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0 Microsoft Office Specialist Certification

Microsoft*

10.Office

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 it's 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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(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
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Master PowerPoint® 2013: Exam 77-422
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Outlook® 2013: Exam 77-423 or
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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 Microsoft Excel 2013 Study Guide: Intermediate Excel

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

1. Create Worksheets and Workbooks
1.1 Create Worksheets and Workbooks
Add Worksheets to a Workbook, Pg 28
Copy and Move Worksheets, Pg 25

1.2 Navigate in Worksheets and Workbooks
Insert Hyperlinks, Pg 193

Change Worksheet Order, Pg 186
Navigate with the Name Box, Pg 90

1.3 Format Worksheets and Workbooks
Worksheet Tab Color, Pg 187

Modify Page Setup, Pg 149

Insert and Delete Rows and Columns, Pg 33
Insert Watermarks, Pg 155

Insert Headers and Footers, Pg 159

1.4 Customize Options and Views for
Worksheets and Workbooks

Hide Worksheets, Pg 188
Formula Auditing: Display Formulas, Pg 44

1. Create Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to
Print Or Save

Print: Set Print Area, Pg 157

Save in Alternative Formats, Pg 214

Print: Individual Worksheets, Pg 167

Print: Set Print Scaling, Pg 166

Print: Repeat Headers and Footers, Pg 156
Print: Setup Workbooks to Print, Pg 148
Save to a Remote Place (SkyDrive), Pg 207

2. Create Cells and Ranges,
2.1 Insert Data in Cells and Ranges
AutoFill Data, Pg 18

2.3 Order and Group Cells and Ranges
Sparklines: Insert a Sparkline, Pg 178
Named Ranges: Name a Range, Pg 89
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4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas
and Functions

Formulas: Relative and Absolute), Pg 37
Formulas: Order of Operations, Pg 223
Formulas: Use Named Ranges in Formulas, Pg 34

4.3 Apply Conditional Logic In Functions
Conditional Logic Function: SUMIF, Pg 98
Conditional Logic Function: AVERAGEIF, Pg 104
Conditional Logic Function: COUNTIF, Pg 101

4. Apply Formulas and Functions

4.4 Format and Modify Text with Functions
TEXT Function: RIGHT. LEFT, MID, Pg 230
TEXT Function: TRIM, Pg 236

TEXT Function: UPPER and LOWER, Pg 65
TEXT Function: CONCATENATE, Pg 62

5. Create Charts and Objects
5.2 Format a Chart
Charts: Modify Chart, Pg 124




O Microsoft Excel 2013 Study Guide: Intermediate Excel

Microsoft Office Specialist (MOS): Exams 77-427 and 77-428 Expert for Excel 2013

From the Excel 2013 Expert Exams

1. Manage and Share Workbooks,

1.2 Prepare a Workbook For Review
Formulas: Control Recalculation, Pg 226
Review: Limit Editors (Invitation only), Pg 209

1.3 Manage Workbook Changes
Formula Auditing: Find Errors, Pg 39
Review: Trace Formulas, Pg 41

2. Apply Custom Formats and Layouts

2.1 Apply Custom Data Formats

Custom Data Formats: Number, Time, Date,
Pg 17

Advanced Fill Series, Pg 19

2.4 Prepare a Workbook for
Internationalization and Accessibility
Modify Tab Order, Pg 186

From the Excel 2013 Expert Exams

3. Create Advanced Formulas

3.1 Apply Functions in Formulas
Formulas: the AND/OR Functions, Pg 100

Formulas: the IF Function, Pg 131

Formulas: the SUMIFS, AVERAGEIFS and

COUNTIFES Functions, Pg 98

Formulas: Use Nested Functions, Pg 238

3.2 Look Up Data with Functions
Formulas: the LOOKUP Function, Pg 115

Formulas: the VLOOKUP Function, Pg 118

Formulas: the HLOOKUP Function, Pg 125

Formulas: the TRANSPOSE Function, Pg 140

Study Guide Page 1 -Page 2

From the Excel 2013 Expert Exams

3. Create Advanced Formulas

3.3 Apply Advanced Date and Time Functions
Formulas: the NOW and TODAY Functions, Pg 71
Formulas: Use a Function to Serialize Data, Pg 69

3.4 Create Scenarios

Formulas: Enable lterative Calculations, Pg 228
Formulas: Financial Functions, Pg 77
Scenarios: Use the Watch Window, Pg 227
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O How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method -

Observation is a perceptual strategy that asks: why am | doing this FILE HOME L2 g Sl
and which tools would be most effective? Each lesson begins with

a discussion of the purpose and the objectives. fx Z I IE I

Orientation helps students start at the right place. The screen Insert | AutoSum Recently Financial Logical

shots in the Complete Compute Guides show the entire window as | Function o Used - e e
well as a close up of the particular button or command. Funchics
Notation There are "breadcrumbs" above each screen image. Like F2 | £
Hansel and Gretel, the breadcrumbs show the pathway to a button - -
or option. Our notation uses the following convention:
Ribbon->Group->Button->Options A E C

1 Date Product Net Qua
Menu Maps .
The Comma Method recognizes that there is a difference in how 2 | July1, 2013 Pigs $ 3.25
men and women navigate the menus. Men typically have the ability 3 | July2, 2013 Pigs 5 3.25
to see the map first. This method of acquiring knowledge is called .
Breadith-first. [1] Women tend to work with the details first. They 4 | July 3, 2013 Pigs $ 3.25
learn several commands, such as copy, cut, and paste, then they 3 July 4, 2013 Pigs 5 3,25

put those concepts under the label, “edit.” This method of learning
is called Depth-first.

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the

Formulas-> Function Library->Text
menu map is can be seen here.

DI * I = 7

Insert | AutoSum Recently Financial Logical
Function @ Used ~ 2 2

[1] Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An f X
Empirical Study of Learning and Teaching Styles. British Journal of
Educational Technology v.32 no1 (Jan. 2001)

FORMULAS DATA

E R a

REVIEW

Text Date & Lookup & Math &  Maore

Tirne = Reference~ Trig= Function
BAHTTEXT -

CHAR

CLEAM

CODE

COMCATEMATE

DOLLAR

EXACT

FIMD

Bvenue

B 8 d

Text Date & Lookup & Math &  Maore

Tirme ~ Reference~ Trig= Function:

Function Library
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Excel 2013: Business Spreadsheets

Legs, Eggs and Pigs in a Basket

Intermediate Excel Objectives

In this lesson, you will learn how to: D2 i X v A =C2*D2
1. Format data and content.
2. Fill a series with AutoFill. R , B8 | ¢ | b | E
3. Calculate revenue with a formula. 1 |Date Product = Net _Quantity Revenue
4. Summarize the data. 2| Julyi,2013Eggs | $ 150§ 100j=co+D2 |
5. Identify Relative References. 3 | July2, 2013 Eggs S 150 105
6. Identify errors and troubleshoot 4 | July3, 2013 Eggs S 150 110
equations. 5 | July4,2013 Eggs S 150 115
7. Use the Auditing Toolbar. 6 | Julys, 2013 Eggs $ 150 120
7 | Julys, 2013 Eggs $  1.50 125
€28
c2 | i | x & || =Legs!E2+Eggs!E2+PigsIE2
| A | B | C l D [ - | F
1 Date Product Revenue

2 July 1, 2013 All Productsl 51,262.50 I
3 July 2, 2013 All Products  $1,291.00

© 2013 Comma Productions, LLC
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1. Readings
Read Lesson 1 in the Intermediate Excel
guide, page 11-48.

Project

A spreadsheet that calculates the daily sales for
three products and adds up the total on a
summary spreadsheet.

Downloads
Legs Eggs Pigs 2013.xIsx

2. Practice
Complete the Practice Activity on page 49.

3. Assessment
Review the Test questions on page 50.

Lesson 1: Legs, Eggs and Pigs in a Basket

Home
] — 2 A
. - = utoSurr
|Currenq,r | = i :} A %( [ | | kil
$ - 9% |{T:ig 0o | Conditional Formatas  Cell Insert Delete Format
S & Clear~

Formatting~ Table~ Styles~ = = =

Number Styles

Cells
Formulas i] i] 1]
:5 Trace Precedents %] Show Formulas m
oo
Watch
Window

858

j
Af2]
N :=] Define Name ~
“iETrace Dependents I Error Checking -

I& Remowve Arrows = @ Evaluate Formula

?'L Use in Formula
Mame
Manager |'E|I Create from Selection

Defined Mames Formula Auditing

T
Menu Maps 8 7] |

This lesson show options on the Home and Formulas
1. Home->Number->Date, page 15

. Home->Number->Format Cells, page 17

. Home->Editing->AutoSum, page 24

. Home->Cells->Format, page 27

. Home->Cells->Delete, page 29

. Formulas -> Formula Auditing->Trace Dependents, page 41
. Formulas -> Formula Auditing->Trace Precedents, page 42
. Formulas -> Formula Auditing->Show Formulas, page 44

. Formulas -> Formula Auditing->Error Checking, page 46

O©COoONOO AP WN
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Calculating Sales

Our little online farmer’s market is growing. Supply can hardly keep up with demand at Charlotte’s Web Site. We're counting the
chickens before they are hatched. Is there a way to forecast what we might sell, say Wednesday two weeks from now? Yes,
there is. We can set up a spreadsheet that will calculate our sales on any given day.

Start Microsoft Excel. When the Welcome screen appears, open 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.

FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

db Cut Calibri A A== 2 | 5o Wap Ted
= ER Copy -
aste o || M o = -l === | & a=
~ Format Painter B I U - & = - - — 7= = Merge&
Clipboard Ta Font a Alignment
Al | i S
A B C D E F G H

L9, I S T B LN B
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Opg Home -> Font -> Bold
Enter the Labels [ % "l“‘ ';““ i — Bt - Rst ol I..__,;..a.,-qlx
Hello, Excel. There are only three - X e P T T | ) B ) [ ae g
parts to a spreadsheet: labels, data, il IR E R Y | Bl ot < | 5 % o | _-_—__*--;-;: et o ot T o
and formulas. Start with the labels. ==— o ke ' i e o T o bimg . 1
A & L] £ -] L} L] 4 H L] Ll L b L] L] o L] (-] ] % T L]
1. Try This: Enter the Labels R
Click on Cell A1 and type: Date :
In Cell B1 type: Product :
In Cell C1 type: Net :
In Cell D1 type: Quantity 5
In Cell E1 type: Revenue 1
If these are labels--and they are-- :.
select Row 1 and make them Bold. u Al i x v A Date
Keep going... ;] 4 A B C D E F
- 1 |Date Product MNet Quantity Revenue

2—

3—

4_

5_

E—

7

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 Date

2. Try This: Enter the Date

Select Cell A2 and type: July 1, 2013.
Click ENTER on the keyboard.

What Do You See? The date in Cell A2 is
displayed as 1-Jul-13. This is a default date
format: d/mml/yy.

Keep going...

Home -> Number

BE s+ Booa™ - sl L & %
Bl - o oo smad tau mew e sz ot +
T O N ®PEFDI- A
o .I'H.-ul.-n.- "Iy- -| - - A Bl et -} - W o 5 *?IP"-P'"!_-'::F G | bt D b | ::5;-

v “ Famt e e e [y [ -
Ay = & | HaEu =
A& [ 5 [} L P L] H ) ] L [} L' L] a L a L] 1] ¥
1.0 et Fnaamlfy e
T
]

:
4y
]
1
'
L)
A R, 7/1/2013
A B ¢ D | E | F
Date Product Met Quantity Revenue
1-Jul-13|
[

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats
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ra*e

Ong Home -> Number ->Number Format
LR Bomd ) - Raxed ¥ = A %
Format Date and Time M= 0 = = = = = L i R
Many companies work with people from -l P T T O T | Bl bt <[ § - % 0 [ 8 o e VE e Do Pt | 3
around the world. When you select a S = . - e s | I 3 ll
format that displays the names of the A - A BT —
months, it makes it clear whether 2/1/14 S 1 ¢t .ttt s b ABC General [~
is Januar_y 2nd or February 1st. I?Iease :[@] 123 1o specific format
format this column for date and time. 4
: l 2 Number
; Date
[ate - =
a @Fg Currency
$-9% » | %0 5% . == Date
-
MNumber ) 5 " Accounting
- !_lgg—gﬁﬁ Date
n
3. Try This: Change The Date Format .
Select Column A, first. ~ | A2 B fe | 7/1/2013 tEEH  Short Date
Go to Home->Number. I Date
Go to Number Format. A ] C D E
The default number format is General. ! ! — E Long Date
Select: Long Date. Date Product Net Quantity Revenue [ Date

Monday, July 1, 2013

Keep going...

Memo to Self: Column A may resize
automatically to fit the date. If you see
##H### that means the Column is too
narrow. Please make the Column wider.

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats (Date)
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Format Cells
4. Try This, Too: Find Custom Date Formats

There are additional formats in the Number Group.

These options can be found by clicking on the
Option arrow in the lower right corner.

| Date - |

.0 .00
$ - O 9 | T
Mumber P

What Do You See? There are several pages of
formatting options.

Go to the Number page and select Date

Select a Type: March 14, 2012.

This is a Medium Date Format.

Click OK.

Keep going...

Memo to Self: You can create a Custom format if

you wish. We will use this option in a different
lesson a few pages down the road.

Home -> Number ->Number Format

Lategory:

General
Mumber
Currency

ﬁu:muntini

Time
Percentage
Fraction
Scientific
Text
Special
Custom

! Mlignment | Font | Border | Fill | Protection

Sample
Date

Type:

*3/14/2012

“Wednesday March
314

31412

031412

14-Mar

14-Mar-12

Locale (location:
English [United Stat

Date formats display date and time serial numk
an asterisk [*) respond to changes in regional date and time seftings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.

Exam 77-428 Microsoft Excel 2013 EXPERT

2. Apply Custom Formats and Layouts

Category:

General
MNumber
Currency

Accountin i

Time
Percentage
Fraction
Scientific
Text
Special
Custom

2.1 Apply Custom Data Formats: Advanced Fill Series Options

Intermediate Microsoft Excel 2013 Page 17 of 245

Sample

Type:

March-12
March 14, 2012
31412 1:30 PM
31412 13:30
it

M-12
31452012
Locale (location):

English [United States)




r""&

What Do You See? The dates will increment (add

| July1, 2ﬂ13_| -‘__

One Home -> Number ->Format Cells
LR - ot - s g o
Fill a Series with AutoFill il =y Ty ——— e e e ——
Now, one way to put in the dates for the next month v 2 e u-|Ee 24 [ P cooems (7t o |t Dot T b b
would be to type them all. Do you want to know a faster cvases o : saqraret LS oo ) 5
way? AutoFill is a quick method for filling in data. It is *-‘ i £ | Shah
not quite the same as copy and paste. T ——— S S P S —— — — — —
Hie
4 | wiya 3ma
5. Try This: Use The AutoFill AT
Please select Cell A2, first. 1| -naau
Look at the bottom right corner of Cell A2. e
The AutoFill Handle is a small square. When you run | Ay
your mouse over the Handle, your mouse will become a 3|50 A2 - fe 7/1/2013
thin black cross. b e n
i
Hold the AutoFill handle and drag down to Row 24. :-': EEE = : L = L B L E L F
u Date Product Net Quantity Revenue
M
9

another day to each Row) as you Fill Down Cell A2.

Keep going...

AutoFill Handle

July 21, 2013
July 22, 2013

July 23, 2013
=i

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

Intermediate Microsoft Excel 2013
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=
4
3

T
onre AutoFill Options

S ] [ Bout’ - nn Ol a n
AutoFill Options e e gy e e e e
What Else Do You See? Look by the AutoFill o e e [V T e [E & L T e s G | o T pei
handle in Cell A24. There is a little option box that : = : s . e o o 6
you can click. The AutoFill Options are: A
Copy Ce"s i L} ' L] L & ) L3 L w L] 2 L o L L] T
Fill Series .
Fill Formatting Only :
Fill Without Formatting "
Fill Days u
Fill Weekdays » July 16, 2013
Fill Months n July 17, 2013
Fill Years L 2 Copy Cells
Flash Fill " - July 18, 2013 Py €

ol e == 16| July19,2013| O Fill eries

| by L N Fa——
The Day, Month and Year formatting displays L — 17| July 22, 2013| ©  Fill Eormatting Only
only that portion of the date that you entered in the 2 [ 8 12| Julv 23 2013 ) i ]
Cells. You can choose to Fill the Cells with or = uly £3, O Fill Without Formatting
without the Cell Formatting, too. . 19| July 24, 2013 O Fill Days

| 201 July 25, 2013 :
Fill Weekdays looks up the dates in your Series 21| Julv 26. 2013 | Fill Weekdays
and enters only the days from Monday to Friday. Y <0, O Fill Months
No weekends-sweet. 22| July 23, 2013 -
0 Fill Years
6. Try This, Now: Fill the Weekdays I i R ,
Click on the AutoFill Options. 24| July31,2013] © ElashFill
ﬁelect: FjllWeekdays. 25 =
eep going... E
26 | =
2?_

Exam 77-428 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts

2.1 Apply Custom Data Format: Use Advanced Fill Series Options
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onre AutoFill Options

Copy the Data with AutoFill R ——— e i

Charlotte’s Website sells eggs, chicken wings, and b e e | B T |- 2 042 | E b < | § - % 0 |1 | G fomsi ot | e Gk fomat | D et Pt

little sausages wrapped in pastry. Eggs, Legs, and Cotaes L] : erarmt L - tort toums

Pigs in a Basket. AutoFill works here, as well. L . £ | e ?
i L H (-] L (] L L

7. Try This, Too: Copy a Series

Select Cell B2 and type: Eggs.

Now, click once on Cell B2 to select it.
Double click the AutoFill handle on Cell B2.

What Do You See? AutoFill copies the word Eggs
and fills all the way down to Row 24.

Look Again: AutoFill copied the data down as far
as the column to the left. So don’t worry, it won’t go
on beyond Cell B24.

TEIRRRaRaaaaaaaaanee:|

il fe || Eggs

B C D E F

Date Product MNet Quantity Revenue
July 1, 2013|Eggs l

1

2

3 | July2,2013

4 | July3,2013 ‘\
5

6

7

Keep going...

| July4,2013 AutoFill Handle
July 5, 2013

July 8, 2013

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Autofill
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Ong Home -> Number ->Number Format
IS oo™ - sl bW & %
Edit and Format the Money R e x| mele. e | ] B 3B (S Tty s =
Say the net profit on a dozen eggs is $1.50 b o (n v u-|E-EA- [ P— e e = =
after shipping and handling. Pretend these are Ouaaies = sapae m— v o oy =
gourmet eggs, sold on the Internet. You don’t “ £l 8
need to type the dollar sign. We're going to T ‘____ﬂj,,,r — ! 2 £ : Beoo®= 2 = ' :
format the Column for currency. e
i ..l.lx;uu_-\ % 1
8| miidivipn [ § 18
8. Try This: Enter the Data Bl e [N
Select Cell C2 and type: 1.50. B e
M| ahylLmiiipe |5 LS
M| syiimirige (B RS
Try This, Too: Format the Cells i R
Select Column C. H e
Go to Home->Number. s s e .': AN
Select Accounting (dollar sign) from the 8]~y e I: im
Number Formats. Accounting formats the Cells | =i |2 1o
so the dollars and cents line up. il
3| ss
And Try This: AutoFill the Data o | C2 h J 1.5
Select Cell C3 and AutoFill the $1.50 by !
double clicking on the little square handle. I B C > E
What Do You See? The money should be 1 Date Product | Net Quantity Revenue
copied all the way down to Cell C24. 2 | Julyl,2013 Eggs S 150
, 3| July2, 2013 Eggs $ 150
Keep going, please...
4 | July3, 2013 Eggs 5 150
5| July4, 2013 Eggs $ 150
6 | Julys, 2013 Eggs 5 150
7| Julys, 2013 Eggs $ 150

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats
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Ong AutoFill Options
NS ' oo™ -Usanl PO 8 %
AutoFill a Series T O N L T T
This little web site sells about 100 egg i T T O T P [~ TP P x:m;;; el Lol T 9
baskets a day. Suppose we sold another 5 Donaws - s — taser 2 Lo =
baskets every day. What would the sales . A ]
revenue be? : ml' w:..l.. :..‘”—L_,,....,___w....'_ S T S S S S S R R N
B rely LU B § LW :l-
9. Try This: Enter the Data Bl imne 5 1 [EEEE
In Cell D2 type 100. Bl e 3 ool
In Cell D3 type 105. B i 5 |l
M| sy 11, 3086 g L] e
And Do This: AutoFill a Series E v 28 g |
Select Cell D2 AND D3: both the 100 and | i 3 i [
the 105. Now you have selected enough ofa & 20 8 &
Range for Excel to recognize that this is a b |
Series, incrementing by 5s. [ a8 e |
B by e e [ ] m:
Double click the AutoFill handle and the &~
Series will fill down to match Column C on o | D2 A Je 100
the left. !
A . E . C D E .
What Do You See? When you AutoFill this .
Series, Microsoft Excel adds 5 more to the 1 |Date Product Net Quantity Revenue
quantity in each Row. 2 July 1, 2013 Eggs 5 150 100|
3 July 2, 2013 Eggs 5 150 105.
4 | July3,2013 Eggs 5 150 =
5 | July4,2013 Eggs 5 150 s
6 | July5,2013 Eggs 5 150
7 | Julys, 2013 Eggs 5 150

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Autofill
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=C2*D2
D E F

Ong

@ H%

Calculate Revenue B e Mo e

Labels and Data. Now all we need are the e 7

formulas. Think about the math: revenue equals osser e B

net times quantity. d  EI

Try This: Create a Formula e

Select Cell E2 and type in the equal sign. ETTr=mmn

All good equations begin with “=.” B i san s

Select Cell C2—the Net is $1.50. oo

Type the times symbol (the asterisk key). B aiscis

Select Cell D2—the Quantity is 100. i f.‘:'ru',{u: :

The completed equation is =C2*D2 . :;:E:E ;

Hit the Enter key on your keyboard. Excel won't & winmue -

calculate until you leave the Cell. T

What Do You See? There it is. $1.50 times 100 D2 - x N =

equals $150.00. OK, go to Cell E2 and double

click on the AutoFill handle to fill in the A B C

equations. [ [ [ .

. 1 Date Product l Met .ﬂuantlg: _Rwenue

Keep going, please... zJ July 1, 2013 Eggs l S 1.50 !
3 | July2,2013 Eggs 5 150
4 | luly 3, 2013 Eggs 5 150
5 | July4, 2013 Eggs 5 150
6 | July5, 2013 Eggs 5 150
7 | luly 8, 2013 Eggs 5 150

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Calculate Revenue
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T
onre Home ->Editing->AutoSum
fd % ' Booa - Aue - a W
AutoSum the Total Sales W [ = s s we e _ e
What is the sum of all the products sold? e : il et
Here are the steps to calculate the total Gotaws 4 Fomi Sapmaers —— o toans -
sales. [ Sl R v £ | g -
& L] 3 e - 0 L] H ' ] L] L " H ) " & " § ¥
P T
Try it: AutoSum the Revenue TR
Select Cell E25 ol i 5 L dmm
Go to Home ->Editing->AutoSum. e e
S| Ay 1A 3D Lpp 3 1w 1 5 AT
Ay 18 B s ] 1% e
Excel will enter the formula: B et 3 i i fae
=SUM(E2:E24) Suams 2 mim
| Suby 19, J0EN g $ 1w I 5 0008
. 2F  Ady M, R ek 3 1w ¥ 4T
Click ENTER on your keyboard. & 22| July 29, 2013 Eggs $ 1.50 200 $ 300.00
What Do You See? In the example on ;-: 23 | July 30, 2013 Eggs $ 150 205 $307.50
this page the Sum is $5,347.50. = 24 | July 31, 2013 Eggs 5 150 2101 5315.00 1
' —SUM(E2:£24)
5UM(number1, [number?], ...)
July 26, 2013 Eggs 5 150 195 5§ 292,50
July 29, 2013 Eggs 5 150 200 5 300.00
July 30, 2013 Eggs 5 150 205 5 307.50
July 31, 2013 Eggs 5 150 210 5 315.00
| 55,347.50 _l

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: SUM
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Takg 9| July 24, 2013 Emac & 150
One 20| July25,2013E  Insert.
21| July 26,2013 E X Delete
Copy the Spreadsheet 22| July 29,2013 E Rename
OK, that takes care of the eggs. Let's name = -
the spreadsheet and move on. 25| uly 30, 2013 E Move or Copy... 2
24 | July 31, 2013 E = View Cod
1. Rename the Spreadsheet ZEI Ql Jewiode
_Il?oubltlezclick the Sheet1 tab. 26 E. ProtectSl 15 July 19, B8
ype: Eggs 1 —
27 Tab Colo| 17 | July 22,
2. Copy the Spreadsheet o | _ 18| July 23, ‘ |
Right mouse click the “Eggs” label. 2 Hide Y :_M:e szem}d s
Select Move or Copy. 29 | e 19 | July 24, § To boo
Check C 30 =19 50 | July 25, |Booki
3. Check Create a copy. e .
Click OK to close the Move or Copy window. 1 Egas gii:;g 21| July 26,8 Before sheet:
22 | July 29, a4
4. What Do You See? There should be a . 23— Julv 30 Sheet2
new sheet called Eggs (2). 3 | July U, | imove to end)
24 | July 31,
Memo to Self: This method copied 'A EI
everything: labels, data, and formulas. : 26
Saves time, doesn't it? =
{ 27]
28|
28 29
29 p—
30 S
n4 4 > Eggs | Sheet2 | )
1 Eggs (2) | Eggs | Sheet2 | )

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Copy and Move Worksheets
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Change the Variables

Next Step: Change a few variables, please.

Rename the Spreadsheet
Double click on the tab for Eggs (2).
Rename this spreadsheet: Legs.

Update the product data
Go to Cell B2 and change Eggs to Legs.
AutoFill Cell B2 to the bottom of Column B.

Change the Net
The net for chicken legs is 3.25.
Enter that amount and AutoFill.

Change the Quantity

The quantity starts at 50 and adds 5 per day.
In Cell D2 type: 50.

In Cell D3 type: 55.

Select D2 and D3 and AutoFill.

The work on the Pig’s page is similar. Copy the Eggs
sheet. Rename the new Eggs(2) sheet to Pigs.
Change the product to Pigs.

The Net is 4.75 and the quantity starts at 200 but only
adds one more per day.

NI T Er I L

=l T W e W R =

=l o W B W =

Intermediate Microsoft Excel 2013 Page 26 of 245

T T P o ) T i
CHEEERS 0 Dhipuncoms - | § - » |2 2| Contit e 8 | et e e S
‘ ""‘“L‘.,T“."::’“ P : wlw o | . s
A B C D E F
Date Product Net Quantity Revenue
July 1, 2013 Legs 5 3.25 50| 5 162.50
July 2, 2013 Legs 5 3.25 55| 5 178.75
July 3, 2013 Legs 5 3.25 60| 5 195.00
July 4, 2013 Legs 5 3.25 65| 5 211.25
July 5, 2013 Legs $ 3.25 70| $ 227.50
July 8, 2013 Legs §  3.25 75| $ 243.75
Date Product Net Quantity Revenue
July 1, 2013 Pigs 5 4.75 2000 5 950.00
July 2, 2013 Pigs § 475 201| 5 954.75
July 3, 2013 Pigs 5 4.75 202| 5 959.50
July 4, 2013 Pigs § 475 203| 5 964.25
July 5, 2013 Pigs 5 4.75 204| 5 969.00
July 8, 2013 Pigs $ 475 205| 5 973.75



Ta
O,,:° Home ->Cells ->Format ->AutoFit Column Width
ME %S oot - F W - &N
AutoFit the Columns e e e
What Do You See? Column E may display  #= .7 a:u. - = 4. | Elbptoie | § % 21 Gttt G | o T e o
#H#HHE. Why are there pound signs? That's Osees tom . srpae U S wn__ : P
Excel’s way of saying that the column is CI e T ':E'lx :H:j 2 AutoSum - Av
tOO narrow. ) & : ] t”l ] L " (-] Cl 1 (] K L ('] = (-} EEI ) Z
R sl Fill -
i hmeg 3 ani| e Delete Format Sort 8
The Computer Mama sez that means you & Siheiie  + on oo e = o & Clear~ Filter -
have too much money. B e
y E .':u.xu:: E an :'.s . Cells Cell Size
Ay 21, K'.I-N\ LY Fe
Try it: Format the Column Width T 1L Row Height...
Select Column E. B, — | _ _
Go to Home->Cells-> Format. i coRS0Ne. 13 AT MY m— AutoFit Row Height
g . 2
Select AutoFit Column Width. :I D; Column Width..
o
Here's another way: = - AutoFit Column Width
Place your cursor between the E and F - . " _
Column header—right on the line. Your \ - Default Width..,

cursor will change from a white plus sign to
a black double-headed arrow. Double click
and Column E will be resized as wide as it
needs to be.

