr. Available Windows

x S _ )
c | D | == .:: =,
o il -
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r‘l‘e . .
Three Picture Tools -> Format->Size
g e : Bockl - Lscw “RCRSE o
Edit the Screenshot - g P e e o () e
A Screenshot is a picture. You can edit the S Boephin o i ae o ol e p

G
8, Pt Lt e L o A

Screenshot with the Picture Tools.

Pt ey e

3. Try This: Edit the Screenshot

Select the Screenshot. , !
Go to Picture Tools -> Format->Size. J
Edit the Width: 4. !
Very good. This was just a demo. You do not o
have to save this spreadsheet. :};
e T s bty
H ©- = Book?2 - Excel PICTURE TOOLS
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW FORMAT
L . Lal=] C Pict
TNV el T~
: ) = BT Change Picture | | ] il it
Remaove Corrections Color  Artistic " _ —
Background - +  Effects~ ul Reset Picture -
Adjust Picture Styles

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.3 Insert and Format an Object 5.3.3 Format a Screenshot

Beginning Microsoft Excel 2013 Page 205 of 218



n*@

Th W= & g ——mere s AW
Fag B <o it fiess R Bl mvw we Dres Fomd e |
2 v | 2 (e =3 | I
] o R v EEE gies || gl :;."'.[.lﬁ e e B o
Visualizing the Data e o e =l
Our discussions on Visualizing Data in e ) o ) . . . :
Microsoft Excel included Pictures, Shapes, i R — : : ! L 2 . u
SmartArt and Views. !
Well, you done good. E
You get the cookie. :
L]

TERTHEIESEEEE RS

Apples GENENER

sGranmny

Smith
=|onathan

*Red
Delicious

s\\inesap
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rh’ﬂa Home -> Alignment->More
0dH % Moo - el & w
Appendix: Cell Formats Bis . o iy e = B P D ERE A
This Beginning Guide demonstrated how to i T H LT T L e R T Mi._f; e .,, s
format Cells using the options on the Home Gobews et . s
Ribbon. All of these commands, and more, are  * . -

available when you click on More.

"More" is the little arrow in the bottom right
corner of any Group. This example will show

the Alignment Group.

Before You Begin: Open a new, blank

spreadsheet. Enter the following:
Cell A1: Go
Cell B2: Blue

1. Try This: Find the Options
Select Cell A1:B2
Go to Home -> Alignment->More.

Keep going...

- %Wrame{t

H:
[l
If

3= Merge & Center -

Alignment P 1

B3 ESEBECE=E==~

=
=)

i

1 |Go |Blue

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Merge Cells

Beginning Microsoft Excel 2013 Page 207 of 218



T
Th::: Home -> Alignment->More
BE%H- & Bood el «
Format Ce"s’ and More ".“:“ ““::-..-'.‘M:“'lm:| nray h: ;M.:-,-:.- . | F § [ | Bin b T | et - i :‘IHW. #
'I'\'lhe (;ptions Format Cells include: -t PP EE e [ (PR [ -""'-"'-'-:"-'&-'1-5:- e ittt 2
umber g = [ o i i [ -
Alignment Kl K
Font il k| 4 [} L) L] @ L] a L} i} i u
Border ]
Fill :
Protection :'
1
e
2. Try This: Edit the Alignment 8|
Go t:)ythe Alignment Tabg ] Number | Alignment | Font I Border | Fill | Protection
grc:;gk-r:l)l(;rg:rgsl)llé :: Text alignment Orientation
Click OK. ' " Horizontal: ..
= General v indent \
What Do YouISee? When the two Cells are = Vertical: |G Ii" T .
merged you will be prompted that only the data - = e || rat &
in Cell A1, the upper left Cell, will be kept. The | Eottom El b .
rest will be discarded. E e t .
Click OK. Justify distributed e
Text control L
e 0wt
' [] shrink to fit
4 A B ¢l iMerge cells
1 |Go .I Memo to Self: On the Home Ribbon, the Orientation is set at specific Degrees: 45, 90, -45, and -90
2 Degrees. In the Advanced Alignment Options. the Orientation can be adjusted with the little control (the