Visibility
Hide & Unhide r

4.75 219 {HHARRHG

21| July 26, 2013 Pigs $

2| July 29, 2013 Pigs § 475 200 s
23| July 30,2013 Pigs § 475 221 s
24| July 31,2013 Pigs § 475 202 s
25| [ e
26

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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Create a Summary Sheet

1. Make a copy of the “Eggs” spreadsheet
Right Click the Eggs Tab.

Select Move or Copy.

When the little Options window pops up,
Check to Create a copy.

2. Rename the Spreadsheet
Double click the tab.
Type: Summary

3. Edit the Data
Select Cell B2 and type: All Products.
AutofFill Cell B2.

Keep going, please...

3

T T B VSR P it EI Y.

12 | July 15, 2013 Eggs $ 1.50 150 4 27500
13 | July 16, 2013 Eggs $ 150 Insert...
14 | July 17, 2013 Eggs $ 150 B Delete
15 | July 18, 2013 Eggs S 150 Rename
16 | July 19, 2013 Eggs $ 150 Ty
17 | July 22, 2013 Eggs S 150 _
18| July 23, 2013 Eggs § 150 Q1 View Code
19| July 24, 2013 Eggs ¢ 1.50 [l Protect Sheet..
20| July 25, 2013 Eggs $ 150 Tab Color g
21| July 26, 2013 Eggs $ 150 Hide
22 | July29 "n13/cggs $ 150 o
23| July 3 1g5 $ 150
nal sn.a —— A ara Select All Sheets
1 15 | Legs | Eggs | shee | N,
BT EE R o
21| July 26,2013 All Products $  1.50 195 $ 292.50
July 29, 2013 All Products $  1.50 200 $ 300.00
July 30, 2013 All Products (&5 1.50 205 $ 307.50

L .. LT N .Y

i b Summary | Pigs | Legs | Eggs | Sheet2 |
| A | B . c b E |
1 Date Product Net Quantity Revenue
2 July 1, 2013|AII Pmducts_l 5 1.50 100 5 150.00
3 July 2, 2013 All Products & 1.50 105 5 157.50
4 July 3, 2013 All Products 5§ 1.50 110 $ 165.00

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Copy and Move Worksheets
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T
O,::D Home ->Cells -> Delete ->Delete Sheet Columns
@B E % ot st W - A X

Create a Summary Sheet, cont. T = = s o o e o L i e a R
4. Delete Column C and D b ,.:_:_.__ B0 &4 A Elegetitose - | 5-% + |95 ;-:,: 'ﬁ_‘- ‘:}' et ﬁl:b"m ?:':_ E-_'\ L-:"l
Select Column C and D. Dotas am . snpraent W s n o S Gue g
Go to Home->Cells->Delete. a - K | S 4
Click on Delete Sheet Columns. A T e e Y Lt

by 1, Tk AN Peadicty
bty L. TOUB A Poodutts
baby L JELh A Peadadty
bty 4. J0UN AN Peaducty
Py L, B A Pepbatts
sl i, 20N AN Pecdact
Pty %, 20UH AN Penhtts
Ay 10, JOTE AN PedaTL
Sy 11, 041 AN Feaduchs

What Do You See? The equations in the Revenue
column now read: #REF!. The equation doesn’t have
the data for Net and Quantity anymore. It has nothing
to reference, hence the error message.

= N ]| 2 dy

o A et nse e Forma o in
ST Insert  Delete F t - Sort & Find &
) Pty 1, 0N A0 Tecbtts Ll Clear = 1
Go ahead: select those cells and hit the delete key to B 0 T 7 Filter > Select ~
i u, s A = (= n) .

clear the busted equations. e e g7 Delete Cells... liting

By L. 0UN AN Peoderty

4, JOuR AN Pepdenty 1 a — — —

::::."1..“-1‘.{;‘:!1-;&.:1'. _,_K L'elele sNeel hows

By T, TOUN AN Pegeberts

sy 1, 1R AN Pacderin Ld

Delete Sheet Columns

By MO DU AN Peodurts

B e B
IREEHEEEREEEERRREERERLS

MU EIESECE g e m e w e,

—_— —— B Delete Sheet
c2 v * A =#REF ! *#REF!
A A | B | C | D E F

1 |Date Product Revenue
i I

| 2| July1,2013 AllProdts | #REF! |
3 July 2, 2013 All Products H#REF!

Intermediate Microsoft Excel 2013 Page 29 of 245



e
HOME

The Grand Total, cont. IF i X v K| = )
This equation will link the Summary sheet
a8 e oo e | 1

to each of the product sheets: Legs, Eggs,
and Pigs.
Date Product Revenue
Try it: Create reference links July 1, 2013 All Product5|=
3

h

—

1. Start on the Summary Sheet i
Select Cell G2 type: =. July 2, 2013 All Products

All good equations begin with "="

E2 i | X  Jf | =legslE2
2. Go to the Legs sheet
Select Cell E2. A A | E | C | D | E |
Type + (to add the next variable) 1 |Date Product Net Quantity Revenue
¢ 16250 1
3. Go to the Eggs sheet 2 July 1,2013 Legs $ 325 50{_5__1_63.;'5(_“
Select Cell E2. 3 July 2, 2013 Legs 5 3.25 55 5 178.75
Type + (to add the next variable)
Keep going, please... E2 v i X « fo | =legslE2+Eggs!E)
A A B c b E l
1 |Date Product Net Quantity Revenue
2 | July1,2013 Eggs $ 150 1001 $_150.00 |
3 July 2, 2013 Eggs $ 150 105 § 157.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions: Reference Cell Ranges in Formulas
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:1 The Grand Total, cont. E2 i X [ -=legs!E2+Eggs!E2+Pigs!E)
4. Lastly, go to the Pigs sheet 4
Select Cell E2 ‘I A | B | C | D | E | F
Hit Enter on your keyboard... -

1 Date Product Net Quantity Revenue
————————— 1

5. You will be taken back to Cell C2inthe 2 | July 1, 2013 Pigs 5 475 200] $ _ 950.00 1
Summary spreadsheet. 3 | July2, 2013 Pigs $ 475 201 $ 954.75

6. AutoFill this equation and you've got a

formula that adds all of the sales for each : .
| : o = IE2+ IE2+ !
oroduct. Well done, c2 N Legs!E2+Eggs!E2+Pigs!E2 5

What Do You See? The formula says: 4| A | B | c | o L E L F [
=Spreadsheet!Cell 1 |Date Product Revenue

where Legs, Eggs, and Pigs are the names 2 July 1, 2013 All Pmduct_r.l $1,262.50 I

of our spreadsheets. u
3 July 2, 2013 All Products  $1,291.00

We linked several spreadsheets together

to Sum up sales in one place. 23| July 30,2013 All Products $ 1,861.00

Way cool. This is a good place for a 24 | July 31, 2013 All Products S 1,889.50

Cookie Break. Save your work and takea 25 | $36,248.00 I
few minutes off. w

i Summary | Legs | Eggs | Pigs | Sheet2 |

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions: Reference Cell Ranges in Formulas
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Cell References

When you created the sales spreadsheet, you selected a range of cells to AutoFill. If we put 100 for the quantity in the first
cell and 105 in the next, Excel fills down the series and adds 5 more to each cell. If you wanted a different forecast you could
enter new quantities in the first and second cells and use the AutoFill again. This could get old very fast. It is also a rather
inflexible method of changing the data. There is a better method: reference cells.Reference cells set up one place to enter
the data. All of the other equations and spreadsheets that depend on that data look it up in the reference cells.

H % Boud - sanl s M
e ST PadiLEete®  Bomankl B WEW wie Thiae R
< Com T I vy Fam - E & = b fg] | Edemtem - Ao 44
o Pty | T A . wgeliCosas < | 5 - W 0 ,..,...-,:: fomsim ob | et e fomat =it e Frth
LR el AREaEY - Ll ¥ Ly
1
A L} € B ¥ @ - L3 L e n (-] L ] s ! T
Date Prokal Nl ity Revesss:
by 1, 3040 Gggn $ 1w i)
bty 1. 7008 Lpgs LR p)
boly 1, 3000 g $ 14 1%
by 4. TOAN g 5 1w 1
bty 3, 05 gt LT 1
raly I, 3081 Giggn E R i
bty 3. JH Lpp 3 1m 1.
sy 18, 20
sy 11, 304
by 12, 2% - 0 f
bl i | D2 : x 100
B| mobyin e
by 11, 2

fuby 10, 308

A E = D E F

Date Product Net ﬂ:uantiﬂ Revenue
July 1, 2013 Eggs $ 150 100
July 2, 2013 Eggs $ 1.50 105|
| July 3, 2013 Eggs $ 150 =
| July4,2013 Eggs $ 150 s
| Julys, 2013 Eggs $ 150
| July 8, 2013 Eggs $ 1.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions: Reference Cell Ranges in Formulas
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Create the Reference Cells
Before You Begin: Go to the Pigs sheet.
Please select Row 1 and Insert four more
Rows. This will give us room to work.

1. Try This: Enter the Labels
In Cell A1 type: Price

In Cell A2 type: Start

In Cell A3 type: Increment

If these are Labels (yep, they are) then select
Cells A1:A3 and format the Font Bold.
Go to Home->Font->Bold.

OK, Now Try This: Enter the Data
n Cell B1 type: 3.25.
Format Cell B1 for Accounting.

Keep going, please...

Memo to Self: This lesson continues with the
Legs Eggs and Pigs.xlIsx spreadsheet

Home->Cells ->Insert

@EH % Bosd - lsael T o

Foad | BGINT  RASILIRSE  GOMALAL BN EhEW e Iadbarh bk
B "";“' Cot W -] K B % | Bwwte Brie K i = ﬁﬂ . 'p- 5:""" -l

i ) : -
- [ I = - S B0 | Elopetitoe + | § - % v [ 8 | ool s Cob [ e Pt | ey

) el arpa. . s 3 n g [

LH - & —
i A L] (4 L] i ¥ L] H i ') L] b L) ]
1l
]
1
i
3 et (uantity Reverss ‘m| —¥|
‘  oam M4 wam = E& 2 AutoSur
L F AW Wi § AR
] oam P ] EE EE' FI”'
L] $ am ¥E§ wWaln
] §am| i wmem Insert Delete Format
" ¥ an =4 wn A
£ § AW T - - - Ll Clear =
n| » 4 am | 8 wan
sl 4 t am T ]
" $4m w5 mn E'I' Insert Cells
LI $ an i Wmm - =
i 3 oAl HL § Loem 1
- t am mz § Loenm
= gt iwin €= Insert Sheet Rows
2| 1 $am L | utu |
1] 3 an 15k § 30008 n
a i oam m E

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

§ ) J Q Insert Sheet

- x
A B | C [ = [ = [

Price 3.25_'

Start

Increment

Date Product Net Quantity Revenue
July 1, 2013 Pigs $ 475 200 $ 950.00
July 2, 2013 Pigs S 475 201 $ 954.75
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B E T gt -
Create a Relative Reference - e o

2. Try This, Too: Create a Relative Reference
All good equations begin with "equals."

Select Cell C6 and type: =

Click on Cell B1.

Type: ENTER on the keyboard.

What Do You See? The formula in Cell C6 says that C6
equals B1. If you change the number in Cell B1, it
should automatically update in Cell C6.

Test Your Formula: Change the Data
Select Cell B1 and type: 4.75

Type: ENTER on the keyboard.

Select Cell B1 and type: 3.25

Type: ENTER on the keyboard.

What Else Do You See? The number in Cell C6 should ; i i

update as soon as you hit the ENTER key. 1 |Price . 3.251
2 |Start

The other Cells in Column C will NOT update at this 3 Increment

time: those Cells do not have a formula, yet. 1 1

Keep going... 5 Date Product Net Quantity Revenue
[ July 1, 2013 Pigs | =B1 200 5 950.00
7 | July 2, 2013 Pigs 5 475 201 5§ 954.75
8 July 3, 2013 Pigs 5 475 202 5 959.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Autofill a Relative Reference

In the previous page we created an equation in Cell C6
and tested it. Please Autofill that equation to all of the
dates in Column C.

3. Try This: Autofill a Relative Reference
Select Cell C6. Double Click the AutoFill handle in the
lower right corner of the Cell.

What Do You See? The formula in Cell C6 will be
copied to all of the dates in Column C. However, instead
of copying $3.25, the price in Cell B1, Cell C10 says

ZIEEEZBemue-

| i
"Product" and Cell C11 says "Pigs." &l oal| Ch - I =B1
What Else Do You See? The numbers in Column E : A B C D E F :
also indicate a problem. The first equation in Cell E6 - :
calculates correctly. H 1 |Price 3.25 “
2 |Start
#VALUE means the data doesn't make any sense: there
may be a mismatch. In this example, Excel can't 3 |Increment
multiply Pigs*205 (Text times a Number). 4
Keep going... 5 |Date Product MNet Quantity Revenue
6 July 1, 2013 Pigs 5 3.25 200 5 650.00
7 July 2, 2013 Pigs 5 - 201 5 -
8 July 3, 2013 Pigs 5 - 202 5 -
9 July 4, 2013 Pigs 5 - 203 5 -
10| July 5, 2013 Pigs Product 204' H#VALUE!

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Review the Relative References
You can double click any Cell that has a formula and see an outline of
the Cell (s) that are used in that equation.

Let's audit this spreadsheet.

4. Try This: Audit a Relative Reference
Double Click Cell C6. You should see the formula displayed in the
Formula Bar at the top of the spreadsheet. Cell B1 is outlined in Blue.

Double Click Cell C10. Cell B5 is outlined.

What Does That Mean? The formula in Cell C6 was =B1.
Instead of copying $3.25, the formula (=B1) was AutoFilled.

What Else Do You See? When the formula in Cell C6 was AutoFilled,
the Cell Reference was updated for each Row.

This is an example of a Relative Cell Reference. It is Relative
because it was updated for each Row.

Keep going...

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions

IF v xX v K =B1
A C D | E -
1 |Price 3.25
2 |start 4
3 |Increment
4 a
5 Date Product Net Quantity Revenue
[ July 1, 2013 Pigs |=Eii 200 5 650.00
7 | July2,2013 Pigs s - | 201 $ -
IF v X  J || =B5
A C D] E F
1 |Price 3.25
2 |Start
3 |Increment
4 W
5 |Date lPrﬂduct _| Net Quantity Revenue
6 | July1,2013 Pigs $ 3.25 200 $  650.00
7 | July2, 2013 Pigs s - 201 $ -
8 | July3, 2013 Pigs s - 202 $ :
9 | Julya, 2013 Pigs s - 203 $ -
10 July 5, 2013 Pigs |=35 204 #VALUE!
11| July8, 2013 Pigs pigs 205" #VALUE!

4.1 Apply Cell Ranges and References in Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions

Take o T " e
Oﬂ. - « SN PAM LI AGRMALML Bl VW e Dhsbans. st ‘
e il
Create an Absolute Reference s s e - -
There is another way to manage copying formulas so . X : " X~ = ’ . . o N AW 5
that they point to the right data. o — — : '
An Absolute Reference is defined as a specific Row | . e e i s
or Column. The Absolute Reference will NOT update if '*! NEpenabal
it is copied to another Row with Autofill. | mamore s om || IF - X o f =4B51
Bl mimre 5 an
5. Try This: Create an Absolute Reference i samare ¢ an
Select Cell C6. foame A | - - =
Click your cursor in the Formula Bar on B1. % s 5 sm | 1 |Price |_ 3.251
. A7y id, 3650 4 B —
On your keyboard, click on F4. % s 3as | 3 _Start
» (L s ] $ 1
What Do You See? The formula in Cell C6 is now: 1 J:' o 3 |Increment
=$B$1, where the dollar $ sign means that it is D wynzorg 5 an  (Sy
Absolute. : Sy b - ——— .
5 |Date Product Net Quantity Revenue
Try This Too: AutoFill the Absolute Reference EJ July 1, 2013 Pigs |:$B$1 200 5 650.00
Select Cell C6. . *
Double click the Autofill handie. 7| July 2, 2013 Pigs $ 3.2 201 5 653.25
It looks like it worked this time. 25 | July 26, 2013 Pigs S 3.25 219 $ 71175
Keep going 26 | July 29, 2013 Pigs 5 3.25 220 5 715.00
27 | July 30, 2013 Pigs 5 3.25 221 5 T18.25
28| July 31, 2013 Pigs 222 5 72150
29 | 515,772.25
4 Summary | Legs | Eggs | Pigs Sheet2 *

4.1 Apply Cell Ranges and References in Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Using Reference Cells e B2 i X v & | =B2
The next task is to calculate the daily sales. In this ¥ o £
example, we will make one Cell Reference in the I A B C D E
formula Relative and the other Absolute. | — - | - : !
- I — 1 |Price il 3.25_
Before You Begin: Edit the Data . e 3 .2 2 |Start E 1 !
In Cell B2 type: 100 o memire 15 3 |Increment 5
In Cell B3 type: 5 B eamees 1t 18 x|
Thoughts to Consider - T.uim’l : .u 5 |Date Product Net Quantity Revenue
Cell D7 should be whatever we sold on the first day, ~ @ =iz @ o= LE _g > 3 L 2 :
plus the quantity we are forecasting for each day’s » sam T | iH'V 2, 2013 Pigs 5 335 201 5 653.25
sales increment. ] = : : ;,:
6. Try it: Create the Formulas D7 - : > v Je =DE+E3
Select Cell D6 and enter this equation:
=82 A | 8 | ¢ b E |
Select Cell D7, and enter this equation: Price 3.25
=D6 +B3 |start 100
Try This, Too: AutoFill the Formula |Increment | 5l
Select Cell D7 and double click the AutoFill handle
to fill down the formula. Keep going... ] .
| Date Product Met .{lua ntly .Revenue
July 1, 2013 Pigs $ 3.25 100 § 325.00
July 2, 2013 Pigs 5 3.25 =D6+B3| & 653.25
July 3, 2013 Pigs $ 3.25 202 § 656.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Troubleshoot the Formulas S o — - -
7. What Do You See? The #Value! means that there X - _’ hd . AL : L e e

is an error. Please audit the spreadsheet. Double click s

on Cell D9. Excel highlights the cells in this formula:  — .
- et wavg 3 ™
How Did That Happen? Part of the formula is still C ETETC T
correct. It equals yesterday’s sales—the Cell B et 3 a
above—and adds to it. P
Most formulas automatically use Relative i iy 2 i
References. A Relative Reference adjusts the the cell = |
references when you copy or fill it down. ¥
& + i X ¥ k| =D8+B5
In our example, =D8+B5 becomes =D9+B6 in the &
next Row down. A | B | C D E
In Cell D9, the formula adds a number to a label. L - Price 325
Hence, the error #Value! 2 |Start 100
3 |Increment 5
4 — —_—g
5 |Date leduct l Net Quantity Revenue
6 | Julyl,2013 Pigs 5 3.25 100 5 325.00
7 July 2, 2013 Pigs 5 3.25 ! 1{]5. 5 34125
8 July 3, 2013 Pigs 5 3.25 105| 5 341.25
9J July 4, 2013 Pigs 5 3.25 |=D&+B5 HALUE!
10| July 5, 2013 Pigs 5 3.25 #VALUE! #VALUE!

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions: Troubleshoot a formula
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Absolute References

When you need to work with one particular cell you
need an Absolute Reference.

8. Try it: Create an Absolute Reference
Select Cell D7.

The Formula bar shows =D6+B3.

Go to the Formula Bar and click on B3.

Click the F4 function key on the top row of the
keyboard.

Fuby 10, 2003 P
sy 11, 3081 gy
fuly L1, 3043 Fign
by 13, 2558 MY

What Do You See? The cell reference becomes
$B$3. This means "go to B3 only, and no place else,"
to get the data.

Try This, Too: AutoFill the Formula
Select Cell D7 and AutoFill the revised equation to
the rest of the rows.

A Mixed Reference uses Absolute and Relative cell
references.

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions

v X « Jx || =D6+5B53
A . o c D E
Price 3.25
start 100
| | | |
Increment | 5]
| | |
Date Product MNet _ﬂuantlﬂ _Revenue
July 1, 2013 Pigs $ 3.25 100] § 325.00
July 2, 2013 Pigs ¢ 2.25 |-De+¢BS2| ¢ 34125
July 3, 2013 Pigs $ 3.25 105 § 34125
July 4, 2013 Pigs $ 3.25 #VALUE! #VALUE!
July 5, 2013 Pigs $ 3.25 #VALUE! #VALUE!

4.1 Apply Cell Ranges and References in Formulas and Functions: Troubleshoot a formula
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Audit Your Work

You can double click on a cell to trace the
references in the formula. Here is a better

way to audit your spreadsheet.

1. Try This: Trace the Dependants

Select Cell B3.

Go to Formulas->Formula Auditing.

Click on Trace Dependents.

What Do You See? There are some
useful tools for Formula Auditing:

Oy

+ - 0O
5" | Trace Precedents

Finds the cells that have an affect on the

cell you selected

o "E

“5 Trace Dependents

Locates the formulas that use this cell in 4

their equations

E‘ Remove Arrows

Keep going...

Formulas -> Formula Auditing->Trace Dependents

BE s ' oot - tnl
| e T 1 T e

AT REBEIBRE B oS

3 e Drpevalents. <) fvsr Chnk
iaed | Acoloem Rarelly feaecisl ogasl Tod Dele Gosleph Vb S Mo | N e 5
Fucties r Gl v . = Temge Rebpcr s Tage Fensteen- | Mamage 1 Conte b Setecnan | 1 Bamares desin © (K st Fix

[t

Eevasa nama e

Bl = ) & 13

i ¥ 8 " ' ¥ x L -

Bt Fmcebents 5] S b E:“ Trace Precedents @Show 1

=] .
=it Trace Dependents ¥4 Error

- A x

-

= R.‘ Remove Arrows - (—E‘ Evaluate Formula

Formula Auditing

] w3
? iS5 MLE
1] 1% 3 wWw
L] i i N
L] 10 5 Bl
n s 4 aan
L] i § a3k
L] 1m 5 amm
LI
L]
. B3 - x B || 5
L]
i
i » A | B | C | o E
o .
aal Price 3.25
2 |Start 100

i:l Increment

53 |Date

6 | July1,2013 Pigs 100
7 | luly2,2013 Pigs 105
8 | luly3,2013 Pigs 110
9 | luly4,2013 Pigs 115
10| July5, 2013 Pigs 120

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Troubleshoot With Tracing (Trace Dependents)
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T
o::’ Formulas -> Formula Auditing->Trace Precedents
WE s o oo’ -t E:E' Trace Precedents @ Show Formulas
mgm ﬁ - ] erdnt Al Larced somanxl tats W e
Formula AUdltlng [ - I - ERE B | Seemas s | i e ﬂiE Trace Dependents Y1 Error Checking -
2. Try it: Trace Precedents |t ety e Yot b gk h M | M o T Bt .
Select Cell E29. . ' Fecrse Ly sresaninn tom B( Remove Arrows ~ (Jx) Evaluate Formula
Go to Formulas->Formula Auditing. o o AL F Ia Auditi
Click Trace Precedents. Youwillseean .= "o = " = T 0T n o n o m et ormiia AUeing
arrow from Cell E6 to Cell E29. e
o= A 1 B | & 1 D | E -
Click Trace Precedents again. X 1 |Price 3.25 2
You should see arrows in each Row that " B
trace the formulas. i : 2 |Start 100
R 3 |Increment 5
Click Trace Precedents a third time. w 4_
You will see a call out to each variable in » . .
Cells B1, B2 and B3. 3 |Date Product Net Quantity Revenue
= liahir 1 29012 Dioc Cm R - T A NN
. \.l'_ July Ly ETLa T IEJ o P Ty e ERELE o [ L
Please click on Remove Arrows to take o July 2, 2013 Pigs 3353959  341.25 ‘

off the tracings.

325.00
341.25

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Troubleshoot With Tracing (Trace Precendents)
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r
o;:" Formulas -> Formula Auditing->Trace Precedents
@ H - —— - T
. | I T T T =
Tracing Errors A IS BB B OB [ [ o e Btmeess see| %29 Trace Precedents (%] Show Formulas
What Does an Error Look Like? Here is a ot i by Fr el o (e g MR Mo | M i) y .
simple example we can try. ) ' et s o2k Trace Dependents ™! Error Checking -
- 9 : BT - -:Mm! - RN B\ Remowve Arrows - '.?Et' Evaluate Formula
Before You Begin: Set Up a Mistake K e 2 o -
Select Cell E8 and type: 360 - — ) Formula Auditing
Now Cell E8 does NOT have a formula. Yet, & ow s st usony sovesss
how would you know? - b
B rara,sas hp
3 Try This: Trace the Precedents B s
Select Cell E29. | Pkt ) 3
Go to Formulas->Formula Auditing. 1| 12 20 E29 T f =SUM(E6:E28)
Click Trace Precedents. You will see an [l M 20

arrow from Cell E6 to Cell E29. e 25 21 P A ' B ' L ‘ D E F .
vamng  rememsf = 1 |Price 3.25
Click Trace Precedents again. =
. 2 |Start 100
What Do You See? You should see arrows 3 |Increment 5
in each Row that trace the formulas. You |
should see a "gap" in the tracings. This gap 4
indicates that there is no formula in Cell E8. 5 Date Product Net Quantity Revenue
Keep going.... 6 | July1,2013 Pigs —335—e—1060 325.00
7 | July2, 2013 Pigs 3351059 341.25
8 | July3,2013 Pigs S 3.25 110 § 360.00
9 | July4, 2013 Pigs P—335—e— 15 373.75
10 July 5, 2013 Pigs 3251269 390.00
11 July 8, 2013 Pigs 3251259 406.25

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Troubleshoot With Tracing (Trace Errors)
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O,,:G Formulas -> Formula Auditing->Show Formulas
BH s ' Bood® - sael ¥ 4 ®
“ HORA BAEET RS donanai Baia e i Disaners thcts + JIY
Show Formulas 5k S BB BRI B o o Do G D § 8o
Sometimes, it helps to loooook at the o |ttty Pt 1t O bk ah e | oD e b | | St G ot 4
formulas. Here are the steps: P— P T f— -
. & L] £ o ! ¥
Before You Begin: Remove the arrows i riee L E:ﬂ Trace Precedents E Show Formulas
1 bmarersesd L] (=] W .
. . ot Trace Dependents ! Error Checking -
4. Try it: Show Formulas s owr - - iy e “ P ; g
Select Cell ES. v = o coop 2. Remove Arrows ~ (%) Evaluate Formula
Go to Formulas->Formula Auditing. 1 s s e a5k <rm
. LR g Lrbe G5} =L iti
Click Show Formulas. i - e S [ecarcal Formula Auditing
BE A P g G ={EFE
B S — - — -
What Do You See? All of the cells that have = s " sy o= ~cusems
. o = I
formulas are displayed. Cell E8 has a e i
number that we typed in earlier in this . B
lesson: no formula. - e
L Cstigid]
=

You can click on Show Formulas, ag
turn off the formulas display.

ain, to

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks

Quantity Revenue

=B2 =C6*D6

=DB+S$BS3 =C7*D7

=D7+3B%3 360 |
=D8+5B%3 =C9*D9

=D9+5B53 =C10*D10

=D10+5B53 =C11*D11

=D11+5B53 =C12*D12

1.3 Manage Workbook Changes: Troubleshoot With Tracing (Show Formulas)
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B H% ' ot - szl ¥ a =
A ﬁ MOA GAIRT A LIRS | onaasd BN VW e D it + Y
Error Checking _ A TOERCE B @ @ o
Error Checking works like Spell Checking. T e e s ey S
Errors can be marked and corrected one ata s Lasay
time, or Live, as you work on your formulas. - : : - . - u» D8 - * v fe —C7*D8
1. Before You Begin: Make a Mistake e °f
Select Cell E8. (PO S e i l l & | B E
Enter this formula: =C7*D8. o e i, % SN Price 3.25
B vz B —
ymam 1R w2 Istart 100
What Do You See? This formula does NOT & hiiie 1.5 =i o _
match the formula above or below it. So, Cell  iiiiie D02 i o 5 |Increment B
E8 has a error mark, a small triangle in the ... A i -
upper left comer. ;E E:EEE E EE :23 :; 5 |Date Product Net Quantity Revenue
i = | : = B July 1 2013 Pigs S 325 100 5 235.00
Keep going, please... 5 . ] | o — - -
X : 7 | July2,2013 Pigs l S 3.25 l 105, 341.25
: s] July 3, 2013 Pigs $ 3.25 ! 1101:c7*08
9 July 4, 2013 Pigs 5 3.25 115 § 373.75
7| July 2, 2013 Pigs 5 3.25 105 5 341.25
g July 3, 2013 Pigs 5 3.25 11ﬂlr$ 357.50
g July 4, 2013 Pigs 5 3.25 115 5 373.75

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Identify Errors
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Error Checking Options

2. Try This: Run Error Checking

Select Cell E8.

Go to Formulas -> Formula Auditing.
Go to Error Checking->Error Checking.

What Do You See? The Error Checker
found that the formula in Cell E8 is
inconsistent: it is not the same as the
formula in the Row above.

The Error Checking Options include:
Copy Formula from Above

Help on this error

Ignore Error

Edit in Formula Bar.

If you have a LOT of problems with your
formulas you can use the Previous and Next
buttons to navigate through your Error
Checking.

Keep going, please...

Formulas -> Formula Auditing->Error Checking

BE %S
B < s psesd | sohad B e W

Boad’ - dmw

Doy Hamma -

FE = & %

Dicasens ticts + Y

| e == %20 Trace Precedents Show Formul |—|:
fewmon | - lemd- - T B Ly~ hecten unq-:tm--,as—.u . [EEslrsgsr L @' oA =1
" - T —— =3% Trace Dependents | Errar Checking - WE' eh
ot A e v e L] W Remove Arrows v | Vi Error Checking... ow
s —— Forl 1 Trace Error
" 5 |Date Product Net Q | o o
! 6 | Julyl,?2013 Pigs S 3.25 s = TELIAT RETETENEES
S 7| July2,2013 Pigs S 325 105 $  341.25
i r
v 8 July 3, 2013 Pigs S 3.25 110| S 357.50 .l 2
; 9 | July4, 2013 Pigs S 3.25 115 § 373.75
. 10| July5, 2013 Pigs 5 325 120 S 390.00
w11
w12

13— Error in cell E3
l = | Copy Formula from Above

14 o

15— Inconsistent Formula Help on this error

1.5— The formula in this cell differs from the

= formulas in this area of the spreadsheet. Ignore Error

18: Edit in Formula Bar

- | orewous | | hen

20

21 uly 22, H1gs

Exam 77-427 Microsoft Excel 2013 EXPERT
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Error Checking Rules
Error Checking Rules can be found by
clicking on the Options button when you
are in the Error Checker.

3. Try This: Review the Options
The Error Checking is still open.
Click on Options.

What Do You See? Error Checking is
enabled by default.

The Error checking rules include:
Cells that result in an error
Inconsistent formulas in tables
Years that are only 2-digits
Numbers formatted as Text
Formulas which omit cells

Unlocked cells which have formulas
Formulas that refer to empty cells
Data that is invalid

Click OK to CLOSE the Error Checking
Options. Cell E8 still has an error. Click
Copy Formula from Above to fix it.

Then CLOSE the Error Checking window
to return to the spreadsheet.

Formulas -> Formula Auditing->Error Checking->Options

e a L et ' '
| e T LR ]

J,r - &l 71 a whated iz § 3 calndmon padformancs aad 8 [

fy o - P 4 - F.
Z B ER -
e el Bavenlly lnancsil ingesl Tred ha
Fanaman Ly Wi aok Caloubatinn i mabin o e .2 i = =
L] - £ | =T W dp— Mg bppgny 1R 5
Bebvmgher peagd Vee ks ey . o
a i 48
2 ' & & T Chamr B ¥

1 P )

B it g

] 5 W] it s

i

5 st Pt Bk Dusty e

8| iyl muE g i Lo w0 e

T | eyl Ml P F LB - 1 P i w— o iy

B by R i LD |'_3ﬂ o et P vl Pt e et T e

L] ray b, J0RE P i A ]

M| kely 3 OEEN Py ¥ L3 =

L1 o e ! iy kg 4 cPacing

o ~ s igrered e

| Peemeam Ieaflcgtn ey g By gl v

M B ] =

vy|  esmaetent Feemaiy E

w L ] G g Dy, gt el o g R LT

L

i) o e e s [ ey 8 o oy 0 { Dt prng P by

“ -

s | Error Checking

]

Enable background error checking

Indicate errors using this color Q -

Error checking rules

Cells containing formulas that result in an error i
Inconsistent calculated column formula in tables &0

Cells containing years represented as 2 digits &)

Reset [gnored Errors

Formulas which omit cells in a region (&
Unlocked cells containing formulas 2
[] Formulas referring to empty cells

Mumbers formatted as text or preceded by an apostrophe (0

Formulas inconsistent with other formulas in the region ()

Data entered in a table is invalid

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Identify Errors
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Summary

This lesson introduced Formulas and Formula
Auditing. The focus of each exercise was on the
Cell References. We looked at the differences
between Relative and Absolute Cell References.

Well, you done good.
You get the cookie. <grin>

0H% hewd - kn e P W o= A N
B e eoin et | G fain Wew  we Bt i - J
A ZEE BEE AR oI . B B s
e e B e s s = e | s e
F - L] 3 [ + ¥ Ll H L L3 L L L) a L3 a L} L] L} O
q ke L] (=1
 — et *.0 Trace Precedents EShow Farmulas
Bl e - o . -
¢t <t Trace Dependents ™! Error Checking
Eo :%E%EE I_'S’( Remove Arrows - @ Evaluate Formula
Bl k0 Formula Auditing
BE| Dy 16 TRUN P
By 13, mh
BE by LL IEEN Fyn
B Py 1 M
¥ .u-.-m:t:.l.pgq
| oy ic s - > &  J | =SUM(E6:E28)
B by 19, AN Py
EJ" .WN.N::I-P"'
B = 1 4 - | € L E . F
: 1 | Price 3.25
2 |Start 100
3 |Increment 3
4—
5 |Date Product Met Quantity Revenue
6 | Julyl,2013 Pigs —3.35—=—106 325.00
7 | July2, 2013 Pigs P—325—=—105 9 341.25
8 | July3,2013 Pigs 5 335 110| S 360.00
9 | July4, 2013 Pigs P—325—— 159 373.75
10| July5, 2013 Pigs —335—=—3126r 9 390.00
11 July B, 2013 Pigs 9—325—=—1251 9 406.25
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Practice Activities
Lesson 1: Legs, Eggs and Pigs

Before You Begin: Start Microsoft Excel. Open a new, blank spreadsheet.

Try This: Do the following steps

. Enter the following labels in Row 1, beginning with Cell A1: Date, Location, Sales, Profit. Format Row 1 as Bold.

. Select A2. Enter: January

. Select A2. Use the AutoFill command to fill January through December in Column A.

. Select B2. Enter the location as Ann Arbor. Use the AutoFill command to fill the location through December

. Select D2. Enter the formula for Profit. Profit is 25% of the Sales. Use the AutoFill to fill the Formula from D2:D13.

. Go to the bottom of Columns C and D, use the AutoSum command to find the total Sales and total Profit for the year.

. Copy Sheet 1 two times.

. Rename Sheet 1 to Ann Arbor.

. Rename Sheet 2 to Detroit. Change the Location to Detroit and AutoFill.

10. Rename Sheet 3 to Lansing. Change the Location to Lansing and AutoFill.

11. Adjust the column widths where necessary to fit the contents.

12. Go to the Ann Arbor sheet. Enter the sales for January as $10,000. Format the column to be Accounting. Enter the sales for
February as $11,000. AutoFill down. The increment is an increase of sales each month.

13. Go to the Detroit sheet. Insert 3 blank rows at the top of the sheet. Add labels in column A for Start and Increment. Enter the
value $15,000 for start. For increment enter 5,000. Enter the formula in the Sales. January is $15,000, the starting point. February
and beyond will be start plus increment. Create an Absolute Reference for the Increment. Use AutoFill and fill down.

14. Go to the Lansing sheet. Insert 3 blank rows at the top of the sheet. Add labels in column A for Start and Increment. Enter the
value $20,000 for start. For increment enter 110%. Enter the formula in the Sales. January is $20,000, the starting point. February
and beyond will be start times the increment. Create an Absolute Reference for the Increment. Use AutoFill and fill down.

15. Insert a new blank sheet in the workbook. Rename the sheet Totals.

16. Enter the following labels on the Totals sheet: Month, Sales, Profits

17. Enter January in Cell A2 and AutoFill through December.

18. Enter the formula for Sales to add the three locations (make sure you select January across all three sheets—remember that
Detroit and Lansing have the reference rows at the top.)

19. Use the AutoSum to add the total sales and total profit on the Totals sheet.

20. SAVE as YOUR NAME Legs Eggs and Pigs Practice.

OCOoONOOAWN-=-
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Test Yourself

1. Where is the command that formats
the Date & Time?

a. Insert Ribbon

b. Format Ribbon

c. Home Ribbon

d. Cells Ribbon

Tip: Intermediate Excel, page 16

2. AutoFill for dates is the same as Copy
and Paste.

a. True

b. False

Tip: Intermediate Excel, page 18

3. You can rename a sheet in Excel from
Sheet 1 to Eggs.

a. True

b. False

Tip: Intermediate Excel, page 25

4. What does it mean when Excel
displays #HH#H#H#?

a. The data doesn’t make sense (such as
adding text to numbers)

b. The column is too narrow

c. Nothing for the formula to reference
(such as a blank cell)

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 27

5. What does it mean when Excel
displays #REF!

a. The data doesn’t make sense (such as
adding text to numbers)

b. The column is too narrow

c. Nothing for the formula to reference
(such as a blank cell)

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 29

6. Which is NOT a valid formula?
a. =B1

b. B1

c. =B1*B3

d. =SUM(B1:B20)

Tip: Intermediate Excel, page 34

7. What does it mean when Excel displays
#VALUE ?

a. The data doesn’t make sense (such as
adding text to numbers)

b. The column is too narrow

c. Nothing for the formula to reference (such
as a blank cell)

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 35

8. Which is true about Relative & Absolute
References? (Select all correct answers)

a. When the fill command is used, a relative
reference updates each row to match the
new location

b. The F4 key turns a Relative Reference into
an Absolute Reference.

c. A mixed reference has both Relative and
Absolute References

d. $A%4 is an Absolute Reference

Tip: Intermediate Excel, page 37

9. Which command shows the formulas?
a. View-> Formulas-> Show

b. Formulas-> Formula Auditing-> Show
Formulas

c. Formulas-> Reveal Formulas

Tip: Intermediate Excel, page 44
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Excel 2013: Business Spreadsheets

This Little Piggy Goes to Market

HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW

Intermediate Excel Objectives g = ¥ z E E E I!

In this lesson, you will learn how to:
1. Practice modifying cell contents and formats AutoSumn Recently Financial Logical Text Date & Lookup & Math &  More
S = Used - = = ~  Time~ Reference~ Trig~ Functions~

2. Use the Paste Special options.

3. CONCATENATE (combine) data with a formula.
4. Modify and format TEXT with formulas.

5. Use DATE and TIME formulas.

6. Use FINANCIAL formulas to calculate a payment.

) . I Function Librany

= Dyt e g P
e, et T sl e it Pl T

o b e e B S ol kg B e pand e i e el
e il L e, cnmbrn i s el e

Pt - Dy L s s,

BEESEEEER=E
i i i

| I =COMCATENATE("Daily Sales for ",B2,": ",D2)
A | B | € | o | E F G
Date Product  NMet Quantity Revenue Product Revenue
July 1, 2013 Pigs $ 3.25 100 $325.00 [Daily Sales for Pigs: 100 |
July 2, 2013 Pigs g 325 105 $341.25
July 3, 2013 Pigs $ 3.25 110 $357.50
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1. Readings
Read Lesson 2 in your Intermediate Excel
Guide, page 51-81.

Project

Use formulas to format and modify TEXT, DATE,
and TIME. Use FINANCIAL formulas to calculate a
car payment.

Downloads

Legs Eggs Pigs 2013.xIsx
Counting Chickens 2013.xlsx
Brown Bag Sales Data 2013.xlsx

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

3. Assessment
Review the Test Yourself questions on page
82.

,,.:h Lesson 2: Little Piggy Goes to Market
(-]

Formulas 1] 5]
X = R & (=

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

Function Library

8 2] 3 4
Menu Maps

This lesson introduces the Formulas Ribbon.

. Formulas -> Function Library->Text ->Concatenate, page 62 e F F
. Formulas -> Function Library->Text ->UPPER, page 65 i -
. Formulas -> Function Library->Text ->SUBSTITUTE, page 67

. Formulas->Function Library->Date & Time->MONTH, page 69

. Formulas->Function Library->Date & Time->NETWORKDAYS, page 71

. Formulas->Function Library->Financial->PMT, page 79

OO WN -
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Formulas

In the previous lesson, the focus was on naming the cells that are included in a formula. We looked at the difference between Relative and
Absolute Cell References. This lesson will use formulas to calculate, compare and format Text. We will also use formulas to summarize the data.
I know, | know: the mere thought of formulas sends folks out the door. | believe that math is taught very poorly and that most people do NOT have
a good understanding of the rules and options. This lesson will include a discussion of the math as well as what the spreadsheet software can do.

H ©- &- = Start Microsoft Excel.

When the Welcome screen

.il!.| HOME IMSERT PAGE LAYOUT FORMULAS DATA  appears, open a new, blank
workbook.

'__L| B |Ca|ibri Tl” A AT =S | What Do You See from the
o *& Copy ~ | topofthe screen?
o ¥ Format Painter e D |2 'a'v = = = |
Is there a Home Ribbon?
Clipboard = Font & And the Insert, Page
Layout, Formulas, Data.
Review and View Ribbons
- >

Al v K as well? Yes.

A A | B C [ D E F { Then you are ready to go.

1 |

— | |

2—

3_

4_

5_

6—

T—

g8
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Home->Clipboard->Copy

- % i apmagiany Lol 3010 Laga g Pt - oo t oW a X
Before You Begin P TR 5 B B 5 B
This discussion begins by creating a sample s S e g B i - | § - % ;::1: e 4 | vt O frme
spreadsheet that combines all of the dates and ] . sripnces m—— o 1
product sales forecast from three different = A3
spreadsheets. This lesson introduces a common e — Lt ! b w2+ ¢ b M 0w 9 8 F 3
copy/paste error, and methods for correcting it. " m— “
; ey ottt Mot Ouantity Rewerss
1. Try it: Open a Sample Spreadsheet b e e (T e T
Open the spreadsheet you created in the previous [ fis  m: =
lesson Legs Eggs Pigs 2013.xIsx Y ammre tim  imi me
Go to the Pigs spreadsheet. Cloesmore pam i man
Select Row 5 through Row 28. uapiLmsieg  F kD g e
(Do not include the Total in Row 29.) b = T T
Go to Home->Clipboard->Copy. o e e i ——
b [ A B C D E F
Go to a new spreadsheet. Il E::::T ; = 1 |Price 3,75
Select Cell A1. slaumure  $ 13 2
Go to Home->Clipboard->Paste. e les w2 |Start 100
Keep going...! ‘ Increment 5

sample file or continue with the "Legs Eggs and Date Product = Net Quantity Revenue

3
4
5
Pigs" spreadsheet from the previous lesson. 6 July 1, 2013 Pigs
7
8
9

4 3.5 100 $  325.00

There may be a yellow security banner at the top of July 2, 2013 Pigs S 325 105 3 341.25
the spreadsheet. Click ENABLE so you can work on July 3, 2013 Pigs 5 3.25 110 &  357.50
this lesson, please. . July 4, 2013 Pigs $ 3.5 115 $  373.75
10} July5, 2013 Pigs 4 3.5 120 ¢  290.00

11} July8, 2013 Pigs § 3.25 125 $  406.25

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 EH % 0 napmmasgiany Lol 3017 L g Pt - Loc

i
Bl < s s e o e e P

Paste Between Worksheets T T e e T B 5 Tt m
What Do You See? When you copy and paste Sl TINENFEe 42 Elbre bt - [ § - %+ (13 o et G | v G ot | ST e i
data into a new spreadsheet, you may see many Cotws _+ ~ s - s toumg
error messages. That's Excel's way of asking, & - E | Dsn
"Where's the data?" - M.!- m:m "l: u:-r . | ¥ L} H i ] L] L} - L] ] L q L} & : 4
e
2. Try This: Review the #REF Errors : :::3:: m_ — E: D3 M K =D2+5BS3
Click on any cell that says #REF! b e e =
You will see that the_formulas are still there. This | SR aiie 2o o) o A . B c D E | F
example shows: D3=D2+$B$3. W(ayiune (mamTeets 1 |Date Product Net Quantity Revenue
&1 | by 15, 3L Pagn Procus © war e B : r r
When you paste formulas into a new ;ﬂ::ﬁ: maatmnts 2 | Julyl, 2013 Pigs Product : #REF!  #VALUE!
spreadsheet, the cell references may become i et | J July 2, 2013 Pigs Proi<i>t | #REF! | #VALUE!
meaningless. In this example, there is no Bl e W T ) ¥
Reference Cell, $B$3, so there is nowhere to o s o o et o B 4 | July3, 2013 Pigs Product L H#REF! VWALUE!
look up the quantity. Diskmie | o E: 5 | July4, 2013 Pigs Product  #REF!  #VALUE!
21 | pby 3. 2L g Product © emar
3. Try This: Review the #VALUE! Errors . .
Click on any cell that says #VALUE! E4 B S =C4*D4
You will see that the formulas are still there. This
example shows: E4=C4+D4. A | B | C l D E F
In this example C4 has Text, not Numbers. How L — . P-roduct - rQuantlty 'Revenue
do you multiply Text times Numbers? Hence, the 2 | July1,2013 Pigs Product  #REF!  #VALUE!
F F
error #value! 3 | July2, 2013 Pigs Product = #REF!  #VALUE! 3
. July 3, 2013 Pigs product ~ #R<®| [#vALUE!
Keep going, please... - u
5 | July4, 2013 Pigs Product H#REF!  #VALUE!

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Errors)
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BH % ' ek ammaiata Lol 31 1 Lo g P - Lol A ®
Paste Errors i e e e e T P T T
4. What Else Do You See? Look nextto == .7 ..y aoa 42| Bt - § - % 0 |14 8| it ot €| | O e 4
the #REF! message: There is an — = — (== —= = — g
exclamation point that flags the error. This ™ . A
error has been identified as an Invalid Cell . ..." .5 .0 5o~ © 00w s mm
Reference. B himime sl en Toveu
s amimnng e CAMS
The Error options include: T mpming Dl
Help on this error - e
Trace Error o T .
Ignore Error o Predet D3 v F =D2+5B53
Edit in the Formula Bar us e
Error Checking Options o . A B c D E
This #REF! error comes from pasting data w ' E?’ ! = Date P_m»duct Net :Iluantlt‘,r ,REMEHUE
from one spreadsheet to another, but the u brocha 2 | July1,2013 Pigs Product  #REF!  #VALUE!
new spreadsheet does not include all of = o 3 | July2, 2013 pigs Pro 1 =| HREF! r#"u"ALI_.IE!
the Cells that the formulas reference. . 4| Jul 3’ 5013 |Pi b L
) { Y2, 183 ra Invalid Cell Reference Error

Keep going... 5 | July 4, 2013 Pigs Pro _

6 | Julys,2013 pigs pro Helponthiserror

7 | Julys, 2013 Pigs Pro Trace Error

& | July9, 2013 Pigs Pro lgnore Error

g ) Jl,ll‘y’ 10, 2013 PigS Pro Edit in Formula Bar

10 | July 11, 2013 Pigs Pro . .

1Y _g Error Checking Options...
11 [July 12, 2013 Pigs 2
12 | July 15, 2013 Pigs Product | #REF! | #VALUE!

Home->Clipboard->Paste

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Identify Errors
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Home->Clipboard->Paste ->Paste Special

,,f.j,,y, & i gumngiany Lol 35013 Laga g Pt - Loz
Paste Special Options | e e r—— LTI T
There is another method of pasting the Values, Ty T it - | § - %1 |1 e e : et G | Tttt et 5
without the formulas. o L - i —— —— Loy
Before You Begin: Delete the data that you just g m— —— ' ——— I ‘ B ——— — ——
pasted. We are going to start over. e
5. Try it: Paste S ial =
Go to the Pigs sproadahest, - WG HOME | INSERT  PAGELAYOUT  FORMULAS
Select Row 5 through Row 28. j & X cut R
(Do not include the Total in Row 29.) " D Calibri M -~ A A | — =
Go to Home->Clipboard->Copy. u . ER Copy -
5 | Faste : I uU-
Go to a new spreadsheet, Sheet 2. u - ¥ Format Painter =
Select Cell A1. = -
Go to Home->Clipboard->Paste. 2 | -
Click on Paste Special. - O
- % [ =
What Do You See? There are four rows of E ?
Paste Options. You can choose whether to |:|:|E . C .
keep the formatting, formulas, or values. Paste Values
e e

What Else Do You See? The Other Paste
Options include Paste Link, so you can link the
data from one workbook or spreadsheet to
another and synchronize the data.

Keep going, there's more. ;-)

Yl |4
123 "123 "123
Other Paste Options

.ﬂ.‘.ﬂ..ﬂ..ﬂ.
% oo Ll |l

Paste Special...

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Special)
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J",,v:“ Home->Clipboard->Paste ->Paste Special ->Values and Number Formats

Paste Special
What Do You See? Paste Special lets

you choose what you want to paste. The Paste
default options include: All (everything), AN () All using Source theme
Formulas, Values, Formats, Comments, or
Validation, only. |::lfl::nrml.Jlﬂs DA” except borders
() Values () Column widths
Options to Remove Formatting () Farmats () Formulas and number formats
Paste Special can get rid of Formats, ) Comments
Themes, Borders or blanks you may have - . -
copied from the original sheet. D Validation All merging conditional formats
Operation
Operation Options )
You can select the operation you want to ® nene O Muitiply
paste: Add, Subtract, Multiply, Divide, or () Add () Divide

None. () subtract

6. OK, Paste Something [] skip blanks
Select: Values and number formats. -
Click OK. The Rows of data will be pasted.
There should be no errors. Paste Link | OK

|:| Transposg

Keep going...
The Computer Mama sez:
This can save you a lot of time!

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

T [ Imapastiany Lecel 5011 Lega g Foga - Lo
:’ Paste Special: Values e e T —
7. Try it: Paste the Sample Data e O PR T T 2 52 | Elipeiote - [ § % 0 [ .:“:;‘
Go to the Eggs spreadsheet. Cobss % fam . s | mmme o
Select Row 2 through Row 24. - AR
(Do not include the Total in Row 25.) B ———
Go to Home->Clipboard->Copy. | e ) R e
Go to the new spreadsheet, Sheet 2. et S T
Select Cell A25. Go to Home->Clipboard->Paste-> AEmEm
Paste Special->Values and number formats. e
Bi| suya, 3900 Lagn i okm & fraam
B My EUp 3 1B o 515
Go to the Legs spreadsheet. T
Select Row 2 through Row 24. Wlmiiuswe  § 8 % jmm
Go to Home->Clipboard->Copy. T e
Go to the new spreadsheet, Shee_t 2. o e )
Select Cell A48. Go to Home->Clipboard->Paste-> " ::ﬁ: T B ]
Paste Special->Values and number formats. M sy 8 k8 Sen
kR NG § LS 2 fariss
Nimrmdue 4 i2 15ima

Try This, Too: Rename the spreadsheet —
Double-click the tab for this spreadsheet. Type: B

Original Data for TEXT Formulas. ghisl July 26, 2013 Eggs $ 150
45 | July 29, 2013 Eggs 5 150
8. Try This: Save the Spreadsheet |
Go to File->Save. 46 |July 30, 2013 Eggs S 150
Go to your Documents folder, if you wish. AT | July 31, 2013 Eggs 5 150
Type the Name: Counting Chickens 2013.
Ol on SAVE. 48| July 1, 2013 Legs $ 3.25 50 $162.50 8
491 July 2, 2013 Legs 5 3325 55 $178.75
50| July3, 2013 Legs S 325 60 $195.00
E1| July4, 2013 Legs 5 3325 65 $211.25

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Special)
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File->Open

B % i s Lstel 1011 oo Chetops LA - Escl
. B < s et G e Wew W
:} Format TEXT with Formulas ™5 ~_ " 70 = 7.~ L
The next lesson demonstrates the TEXT bl [REEAE T 4| Bl | - % | 21| S e G | 0
functions. Each example creates a Cell Ooeses taes . argrnece -4 -
Reference, and uses Arguments to create *' d A | o

the formulas. e TR AU I L L B

A [nate 1 Wl Cpaselity Rrwrese
3| haiy b 2810 Py § w0 § S0
1 Wyl N1 Ny $ 1 e SsaAn
The TEXT functions include: Sl msmang 3 a3 15 4mn
CONCATENATE (combining fields) - e e T
UPPER/LOWER : i I iee
SUBSTITUTE i~ §anl e o
BaneuRe 5 1B me jaam
EF by A ML) P 5 1 3 Ssoar
1. Before You Begin: You can continue with D 1. I, A
the spreadsheet we have been workingonor = =vmmine 4 vm am s
open the sample file if you wish: L, .
Counting Chickens 2013.xlsx Eall AL T & || Date
3]
There should be a spreadsheet called Original & “'" A B ' ¥] E
Data for TEXT Formulas. . ] 1 | —
ﬂ 1 |Date led uct Net Quantity Revenue
Keep going, please... 2 July 1, 2013 Pigs 5 3.25 100| 5325.00
3 | July 2, 2013 Pigs 5 3.25 105 5341.25
4 | July 3, 2013 Pigs 5 3.25 110 5357.50
5 | July 4, 2013 Pigs 5 3.25 115 5373.75
6 | July 5, 2013 Pigs 5 3.25 120 5390.00
7 | July 8, 2013 Pigs 5 3.25 125 5406.25
g July 3, 2013 Pigs 5 3.25 130 5422.50
9 | July 10, 2013 Pigs 5 3.25 135 5438.75
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Text Formulas

Text as well as numbers can be edited by

formulas. One useful Text function
combines the data from several cells.

This function also has a cool name:
Concatenate.

2. Try This: Make a Copy

Select the Original Data sheet.

Right click and make a Copy.

Name the new sheet: Text Functions.

And Try This: Add a Label
Select Cell F1.
Type: Product Revenue

Keep going....