red diamond) or by entering a number for the Degrees.
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?,p,,.ae Home -> Styles->Cell Styles
8H% ' Rood - sl ¥ W - A ®
USing Cell Styles = \'_'::M :-m = T - | - '.-tu.:-r- e ! h B l-;" B B '_|- E"""" =z s"!' l;ﬂ-. o R
Earlier in this Guide we used the Home i TR O T T o or | OB - % + |18 1| ot et R v Do P . ln e
Ribbon to apply a Style to a Cell. Each e Fom . daparmi s s ot Rkt it 1
Style applies formatting to the Font Color Al i L el -
and Size, Borders and Fill. You can create * * ° °* * t ofon b S i P
your own Cell Style if you wish. First, i Mw iearming Toat
review the Cell Styles. Huading L Weslngd  recings  meetgs T2 —

Tharsmaral £ el syl
N dcrent] | M- ADEER M- Amest] N Aorentd XA Ames - Amenid
AN el W RORND 0% Aigestl 0N Moueell  BORCAMORSE  AON - Aiiestd

1. Try It: Apply a Cell Style

E=m e n

Go to Home -> Styles->Cell Styles. e—
Go to Themed Cell Styles. + o =T T
Select: 20% Accent 1 5 -
o Good, Bad and Neutral
Keep going, please... " Normal Bad Good Neutral
Al .| » ; Data and Model
: |Ca|culaticn | Check Cell Explanatory ... |Input
| A | B | c )
1 Go |Dutput | Warning Text
2 Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4

Themed Cell Styles
20% - Accentl | 20% - Accent2  20% - Accent3  20% - Accentd

A0% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd
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Modify the Cell Style
2. Try This: Format the Cell
Select Cell A1.

Go to Home->Font.

Font: Arial

Size: 16

Bold

Borders: All

Fill: Blue Accent 1, Darker 25%

So far so good. Keep going, please...

Home -> Font
3 H % Bood’ - el 4 ®
- pems BGEET PASILERSGS  dgRAALAL  Bal BN wTe Tinatarts tiaks l
s "'_""' e T ks B % | Ewie — Fim T '!' Ell-ns-n- R |
Sl TINENEE w2 o IR+ - % v W o [ Ren o B T:. P e 2
Fro— i Famt B saimn - T Lo [ree -
"" ! E | o I;_'I'.I-;II 1] .
i llllli_u__ll'___
: :l“ i SEEmEEn
5 FILE HOME | IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
:: “ - - jpe—
a D db Cut |Aria| v| A A | =—== | ®r - = Wrap Tex
2 : ER Copy -
= aste - o B = = = | i= 3= |II= |
= < ¥ Format Painter ru 2 - A = = = | == Merge &
= Clipboard F M Automatic bt
' - Theme Colors
v x
e I i N EEEENEE
A | B | c | |
o I I HIT I
2
3_ Standard Ca Blue Accent 1, Darker 25%
4 N VEEEER
5 #‘1 Meore Colors...
6
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Threg Home -> Styles->Cell Styles->Create New Style
gH % i Boad™ - Lt .
Add A New Style to the List [T = o mee o w0 e R
3. Try It: Create a New Style o omatans 7 11224 e | M - - [ 8 (s e 2 | e o B, et
Select Cell A1. ke & s . R | i s i o — . 3
Go to Home -> Styles->Cell Styles. u k| oo

Click on Create New Style.

o
&
z
A
-
E
2
L.
=
[}
=
-
<

[E] Mew Cell Style...
Merge Styles...

B oo e kL

Style name: |My5t1r|e

:
Enter the Style Name: MyStyle »
Include all of the options. w Style Includes [By Example)
Click OK. -
! = [/] Mumber General
Keep going... =

Alignment General, Bottom Aligned

Memo to Self: If you click Format in this little
Style sheet, you will go to the Format Cells
tabs we just looked at on page 208.