BE % & e st ol 2071 | Doy, Chegionss IUBA - Rscnl

B - st it dobaud o W e
A'.I\:\l o T e B |Sww e 5 }- i = e T -!- 3
"‘_"' “‘:_:_'_b ay- SE-TF T A Blvegetitode - | 5 -% + [W A _’::-w"'f:-k‘:‘ ternd M"-ﬁ P,
:‘ & L} -t o i BN ¢ Cl ' ] 3 ! u - ] (]
T Dete e Cpasedity Rrwr—r
3| baiy R LY Py 5 1B B0 5B
3 iy L N0 Ny 5 1 | FL]
A bl 3L g § s s il
3 W4 NL N s 15 s samr
B bty 3910 Py 4 i imem
7| by ML g 5 1B 15 fEel
1 LN My 5 1 i S
# ey 38, 3200 Py § LB ik famn
u_wunum 5 13 0 S50
N ly 10 3900 P 3 L D]
BF raly 15, 3000 ygn § 1B B fa05
NF bely I8 ML) P 3 A 3 STy e
B ey 11, 3810 Py i LB a0 fimes & P
B men i i e tws
:Eu 12 | July 15, 2013 Pigs § 3.25 150 $487.50
5w 13 | July 16, 2013 Pigs 5 325 155 5503.75
2= 14 | July 17, 2013 Pigs & 395 160 $520.00 EX
g 15 | July 18, 2013 Pigs $ 3.25 165 $536.25
16 | July 19, 2013 Pigs 5 3.25 170 5552.50
17 | July 22, 2013 Pigs S 325 175 $568.75 &l
18 | July 23, 2013 Pigs S 3.25 180 5585.00 i
19_ July 24, 2013 Pigs 5 3.25 185 5601.25
20 | July 25, 2013 Pigs S 3.25 190 5617.50
21 | July 26, 2013 Pigs & A5 195 $633.75
22 | July 29, 2013 Pigs S 3.25 200 5650.00
23 | July 30, 2013 Pigs S 3.25 205 5666.25
. ¥ | ‘ [T . . Y. T R . T ol L. Y nan & oo ra r
i Summary | Legs | Eggs | Pigs

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Copy and Move Worksheets
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View Code
Protect Sheet...
Tab Color ¥ 2
Hide

Unhide...

Select All Sheets
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Text Function: Concatenate
3. Try It: Concatenate the Text

Select Cell F2.

Go to Formulas->Function Library-> Text.
Click on: Concatenate.

Text

Keep going...

Formulas -> Function Library-> Text ->Concatenate

BEH %S &+ marenaagiagna st 2071 sy Chechoposs LBA) - Estol rT N =
B o soin et | soneasd B mew e Ticatars biot:
ﬁ, z n ﬂ ﬂ H IE IH - Drfens Hama ~ For Tewor Prmcoiemm, 1Y, Porms B ety ™ 3

Ised  dafislaem, Ravendly Tmaneial ingasl| B0 Duin & Goslsp B Uisi & Ry
Tommam © temds - -

-
Ay B 5 Coruiete How
=8 frmw Depevadents. <1 s Cha| . ’
My : M | ke | Calenis B caveanie B
® | Toma - Relprcy - Tag Panten - Mamagen 1] Cotate b St e Mamirve et ¢ (X Brebts Fowls Wi | Dl

L T . et e L ] o
L] = R b -
4 & ] <
1 Dl Feabeil Wl s
TR 115 AT
3| bty 220 P
by . 3310 g
by A L
haty 3, 2001 P
baly 8, 3001 Py
AL 2L P
B | reiy 38, 3900 g
W by 18 ML B
1| ey 12 2900 g

B raly 15, 3901 =
s [LE HOME IMNSERT FORMULAS DATA REVIEW
¥S | buby 10, 001

-
N W R R W

PAGE LAYOUT

| why R

AT paly 12, 3800 f
W iy 21 310
amam X
AutoSum Recently Financial Logical = Text Date & Lookup & Math &  More
S 02 Function 2 Used - > > =  Time~ Reference~ Trig~ Functions~

Functior BAHTTEXT B

CLEAM

y A | B | ¢ | — | G
- 1 Date Product Net Qua EVEnue

2 | July1,2013 Pigs §  3.25 CONCATENATE |
3 | July2, 2013 Pigs § 3.25 DOLLAR
4_ July 3, 2013 Pigs 5 3.25 EXACT
5 | July4, 2013 Pigs $ 3.25 EIND

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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7,
)",,v:"’ Formulas -> Function Library-> Text ->Concatenate
We s e s e :
Text Formula Options T T e T
This formula combines two cells: B2, the e & |E) o o 4
name of the Product, with E2, the calculated oweses s iased L oat crm ponns =
revenue. [*] - Boow B cCOMEATTRATE[ELON -
N ) T W N S S S S S S S S
4. Try It: Edit the Text Function R R - e
Start by entering the cell references. fl emang | § im
§ | by B RS T
T kg L1500 g § 1B
Edit Text1: B2 mmane b bn
Edit Text2: D2 0 mee b bs
BE| by 15, L1 g 5 1B\
NE| beby 18 HIL) Py LB
Click OK to CLOSE the Function Arguments. & =i E = COMCATENATE
by 103910 Py L]
BT palby X3, 3811 Py 1B o= S .
What Do You See? The formula is et | Text! |B2 F&| = Pigs
=CONCATENATE(B2,D2) e Text2 |D2 el = "100°
| by 1, 3501 g § 1 .u
2 1B X|

This TEXT formula did, indeed, combine the
fields. However, this result needs some

improvements.

Keep going...

Py L HILY o
s = o -

F2 - * & J= | =CONCATENATE(B2,D2)

A A &, c b B F I
1 Date Product Net Quantity Revenue Product Revenue
2 | July1,2013 Pigs $ 325 100 $325.00 |Pigslﬂﬂ

3 | July2,2013 Pigs § 3.25 105 $341.25

4 | July 3, 2013 Pigs $ 325 110 $357.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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Additional Text Fields

If you add additional Text fields, you can include
labels and punctuation if you wish.

5. Try This: Use Additional Text Fields
Select Cell F2 and delete the formula.

Select Cell F2, again.

Go to Formulas -> Function Library-> Text.
Click on Concatenate.

Edit Text1: "Daily Sales for "

Edit Text2: B2

Edit Text 3: " "

Edit Text 4: D2

Click OK.

Try This, Too: AutoFill the Formula
Select Cell F2.
AutoFill Cell F2 to the bottom of Column F.

What Do You See? Does your formula include the
additional Text fields in the Concatenation?

Memo to Self: Whatever you type between the
quotes will be displayed as text between the
Concatenated Cells. If you need a space between
the ": " colon and the number, then add a space to
Text3 between the quotes.

Formulas -> Function Library-> Text ->Concatenate

aruEt Fadd Larxd botaanad  Bata L L (L

B . o reeees R e Cal g

o EHOE AT A T [ iy tabi b “ 0% “ 0]

i 18

1
by 8, LD P

by, 3043 g COMNCATEMNATE
Text1 |"Daily Sales for * 5| = -Daily Sales for -
L % - Pigs
Text3 |- = - -
Textd | D2| =] = 100
e | - text

“Daily Sales for Pigs: 1007

Joins several text strings into one text string.

F2 | I =COMCATENATE("Daily Sales for ",B2,": ",D2)
A | B | € | o | E F G

1 Date Product MNet Quantity Revenue Product Revenue

2 | July1, 2013 Pigs $ 3.25 100 $325.00 [Daily Sales for Pigs: 100 |

3 | July 2, 2013 Pigs 5 3.25 105 5341.25

4 | July 3, 2013 Pigs $ 3.25 110 $357.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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TEXT Functions: UPPER

Look at the text in any spreadsheet. The data
entry may not be consistent. Some people never
use capital letters, and some folks make every
word begin with a capital letter.

You can create a formula that formats the Text:
UPPER, LOWER, PROPER.

1. Try It: Add a Label

Go to the Text Functions spreadsheet.
Select Cell G1.

Type the label: UPPER

2. Try It: Use the UPPER Text Function
Select Cell G2.

Go to Formulas->Function Library-> Text.
Click on UPPER.

Keep going, please.

Formulas -> Function Library-> Text ->UPPER

BEH% [ omaremassheans Lt ol 2071 Cararmaney et LRM - sl PO 4

®
VoM SAIET RS | o BN W e Dt st + Y
= = I Dafeng Hame - I S SR —
AT EEEIE B D R S P :
. SR N ——
st datnlaen Ravendy Draradl (ngeel | S0l Dete & Goolegp & Math & My s i a X
Pt | il T DR Tema - Ry~ g~ Fencimes - | Mamagas (] ottt boum Sutection | . Basmave et = (8] rnnts st
[ . e Vo ey
af 3
- L ] € " ¥ ’ H 1 ) 14 11 “ N o L] a L]

1 Date Fedeil  Wel L . e B
B oy e 200 g 5 18 wtor g 108
1| kw230 P i1 A wor o 108
4| iy 1, 3600 P T s wikow g 118
5| hiyd ML Mg 5 18 1 ¥ for Paga: 115
§ | by A 3L Py (T . § i g 139 F | G | H
7| g, 800 g 5 13 wior g 115
1 Wy LNL M 3 A ¥ or g LN
e 30 Py [ w105 ®wenue u er
W e 1 B 5 13 uor Pag: 148 .
0 ehiLmn e 4 LD 8w g 143 i for Pigs: 100
KR | by 15, 3811 Bagn 5 1B uior g 138 | |
HH | by 18 2910 B i s o ¥or Paga: 133 L P
B sirg 8 48 - g  for Pigs: 105
1 by 10 ML) P § 1B . ¥ for g 183 f
B iy 10 2910 Py i n ¥ § o g 17 E "
WP paby 13, HL1 g § LB " uhow g LTS P TOr PIES' 11{]
W ety I 9L P 5 1m ’ ¥for Paga: 100
B ply 30, 3901 Py § nm . " g g 183
B0 by 15, L B 5 13 ! " [ b o Bogn: 198
21 by 1910 P $ B T SAILTS Dby Salus v Pags: 193
B poby 1, 30 Fgs § 18 B FASAEE Dby Sales v g 208
N bely ML 2L P 5 1. 0 SEMAIS Dasty Sales for Papa: 208

1-'nr.-n~w-|._w," [P . TEXT =TT IR LT
s for Pigs: 155

TRIM m

s for Pigs: 160

UNICHAR s for Pigs: 165
UNICODE s for Pigs: 170 2
UPPER s for Pigs: 175
VALUE - s for Pigs: 180

s for Pigs: 185
s for Pigs: 190
195 5633.75 Daily Sales for Pigs: 195

fx Insert Function...
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Formulas -> Function Library-> Text ->UPPER

NS . » oo s o0 ol 3011 sty oot LBM - Eacpi }
UPPER Text Arguments S OEEBOE R B B |3 [ : —7
3. Try This: Edit the Function Arguments ot | Sk by e rndte e | e e | e s = Bt o [
Edit the Text:B2. Faman Ly  tetmaaan pe—— [
L) L A RU_ S T
You should see a preview of the data in all N R R
capital letters, "PIGS". fl ;;;3.&.""-‘ A% 0 4mias oot tm e 0 EES
C||Ck OK A | by 3900 Py in 26§03 n.o.umwm'm
3| ki HL By 113 HI3 SNTLTS Dby Safes for Pag 113
4 ki L L A 4
Try This, Too: AutoFill the Formula PRy

Use the AutoFill handle to fill down this formula [ 2000

&
5
]
H
AL 2L P 5
1]
5
]
&
L3

i | iy 12, 2903 s
in Column G. g e PRSP ——
KB bty 18 J0LI P ey Teun 10 Ve sk et 51 LI § ST 30§ b s

Memo to Self: The LOWER text function
converts the text to all lowercase letters.

The PROPER Text function begins each word
with a capital letter.

iREYEIEZERE

E
Converts a text string to all uppercase letters. I J

G2 | i »x « J | =UPPER(B2)

A 5 | & | € | b | E | F _ G
1 Date Product Net Quantity Revenue Product Revenue Upper
2 | July1l, 2013 Pigs 5 3.25 100 5$325.00 Daily Sales for Pigs: 100 |PIGS

3 | July2, 2013 Pigs 5 3.25 105 5341.25 Daily Sales for Pigs: 105 PIGS
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Text Functions: SUBSTITUTE %/

The Substitute Text function can find and edit

specific words or phrases.

For example, you can compare the formula in }I|"f:: m--'-- ;-tm . :-:-:m :;' A E—
Column F and Substitute "New Product Sales" for ' vz e  1m Pt e
"Daily Sales." | imure 5 in i 12 s
y vales ' h-'-!-..vu:: 4 o - ,,s,.::”: . G H
7| g, 2000 Pgn 5 LB ) wikor gz 115 Pk | !
1. Try This: Add a Label Vommirg  § bm . R g 18 ot Upper  Substitute
Go to the Text Functions sheet. m iE‘,":;ﬁf:E ; i e | P PIGS | |
Select Cell H1. B e [ am[ | s =
Type the following label: Substitute RS R ey ot m s PIGS
bty T 3900 P 4 1n T § ke g 1T
P by 13, 3841 Fyn § 1M AR o g LTS Beid pIGS-
2. Try This, Too: Substitute the Text | e e wammar  [SuCHOR R
Select Cell H2. oz 4
Go to Formulas->Function Library-> Text. e R T i
Click on: SUBSTITUTE. ST et rencros [y | | | PROPER I_I s for Pigs: 150 PIGS
K _ s for Pigs: 155 PIGS
eep going... REPLACE s for Pigs: 160 PIGS
REPT s for Pigs: 165 PIGS
RIGHT s for Pigs: 170 PIGS
SEARCH s for Pigs: 175 PIGS
s for Pigs: 180 PIGS
SUBSTITUTE - '8
s for Pigs: 185 PIGS
Jx Insert Function... s for Pigs: 190 PIGS
195 5633.75 Daily Sales for Pigs: 195 PIGS

Formulas -> Function Library-> Text ->SUBSTITUTE

OH% s gbaana Lt 2071 Doty Cheghopns LBA - Rsced
B oo ot st | sonad | B Wew e

o Pomit Deperionts. b fner Chashinng
aet datinlorns Baverdly lnarasl ingesl | Gl (Dein & Gecbup B Vst & Ry S — o

Vo v U -

Farar Al . R L ]

z n = o - y et - U - —— :‘

LT TLT e erre— _—
SO Toms - ek - Tog~ Fanciinns - | Mamages (] Cotate b Secrion | 3, Bamarve desn = (] skt Foomuit i | D= e

e |

1 et Hoss

o
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SUBSTITUTE Arguments
3. Try This: Enter the Arguments
Text: F2

Old_text: "Daily Sales"

Microsoft Excel will compare the text in your
cell, F2. and determine if your data matches
this Old_text.

New_text: "New Product Sales for"

This is the text that Microsoft Excel will
substitute when it finds a word or phrase that
matches.

You should see a preview of the data to the
right of the Argument.

Click OK.
Try This, Too: AutoFill the Formula

Use the AutoFill handle to fill down this
formula in Column H.

Formulas -> Function Library-> Text ->SUBSTITUTE

HERA MEET LRSS s LTI U

2
Rt
ot e Errsn mama g by
H L NI LITH [F., “naiby ki bt *, "M Py 1 i it *f
& ] £ ] 1 ¥ a H 1 ] ® L u
1 nete Frmbonl Bl Gpaseliy Brwrsse Prosked Srvser M Sasdnldude
TR 5 LS iy BB Dy fabentor Pugn: 168 Bold [ boa 'I
1| kgL ML B L WA S BN Dty Sales hor P 108 PSR
d | kg b 3B g #
3| b L1 P [
B by EL M i LB
T kgL 1810 § LB
by 3. FL) P . ¥
2 4
(o=
Text |F2 2.5
. B . ==
Old_text | “Daily Sales for 2.5
. N ==
New_text | “New Product Sales for | 2.7
Instance_num Bz

ﬂ%eplaces existing text with new text in a text string.

“Daily 5ales for Pigs: 1007

“Daily 5ales for ~

“Mew Product Sales for ”

= ext

“Mew Product 5ales for Pigs: 1007

=SUBSTITUTE(F2,"Daily Sales for ","Mew Product Sales for ")

D E F G

H

Quantity Revenue Product Revenue Upper
100 $325.00 Daily Sales for Pigs: 100 PIGS
105 5341.25 Daily Sales for Pigs: 105 PIGS
110 $357.50 Daily Sales for Pigs: 110 PIGS
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Formulas->Function Library-> Date & Time->MONTH

B E% [ emarmmaadiogns st ol 2011 Cornray Cheriopns LBA - szl ¥ A x
- 3] rrdnt Pl Lane s semaan Al tata v wiw Thoaters bt
Date Functions: MONTH N e e T e e
% " - 3 Frae Drpevalents. ¥ fover L « | Nrd - i
Businesses are "date driven." Bills need to be paid i | ot i Lyl V. S o Wt e W S S b e | | ot 5 ot
on time. The DATE functions can be used to format —— =y - Extmed st et oy Cmmman
as well as calculate. d | 3 o 1
i & L] £ o N— 4 H i 1 [3 L ("] L] 2
1 Dt Fesbel Wl ity 1 s e u\ln:;‘- —_ .nd-u-ﬂ. }
Before You Begin: Make a Copy V imiee  3am m e Sl e e e S—
Select the Original Data sheet. B ] e |
Right click and make a Copy. B i ™ TAE e ot o] 3 F G
Name the new sheet: Date Functions. - et e B e vt —
Bt g [t an aml] T i e Quantity Revenue Date: Month
N1 by 12 2013 Py il am ’ Gy ew Prosiat s
1. Try This: Add a Label o e e I B ] 100 $325.00 Il
gol totﬂée ﬁ>|a:t1e Functions sheet. s FORMULAS | DATA REVIEW e 105 5341.25
elect Ce : " e Pt
Type the following label: Date: Month £ E m H e 110 $357.50
- I I I I e P e P B
o et e
é‘ .Irryt -(I;hII?’FEOO: Use a Date Function 5 Date B Lookup 8 Math &  More oo e
elect Ce . - e

Time~ Reference = Trig - Functions == &

Go to Formulas->Function Library-> Date & Time. I
Click on: MONTH. y EDATE [+]
| EOMONTH
Date & HOUR
Time~ E ISOWEEKMUM _
Keep going... F
MINUTE - 100
MOMTH - 105
METWORKDAYS it 110
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Formulas->Function Library-> Date & Time->MONTH

5 The MONTH Arguments : KZ-. SAINT  PASILIRSOT | G Bafa W e R |
The purpose of the MONTH function is to read Lot
the date, figure out which month it is, and P Loy Ertrsa mamn St ety Caman -
return a number for the month. In this R . =
example, the date is the Column A. | — e e ey e ?_-!-_t T L
e
3. Try it: Edit the Serial_Number B 1 e e e e
Edit the Serial_Number: A2. i : : '
You should see a preview of the data to the ~= e : ': omsed -
right of the Arguments. E: MBI 5 a5 | s e et 3
Click OK. M wwire |- MONTH
B by 10, 3L By 5
by 10 L) Py 1 - —1
4. Try This, Too: AutoFill the Formula o ¢ Serial_ number |A2 |FRE| = 41456
Use the AutoFill handle to fill down this ) §
formula in Column F. s =
| ey : Returns the month, a number from 1 (January] to 12 [December).
July is the 7th month in the year, as shown. T e e . _ _ _ i
m: Serial_number is a number in the date-time code used by Microsoft Excel.
OK, that's an example of the MONTH function. e
Excel can also use Date functions with days.
F2 ~ fe || =MONTH(A2)
‘ A | 8 | ¢ | b | E | F G 4
1 Date Product MNet Quantity Revenue Date: Month
2 | July1, 2013 Pigs 53.25 100 5325.00 I:l
3 | July2, 2013 Pigs $3.25 105 $341.25 7
4 | July 3, 2013 Pigs 53.25 110 $357.50 7
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Calculating the Date

Many businesses need to calculate the difference between
the current date and the date on the transaction. Microsoft
Excel has several functions for working with Dates.

Let's consider Date, Today, and Now. Today() and Now()
both enter the date. The Today() function updates

automatically to show the current the current date and time.

The Now() function does not update automatically. These
two functions do not have any Arguments. Date lets you
enter the Arguments for Year, Month and Day.

1. Before Your Begin: Make a Reference Date

Select Cell G1 and type: Reference Date

Select Cell G2.

Go to Formulas->Function Library->Date & Time->Date.
Enter the Function Arguments:

Year: 2013

Month: 8

Day:1

Click OK to close the Function Arguments.

Do This, Too: Copy and Paste Cell G2 to G70
(all of the Rows in this example) Keep going...

Memo to Self: Columns C, D and E are hidden in this
lesson so that you can see the date in Column A and the
Reference Date in Column G.

Formulas->Function Library-> Date & Time->Date

LTL

Moal  SGINT  PAMiLoeSed | dosuensd  BAL BN Wi 1 R

el

i - oo & sDAM[ELEIY -

a [ ¥ ] r- ] P € k ] N o [ a ] ] Ll u

1 Dl Frosbon | [isle Miwslfy Eaferevaw Dule

-

TERTHIESEEEER g

by B, LY g
by 1. 301 P
by I, 3810 g
by A, LY B
baty B 330 Pogs
iy L 2300 Py L Yew i)
by L N Py 7 | L]
rely 33, 311 Py ¥ | o -
Falby 15, 3003 Pign 7 ]
Feby 12 2913 P
ralby 15, 3501 Fygn
bk 18, 3013 P
pely 15, 300 Py

DATE

& - ¥
K -8
™

a1
= dval
T T AR TR A 11 TR S8 6 ML L e e

Dy 6@ e bl 11 11 b it D iy B P it

1l
Pa
=]
—
[

Year |2013 s
Month |3 ER

Day |1 Es| = 1

= 41487
Returns the number that represents the date in Microsoft Excel date-time code.
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Date Functions: NETWORKDAYS
The NETWORKDAYS Function will calculate the
number of work days (Monday through Friday) from the
Reference Date in Column G to the Date in Column A.

2 Try This: Add a Label
We are still on the Date Functions sheet.
Select Cell H1.

Type the following label: Net Work Days

3. Try This, Too: Use a Date Function
Select Cell H2.

Go to Formulas->Function Library-> Date & Time.
Click on: NETWORKDAYS.

Keep going...

Formulas->Functtion Library-> Date & Time->NETWORKDAYS

BE% :
I < oo
AZEEEBORKE R D E S

Pl Lard domamn ad [LT v wim

e Lod ol 200 D gt Ched b LBM - Lozl F X -

Dfiomg Mo -

B Pomcs Prmcrteen Y] P S i | -

3 P B oy o iy ¢ | % = L
ittt ety et 1ot R et dd Mo | M T | e e | | Gt O ot et
[Ie—p— . Bevnsa enai [ Lpcaan -
- L ) d n— I 1 L L L] L] L) » L] L] ] T
1 Dadw Fronban| Disle Muimdilh Earfevers
W ey b 200 Py 7 [ 2
1 W51 Ny 7 | !
A | oy B, UL g ¥ E
g iz G | H |
T g L2801 g 7 ¥
B v - - Reference Date NETWORKDAYS
M| by 15 3L Bygn 7 [t
e 1-Aug-13 _I
e FORMULAS DATA REVIEW 1-Aug-13
5| ey
e |@ 1-Aug-13
HE BRI
W ek
M ek
o Date 8 Lookup & Math&  More

: Time~ Reference~ Trig~ Functions~

EDATE [+]
EOMONTH

HOUR

ISOWEEKNUM

MINUTE

MONTH

NETWORKDAYS
NETWORKDAYS.INTL
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L)
J",,v:" Formulas->Function Library-> Date & Time->NETWORKDAYS
E W ' marencsdgns st ol 301 Camartong, Chrioans RBM - Escel 5
L diaanad bata wim Dnsbart Mok +
:} NETWORKDAYS Arguments & .07 .70 © me— =

4. Try it: Edit the NETWORKDAYS st - tom | e ol : ;» :

Edit the Start_Date: A2. Fancnan Ly - P— [ -

Edit the End_Date:G2 i | BN T ki
il L) 1 ] L) @ u L] il L 1 L L L] -] L Q L] ] T L ¥ C
1 Dt Fombenl [islr Miss® Kefersvaw Dule

You should see a preview of the data to the right #I vxxu 2 "y o]

of the Arguments. - i -

Click OK. 8 :::!I.FUH;\ : PPy o 4
AT R e | o .
B hAyd L B

5. Try This, Too: AutoFill the Formula e | ERRERREEMERLICS,

Use the AutoFill handle to fill down this formula 7 =i 7070 Start_date |A2 - 41456

in Column H. : ::T::.:x
:ﬂi:ﬁﬁ:ﬁ End_date |G2 = 41487

Memo to Self: The date that is displayed in the [ =r=e Holidays = -

Preview is a SERIAL NUMBER. After you edit ~ # mvx =i vs | ’

the Arguments, the work days will be displayed & s e -
BE | raly H, 38500 Fygm 24

as a whole number. 28| ety 18,3811 o

mmRetums the number of whole workdays between two dates.

m_ Start_date is a serial date number that represents the start date.

H2 | i »x « J | =NETWORKDAYS(A2,G2) 5
4 A | B || F | G | H |

1 Date Product Date: Month Reference Date NETWORKDAYS
2| July1, 2013 pigs 7 1-Aug-13| 241

3 | July2, 2013 Pigs 7 1-Aug-13 23

4 | July 3, 2013 Pigs 7 1-Aug-13 22

Exam 77-427 Microsoft Excel 2013 EXPERT
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Home->Number->Number Format->Time

8:30:00 AM | 5:00:00 PM
8:30:00 AM 5:00:00 PM

Exam 77-427 Microsoft Excel 2013 EXPERT
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e % 0 maremaadiogna sl 0] gty Chegonns L8N - Eacl a n
:} Time Functions e M IR T T 1
How many hours or minutes are there between  w« "7 wiu. o woa utewb o - U5 sl G e G | Tt
the Start Time and the End Time? Here are omsewr ] e 12 " et s =
the steps to figure it out. Kot - . | I \ |::_—|
- ¥ . @ " i 3 5 s i |
1 et Pomsbon] [usle Miwsltt Barfovavar Disle N1 TIWORKTULYS [art Cme Hrel Thewr Dol
1. Before You Begin: Enter the Data Fried e “ ey '?‘A
Select Cell J1 and type: Start Time. il s T . T Senom ABC General —
Select Cell K1 and type: End Time. W oo e e Qn oy 123 o specific format
Select Cell L1 and type: Duration. . e a )
Format Cells J1, K1 and L1 BOLD. e i l T 12 Number
| e g :: Start Time
Select Columns J and K. | e i
Go to Home->Number->Number Format. . e o . e Currency
Select the Time format. | g o k L ~ ==  Start Time
Select Cell J2 and type: 8:30 AM o i —_Hmit 7 J ]
Select Cell K2 and type: 5:00 PM B 1 s i ; | © [ Accounting
| e e t ‘ | oS start Time
2. Copy the Data ] Dwte Muncticen | Tetfunciomn | Semwary | e | ggn  Peu  Ovegesd Dets boe TONT fore . (8)
Copy and Paste Cell J2 to J70 Short Date
Copy and Paste Cell K2 to K70 E Start Time
(all of the Rows in this example)
What Do You See? L' 3 ' 3 — M - E iy '?ate
The Cells in Column J have: 8:30:00 AM. Start Time End Time |Duration l ) Start Time
The Cells in Column K have: 5:00:00 PM e = 1 — .
OK, keep going... 8:30:00 AM 5:00:00 PM 1 @ Time
8:30:00 AM 5:00:00 PM e Start Time



Home->Number->Time

!-H . e sl 2071 G Chochonns 1AM - Excl v o a %
. ol GGIRT PAMLRSGT BoRaukd Bl bW Wi Dt it + J)
:’ Calculate the Duration . , o
Duration is the number of hours, minutes and i : il i
seconds from the Start Time to the End Time. e R tom spas o s Loy
Wi TWOER - i - o ) L ERH -
. . - 1 ] L} - L 1 1] L3 ’ ] L] 2 L o L] 1 ] 3 1"} v 0
3. Try it: Calculate the Duration Rlow o oneieh Melissove nfwoncan | pifiss fies gewie
Sl B 3810 Bgu ) 8-Rig-L M ik e |
Select Cell L2 and type:=K2-J2, 3| ey 3L P 7 . I RND0AM S0mEw
Where K2 is the End Time and J2 is the Start ~ § .20 -t B eam s
Time & bty ) JELE P r R = B 3000 &M %0000 P
. 7| gl 3000 Pygn 7 3-Rag-11 14 R0 AN 0000 P
1 LN Ny 7 18y} |t B 30000 AAE 5 D000 SR
§ rdy 32 2Tt Pygs ¥ A 183 wr £ 000 AM 0000 P
Please AutoFill this formula from L2:L70. 1.y 1100 e P ragn W e sese
. . B by 10 2900 Py r 1Sy 1 1 B OO0 AM 50000 M
(all of the Rows in this example) 2] by 13, 3811 P T sagn M ks s
N bely 18 ML) B 7 1Ry} 8 0000 A 500 PR
BE pudy 13 3900 Py » 3N td 153
4. What Do You See? The formula and the B e - = | ] K L N
answer are correct. However, the | e e x—1 ! L
formatting--8:30:00 AM--is confusing. e d E ... 2 Start Time End Time Duration
. e — - | 8:30:00 AM | 5:00:00 PM|=x2-)2
Keep going... ZN| ey 3. HLD Pogn 7 Shag- 13 1 | |
T Y oy gy ey e 8:30:00 AM 5:00:00 PM
8:30:00 AM 5:00:00 PM I
L J 1 K I W
Start Time End Time Duration 4

8:30:00 AM 5:00:00 PMl 8:30:00 AM.l
8:30:00 AM 5:00:00 PM  8:30:00 AM
8:30:00 AM 5:00:00 PM 8:30:00 AM

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.3 Apply Advanced Date and Time Functions: Calculate Duration

Intermediate Microsoft Excel 2013 Page 75 of 245



=
4
3

r""o

75 e

Format the Time

5. Try it: Format the Time

Select Column L.

Go to Home->Number->Number Format.
(the little arrow in the bottom right corner)

|Custorn *|

«0 .00
$ - 05 * | T
Mumber P

Go to the Number Tab.
Select the Custom Category.
Choose: h:mm

6. What Do You See? The Duration will be
formatted as Hours and Minutes.

Save Your Spreadsheet.
Very good.

Home->Number->Number Format

BE S & wemrmadan Lot J0L Ciuraong Chechams LM - Excel

-uu SAINT  PALieSed  dolankd B BN Wi Il..-n-nw.".
".'.:“ ) ot In ca a8 B e  Fwerm Tms - F BB e e . EI‘:’-"-' 5‘7 H
e remmtums (7 <[5 [ 24 o e o7 S S, P (S e el e G O e
- S fomacals
Qo
B 30 ——
R e Number | Alignment | Font | Border | Fill | Protection |
I ESTES m [IL Y
| ey 101 ;:---u brer
et (S Category:
g == e — General 3ample
o) — Number Duration
s e || | Curreny
Bl .22 e wemag i | | Accounting Type:
| ety 10 1900 Date
L] Nhjl!.ﬂll P Vel il Vel (i, il - OF W il G b & 403 h'mrn 5
NP| vty 12, 3813 Time o
M| ety 12 2313
| Percentage h:mm:ss AMPM
e Fraction hom )
: pocik i Y ;z; , scientific h:mm:ss
o —— - —— N O m/d/yyyy h:mm
Special M55
m mm:ss.0
@
Kk Ly W
Start Time End Time Duration 6
8:30:00 AM 5:00:00 PMl 8:3G.|
8:30:00 AM 5:00:00 PM 8:30
8:30:00 AM 5:00:00 PM 8:30
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Financial Functions

Microsoft Excel has a robust library of Financial
Functions. Let's say that our little company,
Charlotte's Website, needs a car. How would you
calculate the car payments?

Here are the steps.

1. Before You Begin: Enter the Labels
Open a new, blank spreadsheet.

Select Cell A1 and type
Select Cell A2 and type
Select Cell A3 and type
Select Cell A4 and type

: Present Value

: Number of Payments
: Interest Rate

: Payment

If these are labels, and they are, they should be

selected and formatted

Keep going...

BOLD.

Home->Font->Bold

BE S &

Boad’ - lmwl

Camane

LR

g

L} 1

'.' :.’ =) | E= W

T L T
Bpmattey - Tebip - Ty -
S

Payment

& Cioa ©

Fr® -« & X
Dt vt + )

| E e+ A "
Tia- .

laet & Pl B
Vil - g -

Eotmg

B < sonr psiloces dobaud B Wwew W

o, % cul ot - K s B -  Bwwre
r— =

"-_-‘. e T M- E-TF T B & E] tege i G =
- e gt

™ . & | Py

Fl L] L1 L] L} ¥ L] H

1 Prored Vaker

3 s ol Rapmanin

3 beienryl Rerde

i

3

L

L]

1]

L]

L]

n

i

0

-

L] -

g A4

L1

-

. A

n

g Present Value

e —
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Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.4 Create Scenarios: Use Financial Functions

Intermediate Microsoft Excel 2013 Page 77 of 245

Paymentl

h



Home->Number->Number Format

@ s P Bond " - el ¥ W
:’ Enter and Format the Data e F b 555 i (T ke gy |
2. Try it: Enter the Data e T T O o T 0| e | § - %+ |2 3| et 1 s
Select Cell B1 and type: 20000 Oubsen % fom . —— oo * Percentage -
Go to Home->Number->Number Format. " o 4 L
Select Accounting. S — T L s $ -9 » | %00 i
This is the Present Value of the car. (Pv) e ' ’
: ’ Mumber M
Select Cell B2 and type: 36 i
This is the number of payment periods. (Nper) -
Select Cell B3 and type: .04 u
Go to Home->Number->Number Format. u
Select Percent Style. - B3 Ml Je 4%
This is the Interest Rate for the loan. (Rate) :
» A B | ¢ | D |
Keep going... - Present Value 520,000.00
Mumber of Payments 36
Interest Rate | 4%_'
Payment

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats
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Formulas-> Function Library-> Financial-> PMT

IJ o Bt - L x
:1 Financial Function: PMT = S
3. Try it: Use a Financial Function :
Select Cell B4. P—— i [ o
Go to Formulas->Function Library. C 5
Go to Financial. Click on PMT. R Mo 1 | | E | x| w W | & | ¢ | & | k|
2 _-aim-n i
3 imteerdl Rt L.
v(] FEENEY
5 L IR I = sdEidaig
E ] LT U
= , e 3
L] ~ B =
Financial L oo - —
- :; St - . = - -MmtatTRECt
:: L ;:-:-ﬂ.—d;::i:l.l-hhnﬂr-—-_u-!\dln

When you see the Function Arguments:
Edit the Rate: B3/12

Edit the Nper: B2

Edit the Pv: B1

Keep going, please... Rate | B3/12] = 0.003333333
Memo to Self: The Yearly Rate is divided by Nper |EE =
12 to get the Monthly Rate Pv |B1 = 20000
Fv | = number
Type | = number
= 5904797001

Calculates the payment for a loan based on constant payments and a constant interest rate.

Rate is the interest rate per period for the loan. For example, use 6%:/4 for
quarterly payments at 8% APR.

Exam 77-428 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.4 Create Scenarios: Use Financial Functions
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PMT Arguments

4. What Do You See? In the example on this
page, the payment on a $20,000 car would be
$590.48 per month for 36 months.

What Else Do You See? A paymentis a
negative number: that means money is taken
away from your bank account.

Very well, that was a simple example of a
financial formula. Microsoft Excel has many
formulas for calculating the value of
investments, Thills, price, rate and yield.

OK, Save your work.

Formulas->Function Library->Financial->PMT

BEH S Bomd) - sl F W o= & X

- voad  GGINT  PAMILERSGE | drdanad | BN EVEW W et s+ )
AT BB I B |5 S (Bt St |3 B Sonsen 4
Bt et e T Wt it e M G e : tee | Oyt ARt

‘1“'-.':, ““#l . £ -D- ] ’ a L] 1 L3 L = -] r a L) 3

3 e ol Rapmanin T e

I

! B4 v S =PMT(B3/12,B2,B1)

8 A A | B - C D E
u 1 |Present Value 520,000.00

E 2 Number of Payments 36

= 3 |Interest Rate 4%

R 4 Pa*,rmentl {559&.48}_'

5

Exam 77-428 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.4 Create Scenarios: Use Financial Functions
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FORN  OBGIET PALEERE | s LT ] Tt Yoy l

Z
:} Summary | el i = | , . . "
The purpose of the exercise was to use X : o ' | - 0 - -
formulas, formulas, formulas. The lesson T —— : ’ Start Time EndTime Duration
began with formulas that worked with : 2:30:00 AM | 5:00:00 pm| 2:30:00 ﬁ\Ml
TEXT: formatting text, combining text, and con T T '
manipu|ating text. i o W oew 8:3{]:{“] AM S:Eﬂ:ﬂﬂ PM 8:3{]:00 AM
: M i 8:30:00 AM 5:00:00 PM 8:30:00 AM
We also looked at formulas that work with - R |
DATE and TIME. g
5 F2 | j =COMNCATEMNATE("Daily Sales for ",B2,": ",D2)
The last pages demonstrated a very simple
FINANCIAL formula. . iy B C D E F
= | | | | |
Allez Allez in Free. u 1 |Date Product Net Quantity Revenue Product Revenue
You done good. You get the cookie. 2 | July1, 2013 Pigs $ 3.5 100 $325.00 [Daily Sales for Pigs: 100 |
| 3 | July2, 2013 Pigs $ 3.25 105 §341.25
4 | July 3, 2013 Pigs §  3.25 110 $357.50
B4 Ml J | =PMT(B3/12,B2,B1)
A B C | D | E
1 |Present Value 520,000.00
2 Number of Payments 36
3 |Interest Rate A%
4 Pa*;mentl |:$59E|.48].|
&
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Practice Activities

Lesson 2: Piggy Goes to Market

Before You Begin: Download the sample file:

Brown Bag Sales Data 2013.xlsx

Try This: Do the following steps

1. Open the sample: Brown Bag Sales Data 2013.xlsx

2. Select Column E: Sort by Date.

3. Select Cell H1 and enter the label: UPPER
4. Select Cell H2 and create a Text Function that references

Cell B2 and formats the Text as UPPER.

5. AutoFill the TEXT Function from H2:H69

6. Select Cell 11 and enter the label: CONCATENATE
7. Select Cell 12 and create a Text Function that combines

Cell B2 and Cell D2.

Hint: You can use Row 2 to add the following

8. AutoFill the TEXT Function from 12:169.

9. Save this as YOUR NAME Piggy Practice.

Test Yourself

1. Which of the following are Paste
Special Options?

(Select all correct answers.)

a. Values

b. Formulas

c. Formats

d. Paste All

Tip: Intermediate Excel, page 58

2. What does the Concatenate command
do?

a. Combines the values of the selected
cells

b. Concentrates and compresses the
data

c. Filters the data

Tip: Intermediate Excel, page 62

3. Which command changes the
formatting so each word starts with an
upper case letter?

a. Upper

b. Change Case

c. Proper

d. Sentence Case

Tip: Intermediate Excel, p 65

Intermediate Microsoft Excel 2013 Page 82 of 245

4. Which of the following are text functions?
(Select all correct answers)

a. Upper

b. Substitute

c. Concatenate

d. Sum

Tip: Intermediate Excel, page 60-68

5. Excel can calculate the number of workdays
between two given dates.

a. True

b. False

Tip: Intermediate Excel, page 72

6. Excel can calculate the amount of time
elapsed.

a. True

b. False

Tip: Intermediate Excel, page 75

7. Which is the correct command for calculating
payments on a car?

a. Formulas-> Calculate-> Car Payment

b. Formulas-> Financial-> Car Payment

c. Formulas->Function Library Financial-> PMT
Tip: Intermediate Excel, page 79



Excel 2013: Applying Formulas and Functions 2 \
L]

Name that Tune “

Intermediate Excel Objectives et i o . . .
In this lesson, you will learn how to: x | X : — - -

1. Select and Name a RANGE of Cells. — e ] 4=y = Define Name

2. Use the Named Range in a formula. T & v £ | oummim o amen ) “ft Usein Formula - =

Mame
& L) € o

3. Use the Name Manager. pae et me Gy —— Manager
i

|'E|| Create from Selection

: J
4. Use Defined Names in a formula. i shimaus |3 b e = Defined Names
5. Create Conditional Formulas. B i i b T - o=
) ) Priiaue (f b J G e | P
6. Identify errors. f rorhmon ¢ Le 3 —— B =
M bty L L) P $ A s 1
N eya, 2900 g i 1% Bl Con i s o0 o LI Ty S O
BE by d, 30D e i 18 A T PSP S ———
BF by d 3L M 5 A |
Bk A 3900 Igh i 13
B kg 5 N ap § 13 =
IR i s
AT by i, 3500 g § 138 i [ ==
LI JRRT $ 1
By b, 3900 Py [ o s
2N kg N gn $ 12 i 5 M
21| ey 2L e i R T
B g, M g 1
3mnans | AVERAGEIFS
i, _
. St Average_range |FRevenue A% = {Revenue’150;162.5;3:
- € llo =
Criteria_range1 |Revenus eWz| = ["Revenue™150:162.5:32
Criterial | "> 300" Rzl = "=300°
© 2013 Comma Productions. LLC Criteria_range2 | Met| ERs| = ["Met"1.53.253.251.5:
Criteria2 | "<3.25" Rzl = "<3.25
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Lesson 3: Name that Tune
[i]
Formulas

1'Readings S :=] Define Name ~ E:E'Traceprecedenﬁ @ShﬂwFﬂrmMES m
oo

Read Lesson 3 in the Intermediate Excel — o

guide, page 83-107. e ‘fx Use in Formula EJ =l Trace Dependents ""r_' Error Checking - T
Manager [H Create from Selection I_';.\ Remave Arrows ~ Ui Evaluate Farmula | window

Project . . EJ Defined Mames Formula Auditing

A spreadsheet that uses Defined Names in

formulas to conditionally summarize data. iJ iJ EJ lJ

Downioads 12 = R @ =

Co.untmq Chickens 2013 xisx Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare
Using Named Ranges COMPLETED.xIsx i . . i
Function - Used - - - - Tirne = Reference~ Trig~ Functions -

Employee Data.xlsx
Function Library EJ EJ
Menu Maps \

This lesson demonstrates options on the Formulas Ribbon.

1. Formulas->Defined Names->Define Name, page 89

. Formulas->Defined Names->Name Manager, page 93

. Formulas->Defined Names ->Use in Formula, page 97

. Formulas->Function Library->Math and Trig -> SUMIF, page 98

. Formulas->Function Library->Math and Trig -> SUMIFS, page 99
. Formulas->Function Library->More Functions ->Statistical ->COUNTIF, page 101

. Formulas ->Function Library->More Functions -> Statistical ->COUNTIFS, page 102

. Formulas ->Function Library->More Functions -> Statistical ->AVERAGEIF, page 103

. Formulas ->Function Library->More Functions -> Statistical ->AVERAGEIFS, page 104

2. Practice
Complete the Practice Activity on page 108.

3. Assessment
Do the Test Yourself questions on page
108.

O©oONOOOPWN
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Using Names in Formulas

The Intermediate Guide to Excel focuses on References. The first lesson looked at Cell References: Relative and Absolute Cell References. The
second lesson used the Cell References in a Formula. The lesson demonstrated formulas that modified and formatted Text, Date and Time.
This third lesson will show how to select a RANGE of cells and use a Named Range in a Formula.

H ©- 5 Start Microsoft Excel.
When the Welcome screen appears,

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  open a new, blank workbook.

a6 Cut Calibri dn -lA s == _ S - E‘E"Wrap Text ngztggrz)ou See from the top of
ER Copy ~ '
Paste T B I U~ |+~ A== =|«<= Merge 8 C |s there a Home Ribbon? And the
Insert, Page Layout, Formulas,
Clipboard = Faont L Alignment Data. Review and View Ribbons as
well? Yes.

Then you are ready to go.
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Before you Begin

This example uses the same spreadsheet that
was created in the previous lesson. You can
continue with the one you saved or download a
new sample if you wish.

Try This: Open a Sample Spreadsheet
Open a sample spreadsheet:

Counting Chickens 2013.xIsx

Go to the Original Data sheet.

What Do You See? This sheet shows the net
product sales for three products: Legs, Eggs,
and Pigs. The data includes:

Date (Number, formatted as Medium Date)
Product (Text)

Net (Number, formatted as Accounting)
Quantity (Number)

Revenue (Number, formatted as Accounting)

Memo to Self: You do not have to MATCH the
numbers shown on these pages. It is more
important that you begin with some data and
understand the options.

File -> Open
BH% i e g Bamggan LAH - Lsswl P X a =
EN SOMNT Pl Loy ghaankd B Wew Wi s R
- 2 X roiem - A
. - i E Wenp Tt - P P = pe [ 2= fr
el T L e bherge b ks = | § e e Y ks e B e e e

e . Fam v Aspraeat e ‘ e Cam [

H‘ MBI ESREECEZE -
5 F AT lEEEEEEREER T Tt LK

Al v i Jx || Date
A B % D E
1 |Date an}duct MNet Quantity Revenue
2 July 1, 2013 Eggs 5 1.50 100 $150.00
3 | July1,2013 Legs § 3.25 50 %162.50 | 77777
4 | July 1, 2013 Pigs 5 3.25 100 $325.00
5 | July2, 2013 Eggs $  1.50 105 $157.50
6 July 2, 2013 Legs 5 3.25 55 $178.75
7 | July2,2013 Pigs § 3.25 105 $341.25
g July 3, 2013 Eggs 5 1.50 110 $165.00 §.
9 | July3,2013 Legs § 3.25 60 S 195.00
10| July 3, 2013 Pigs 5 3.25 110 $357.50
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Select a Range

By definition, a RANGE is a one or more cells on a

spreadsheet. The cells may be adjacent or not.
There are a couple of ways to select a Range of
Cells.

Before You Begin: The sample spreadsheet,
Counting Chickens 2013.xIsx should be
open.

Go to the Original Data spreadsheet.

1. Try This: Select a Range with a Mouse
Select Cells E1:E70
(The last row with data in this example.)

Keep going...

i) ' e Wamnd Mgy LA - el

e

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

2.1 Insert Data In Cells and Ranges: Create Named Ranges
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ynmuig | E1 v I Revenue
A B C D E
- 1 |Date Product Net Quantity |Revenue
2 | July1,2013 Eggs $ 150 100| %150.00
3 | Julyl, 2013 Legs $ 3.25 50| $162.50
4 | July1,2013 Pigs § 3.25 100| %325.00
5 | July2, 2013 Eggs $ 150 105| $157.50
6 | Julyz 2013 Legs § 3.25 55| $178.75
7 | July2, 2013 Pigs $ 3.25 105| $341.25
8 | July3, 2013 Eggs $ 1.50 110| %165.00




T
O::G Formulas -> Define Name
[ ] e e T a x
. - SET ALY bohaankl Bt bW e I ot Y
Define a Range B3 ko]l (brem [ | 0} B P E B E R & M
The Name Box is a special tool in the top left v ¥ BT -2 DA A Dot Cote = | § < % * | S8 | ool Fommtms Co8 | et ot et o bt
corner by the Formula bar. You can use the Name Dutsa ot . seprame e L v taeng
Box to Define a Range, instead of selecting the L) A 2
Cells with your mouse. Sl e wr pmf— " " P& it | m w40 | k2 | k]S ;T
| sty & 2901 g § 138 a5 15880
B oty 2900 Lo § 1n w S1259
2. Try This, Too: Define a Range N e ;1w i
Place your cursor in the Name Box. Bl e P SR
Type: E1:E70 Bl eiue 3 an R
Hit the ENTER key on your keyboard. e
BBl g4, :-:n,m § 18 jw 18]
What Do You See? The RANGE from Cell E1 [ e
through Cell E70 are selected and highlighted. E “::EE:E E1:E70 P Revenue
M| a0
Keep going, please... el
ﬁ bty %, x:;:-. ﬁl | B C | D E F |
Ay | pate Product MNet Quantity |Revenue £
2 | July1, 2013 Eggs 5 1.50 100| 5 150.00 m
3 | July1l, 2013 Legs 5 3.25 50| 5162.50
4 | Julyl, 2013 Pigs 5 3.25 100| 5325.00
5 | July2, 2013 Eggs 5 1.50 105| 5 157.50
6 | July2, 2013 Legs 5 3.25 55| 5178.75
7 | July2, 2013 Pigs 5 3.25 105| §341.25
8 | July3, 2013 Eggs 5 150 110} 5165.00

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

2.1 Insert Data in Cells and Ranges: Create Named Ranges
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Name a Range

So far so good. The goal is to select a RANGE of
cells and then name it. The example on this page
shows how to create a Defined Name with the
Formula Ribbon.

3. Try This: Name a Range

The spreadsheet is still open to the Original Data.
Cells E1:E70 are selected

Go to Formulas->Defined Names.

Click on Define Name.

What Do You See? You will be prompted to enter
a Name. By default, Microsoft Excel chose the
label from Cell E1.

What Else Do You See? The New Name Refers
to: ='Original Data''$E$1:$E$70

All good formulas begin with equals: =

'Original Data’ is the name of the sheet.

The Range of Cells, $E$1:$E$70 is defined with
Absolute Cell References.

Click OK. Keep going...

Formulas -> Defined Names->Define Name

3 H % i Fiamad Rengan LN - Lixs
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L
o ] a Cl 1 (] 3 (1 ] ~ o L a L] L] T
Cpasrd ity |Rrwraee
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Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Use References (Relative, Mixed, Absolute)
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Define and apply names.

Hame: | Revenue

Scope:

|Wnrkbnnk

Comment:

Refersto: | _gyriginal Data'!'SES1:SESTO

ok || Cancl




r""&

0, @ H % i o P Rt LA - Lo r X a x
gl _ B cav  sciEt  Rasieeset | doseasi | BaAa W e e l
AT RERBOB BB S (B S || B Sooun
Another Way to Name aRange =~ = = 0 U T e T el T T
You can use the Name Box to selectand namea %~~~ * == e
Range. Here are the steps. W wten e Haes e : '
2| ey i 3800 g § 138 R ]
] $ A LR LR
4. Try This: Define a Named Range 3. oy : = STEE
The sample spreadsheet is open. R i T M T
Go to the Original Data sheet. T T A
H M| ey 130 ue 5
?;a;;e: écfllflr:)c%rsor in the Name Box. oy “ ¢ D1:D70 : £ Quantity
Hit the ENTER key on your keyboard. e 4
The data in Column D should be selected. » s s ™ : . A . E . % D E . F
5. Try This, Too: Name a Range e 1 o Date Product Net Quantity |Revenue
- ’ - N iy i L g $ 1% W 5
Place your cursor in the Name Box. 2 oenmiee ¢an =@ July 1, 2013 Eggs $ 150 100| $150.00
Type: QuantitySold ! “ 3| Julyl,2013 Legs $ 3.25 50| $162.50
Hit the ENTER key on your keyboard. .
4 | July1l, 2013 Pigs S 325 100| 5 325.00

| T T W I T N | e b T

What Do You See? The QuantitySold should be
in the Name Box.

Keep going... 5 QuantitySold v | i 5 Quantity
. Nime EDXI B . c D E . F
1 |Date Product Net Quantity |Revenue
2 | July1l, 2013 Eggs 5 1.50 100| S 150.00
3 | July1,2013 Legs g 3.25 50| $162.50
4 | July1l, 2013 Pigs 5 3.25 100| S 325.00

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.2 Navigate Through Worksheets and Workbooks: Use the Name Box
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Rules for Defined Names

There was a Dr. Seuss story about a Mrs. McCave who
had 23 sons and named them all "Dave." She could
have named one "Buffalo Bill" and one "Buffalo
Bluff,...and one "Zanzibar Buck-Buck McFate." But she
didn't, and now it's too late.

It was a good story about names. Let's talk about
names. The Defined Names should make sense if
someone else is trying to edit or update your
spreadsheet. There are also rules for what is and is not
allowed for names.

Syntax Rules for Defined Names

The first character must be a letter. The next
characters can be text, numbers, periods and
underscores. Names can be up to 255 characters.
Names cannot include Cell References. For example,
a Name cannot be $B$1. Names cannot include "C", "c",
"R", or "r" because they are used as shorthand for
selecting Columns and Rows in the Name Box.

Spaces are not allowed.

Formulas -> Defined Names->Define Name

Batnlarm Baverdty lrara ol fogersl Tred Dm0

i 5
[
[

b3

Crabnrp i

st

IEHTRIESREEEEH

&

[+ 7

FRSELERSRE | s [TLTR

BB =

ke B M B By

e

e FORMULAS

] £ B

138

i

e W R L4 - Lol

rfeg Hara -

1 Vo i Pl =

DATA

B R o

2 Date & Lookup & Math &  Maore )
= Time =~ Reference~ Trig~ Functions - | Manager [ Create from Selection

S

REVIEW VIEW
! = C=lDefine Name -
) _
_ fl Use in Formula =
Mame

Defined Names

QuantitySold| £ || Quantity
A | B | C D E | F | L
1 |Date Product Net Quantity |Revenue m
2 | Julyl, 2013 Eggs 5 150 100| 5 150.00
3 | Julyl, 2013 Legs 5 3,25 50| 5162.50
4 | July1, 2013 Pigs $ 3.25 100| $325.00
5 | July2, 2013 Eggs 5 1.50 105| §157.50
6 | July2 2013 Legs $ 3.25 55| $178.75
7 | July2, 2013 Pigs 5 3,25 105] §341.25
8 | July3, 2013 Eggs $ 150 110 $165.00

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data in Cells and Ranges: Create Named Ranges (Definitions)
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Select a Named Range

You can use a Named Range to find and
select the data. This is also a good way to
proof your Ranges.

Before You Begin: Go to a blank sheet.
Select Cell A1.

1. Try This: Select a Named Range
Go to the down arrow on the Name Box.
Select: Revenue.

2. What Do You See? You will be taken to the
Original Data spreadsheet. The Revenue
Range, Cells E1:E70, should be selected and

Formulas -> Defined Names->Define Name

- I ] g Hamand Rangan LM - vl
roms | GGINT PAMLROeT  doRaLkd B W wie
- 5 = .
o O ot B P [ g =- T W T Samanw - P # | B
B Copy * ] . - - A
P it | & 1 R " SE-TF T g Conkes - | § - % 0 [0 J] | Cotenal ot G | et Dubris Formt

Fam v B ]

&

intsen .
-] i ;

Greant dptaded ¢ o i i 8 H P’ ¥ 3 (3 M L) °
Bqverm.a

1

a1 e %

-

highlighted.