Font Arial 16, Bold Accent 1, Darker 25%

Border Mo Borders

Fill Shaded

Protection Locked
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Thraa Home -> Styles->Cell Styles->Custom
m — | =
Use Your Custom Cell Style [Genera 1 e B @ = Ex i AutoSum
4. Try It: Apply a Custom Style & EH =il =
Select Cell A1. $ -9 o | «0 00 | Conditional Formatas Cell Insert Delete Fon

Go to Home -> Styles->Cell Styles.

Formatting~ Table - Styles= - - Clear -
Click on MyStyle.

Numbe Custom
What Do You See? There will be a new row in the [ MySter

Style Gallery for the Custom Styles. L
Good, Bad and Neutral

Memo to Self: Cell Styles are saved in this workbook. J K
You can import the Styles from a different workbook if Normal Bad
you wish. The steps are: Data and Model

ata a e

) Merge styles from:
1. Open a file that has the Styles you want. |Ca|cu|aticm | Chec JFrErperras . ik
2. Go to Home->Styles->Cell Styles->Merge Styles. Deq q : f
3. Select the file and click OK. |Dutput l Wi
Titles and Headings

Heading 1 Hea

OK, OK, that's enough for now.
You done real good. Themed Cell Styles

20% - Accentl | 20%

Choose an open workbook to copy its cell styles into

this workbook,

o [ o]

Exam 77-428 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts
2.3 Apply Custom Styles and Templates: Create and Modify Custom Cell Styles

Beginning Microsoft Excel 2013 Page 212 of 218



Practice

Lesson 7: SmartArt and Graphics
Before You Begin: Open a new, blank spreadsheet.
Try This: Do the following steps

1.
. Resize the shape to be 2” tall by 3” wide

. Add the following text to the shape: Rainy Day Savings
. Format the Shape Style to Subtle Effect—Blue Accent 1
. Format the Shape Outline to 3pt Weight.

. Format the text Rainy Day Savings as WordArt.

o O WN

~

Insert a shape: select the Cloud shape

Select WordArt Gradient Fill Gray Outline, Gray

. Format the WordArt to be size 28 font
. Format the WordArt with the Transform Effect.

Select Button.

. Format the WordArt with the Shadow Effect.

Select Perspective Diagonal Upper Right

10. Insert a Smart Art Diagram. Select Basic Pyramid

11. Enter the following. Each item is a new bullet point.
Track your Spending
Stop paying late fees
Care for items so they last
Avoid interest payments

12. Format the Smart Art Layout: Pyramid List
13. Format the Smart Art Colors: Choose a colorful format
14. In the Text Pane, add a new item above Care for Items.

Add the text Cook at Home.
15. Add the text Eat Leftovers under Cook at Home.

Demote Eat Leftovers one level.

16. Use the command Add Shape after Avoid Interest Payments.
Add the text Plan and Research major purchases.

17. Demote Plan and Research major purchase one level.

18. Use the Move Down command to move Track your Spending to the
bottom of the pyramid.

19. Add a header to your spreadsheet.
Type the text Rainy Day Savings and the date.
20. Set the zoom to 200%
21. Save your work as Beginning Excel Practice Activity 4.
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Test Yourself

1. The insert Shape command is on
which Ribbon?

a. Add

b. Insert

c. View

d. Tools

Tip: Beginning Excel, page 170

2. Selecting a Shape brings up which
Ribbon?

a. Shape Tools

b. Drawing Tools

c. Formatting Tools

Tip: Beginning Excel, page 171

3. Which of the following have Styles?
(Select all correct answers.)

a. Pictures

b. Shapes

c. Cells

d. WordArt

e. SmartArt

Tip: Beginning Excel, page 174, 182

4. Which of the following is a type of
SmartArt? (Select all correct answers.)
a. List

b. Process

c. Cycle

d. Hierarchy

f. Matrix

Tip: Beginning Excel, page 180

5. Which of the following is a SmartArt
Tools Ribbon? (Select all correct
answers.)

a. Design

b. Format

c. Layout

Tip: Beginning Excel, page 182

6. The commands to change the colors
of SmartArt are on which Ribbon?

a. SmartArt Tools-> Design

b. SmartArt Tools-> Format

Tip: Beginning Excel, page 183

7. How do you add additional shapes to
SmartArt diagram? (Select all correct
answers.)

a. Type a new line in the text pane

b. Use the command Smart Art Tools->
Design->Create Graphic->Add Shape
Tip: Beginning Excel, page 186

8. Which of the following is a Workbook
view? (Select all correct answers.)

a. Normal

b. Page Layout

c. Page Break Preview

d. Outline

Tip: Beginning Excel, page 193
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Beginning Excel Skill Test

Before You Begin: Start Microsoft Excel 2013.

Please do the following steps:

1. Open the sample Excel workbook: Sample Test.xls

2. Go to the Price Sheet and Format cell A1 as Bold and ltalic

3. Go to the Price Sheet and move all of the cells (A1 through D8) down
one row .

4. Go to the Price Sheet spreadsheet, select cell B10 and use Autosum to
add cells B6 through B9

5. On the Price Sheet spreadsheet, select cell B9 and add a bottom
border.

6. On the Price Sheet spreadsheet, select cell F5 and add the label
"Quantity." Format all of Row 5 as Bold and Blue.

7. On the Price Sheet spreadsheet, select cell F6 and entry 5 for the
quantity. Use the Autofill handle to add that quantity for the other items.

8. On the Price Sheet spreadsheet, select cell G5 and add the label Total.
Select cell G6 and multiply the Retail price times the Quantity.

9. On the Price Sheet spreadsheet, select cell G6 and use the Autofill to
add that formula to G7 through G9

10. Rename the Price Sheet spreadsheet to be "Current Prices."

11. On the Salaries sheet hide Columns B and C.
12. Go to the Salaries spreadsheet and resize Column D.

13. On the Salaries spreadsheet, select D5 and use AutoSum to add the
salaries. Add a bottom border to cell D4.

14. On the Salaries spread sheet add a page header with the name of the
workbook, the name of the spreadsheet and the current date.

15. On the Salaries spreadsheet add a page footer that includes: Prepared
By Your Name
Page Numbers

16. Save the file as Your Name Beginning Excel Skill Test and submit to
your instructor.
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O Beginning Microsoft Excel 2013: Glossary

Microsoft Office Specialist (MOS): Exam 77-420 Excel 2013

Alignment (cell)—how the text appears in relation
to the edges of the cell pg.34

Angle—rotation or orientation of text within a cell
pg.35

Audit (an equation)—review the inputted
formulas and references for errors pg.85

Auto Sum—automatically creates an addition
equation using the contents of the column above

pg.89

Cell Styles—preset formatting applied to cells,
includes fill color, font color, borders, etc. pg.67

Cell—where a row and column in a spreadsheet
intersect, named by the row number and column
letter, such as A1 or F52 pg.29

Chart layout—formats size, color and position of
chart elements such as Title, Axis, Title, Legend,
Data Labels and Data Table pg.112

Chart—visual representation of data pg. 105

Circular reference—an equation or function that
refers to itself pg.91

Clipboard—a helper application that stores text
or pictures to be pasted. Activated with use of the
cut or copy commands. pg.38

Compress (pictures)—reduces the size of a
picture’s storage size, but not it’s visible size
pg.159

Crop—trims the edges of the picture pg. 151

Currency (formatting)—numbers are formatted
as dollars and cents, regardless of typed input

pg.54

File formats—refers to the type of coding used in
a file, defining what program(s) will open the file
and how the program treats the contents pg.72

Font— the type face, or how the text appears
pg.31
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Footer— material separate from the document
contents that appears at the bottom of the page
pg.193