-:., QuantitySold c | D | £

[0 1 Revenue

a Ea—

s 2

. 3

2 Revenue hd F Revenue

' Orgraii ety 5w
l|! |E A B | C D E F
2 1 |Date Product Net Quantity |Revenue

2 | July1,2013 Eggs $ 150 100| %150.00
3 | July1l, 2013 Legs 5 3.25 50| $162.50
4 | July1,2013 Pigs $ 325 100| %325.00
5 | July2, 2013 Eggs $ 150 105| $157.50
6 | July2, 2013 Legs $ 325 55| $178.75
7 | July2, 2013 Pigs 5 325 105| §341.25

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data in Cells and Ranges: Select a Named Range
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One Formulas ->Defined Names-> Name Manager
=
A BOEET Pl e i L P ™ T l
The Name Manager 5
A Named Range is a selection of cells that et e
you can define and name with the Name Box. P Lo b namn famtt ety s =
Each of these Defined Names can be found in "= . E | heres 1
the Name Manager. g & |8 | ¢ | & NN ¢ | 4 | 8| i |2 || L|W|wis|»|e |k |[s|"
EETETR TR -
] -.-a:.}.'!l.lm i m .!¢!Iﬂ_ll = Lo e —
1. Try This: Work With Defined Names e RS —~ e
Go to Formulas ->Defined Names. e et - e g el
Select Name Manager. faime i
IR § 1B il S8
0| rema i i 1 A $1mas
. BE| oty d, S0 Lan LB o fHELE
|-=\__\\ DEfIﬂE Mame - | -.--‘-rll:n [T '.I'!-‘:I'I'I_‘H
A T [rE™ 20| § jee8
- . BE| bty 5 2EL) e § 13 o ST
“f Use in Formula = Bl orsmome s am ol
NP i B 2301 g § 138 A f s
NEI’TIE . L] l.-al.rll.:.:| 5 LB a:zu_n
Manager £ Create from Selection B qnmume 3 oin anlpems| [
| s L § 13 FEC R 5E %] = Do Dute B AL Y
. i l.-1'|2=ll.: 3 o m:zl-w =
Defined Names T T S Daa
S| bty WL 3L D 5 1% 1 £R0s

What Do You See? The Name Manager will rigenat e | Bt | B

display all of the Defined Names in this m e et
Spreadsheet.

Keep going...
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Manage the Ranges

Formulas ->Defined Names->Name Manager

The Name Manager simplifies the task of n :
finding and editing the Defined Names in New... ‘ ‘ Edit... ‘ ’ Delete
an Excel workbook. You can use the Name
Manager to create, edit and delete Defined Name Value Refers To Scope Comment
Names. = QuantitySold {"Quantity;"1007"5... ='Original Data'!s... Workbo...
=l Revenue {"Revenue”;” $150.0... ='Original Data'|SE... Workbo...

2. Try It: Review the Defined Names
Go to Formulas->Defined Names.
Click on Name Manager.

Select a Name: QuantitySold

What Do You See? This Defined Name
Refers to the Original Data sheet. This is
an Absolute Reference to Cells $D$1
through $D$70.

Keep going...

Befers to:
X ' ="Original Data'1$D$1:5D570

Exam 77-420 Microsoft Excel 2013
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Edit a Name

Say you wanted to add or modify one of your Names. You

can use the Name Manager to edit the name and the range.

You can also add a comment to document your changes if
you wish.

3. Try This: Create or Edit a Name

The Name Manager is still open.

Click on New.

The New Name window will open.

Enter a Name: Product

Enter the Scope: Workbook

Click on Lookup (the red, white and blue button)

|='Drigina| Data''SB$1:3B570] 2.5
oK

|| Cancel |

Go to the Original Data spreadsheet.

Select Cells B1 through B70.

Click on Lookup to return to the New Name window.
Click on OK to return to the Name Manager.

Keep going...

Formulas ->Defined Names->Name Manager ->New

NS T v Hiama B L4 - Ll '

voR MET  PAGiLEeed | donaasd  BaiL WW Wi R

" i W o " T Pemcn —_ -
B 3 + < JAN = - .
. es & Ve s Fawly - 2 . -
Pt |y B R g WA -
® s | ok
‘l & € o L] L ] - ! ] E i u ~ ) ] a " ' 1
1 [nate 1R Cpaanlity Reweses
3] sy Milfgn |5 138 515800
1| kAL Nlep i oam LRI
a m:_nninp. [T} 0§ e
3| by 2 Mg 5 138 A 513150
8| WAL EUReS i oan ¥ fimn
7| kgl Mg 5 18 s S MAlS
B ey L Mg i 1% 1M 518500 ¥
Bl siyh Juu:.:qi. i L8 & f i
M iy L HLS 5 1. o 5815 I
0 byamigs 8 1M e Sinaa B
M A MUpsp (5 LS R TS i
B yLELG (8 s LS LR E
B sy f L 1§ 138 a0 §isan
B iys HURsp 5 1. o $I15
My TR i im i ma
NP bty B, Mg § 138 1M § 058
M byl ML e 3 oam R PR
By, By T 10 §aaTs
| eyl ML Tgn 5 1% N 519500 N
LN LT LT = e dmes
Bl g, Miligs § 4B A FAKL - Product
5

21 by 1. 1001

Scopes

|Wc|rkbc|c-k Izl

i
;

Comment:

Refers to:

='Original Data'!5651:56570|
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Name Manager Options
This process added another Defined
Name to the Name Manager. A good,
working spreadsheet may have dozens
of Named Ranges. One of the best tools
is the Filter. The Filter lets you choose
which Defined Names you would like to
see. You can limit the list of Names to
the Names in just one worksheet, or view
all of the Names in the workbook.

Try It: Filter the Names
The Name Manager is still open.
Click on Filter.

What Do You See? The options are:
Clear Filter

Names Scoped to a Worksheet
Names Scoped to a Workbook
Name with Errors

Names without Errors

Defined Names

Table Names

Please close the Name Manager and
Save your work.

Formulas ->Defined Names->Name Manager->Filter

E F G H | 1 K L %] 4] ] P
R
5150,00
S162.50
532500
5157.50 Hare Wikie Reteri Ta Ciope Cormd
178,75 O Produwd [Product’;. Egga ™ L., = Oniginal DMaTSE. 'Workbo.. Mames Scoped to Workgheet
&341 7% ChsarditySald COusREI" 1005, ="Owginal Deta™s...  Worba...
s 165,00 Revenug [Rewenise”;” 315000, = "Original Deda=5E... Workbo...

Hew... Eai... Drebete FiRer=
Cheas Fited

Masnes Scoped te Weskbeok
. Marnes yith Ernces

195,00
S357.50
417250 Dedirsend Hames
1K Table Mermnaes
537375
518000
5227.50
535000
5187.50

S 406,35 Refers too rifter

519500 =" Cirsginal Doty B REETO -

< 260,00 Commi Clear Filter
$472.50
& 202,50 -

Harmes withgut Ermars

Marnes Scoped to Workbook
Mames with Errors

Mames without Errors

Defined Mames

Table Mames

Exam 77-420 Microsoft Excel 2013
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Use the Names in a Formula

The purpose of creating these Defined Names is to use
the references in a formula. The following pages will
demonstrate how to conditionally summarize data with
formulas.

A Conditional Summary means: show me the data that
matches my Criteria. At the basic level, a Conditional
Summary is a filter. Say you had three products: legs,
eggs and pigs. A filter asks: show me the eggs sales. A
Conditional Summary asks: show me the eggs sales
that were greater than $500.00 per day. Which days?

1. Try This: Create a Sample Formula
Select Cell F1 and type: Sample Formula
Select Cell F2.

Go to Formulas ->Defined Names.

Go to Use in Formula.

Select: Revenue.

2. What Do You See? The formula is: =Revenue.
The formula bar displays the Defined Name and the
correct Range of Cells is selected.

Please UNDO this practice and keep going...

Formulas ->Defined Names-> Use in Formula ->Use in Formula

3 H %

vy Hipmad Ranga LA - Lol "

B o s oo i | e waw v _
A T BB E e mE ® =3 [=]Define Name -

foct | St ey i gl T G g U e S ] 1

R e e g ﬁ- Use in Formula =

pur 5 | stres Mame

0 Manager Product '
Cuantity>eold
Revenue

2 Paste Mames...

- H I » I =

o o PMT = X « J || =Revenue 2

2 A A | B | € | b | E F

2 1 |Date Product Net Quantity |Revenue |Sample Formula -
2 | July1,2013 Eggs $ 150 100 $150.00 [=Revenuel ,I.
3 | July1,2013 Legs § 3.25 50| $162.50 -
F2 - fx | =Revenue

A B c D E F

1 |Date Product Net Quantity Revenue Sample Formula
2 | July1, 2013 Eggs $  1.50 100 $150.00 | 150
3 | Julyl, 2013 Legs 5 3.25 50 5162.50

Exam 77-420 Microsoft Excel 2013
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o::“ Formulas -> Function Library->Math and Trig -> SUMIF
- - ] et Fadd L e TR tata W ww
Summarize the Data 3 DR B : —
What is the sum of the product sales if you ot iy
look at the Eggs, on|y’_7 Ferae Ly Eereta i Vo ey B
e =R S Uk, T v
1. Try This: SUMIF : ‘-:'“:2:::“: : t:: D:;E:EE ¥ [ Cl 1 ] (3 i (*] L e a L]
Add a label to Cell D71: SUMIF EggS ™ :‘:N.MII I: T 18 ST
Select Cell E71. S mmooe 5 1w s s ] s T o
Go to Formulas -> Function Library. T T e e
Go to Math and Trig->SUMIF. | e [ ] P » a3
Enter the Range: Product ol O T —
Enter the Criteria: Eggs ™
(Microsoft Excel will add quotes because this = e
. n SUMIF
is Text) »
Enter the Sum_range: Revenue. - Range ‘Product F&:| = {Product” Eggs’:Legs™: Pigs~ Egags”
Click OK. a« o | , —
u 'I I Criteria | "Eggs” |F®s| = "Eggs’
2. What Do You See? » =1 . e e :
The SUMIF function calculates the sum Sum_range | Revenud i e
based on your criteria. In this example, the ﬂ - 53475
Criteria is the product: Eggs. -
The Sum_range is Revenue. Excel will look .
in Column E, Colls E1:E70, and SUM the E7L TR J= | =SUMIF{Product,”Eggs",Revenue)
money for the Egg products.
| A [ B [ c [ D | E | F

69 |July 31, 2013 Legs 5 3.25 160 5 520.00

70 | July 31, 2013 Pigs 5 3.25 210 5 682.50

ri SUMIF Eggs | 55,347.50 .l

72
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onre Formulas -> Function Library->Math and Trig -> SUMIFS
o 4 i ey Viama Mo LM - Lot
- L] srdnt il Lo frnen A tats e s
SUMIFS Function f SOERDE B : : -
What is the SUM of the products with more Lo et
than $300.00 in sales each day? ncsen Ly trimed s foms sy cwonnan
SUMIFS lets you use several Criteria inthe "'.\'.'Tm.f";" :-tg ety p——
formula. This function works with the numbers, & wimui o oe e
not the text. S| mamie 5 1% 8/ - e
B ety L L e 4 n L
7| g 3, ML P 5§ LM =
1. Try This: SUMIFS 3w s .
Select Cell D72. 0 imoap 4 1 ® e
Type: SUMIFS All Sales Greater than $300. [ iznee 1= =
Format the Cell to Wrap Text. e Lo IMIFS
Select Cell E72. 1 oy
Go to Formulas -> Function Library. .| ‘ Sum_range ‘ Revenue F®: = {“Revenue”:150:162.5:325;157.5;178.75
Go to Math and Trig->SUMIFS. @ i o = i i
Enter the Sum_Range: Revenue & : 1 Criteria_range1 ‘ Revenue ERz| = {"Revenue™150;162.5;325;157.5;178....
Enter the Criteria_range1: Revenue = Criterial ‘ "5 300" Bl = -»300°
Enter Criteria1: >300. :
Click OK.
2. What Do You See? The formula E72 v Je =SUMIFS{Revenue,Revenue,">300")
. What Do You See? The formula is;
=SUMIFS(Revenue,Revenue,">300") A | B | c | D ‘ E . F |
Keep going... 2 } | July 31, 2013 Legs S 3.25 160 S 520.00
} [ July 31, 2013 Pigs S 3.25 210 $ 682.50
“1 SUMIF Eggs S 5,347.50
SUMIFS All Sales
72 Greater than $300 518,010.00
= —

Exam 77-428 Microsoft Excel 2013 EXPERT
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SUMIFS: Add Another Criteria

What is the sum if you added sales greater than
300 AND less than 5007

3. Try This: Add Another Criteria
Select Cell D73.

Type: SUMIFS All Sales Greater than $300 and
Less than $500

Select Cell E73.

Go to Formulas -> Function Library.
Go to More Functions->Math and Trig .
Select SUMIFS.

Enter the Sum_Range: Revenue

Enter Criteria_range1: Revenue

Enter Criteria1: >300.

Add another Criteria:

Enter Criteria_range2:Revenue
Enter Criteria2: <500

Click OK.

4. What Do You See?

The formula in this example is:
=SUMIFS(Revenue,Revenue,">300",
Revenue,"<500")

Memo to Self: The formula has no line breaks.

Formulas -> Function Library->Math and Trig -> SUMIFS

>

5 Use i Frpmeracin -

P ey et wpnai
LIV R o R, M ivvna, " 0o |

& L] £ o
1 D Foubeil Wl Cpasndiny

i SUMIFS

Sum_range | Revenue

: : Criteria_range1 |Revenue
e Criterial | "> 300"
Criteria_range? |Revenue

.
. e Criteria2 |"<500"

pmaty Sy [rer——

ERz| = {"Revenue™150:162,5;325:157.5:178.75
ER:| = ["Revenue™150:162.5:325:157.5:178.75
Rzl = "»300°
E®z| = {"Revenue™150:162.5:325:157.5:178.75
Bl = o0

= 9868.75

=SUMIF5(Revenue,Revenue,"=300",Revenue,"<500")

D E F G | H
SUMIFS All sales
Greater than $300 518,010.00
4 SUMIFS All Sales
Greater than $300 and
Less than 5500 5 9,868.75 !

Exam 77-428 Microsoft Excel 2013 EXPERT
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T
o;:’ Go to Formulas -> Function Library-> More Functions -> Statistical ->COUNTIF
@ e i e Hamand Rangt LA - Loaed t X a x
. Bl e s msioon |soea | o wew  we
COUNTIF FunCtlon &I E | = 8 E B @S 5 Detma e - r=\_\_\ Deﬁne MName -
How many products had more than $300.00 in e e e — “fl Use in Farmula =
sales each day? : g . Mare Mame _
R e o e : « Functions = | Manager £ Create from Selection
COUNTIF lets you count the products based on .__‘ Y B ; o CUMREL
your criteria. This function works with the numbers s & - IR Statistical "
in the Revenue data in Column E. .~.| i PR I Enginesring > COUNT
: dawater than b Mg 4 - CDUP‘\.IT"
1. Try This: COUNTIF . . I® Cube b a
Add a label to Cell D74: COUNTIF All Sales n . COUNTBLAMK
Greater than $300. Format the Cell to Wrap Text. & © [nformation » COUNTEE
Select Cell E74. . . = I! ;Cﬂ'lpﬂtibi“t""' »
Go to Formulas -> Function Library. - ’ - COUNTIFS
Go to More Functions->Statistical . = |_E, Web 3

Select COUNTIF. s £ Rk .

Enter the Range: Revenue " COUMTIE

Enter the Criteria: >300 = _ =

Click OK. i = Range | Revenue F&z| = ["Revenue™150:162
1 I Criteria | "= 3007 Bl = ~»300°

2. What Do You See? The formula is:

=COUNTIF(Revenue,">300") = 39

Make it Look Right, Please: Format Cell E74 as

General, OK? This formula counts the number of . _ N .

sales. It does not calculate the money. E/A T i =COUNTIF(Revenue,">300")

2| 4 + s | < : :

COUNTIF all sales
Greater than $300 39

74
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o;:° Formulas -> Function Library->More Functions -> Statistical ->COUNTIFS
T e | n
COUNTIES Function ;:. SO mmioow | maas | G s we ———
How many cheap products that cost less than Sabeba S
$3.25 net more than $300.00 in daily sales? Srimes tome sy o

COUNTIFS lets you calculate the answer based :
on two (or more) conditions: the net price and the e
daily sales. K

)

COUMTIFS

1. Try This: COUNTIFS g 1 Criteria_range1 | Net | = [Net71.5:3.25:3.251.5;3,
Select Cells: $C$1:$C$70 o — -ranget [T e FHET 53,253,250
Name the Range: Net. - P 3 Criterial | "<3.25° el = "<3.2%
In Cell D75 type: COUNTIFS for Cheap Products i Criter 5 =] - rr A———
with Sales Greater than $300. = rteria_ranges | Revenue i = {Revenuet130;162.532°
- Criteria2 |- - el = ">3007
Now, select Cell E75. X L ‘n = >300 c ;
Go to Formulas -> Function Library . 13 w5 e
Go to More Functions->Statistical
Select ->COUNTIFS. -] : o " " S
Enter Criteria_range1: Net : Je =COUNTIFS{Net,"<3.25", Revenue,">300")
Enter Criteria1: <3.25
Enter Criteria_range2: Revenue A | B | € | D E F G
Enter Criteria2: >300 COUNTIF A" SaIES
Click OK. 2
Format Cell E75 as General. i Greater than $300 39
COUNTIFS for Cheap

2. What Do You See? The formula is: Products with Sales
=COUNTIFS(Net,"<3.25",Revenue,">300") 75 greater than $300 2

. |

76

Exam 77-428 Microsoft Excel 2013 EXPERT
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onre Formulas -> Function Library->More Functions -> Statistical ->AVERAGEIF
e % ' g Haman Mgt LK - lsasd r o a x
= _ oM GEINT AT | ohaaad | BN EEW e D ity + )
AVERAGEIF FunCtIOI‘I T E B E B g i :’n.!.:.. :'-M: bt S e = B O Coniete
What is the Average daily sales for the cheap |t Sty s Ton G ooyt Y| W e | Bmumn s = G ot ey | | o O bt
products? T - S iy [
] - & B, [ . v
. a ] & o | I f o I ) x L " ™ @ ¥ & " B[
AVERAGEIF lets you figure the average based on Covs ek J =) '
your criteria. This formula will look up a numberin O b e & =
a Range of prices: that's the Filter. The cells that . g ;
you select to calculate the Average is called the ,,,| S By Mot B
Average_Range. -] 1 AVERAGEIF
- Range | Net &l = ["Met™1.53.25:3.25:1
1. Try This: AVERAGEIF . S ; =] _ - -
In Cell D76 type: Average Daily Sale for Cheap o Criteria |"<3.25 S| = "<3.25
Products. : Average_range | Revenue &zl = ["Revenue™150:162.0
Now, select Cell E76. : - 2325
Go to Formulas -> Function Library. B

Go to More Functions>Statistical.
Select AVERAGEIF.

Enter the Range: Net

Enter the Criteria: <3.25

Enter the Average_range: Revenue

Click OK.
E7G | I =AVERAGEIF[{Net,"<3.25" Revenue)
2. What Do You See? The formula is
=AVERAGEIF(Net,"<3.25",Revenue) A B C D E F
2 Average Daily Sales for
76 Cheap Products 5 23250
| |
i

Exam 77-420 Microsoft Excel 2013
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O;:e Formulas ->Function Library->More Functions -> Statistical ->AVERAGEIFS
@ i - ‘
AVERAGEIFS Function S CBBUB B B E |2 -
Last one: What is the Average sales for the cheap e A the i et
products that sold more than $300 per day? - Pp—
m e B S TR e e A,k T A, L")
L ! = . . ] L L L L] - ’ G " '

AVERAGEIFS lets you calculate the average gijon
based on two or more conditions: the example on 3| »
this page uses the net and the revenue. -

s < L
S o L
# in = 5

AVERAGEIFS

1. Try This: AVERAGEIFS 1 LA (el Bl = PRewmues IS0 162530
In Cell D77 type: Average Daily Sale for Cheap Criteria_rangel |Revenue F&:| = ["Revenue™150:162.5:3:
Products Greater than $300. : —

Criterial | =300 Elzl = ">300°
Now, select Cell E77. Criteria_range2 | Net] FRa| = {"Net71.5;3.25;3.251.5;

Go to Formulas ->Function Library.
Go to More Functions->Statistical.
Select AVERAGEIFS.

Enter the Average_range: Revenue
Enter Criteria_Range1: Revenue
Enter the Criteria1: >300

Enter Criteria_Range2: Net

“=3.25

Criteria2 | ~<3.25° 55

138 3 5 N

Je =AVERAGEIFS(Revenue,Revenue,"=300", Net,"<3.25")

Enter the Criteria2: <3.25 C D E E 5 H
Click OK. .
Average Daily Sales for
2. What Do You See? The formula is Cheap Products 5 23250
=AVERAGEIFS .
(Revenue,Revenue,“>300",Net,“<325") 2 ﬁvErﬂgE [}ﬂll‘," SﬂlEE f"}r

Cheap Products
Greater than 5300 311.25]

Exam 77-428 Microsoft Excel 2013 EXPERT
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What If It Doesn't Work?

Computer books are very good if everything
works and all of the steps are correct.

What happens when it doesn't work? (Besides
the usual cussing and complaining...) Here are
steps you can take to troubleshoot these
formulas.

1. Try It: Audit the Formulas
Double Click Cell E75.

2. What Do You See? The formula will be
displayed in Cell E75. Each of the Named
Ranges is shown in color. The Range that was
defined by the Name should be outlined with
the matching color.

Keep going, please...

Memo to Self: The FORMAL way to look for
problems is with Formula Auditing.

Formula -> Formula Auditing ->Trace Precedents

@A LR g Hiaomnd Rpmgan LM - Lol
B < sonr e | s B e we

LA E R @ =
aed | Aefolem Rereedly eancisl fogeesl Tod Daln® Goslup B Vbl Riwr
e P - = Temae Rptpancrs Tage aratens -
Pt Ly Earesd e

A Ui o Pt -

LRETER TN =l R W R COUNTE RN LTI e, 00T

5 ]
Pl 38, 2911 P
sy 19, 101 g
Feby . 2911 e
by 5, 3510 Pygx
Fely M, ML) [gn
ply 10, 3910 s
raly B, 3801 g
Feby 1L 2913 g
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pely 13, 3513 1ege

Fuly 18, L1 o

*aseugELER

5
5
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COUNTIFS for Cheap
Products with Sales

greater than $300
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r.
o;:’ Formula -> Formula Auditing ->Trace Precedents
ﬂ = vy s Rpeag LA - Lot
- - - L] wrant il L L tats W wim
Find the Mistakes kS BB PR E ®

3. Here is an example of an error
In the example on this page, the Range for the

e Asnlarn Ravondly Pnarcisl fogesl Tod Dwind Goslap B VRS Ry

o - = Tema- Bebwncr - Tag- Fanciens -
Pt 1wy

Eetoda wpmai

Revenue is wrong. It is E1:E71. The Range AVIATO R L) SRR G e
should be E1:E70. You can re-create thiserror _ _ *_ " /. T T L. F
if you wish by editing the REVENUE with the e 2anl w4l sl
Name Manager. R |
What Do You See? When the Range is o CDUNTI}S for Che/<i»
wrong, you may see: "#VALUE!" L Products with Sales
A
What Else Do You See? You may also see N greater than $300 #VALUE!
an Information (!) alert. Average Daily Sales for
4. Try This: Audit the Formula . Cheap Produts $  232.50
When you select the Cell that says #VALUE! " Average Daily Sales for
you should see an outline of the data that is = Cheap Produts Greater
used in this calculation. '
K than $300 #VALUE!
In this mistake, the RANGE for the REVENUE
includes the formula in Cell E71. This is called A B C
a Circular Reference: where one formula 1
requires the result from another, but that 69 | July 31, 2013 Legs S 325
formula needs the result from the first. 70 | July 31, 2013 Pigs 5 325
71| SUMIF Eggs
SUMIFS All Sales
7o Greater than $300 523,357.50

Exam 77-427 Microsoft Excel 2013 EXPERT
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Opg Formulas -> Function Library
@ : 5 .
Summary AN SN MLt | s | B e e P
This lesson demonstrated how to select a Lot iy
RANGE of cells and use a Named Range in a e ey tatemet toma ey e :
Formula. m Tl R W B aAVTRAGII e R, IO e, L) =
& L ] € o l ¥ L] H L) ] L1 L L] L] Q L Q L] |
1 Dl Frobenl Rl Cpasndity Rrwraar
. . . 2 | way i a0 g § 38 M § 3000
This is just a small sample of the formulas that  + wiwnie  « om e e e
. . . '] i L8 0§
are available in Microsoft Excel. The purpose 3 5 1% w0 5 | wanscens
of this lesson is to show the advantages of : e = leepund = B sad
using Defined Names to reference the data. : e ne.2 P 5 - e
P e el [Rre— = .
N ey e ~ L) sl oL L 8 -1n -
ol i 3 Am s
Very gOOd. NR| batyd LD P i 1 U135 || P memgriacttmrta mea s Sar oty spasfd oy 8 g et o semabfenms g2 nbea [ S 3
You get the cookie. Take two! Lo s s fmm————————T
iy, 2910 Mg i o
L § 13 L ) [ ——
I 5 LB ]
£ § Lm o 5 n - L fanm
Bl anuung 3 am e 5
¥ . 35

by HL L) g 3 1%

H FORMULAS DATA REVIEW WIEW

E @ M é\w =] Define Name -

'\.?]‘f Use in Formula =
« f o« -Date & Lookup & Math&  Maore Marme _
s “_Time~ Reference~ Trig~ Functions - | Manager £ Create from Selection

Defined Names
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Practice Activities

Lesson 3: Name That Tune
Before You Begin: Download the

sample file:
Employee Data.xlsx.

Try This: Do the following steps

Open the spreadsheet Employee Data.xIsx.
1. Format the labels Big, Bold, and Blue

2. Name the Range B1:B9: Education

3. Name Range D1:D9: Bonus

4. Name the Range C1:C9: Location

5

6

. Name the Range A1:A9: Employee

. In Cell E11, use the SUMIF function to add the
bonuses earned at the Detroit Location
7. In Cell E12, use the SUMIF function to add the
bonuses earned at the Ann Arbor Location
8. In Cell E13, use the SUMIF function to add the
bonuses earned at the Lansing Location
9. Save your spreadsheet as:

YOUR NAME Name That Tune Practice

Test Yourself

1. Which is true about a Range?

(Select all correct answers.)

a. It is one or more cells in a spreadsheet
b. It can be given a name

c. Named Ranges can be used in a formula
Tip: Intermediate Excel, page 87-92

2. How do you Name a Range?
(Select all correct answers.)

a. Formulas-> Defined Name

b. Type name in the Name Box

Tip: Intermediate Excel, page 89, 90

3. Which is true about the rules for naming
Ranges?

a. Can be text, numbers, periods, and
underscores

b. Can include spaces

c¢. Can be up to 255 characters

d. Cannot include cell references such as B1
e. The first character must be a letter

Tip: Intermediate Excel, page 91
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4. Which task can be completed in the Name
Manager? (Select all correct answers.)

a. Create a new named Range

b. Edit an existing named Range

c. Delete a defined Range

Tip: Intermediate Excel, page 95

5. Which of the following is true?

(Select all correct answers.)

a. SUMIF adds values based on only one criteria
b. SUMIFS adds values based on only one criteria
c. SUMIF adds values based on more than one
criteria

d. SUMIFS adds values based on more than one
criteria

Tip: Intermediate Excel, page 94, 95

6. Which is true about auditing a formula?

(Select all correct answers)

a. Double-clicking the cell is a shortcut to display the
formula

b. The formula will be color coded with colored
outlines around the cells matching colored cell
names or Ranges in the formula

c. The command is Formula-> Formula Auditing>
Trace Precedents

Tip: Intermediate Excel, page 105, 106



Excel 2013: Applying Formulas and Functions

. |‘=\_\; Define Mame -
Sound AdVIce I"-fne =] Define Mame...
Manager Apply Mames...
Intermediate Excel Objectives e sy i [ vonans | 5os maw Defined Names
In this lesson, you will learn how to: b2 -
1. Create a Lookup Table. = et e — -
2. Name the Lookup Table. e T L
3. Use a VLookup Table in a Formula. : :1" :;";-"_-;;Zi-"?! e S
4. Use an HLookup Table in a Formula. =l W
5. Use Logical Functions: IF, AND, OR, NOT. f e B ——
6. Use a Logical Function to find an error: *" [ -
IFERROR. : ST e
A ] C D E F G
1 |Category Total Met Days Payin60 BigPayin 120 Amount
2 Corporate 5 2,850.00 30 52,850.00 FALSE Net Pay
3 |Educational @5 8,170.00 45 58,170.00 TRUE
© 2013 Comma Productions, LLC 4 |Government $21,470.00 90 S - TRUE
5 |Private l $ 1,050.00 l 301 $1,050.00 |=AND{|:3=:120,_E.5>5DDD}
o] AMD(logicall, [logical2], [legical3], ..)
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{.':&e Lesson 4: Sound Advice

(-]

1. Readings Formulas

Read Lesson 4 in your Intermediate Excel o

A1 B S B @ =
. Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More

Project

Function = Used - = = = Time~ Reference~ Trig~ Functions~
Use Named Ranges to create Lookup tables. Use a ] ]
formula to lookup the best answer. Function Library
3] 4| 5| 6| 7 1| 2
Downloads —J —J —J _J _J —J —J
Sales 2013.xIsx Menu Maps

Student Records.xlsx

This lesson introduces the Formulas Ribbon.
1. Formula ->Function Library ->Lookup & Reference->VLookup, page 118
2. Practice 2. Formula ->Function Library ->Lookup & Reference->HLookup, page 129
Complete the Practice Activity on page 141. . Formula ->Function Library ->Logical ->IF, page 131

. Formula ->Function Library ->Logical ->AND, page 133

. Formula ->Function Library ->Logical ->OR, page 135

. Formula ->Function Library ->Logical ->NOT, page 136

. Formula ->Function Library ->Logical ->IFERROR, page 137

3. Assessment
Review the Test Yourself questions on page
142.

~NOoO O W
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When in Doubt, Look it Up

Every job has something that you need to look up. In automotive design there are lists and more lists of parts, part numbers, sizes
and tolerances. In medical and dental care, there are lists of procedure codes. You can use Microsoft Excel to look up the right
answer. In our little company, Charlotte's Website, we need to calculate the commission for our sales representatives. The
spreadsheet should compare the sales amount to the numbers in a Bonus table. The key to this formula is creating and naming a
Lookup Table. This lesson will demonstrate Vlookup and HLookup Tables.