Format Painter— — used to copy and paste the
formatting from selected text to the target text pg.63

Function Library—pre-installed collection of formulas
and equations available in Excel pg.89

Handles— small icons on the corner and sides of
objects, such as pictures, shapes or text boxes, in an
Office document or file to show where the edges of
the object are. Can be used to resize an object.
pg.146

Header—material separate from the document
contents that appears at the top of the page pg.793

Hide/ unhide (columns or rows) removes columns
or rows from sight, but does not change any values or
equations dependent upon those cells pg.60



O Beginning Microsoft Excel 2013: Glossary

Microsoft Office Specialist (MOS): Exam 77-420 Excel 2013

Labels—category or column headers pg.82

Ledger—a book or computer file for recording or
totaling money transactionspg.83

Object— any item other than text used in a file,
such as a shape, picture, Clip Art, etc pg. 145 -This
one is extremely unclear; so | made it to be the
first instance of adding a picture to the
spreadsheet. The word "Object" isn't actually used
in the context given here in any of the excel books.

Page Layout View—shows how the spreadsheet
will appear as a printed pagepg. 193

Percentage (formatting)—numbers are formatted
as percentages, regardless of typed inputpg.55

Range—group of cells that have been selected.
Usually referred to as a Named Range pg.39

Relative reference—a Relative Reference refers
to the target cell by Row and by Column. A
Relative Reference that is used in an equation will
adjust when the formula is Filled Down. This type
of reference is affected by moving cells pg.84

Screenshot—captures a picture of any window
that is open pg.145

Shape—a text box with custom formatting.
Shapes are modified with the Drawing Tools
pg.170

SmartArt—editable graphics, charts and diagrams
pg.179

Spreadsheet—a table of values arranged in rows
and columns pg.27

Styles— collection of preset formatting to be
applied to text or objects pg.67
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Unmerge—divides merged cells into separate cells
pg.44

Workbook—a collection of spreadsheets in Excel
pg.193

Wrap text—cell formatting that lets text appear on
multiple lines in the cell pg.37

WYSIWYG—acronym for ‘what you see is what you
get’, which applies to programs that show how the
document or file will be displayed as a finished
productpg. 192




O Beginning Microsoft Excel 2013: Index

Microsoft Office Specialist (MOS): Exam 77-420 for Excel 2013

Cells: Apply Cell Style, Pg 67

Cells: Apply Highlighting, Pg 33

Cells: Apply Number formatting, Pg 54

Cells: Insert and Delete Cells, Pg 62

Cells: Merge Cells, Pg 36

Cells: Modify Alignment and Indentation, Pg 34
Cells: Modify Font and Font Styles, Pg 31
Cells: Use the format Painter, Pg 63

Cells: Wrap Text within Cells, Pg 37

Change Row Height and Column Width, Pg 30

Charts: Add Additional Data Series, Pg 133
Charts: Add Legend, Pg 132

Charts: Create a Chart, Pg 107

Charts: format Layout and Styles, Pg 110

Copy and Paste Data, Pg 38

Create New Blank Workbooks, Pg 27

Expand Data Across Columns, Pg 36

Function: AVERAGE, Pg 90
Function: COUNT, Pg 92
Function: MIN and MAX, Pg 93
Function: SUMIF, Pg 57

Hide Rows and Columns, Pg 60

lllustrations: Apply Styles and Effects, Pg 148
lllustrations: Change Object Color, Pg 171
lllustrations: format Borders, Pg 149
lllustrations: Insert Pictures, Pg 145

lllustrations: Modify Object Properties, Pg 150
lllustrations: Position Objects (SmartArt), Pg 187

Save: Maintain Backward Compatibility, Pg 73

SmartArt: Insert SmartArt, Pg 179
Text: Insert Text Box, Pg 170

Workbook Views: Change Views, Pg 192
Workbook Views: Freeze Panes, Pg 198
Workbook Views: Split the Window, Pg 197
Workbook Views: Zoom, Pg 196
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