= - Start Microsoft Excel.

When the Welcome screen appears,

HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  open a new, blank workbook.

1
2
3
4
5
(7]
7
8

Paste B I U ~|:~ J‘,,A, =

ab Cut Calibri 11 <A & == 8- S WepTe: WhatDo You See from the top of

ER Copy - . . the screen?
= | & 3= | [ Merge &1 ¢

Is there a Home Ribbon? And the
Insert, Page Layout, Formulas,

- ~ Format Painter

Clipboard E Font E Allgnment Data. Review and View Ribbons as
well? Yes.
Al - Fe
Then you are ready to go.
A B C D E F G H I

L]
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Before You Begin
This discussion begins by creating a sample
spreadsheet that shows sales data for four reps.

1. Try it: Open a Sample Spreadsheet

Open the spreadsheet you created in the previous
lesson: Sales 2013.xlsx

Go to the Sales Subtotal by Rep spreadsheet.

What Do You See? The spreadsheet Subtotals the
amount for each Sales Rep.

Keep going, please...

Memo to Self: You can use the sample spreadsheet
or enter your own data on the next page if you wish.

Another Memo: We will learn how to summarize
data with Subtotals and PivotTable reports in the
Advanced Guide to Excel 2013.

[,

Sl 3010 BAM - Deced

oAl tats W i
; B o (B e | B P DB
By & ® = s B v ) o Coreifaeal Toensl [ed st Dbty Fowrat
B 8 . i Mege B ke L g 'nu-n\-.w
— e s
AR TAL [ HE O
g o | ¢ o E ' i
Camegriny  Aawrkiw Prosonit [ S, Ky T
Adwn Torsl 3 ]!4740:"
Comwda Tl 1]
Chnsbd Toasl % 077000
M Tomsl 31158500
Ganed Todsl  § 1051808
L |
Date Sales Rep Amount

Alex Total | 5 3,500_001

Connie Total $ 8.310.00
Elizabeth Total 3 &.170.00
Niki Total $13,560.00
Grand Total $33.540.00
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. i - [ERIERE-TF T B4 | Il e G - [

Create a Bonus Spreadsheet o— = . P I e
We will create a new Bonus spreadsheet that will = o £ ] it

look up the sales data from the Sales Subtotal by .E,_j £ B ' LA, S ' L | =
Rep spreadsheet. e

o o & s B & [ Swwrm CT—
$ -

2. Try it: Create a Bonus Sheet
Go to a new blank spreadsheet.
Double-click the tab.

Rename the spreadsheet: Bonus.

Ew e um

Add the following labels:

Select Cell A1 and type: Sales Rep.

Select Cell B1 and type: Total.

If these are labels (and they are) they need to be
formatted BOLD.

Select Row 1. Go to Home->Font->Bold. H Al \ar o

rEETEgEIEEEER

Select Cell A2 and type: Alex A B C
Select Cell A3 and type: Connie ' '

a XN

(-
Titenh bshy l

B D EFEI

- -

o | Cononsd fowssios Coll | aad Duirly Pyt o ok B Pl B
Bty Tebles Wme | - - . £

e [ —
o o ey -

I

Select Cell A4 and type: Elizabeth | sales Rep _I Total

1
Select Cell A5 and type: Nikki 2 |alex
. 3 [Connie
Keep going...
4 |Elizabeth
5
6
T

You can use the sample spreadsheet or enter

Mikki
your own data if you wish.

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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BE%S 5 Saton N LA - Bscnd P A N

EJ. -,- m:lm Fadd um . :.u.l:n :.l.,: br.vnn-mn:l:w — = h P |k - }-I‘:,n_.- = f — ;i" l

- r-,,__ﬂ_ ] | re Ao o g G = | § - W 0 ! :‘:‘ '”:‘:'" ':_ el b Pl ‘ _." :‘:’"* ';:‘
Create the Formulas s e : e — e e :
The next steps use a simple formula to create " . e T o . . —
a Relative Cell Reference that links the data My o —— . ' " ° . 3
from the Sales Subtotal by Rep spreadsheet | 7, .=
that Subtotals each Reps sales. ~
3. Try it: Create the Formulas : - | a2 _ "
Start on the Bonus sproadshoet. . H19 P X vk ='Sales Subtotal by Rep'!H19
All equations begin with equals. L

a 9 a s [1]z]= D | E | F | G . H

Select Cell B2 and type: =. . 1 |Service Product Date Sales Rep Amount
Go to the Sales Subtotal by Rep sheet and 2 + 1 Te 2ennnn H
click on the amount for Alex in the H column. : 19: glex n}t;l | 'i—gg—?g—%g—‘

2 + 36 onnie Tota 310,
Select Cell B3 and type: =. , 2 66 Elizabeth Total $ 8,170.00
Go to Sales Subtotal by Rep and click on the ] i
amount for Connie in the H column. E 73 Niki Total $13,560.00

74 Grand Total 533.540.00

Please create formulas for Elizabeth and Nikki
as well. Keep going...! BS | 5 ='Sales Subtotal by Rep'!H73
Memo to Self: You can use the sample A B C . D . E . F . G

spreadsheet or just type the data that you see

on this page if you wish. |Sales Rep Total

1

2 |Alex 5 3,500.00
3 |Connie 5 8,310.00
4 |Elizabeth 5 8,170.00
5 [Mikki | 513,560.00 .l

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.2 Summarize Data with Functions: Link to other worksheets
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The Lookup Function

Say your company offers a bonus for meeting
sales goals. The bonus will be calculated as a
percent of the sales.

The best way to calculate the bonus is to look up
the answer in a table. Excel calls this the Lookup
function. A vertical, or VLookup uses the values in
the columns. A horizontal, or HLookup, uses the
data in rows.

1. Try it: Create a VLookup Table
Go to the Bonus spreadsheet.

Add the following labels:

In cell C1, type Commission

In cell D1, type Bonus

In cell F1, type Sales

In cell G1, type Percent

Format the Labels Bold.
Format Column F for Accounting.
Format Column G for Percentage.

Keep going...

Home -> Number->Number Format

@ kH %

Bl < s e o

L}
E
"
; G1 v o 5 Percent
iE A B c D E F G
1 |Sales Rep Total Commision Bonus Sales |Percent
2 |alex S 3,500.00
3 |Connie 5 8,310.00
4 |Elizabeth 5 8,170.00
5 |MNikki 513,560.00
(]
7

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats
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Create the Lookup Table o
This Lookup table has two columns: Sales  *
and Percent. .
2. Try it: Add data to the table s
Enter the following values: :

Sales Percent

$ 2,500.00 5%

$ 5,000.00 10%

$ 7,500.00 15% "

$10,000.00 20% o

Keep going, please...

A
Sales Rep
Alex
Connie
Elizabeth
Mikki

b I = T T R R TR R O R

B
Total
5 3,500.00
5 B,310.00
5 8,170.00
513,560.00

Exam 77-427 Microsoft Excel 2013 EXPERT

3. Create Advanced Formulas

I

C D
Commision Bonus

3.2 Look Up Data with Functions: Use The LOOKUP Function

Intermediate Microsoft Excel 2013 Page 116 of 245

e

F
Sales
5 2,500.00
5 5,000.00
5 7.500.00
5 10,000.00

G
Percent
5%
10%
15%
20%



Name That Tune

In Excel, you can name a cell, or a range
of cells. Using names makes it easy to go
to a particular place. It also simplifies cell
references when you create equations.

3. Try it: Name the Range
Select Cells F1 through G5.

Go to Formula->Defined Names.
Select Define Name.

What Do You See? The New Name
screen will pop up. The Name, Sales,
came from the label in Cell F1.

Refers to: Show the name of the
spreadsheet, Bonus. The Range of data
can be found in cell F1 through G5.

Click OK and continue...

Formula -> Defined Names->Define Names

BH%

B e st et | onaan | fat  ew
AT EBEBOER D M
rar | dinlaer, Bevenity lwarassl fogesl Trel Duimd Goolop S MVt Bley
e © g - - = Temge Bplgy s Tug- Fenstes
P L
L] - & e
L L 3 L) t

||| [reer———) [rr—" Te— [re [rr—
3 |aias 5 § Babapy

B |comein 5 RN 4§ L000.00

4 ¥ urizate § A3Mu # Lisees

B | bk 5 L0, 580 0 & bouoid. 09

]

]

]

L

"

L

W

El

L]

-

ir

-

L]

-]

MName:

i

Scope:

Comment:

Refers to:

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data in Cells and Ranges: Create Named Ranges

Intermediate Microsoft Excel 2013

Waorkbook

=Bonus!5F51:5G55 E

B = = -
rfia Hama - For Trmor Pencwdern, ) Sharna B premsian (T - B i
H fomin Drprvabests. ) o Chilimg + 70 .
= 'u:-:.. Con b Sl | 6, M ! .:,::” atishy eyt
S - 3
= =] Define Mame -~
el
Define Mame...
Marme
Manager Apply Names...

Defined Names

L L T e

Sales
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The Lookup Function
Microsoft Excel has a a collection of Lookup
and Reference Functions in the Function
Library. Here are the steps to create a
VLookup formula.

4. Try This: Insert a VLookup
Function

Select Cell C2.

Go to Formula -> Function Library.
Go to Lookup & Reference.

Select VLookup from the function list.

Please keep going... A

Formula -> Function Library>Lookup & Reference->VLookup

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

AIZEBEBRBIERB E 4

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function = Used - v v *  Time~ Reference~= Trig~ Functions~ | Manager

Function Library

c2 > Jx

A B C D E F | G H
1 |Sales Rep Total Commision Bonus Sales Percent
2 |alex $ 3,500.00 | $ 2,500.00 5%
3 |Connie S 8,310.00 S 5,000.00 10%
4 |[Elizabeth  $ 8,170.00 $ 7,500.00 15%
5 Mikki 513,560.00 $10,000.00 20%
6 ]
T _
8 |
9 i
10

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.2 Look Up Data with Functions: Use The VLOOKUP Function
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E r

; r.:*@
o Formula -> Function Library>Lookup & Reference->VLookup
-1 ' 2
VLookup Arguments ZIEBEEOE B E @ |5 SR
5. What Do You See? Excel will prompt you P sl
to fill in the Function Arguments. Here are Femanin Loy ST ——
some answers. & “ x v & | o
1 w:' l’ﬂd' +—|&|L ! u'l' M-Qﬂ - ' J : ! " . “
Lookup_Value: The first argument asks, :?;l- rmefema ] 3 L]
“Where is the data?” In our example, Alex's & win  fuoes S
total is in cell B2. Click on cell B2. : T i [ o -
1 e amwy e I = ity yspeni 1500 B 040006 17
Table_array: The second argument wants to = e -
know, “Where is the lookup table?” You can e e et e ot 1 st £ e
type the name, sales, for the range or use & .
the red, white and blue lookup button to go 5 T T S ottt
to highlight cells F1 through G5. o PRS————
Col_index_num: The third argument needs —
to identify where the answers are. In our two %
column Sales array, the percents are located . Y ey e ey e T
in Column 2. B =
_ VLOOKUP
Click OK.

Lookup_value |EL:'_ ERs| = 3500
Table_array |53Ies &zl = {"sales”,"Percent:2500,0.05:5000,0.1:7
Col_index_num 2| Bl = 2
Range_lookup | Bl = logical
= 005

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify, By default, the table must be sorted in an ascending order.

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.2 Look Up Data with Functions: Use The VLOOKUP Function
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r
; :.h
o Formula -> Function Library>Lookup & Reference->VLookup
@ i S B1LRN - Lol FE - &N
Autofill the VLookup M e — I T e e
6. Try This: AutoFill the Formula il ; . n o il 't
Select Cell C2. Ctsws o pres i 2y o pa - 6
Use the AutoFill handle to copy this - o AR «
formula to Cells C3 through C5. T e e T T AT
3 Aiwa § LS00 ELY $ Laoans ELt
3 Covwen $ LI00e % 4 1me.00 (Lol
What Do You See? The VLookup B e — [

s L smrem

function compares how much our sales
rep made and determines the best
percent for the commission.

TEeE

au

The equation in Cell C5 would be: .
=VLOOKUP(B5,Sales,2) M
Memo to Self. This is a good place to BE
Save your work. Please name the .;
spreadsheet: Sales 2013 Complete EAN, -
where EAN are your initials. " VLOOKUP i X « f | =VLOOKUP(BS,Sales,2)
A | B | C | D | E F | G H
1 |Sales Rep Total Commision Bonus Sales Percent
2 |Alex S 3,500.00 5% 5 2,500.00 5%
3 |Connie 5 8,310.00 15% § 5,000.00 10%
4 |Elizabeth ! 5 8,170.00 15% 5 7,500.00 15%
5:| Mikki l £13,560.00 |=VLOOKUP(ES,Sales,2) £10,000.00 20%
B VLOOKUP{lookup_value, table_array, col_index_num, [range_lockup])

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.2 Look Up Data with Functions: Use The VLOOKUP Function
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Calculate the Bonus

Now, we can calculate the bonus for each sales
rep. Each sales rep's Total is entered in Column
B. The VLookup formula looks up the right
Commission in the Sales table.

7. Try it: Calculate the Bonus

Select Cell D2.
Enter the following equation:
=B2*C2.

Try This, Too: AutoFill the Formula

Select Cell D2.

Use to AutoFill handle to copy the formula from
Cell D3 through D5.

What Do You See? The formula in Cell D5 is
=B5*C5.

Memo to Self: ### means you have too much
money. Technically, the column is not wide
enough to display the numbers correctly You
can make the column wider if you wish.

Exam 77-420 Microsoft Excel 2013

[

S 51D LA - Dacwl

- wenn | SGET  RALERSUT  BORMULAL  BAtA lvEw W

1,- ... wl L € ' ] ] u: :‘ - 1 ] (3 i Y] L ’ @ L} ] -

] ::.-' ER e T ”» :-Tv,m § Lioans e »

3 Corwsa $ A100e 1% SLT:: L] :z: tﬁ

:l:\::‘" 1{7;’:?:‘;'_;7:]'&’_: lmlw:m £ 7

= | VLOOKUP - X « [ | =B5*CS

. A | B | ¢ | F G

E 1 SalesRep  Total Commision Bonus Sales Percent

5 2__ Alex 5 3,500.00 5% S 175.00 S 2,500.00 5%

5 3 |Connie $ 8,310.00 15% $1,246.50 $ 5,000.00 10%
— 4 |Elizabeth . S 8,170.00 I} 15% 51,225.50 S 7,500.00 15%

! 5] Nikki l 513,550.001 20% =85*C5I $10,000.00 20%

6

4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References In Formulas and Functions
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Insert a Chart

People have a difficult time seeing what the

numbers mean. Make it easier: let's create a chart.

This example begins by using the Control key on
the keyboard to select two ranges that are not
connected.

1. Try it: Insert a Chart

Select A1 through A5. Hold your Control key on
the keyboard and select D1 through D5, too.
Go to Insert->Charts->Insert Column Chart.
Select the a 3D Column template.

= - = K- N
R
Recommended PivotChart

Charts L AR -

Charts P

What Do You See? Microsoft Excel will create a
new Chart. When the Chart is selected, the Chart
Tools should be available.

Keep going...

Insert->Charts->Insert Column Chart

@ EH

D1 v S Bonus

A B o C D F G
1 |Sales Rep Total Commision [Bonus Sales Percent
2 |Alex ¢ 3,500.00 5% § 175.00 ¢ 2,500.00 5%
3 |Connie 5 8,310.00 15%| $1,246.50 5 5,000.00 10%
4 |Elizabeth ¢ 8,170.00 15% $1,225.50 ¢ 7,500.00 15%
5 |Mikki 513,560.00 20%| 52,712.00 510,000.00 20%
6

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.1 Create a Chart : Select Non-adjacent Ranges
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Modify the Chart
A chart should tell the story in 3 seconds or less.

Formatting the data in the chart by color and position
helps to tell the story. Here are some options.

2. Try This: Format the Chart Style
Select the Chart.

Go to Chart Tools -> Style.

Choose a Style and a Color.

What Do You See? The Chart in this example is
formatted with Chart Style 3. It is colored green.

Keep going...

Alternative Method: By the Ribbons
The Chart is selected.

Go to Chart Tools -> Design.

Go to Chart Styles.

Choose a Style and Color.

Chart Tools -> Design -> Chart Styles-> Style and Color

@ E %

Sem UM -lmd 000 (mAETK »

S

- o srdef ol Lane s Sl fata e win (LR L= T * R
n e 1 (1]
A Chal Chock | Charegm ul - I .III " R Chign | Mow
Rt tariel | i . O | ChmtTips | ot
LR Ligtalt =l i bed »
han
Cl 1 ] 3 i [¥] ] [ (] a " 2
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§ [IE-ES
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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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Filter the Chart

Chart Fliters is another way to focus on one

Chart Tools -> Chart Filter -> Values

@

N -
1L

Babd Chat sk
Wiermant - Lo -

part of the data. Say you wanted to look at the =~ s
top two sales reps. You can Filter the Chart. Coart 4

3. Try This: Filter the Style

The Chart is still selected.

Go to Chart Filter -> Values.

Go to Categories.

Select: Connie and Nikki (checked).
Click Apply.

What Do You See? Now the Chart shows only
two Columns. The Columns have been resized

to fill the Chart Area.

OK, Take Off the Chart Filters
The Chart Filters are still open.

Go to Categories and Select All (checked).

Click Apply.

Save, save, save.

&

1 Aoy tem

3 hiea : ]
1 | Corwsa

4 hrabes

5 P

MBS ESEEE S E B~

The Computer Mama sez: This is new to

Excel and it works very well.

Exam 77-420 Microsoft Excel 2013
5. Create Charts and Objects
5.2 Format a Chart: Modify Chart and Graph Parameters (Filter the Data)
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The HLookup Function ke I e Py _—— E
The previous example demonstrated the -l LT 8 | Elgenon - 30 % | 3| st G4 e bt

VLookup function. "V" is for vertical. The ener Fomt : sapaem e o vt oy =
VLookup finds the answers in the columns. = : E | cogery - 1

Biwlem * g H
. E

ard Dby Formad Tk B P B
S S - |

The HLookup function searches for the
answers in the rows.

1. Try it: Create the Customers Sheet

Click the plus sign (+) at the bottom by the :

sheet tabs to add a new blank spreadsheet. . .

Double-click the tab. Al T f= | Category

Rename this spreadsheet: Customers.
A B . C . D . E . F

|Category lTi}taI

Add the following labels:

Select Cell A1 and type: Category.
Select Cell B1 and type: Total. |Corporate
If these are labels (and they are) they need to Educational

1
2
. 3 '
be formatted BOLD. =
m 4 _Gnvernment I
3
6

BEESEREE

Add some data: Private
Select Cell A2 and type: Corporate

Select Cell A3 and type: Educational -
Select Cell A4 and type: Government

Select Cell A5 and type: Private

Keep going...

Original Data | o)

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Add Worksheets to Existing Workbooks
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Home->Numbers->Accounting

@k i [P ST = t X a n
Still Before You Begin... e T el L T T
2. Try it: Add Sample Data il [ TENET Y o [ e e :::L._ P ot | D form i ot 1t
Select Cell B2 and type: 2,850 owsees : - R ™ sy - 2
Select Cell B3 and type: 8,170 Al : E | congery 2

Select Cell B4 and type: 21,470
Select Cell B5 and type: 1,050

Select Column B and format the numbers.
Go to Home->Numbers->Accounting.

]
.
)
1]
L]
L]
L1

Keep going...

Memo to Self: You can use the sample
spreadsheet or enter your own data. If you use
the sample spreadsheet, you can link the sales
data to the spreadsheet called Sales Subtotal
by Category. 2

Al | fe || Category

EEyIiERECER

A B C D E
| Category _| Total
|Corporate 5 2,850.00
|Educational  $ 8,170.00
|Government $21,470.00
|Private 5 1,050.00

[ TN I - S Y 0

Exam 77-420 Microsoft Excel 2013
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‘ ra.k .
""oo Home->Numbers->Accounting
e % i S 3D LA - Bl WM - & N
Create the Lookup Table L e e e
This Lookup table will calculate when the invoices will — w= "™ wiu. - =4 0| Bl - | § - % 0 25 S e o vt T e e
be paid based on the aging: 30. 60, 90 days. The Oobaws % Fomt . taqarre )| mese o o toang 3
Lookup Table will determine the aging by the amount L | v | dm
owed in the Total column. e ¢ | o | @ | ¥ lé!w:m &4 | _k |8 |M|Njeo|sie|nN
2 Corporsts  § LiB&DE Wt Fay ] I w w0
J Bdrationsl  $ RLW00
3. Try it: Create the Lookup Table e

Select Cell G1 and type: Amount.

Select Cell G2 and type: Net Pay.

If these are labels (and they are) then they should be
formatted BOLD.

Select Cell H1 and type: 1,000

Select Cell 11 and type: 5,000 =
Select Cell J1 and type: 10,000 )
Select Cell K1 and type: 20,000 n
Select H1:K1 and format the numbers for accounting. =
($) o Somn | Cowimews | Spactinen | Sebn SublotelByfep | Selen Sobiotsl by Monsy | OvgraiDs . 8 |

Select Cell H2 and type: 30
Select Cell 12 and type: 45

Select Cell J2 and type: 60 = G H
Select Cell K2 and type: 90

. I
Amount l 51,000.00  $5,000.00 510,000.00 $20,000.00
Keep going... MNet Pay 30 45 60 90

Exam 77-427 Microsoft Excel 2013 EXPERT
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T
&,
7';,,:“ Formulas->Defined Names->Define Name
gEs & S 20 A B ;
Name the Range | I T T e SE— — = Dot it + )
. AZREREEIER @ B = ey Bt || B Scmen
4. Try it: Create a Named Range | Aty i et Do Lyt My | e | e | k| Gl C ot e
Select the RANGE G1:K2. P ey p—— P iy (s 4
Go to Formulas->Defined Names. o d & | o
Click on Define Name. ;I“':" = S - L M M B » | &
R |Corporats § Rasa0R L - £-3 3
3 Edersteonsl 3 RLUTROG
What Do You See? Microsoft Excel will prompt you 14
to enter the following information: ' E G H 1 ] K
Name: Terms .
Refers to: =Customers!$G$1:$K$2 o Amount  $1,000.00 $5,000.00 $10,000.00 $20,000.00
Keep going... :T
"
Memo to Self: The Scope means this Defined Name %
is available to every sheet in this Excel workbook. &

= - . MName: |Terms|
You can limit the scope to one specific worksheet if

you wish.

Scope: |Wnrkbnnk

® ]
1)

Comment:

Refersto: | _cystomers!sGS1:5K52
K

Exam 77-420 Microsoft Excel 2013
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2.1 Insert Data In Cells and Ranges: Create Named Ranges

Intermediate Microsoft Excel 2013 Page 128 of 245



HLookup Arguments

Now that you have a name for the reference list, you
can use that name in a formula.

5: Try This: Use the HLookup Function
Select: Cell C1 and type: Net Days.
Format Cell C1 BOLD, this is a label.

Select Cell C2 and create the formula:
Go to Formulas-> Function Library.
Go to Lookup and References.
Click on HLookup.

What Do You See? Microsoft Excel will prompt you
to fill in the HLOOKUP Arguments:
Lookup_value: B2

Table_array: Terms

Row_index_num: 2

Click on OK.

Keep going, please...

Formulas -> Function Library ->Lookup and References ->HLookup
o e

(L} et ol Lo dOmann X tats W e
2 g o o
e ey [T (e [
&3 - B B sHuOSEURRL e
2 » EEE o | ¢ a = 1 : £ L ™ ] ] ] a
1 Categey  Tetel Mt Clarys Msswel SO0 AEGOE NS00 X000
Blcovorse 5 zaece ey | et by ® #“ w =
J Bdenationdl % RL 3
e
- 3
7 [ £ e
] Tale stdy  Tevme TR o s 10 S v eot
# o iy e -
L] [T— e
n
.‘ o
* L1 4 b ot T Vi e O R B R B B T TR R TR LR
L] # i e T
e R S 5 S i 10 el T S R B T P e
L] SRR 10T o WUE 5 SRaD P bR el Bt = Fagil
-
Wr B
s -
L]
= Camant
]
n
=
H ]

Bermn | Costomery | Sparitien S Subbonsd iy dap Sale Sablutsl by bordh Origeail D . (%)

Lookup_value |B2 ERz| = 2850
Table_array | Terms el =
Row_index_num |2 el = 2
Range_lookup G| = logical
= 30

Exam 77-427 Microsoft Excel 2013 EXPERT
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Formulas -> Function Library ->Lookup and References ->HLookup

[ NS ' Saion, 3 AN - Dol ¥
B o soin s | ot W e s 6
HLookup Results . K T BB ER A E oo | ] B oot o
The HLookup compared the data with the reference el per e i e e Bt
cells in the Lookup Table and determined an b ey (- e oy [ .
appropriate value. prrve— Bl & v & | sucoouskisman '
s ] € [ ] ¥ a - ' 1 ] [ n N a L] a ] ] -
e e e ! L
6. Fill Down the Formula 3 r..«,q-n-;uf % B1T0S n s 1
Select: Cell C2. e )
Autofill this equation to Cells C3:C5. i R e
The formula in Cell C5 in this example is: 5
=HLOOKUP(B5,Terms,2) 2
Memo to Self: You should SAVE your work at this -
point...especially if the formula works! =
HLOOKUP | i Ft VA =HLOOKUPR(B3,Terms,2)
A | B C D | E | F G | H
1 |Category Total Met Days Amount = $1,000.00
2 | Corporate 5 2,850.00 30 MNet Pay 30
3 |Educational $ 8,170.00 45
4 |Government 521,470.00 90
5 |Private | $ 1,050.00 |=HLOOKUP(B5,Terms,2)
(3 HLOOKUP(lookup_value, table_array, row_index_num, [range_lookup])

Exam 77-427 Microsoft Excel 2013 EXPERT
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Working with Logical Formulas
The previous pages demonstrated how to create,
name and use Lookup tables. Another useful set of
Functions are the Logical formulas.

A Logical formula is binary. There are only two
answers: True/False, Yes/No. It begins with a
Logical Test. Say you wanted to calculate how much
money would be paid in less than 60 days? You
could use a Logical equation here.

1. Try it: Create a Logical Formula
Select Cell D1 and type: Pay in 60
Select Cell D1 and format the label BOLD.

Select Cell D2.
Go to Formulas->Function Library ->Logical.
Click on IF

What Do You See? Microsoft Excel will prompt you
to fill in the Arguments.

Logical Test: C2<60

Value_if_true:B2

Value_if_false: O (that's a zero)

Please click OK.

Keep going...!

Formulas ->Function Library ->Logical ->IF

FOMN  MGIRT AT | dohaasd  BAAL W Wi D victs + )

5 Use s Pl -

' a - 1 1 [ 3 [ “ N a | Q L]
Aimbesd  Jla0o0n fASGOD SMOM0S00 00000
et Py ] 4 [ £
M L e T4 = e tma
" W e | = ma
L] Weder 8 fu =
L - ms
L TR 1] Pt b DRt o L, ] W el et @ PR el R i T
L] Wikt f Bab 5 D vt Dl 4 coliarintd # el 1l o PACUL 7 dlled TROM
o y—
-]
) O
L] . Tanaw
-
=
a ’
AN fonn | Cevtoesern | Spartes Sehn Sublonsl By Rep San Subtnesl By voreh Crgeal Dn . 0 .
H IF
Logical_test | C2<60 ERz| = TRUE
Value_if_true B2 FRs| = 23850
Value_if false |qf el = 0
= 2850

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

Exam 77-428 Microsoft Excel 2013 EXPERT
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The Logical Formula Results

The Logical formula IF asked if the data in Column
C, the Net Days calculated from the Lookup table,
was less than 60. If it was less than 60, then look
up the Total in Column B. If not then, enter a zero.

2. Fill Down the Formula
Select: Cell D2.
Autofill this equation to Cells D3:D5.

Formulas ->Function Library ->Logical ->IF

@ H % ' S 3010 LA - Lol
| I T T T

. = — - &

AT B & ERE B =

ar  Maolaen Reveedly fraecial ngesl Trd Daoled Geslp B Va8 Moy Lr— e
i T = = T faleanor Tags Fencbues- | Mamsge

Farge 149wy

o . B okt B

& 3 [ ' ] = ]
1 Calegy Nl Dys Py b b Aempest  J10m000 faooece 4000000
W LIS by ) @ ™
L SR T ]
b E ]
N
] ]

- e e

1 o
The formula in Cell D4 in this example is: 3 k:{":
=IF(C4<60,B4,0) = s
= wo
= oren | Coviomes | Spactes S Subloesl By fep Sabey Sabtrisl by soreh Crigral Da .
D4 | i f | =IF(C4<60,B4,0)
. A . B . C D E
1 Category Total Met Days Payin 60
2 |Corporate 5 2,850.00 30 $2,850.00
3 |Educational 5 8,170.00 45 5$8,170.00
4 |Government 521,470.00 90| & -
o |Private 5 1,050.00 30 $1,050.00

Exam 77-428 Microsoft Excel 2013 EXPERT
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vanced Formulas

3.1 Apply Functions in Formulas: Use the IF Function with Other Functions (<, >, =)

Intermediate Microsoft Excel 2013 Page 132 of 245




Formulas ->Function Library ->Logical ->AND

Logical1: C2<120
Logical2: B2>5000

AND

Logical Functions: AND  Aninin s R it ==
Conditional Logic uses the following expressions: Lo gl
AND, OR, and NOT. The following pages will show Frarn Loeey trtmet mamn ] tsasan 1
some examples of how you can use these functions. B ]
1 l:-lr;-r l-u' H-l':l-n- rq:m Big Pay b 100 : -l--D-l :-H':Hm ')‘-,\;tm i!r-ﬂ:ﬂm ';K:ﬂﬂ-r . “ . . : .
1. Try it: Create a Logical Formula o v, witmapmam ] il s & & »
Select Cell E1 and type: Big Pay in 120 2 e [
Select Cell E1 and format the label BOLD. ' e I
l: inga -;-»;:-.- ™ =
Select Cell E2. © - :
Go to Formulas->Function Library ->Logical. g
Click on AND. “ T
o T
What Do You See? Microsoft Excel will prompt you z e
to fill in the Arguments. y - - e
Hi

Logicall |C2<120 fRz| = TRUE
Please click OK. Keep going... Logicalz | BZ2=5000 Fez| = FALSE
. Logical3 el = logical
Memo to Self: You can add up to 255 Logical
Arguments in the AND Function.
= FALSE

Checks whether all arguments are TREUE, and returns TRUE if all arguments are TRLUE.

Exam 77-428 Microsoft Excel 2013 EXPERT
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Formulas ->Function Library ->Logical ->AND

@ i S DERA - Lozl r X 8
. | I T T TR U |
AND Function Resulits _ K S BB ERE® oo B i
The Logical formula AND asked if the data in Pt |t St Nl Vot O by WA e et st e
Column C, the Net Days, is less than 120 AND if the ' oo S o . 2
data in Column B is greater than 5000. — o RN
a (] [ o L] v 4 - L ] & L M L L] L] a
1 Cal Tidal Nl Dirys Py b0 B Py 1R Ammwad  10m0m Ao 000080 0000000
2. Try This: Fill Down the Formula d “‘Tw Jaoaie M SLEam A Nk oy M. ¥ %
Select: Cell E2. i |Goveenaes §oiavte g0 §

Autofill this equation to Cells E3:E5. prowe [z amem ] e saconn Loy ey o

Crg—T)

The formula in Cell E5 in this example is:
=AND(C5<120,B5>5000)

What Do You See? The answer in this example is
either TRUE or FALSE.

IEE IR sEcEE2 B ~+E

Bommn | Covmessy | Sparteen | Sews Subioosl byRep | Selen Sobivisl by Morsh | OrgnaiDe .. (3

A . B € | D E F G
1 |Category Total MNet Days Payin60 BigPayin 120 Amount
|Corporate 5 2,850.00 30 52,850.00 FALSE Net Pay
|Educational  $ 8,170.00 45 $8,170.00 TRUE
‘s, 4 |Government 521,470.00 I EL 5 - TRUE
5 |Private 1 5 1,050.m_l 3ﬂ_| $1,050.00 |=AND[C5{12G,_BE|:=-5{I'DD}
o AMD{logicall, [logical2], [logical3], ..]

Exam 77-428 Microsoft Excel 2013 EXPERT
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Formulas ->Function Library ->Logical ->OR

Logical Functions: OR T T SRR
The OR function answers True if ANY of the et e
conditions are true. The OR function will only return pancnen Lasay St mamn e tuomns 1
FALSE if ALL of the logical arguments are FALSE. = o BN .
Thls Is Conditional Logic' 17 Cal - ‘Idd' u-r‘ :H: 'l-:hul (L1173 l-dﬂh-:-l '.::l'.‘m- '-I;Iim 1:5‘!41!- .'ﬂ:tr: . " " “ . -
1|-;um- 4§ nEses n-: :ij:-c- *u\..u ) ar:aoch_:mm o K " o i o - w0
1. Try it: Create a Logical Formula lorarmss srinie @3 .
Select Cell F1 and type: Little Pay in 60. ' =
Select Cell F1 and format the label BOLD. '
Select Cell F2. OR
Go to Formulas->Function Library ->Logical. u = =] _
AL ; Logicall |C2<60 & = TRUE
] Logical2 | B2<5000 FR:| = TRUE
What Do You See? Microsoft Excel will prompt you " ) — ]
to fill in the Arguments. o Logical3 | | = logical
Logical1: C2<60 gg
Logicalz: Bz<5000 O Boren | Cawtmessn | Soartheey | Sebes SubtceslBvReD | Salen Subtotel by Month | OvoneiDe .. (% 1 4
2. Try This: Fill Down the Formula H F5 TLE | X J= || =OR(C5<60,B5<5000)
Select: Cell F2.
Autofill this equation to Cells F3:F5. A | B | C | D | E F
The answer should be TRUE or FALSE. 1 |Category Total Met Days Payin60 BigPayin120 Little Payin 60
2 |Corporate 5 2,850.00 30 5$2,850.00 FALSE TRUE
3 |Educational 5 8,170.00 45 58,170.00 TRUE TRUE
2 4 |Government $21,470.00 90 $ - TRUE FALSE
5 ] Private 5 1,050.00 30| $1,050.00 FALSE TRUE
[§]
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Formulas ->Function Library ->Logical ->NOT

Logical Functions: NOT T A T ==
The NOT function returns the opposite answer: et il
changes FALSE to TRUE or vice versa. Fancnen Lasay Bt mamn o sty taasn 1

L+ | = o & NI e
Before You Begin: Add Another Column e T T T T T T T T I T T ——
Select Column G. e et Ml S — ——
Go to Home->Cells->Insert. orne e Ws .| e ..
There should a new, blank Column G. ‘ S— - )
1. Try it: Create a Logical Formula °
Select Cell G1 and type: Won't Pay in 30. o MOT
Select Cell G1 and format the label BOLD. u —

o Logical | C2=30 F& = TRUE
Select Cell G2. =
Go to Formulas->Function Library ->Logical. = = FALSE
Click on NOT. n Changes FALSE to TRUE, or TRUE to FALSE.

1]
What Do You See? Microsoft Excel will prompt you T r o | Cermmers | Sputienr |l st ey e |k b ey | o e (3
to fill in the Arguments. :
Logical1: C2=30 | C | D | E | E G H
2. Try This: Fill Down the Formula NetDays Payin60 BigPayin120 Little Payin60 Won't Payin 30 Amount
Select: Cell G2. 30 52,850.00 FALSE TRUE FALSE Net Pay
Autofill the equation in Cells G3:G5.
The answer should be FALSE or TRUE. 2 45 $8,170.00 TRUE TRUE TRUE

90 5 - TRUE FALSE TRUE
30 $1,050.00 FALSE TRUE FALSE l

Exam 77-428 Microsoft Excel 2013 EXPERT
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Logical Functions: IFERROR

The IFERROR function determines if there are any
problems with the data. Here are a few of the
problems that can be found:

#N/A (not enough data),

#VALUE! (different data types, such as adding a
number to a date),

#REF! (a lost cell reference),

#DIV/0! (a divide by zero error)

#NAME? Where's the Named Range)

or #NULL!. (an empty cell with no data).

Before You Begin: Add Another Column
Select Column E.

Go to Home->Cells->Insert.

There should a new, blank Column E.

1. Try it: Create a Logical Formula
Select Cell E1 and type: IFERROR.
Select Cell E1 and format the label BOLD.

Keep going...

Formulas ->Function Library ->Logical ->IFFERROR

gH % S 2010 LA - Bl T = a x
_ 8 srdet Fald LA Lge - m VY tats W e Iroatmes 408, ‘

e — — ks B = | Bt ey | F B R Enetom - A

" remarnes W1 4 | Bemncons |5+ 2028 | Sttt 8 |t Gt £, ot

1 [-hpl-f :..u _ nu:l-p. :-':u_ ﬁ*'.:hll |i||-‘rl:'.|-u: W—'I:-'.hl u—l-d 11_:;:1:‘ !.\_::'r-rx !,'.-:_;'z r.:- ",.v-_:tm. . 2

e T B

n E1 - S IFERROR

5 A . B . C . D E

E: 1 |Category Total Met Days Payin 60 | IFERROR |

= 2 |Corporate 5 2,850.00 30 52,850.00

2 3 |Educational $ 8,170.00 45 $8,170.00

am 2 |Government $21,470.00 a0 5 -
m 3 |Private 5 1,050.00 30 51,050.00
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Formulas ->Function Library ->Logical ->IFERROR

u_ 3 ¥ [ F A ¥ "
IFERROR Functions : .-:nzl 'i‘" ol Lo i -I faita i wiw . Tcaters bty l
2. Try This: The IFERROR Function Lo =g
Select: Cell E2. et — pomt Esten 2
Go to Formulas ->Function Library ->Logical. — 4 BN T
CI|CK on IFERROR- 1 rur‘:-,- |.,.|.|' n.r;-‘.. wr.':u; ?Eg-l-!-_‘-;r.:hmmbr:uu uu-r:-,nnu-l_d 11_-;r= 1,5_::!1': !.u_;,tn: 1.,1:_:1:11: " B :
Value: D2 Bcomporne 3 nisem W Lm0 [wlabie®) | faesi e detd et Fay B 4 B =

; n ; " e - A
\éﬁ::ukeallf(_ error: "No Data Available Slteummses $100m0 (s “u e

' : IFERROR
1]

The formula in this example is: 'o Value D2 ERzl = 2850
=IFERROR(D2,"No Data Available") ; Value if emmor | “No Data Available" B&| = "No Data Available®
What Do You See? The answer should be the data o _
in Cell D2. If there is no data, then the result will be I ) ) . = ) o )
our error message: No Data Available. » Returns value_if_error if expression is an error and the value of the expression itself otherwise.
3. Fill Down the Formula 2

Select: Cell E2. r . Somen | Covmessn  Sparteen | Selen Sbtoosl by Rep | Seles Sebivisl by Morsh | OrgeaiDe . (®)

Autofill the equation in Cells E3:E5.

Keep going...
IFERROR | i x v Kk =IFERROR([D3,"Mo Data Available")
. A | B | C | D E F | G .
1 |Category Total MetDays Payin60 IFERROR Big Payin 120 Little Payin 60
v ’ 2 |Corporate  $ 2,850.00 30 $2,850.00 = $2,850.00 FALSE TRUE
3 |Educational 5 8,170.00 45|_ 58,170.00 =IFEhRGR[D3,"N0 Data Available")
4 |Government 521,470.00 90 5 - ' IFERROR(value, value_ if error) | FALSE

Exam 77-428 Microsoft Excel 2013 EXPERT
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Make a Mistake

So, there is a Logical formula in Column E.
IFERROR Logical formulas are binary. They only
have two answers: Value if TRUE,
Value_If_Error. This formula shows the data from
Cell B2, the Value if TRUE.

What do you see if there is a mistake?

4. Try it: Make a Mistake

Select Cell C2. The HLOOKUP formula should be
available in the Formula Bar.

Edit the Name: Change Terms to Term

5. What Do You See? Changing the Named
Range created an error in Cell C2. By definition,
#NAME? means that Excel cannot find that Name
in the Name Manager.

What Else Do You See? The IFERROR Formula
in Cell E2 now shows the Value_If Error: No Data
Available.

Click UNDO to remove the error test.

ﬂH e : S 2010 LA - Lacel — 5 N
B e st et | b fan mew e — |

AT RS AN | = oo C——

.n ] . £ .u . “7.4; F wkde_avay " -y [ ] K i (7] ~ o (] a

; |.[:"-' '::‘:mm "”.“'I".I thﬂ —Ilm u;rqhul Illh:q.hﬂ w"‘_,l',',h‘ la—nd $La0m00 ‘,_‘..’ﬂ't‘rr fpaee 1 xm 'v:

i IFERROR v i | X  f | =HLOOKUP( 32,Terml2}

] A . B C D HLOOKUP{lookup_value, table_
i 1 Category Total Met Days Payin60 IFERROR BigPayin 120
5 2 |Corporate |_ 5 2,850.00 'rE,Term,Z}! 52,850.00 52,850.00 FALSE

= 3 | Educational 5 8,170.00 45 58,170.00 58,170.00 TRUE

\a 4 |Government $21,470.00 90 5 - 5 - TRUE

5 |Private 5 1,050.00 30 $1,050.00 $1,050.00 FALSE

c2 v i fe || =HLOOKUP(B2,Term,2)
A . B C D E . F
1 Category Total Met Days Payin60 IFERROR Big Pay in 120
2 |Corporate $ 2,85<:p |P#NAM E? _l #NAME? Mo Data Available HNAME?
3 |Educational $ 8,170.00 45 $8,170.00 $ 8,170.00 TRUE
4 |Government $21,470.00 90 5 - 5 - TRUE
5 |Private $ 1,050.00 30 $1,050.00 5 1,050.00 FALSE
&
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> jal -=>
Home ->Paste Special ->Transpose FILE HOME NS
[ NG sl Saben N3 AN - sl
. ! '_; LE arant Al LS ".l-id.lh‘l. LT} W wim ﬁ % Cut
Paste Special: Transpose S e e L ¥ S|
The VLOOUP and HLOOKUP formulas work with R Eiomities [T -1 =7hmnE e i -8 ER Copy -
Tables defined by Named Ranges. Sometimes, it — 1 aste - :
. . ) Format Painter
would be easier to work with that data in Columns " i e o ,u wio | }e 1 T
(VLOOKUP) rather than Rows (HLOOKUP), or vice "':"“'L"E_T'! i s i | | Paste i

versa. You can TRANSPOSE or pivot the Table.

1. Try This: Transpose the Table
Select a Named Range: Terms (11:M2).
Go to Home->Copy.

Click on Cell N1. Paste Values on
Go to Home->Paste->Paste Special->Transpose. o o o
]
F
2. What Do You See? The Terms Table will be 123 123 123
pasted as Columns, not Rows. Other Paste Options

.ﬂ.‘.ﬂ..ﬂ..ﬂ.
% oo L IS

Paste Special...

OK, Summary Time

This lesson focused on how to find the right answer in
a Lookup Table. The key to making the Lookup
Formulas work is naming the Range. Our lesson also

used the Lookup Table in a formula. B —1
We investigated the Logical Formulas as well: IF, | | 1 J | K , L 1 M N | o
AND, OR, NOT and IFERROR. lAmount  $1,000.00 $5,000.00 $10,000.00 $20,000.00 |Amount  |NetPay
I I
Save your work. (NetPay | 30| ____ 45 60 SO =
You done good. You get two cookies. % 5,000.00 , 45
510,000.00 60
2 $20,000.00 90

Exam 77-427 Microsoft Excel 2013 EXPERT
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Practice Activities

Lesson 4: Sound Advice
Try This: Do the following steps
1. Open the spreadsheet: Student Records.xlsx

2. On Sheet 2, create a VLOOKUP table with the
following grading scale. Put the Percentages in
Colum A and the Letter Grade in Column B.

3. Select the grading scale and Name the Range:
GRADES.

0 E
62 D-
65 D
69 D+
72 C-
75 C
79 C+
82 B-
85 B
89 B+
92 A-
100 A

4. Rename Sheet 2: Grading Scale

5. On Sheet 3, create an HLOOKUP table for the Homeroom
Teacher. Put the Class in Row 1 and the Teacher in Row 2.
Enter the following information:

Students in the class of 2010 have Mr. Green.

Students in the class of 2011 have Mr. Plum.

Students in the class of 2012 have Mrs. White.

Students in the class of 2013 have Ms. Scarlett.

6. Rename Sheet 3: Homeroom Teacher.
7. Name the HLOOKUP Table TEACHER

8. On Sheet 1, use the HLOOKUP function in Column E to
return the appropriate Homeroom Teacher.

On Sheet 1, use the VLookup function in Column C to
return the appropriate Grade.

9. Rename Sheet 1 as Student Records

10. Save your work as YOUR NAME Sound Advice Practice.
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Test Yourself

1. Which of the following is true? 4. It is possible to select two, non- 7. Match the Error messages with their
(Select all correct answers) connected ranges in Excel meaning.
a. VLOOKUP uses values in columns a. True a. #N/A
b. VLOOKUP uses values in rows b. False b. #VALUE
c. HLOOKUP uses values in columns Tip: Intermediate Excel, page 122 c. #REF!
d. HLOOKUP uses values in rows d. #DIV/0!
Tip: Intermediate Excel, page 115 5. The Scope of a defined range refers to e. #NAME!

whether the selected Defined Name is f. #NULL!
2. Lookup functions are found on the available to one or all sheets in the Q. HHHHEHHE
formula ribbon under Lookup & workbook.
Reference a. True i. Can't find the named range
a. True b. False ii. Column too narrow
b. False Tip: Intermediate Excel, page 128 iii. Different data types, such as adding a
Tip: Intermediate Excel, page 118 number to a date

6. Which of the following are Logic iv. Divide by zero error
3. What does Col_index_num refer to? Functions? (Select all correct answers.)  v. Lost cell reference
a. Which column in the range has the a.lF vi. Not enough data
data b. AND vii. Refers to an empty cell with no data
b. Which column the data will be putinto c. OR Tip: Intermediate Excel, 137
c. There is an error in the formula d. NOT
Tip: Intermediate Excel, page 119 Tip: Intermediate Excel, page 133
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Excel 2013: Excel in Print

Print and Page Layout Options

DR BEHOEG DL

Print Header Footer | Page Number Current Current File  File Sheet Picture
= > o Murnber of Pages Date  Time Path  MName MName

~= Header & Footer

Intermediate Excel Objectives
In this lesson, you will learn how to:

1. Use the Page Layout options to prepare a
professional print out.

Header & Footer Elements

o BLC L R
eyt gy g ng T

2. Edit the Page Setup including the Orientation,
Margins, Size, Background, and Titles.

3. Create custom Headers and Footers with different
Odd and Even pages.

\ L) ?‘\ : -
R "%
WA N

i : %’ cE
S |y~ 2 |
' iv&“b“&k
g b = T Mormal
W :
\‘:‘ / L Page Break
: A GARAGES , :
- l = : : i) Preview Background
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1. Readings
Read Lesson 5 in the Intermediate Excel
guide, page 143-169.

Project
A sample project that investigates the
options for Page Layout and Printing.

Downloads
Sales 2013.xlsx

2. Practice

There is no Practice Activity in this lesson.

3. Assessment

Review the Test questions, page 170.

Lesson 5: Excel in Print

Page Layout

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
] : DN || = |5
A B Colors @ D [E r - o | o#
Fonts = B ID ITE'! ] -= g
Themes Margins Orientation Size  Print  Breaks Background Print .
- @ Effects - - - - Area~ - Titles E :
mee 2] 1) 3 meses) 5] e) 7l

ﬁWidth: Automatic || Gridlines | Headings

5 G oo R

El] Height: [Automatic = || [+ View | [v¥] View ) ) )
Bring Send  Selection Align
el Scale:  [100% v Print | [V Print | Forward~ Backward~ Pane -
Scale to Fit iJ\ Sheet Options EJ Arrange
Menu Maps

This lesson shows the Page Layout Ribbon.

1. Page Layout -> Page Setup ->Orientation, page 149

. Page Layout -> Page Setup ->Margins, page 150

. Page Layout -> Page Setup ->Size, page 152

. Page Layout -> Page Setup ->Breaks, page 153

. Page Layout -> Page Setup ->Background, page 155

. Page Layout -> Page Setup ->Print Titles, page 156

. Page Layout -> Page Setup ->More->Header/Footer, page 159
. Page Layout -> Sheet Options, page 165

. Page Layout: Scale to Fit, page 166

O©CoO~NOOTPRWN
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Excel: In Print

Even spreadsheets need to get dressed up and printed sometimes. Menus, price sheets, delivery schedules and
shipping lists are all part of customer service. If it is going to be in your customers' hands, it should look good in print.
The spreadsheet should include a name and number, too....Just in case your customers want to buy something.
Start Microsoft Excel.

L — -
"‘-u-i-nu..u-\-i
-
e L

i
:::";‘-—- -t
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On:e File -> Open
[ = : S 2000 LN - Dol
Before You Begin -}1‘1 R - T —
The purpose of this lesson is to demonstrate the e e | U s S it b Bkt et | B e Y e
Page Setup and Print Options in Microsoft Excel. amn L) Swrtafe o Semwsm o L
You can use the spreadsheet that you created in A . E | oot
an earlier lesson or download a new sample if you !@__1 . ‘_' ;—:—; ""D: f"",",' :,_:w ‘:jn_, :__,L R—
wish. B — e — e e i1 e
e e iy ot e gy oA e g
1. Try This: Open a Sample Spreadsheet : R ooy o M 4
Open a sample spreadsheet: Sales 2013.xlsx P s oty g Evns Coweg Oumget BN e 7008
Go to the Original Data sheet. i e A s G i i
U hageil  Fossives Gasety Colige Edmpinnsl Gaewg Depsiienl ol SRR Elgutess  § 11083
i Asgen  Fomsoes Comrunty Coligs Dhcmonsl Cawwg  Dangue PN Clostech 5§ THID
What Do You See? This sheet shows the product [ j== Fmfmmenims Sesmd b 200 Sines 1l
sales for Charlotte' Website. The first row is e e e e e e e
BOLD: it is the Header Row. There are Many rOWS i ey vy mibie s Coporme  Camng Fatie Fo T
of data. 5 Fabey B oy ey 3 mew
3 February Bay County Covenrand Caimng 5 WanN
21 Fobwus
i Februsr
Memo to Self: You do not have to MATCH the | A1 - | T Month
numbers shown on these pages. It is more '
important that you begin with some data and H A . B | C | D E
understand the options. . .
P 1 |Month _|{leent Category Service Product
2 |April Leprecon Productions Private Catering Edible Fruit
3 |April Madalyn Mitchell Private Catering Edible Fruit
4 |April Harmony and Me Sushi Corporate  Catering  Edible Fruit
5 |April Harmony and Me Sushi Corporate  Catering Edible Fruit
6 |April Walter Smith Private Catering Edible Fruit
7 |April Bay County Government Catering  Fruit and Veggies
8 |April Hometown Community College Educational Catering Banguet
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Ong View -> Workbook Views ->Page Layout
n ,H, = : S 3010 LRA - Lacel v v - 2
Workbook Views T - e T TS &N L
2. Try This: View the Page Layout st e b (R ot | Gt bt | 270 - ':-:: = ey =i ]
Go to View -> Workbook Views. wermsta rae e Inem - [P ~

Click on Page Layout. o : A

i . ¥
< 8
—
iy v Pt Cumewe aim
AAas
I -
Lbpeacon P e o L TIIA1] A T
n B

Mormal Page Break Page Customn
Preview Layout Views
Workbook Views

« BSEISEZRIEemveuawsE

What Do You See? The Page Layout shows 7T T8

how the spreadsheet would look when it is

printed. This spreadsheet has "Widows and | G H

Orphans." The sales numbers may be

"orphaned" on page 2, separated from the

product and customer data on page 1.

Keep going, please...
Product Date Sales Rep Amount
Edible Fruit 041212013 Alex F 15000
Edible Fruit 041312013 Alex & 15000

| Edible Fruit 041712013 Alex 3 50.00

Edible Fruit 0411712013 Alex 3 50.00
Edible Fruit 0473002013 Alex F 10000

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views for Worksheets and Workbooks: Change Workbook Views
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Ong

Return to Normal View

3. Try This: Return to the Normal View
Go to View -> Workbook Views.

Click on Normal.

Marmal

What Do You See? There should be a dashed
line that indicates where the Page Break would be.
In the example on this page, the Page Break is

between Columns G and H.

Keep going...

Memo to Self: The Computer Mama sez, "Don't

get me started on what's "Normal..."

View -> Workbook Views ->Normal

“ e %
L

Fadd Larcnd

e [ Q, (3

=9
P MEN Ieemim | Wes  Amsege Freem
aa

Sy 3015 LA - Deced

bosaanai  tata vl

i __a- kl-l . z'-h,-]-( 1—-:-- P&-‘-l‘ . . . -

3 Apal  Lapwoos Producsony [N L‘lwt\q :::::: : ::

P S e e e -

5 Ap oy et W Sovs Copome Coewmg Cdbe Frat 5 9N

B kg Wt Rean [ Cotwng Edbdin Frat 3

T Al Bay Cownty e Tl Caterng Tust and Vegges LT3N Coms 5 e

B Aped et e Cormrurdy Uollage £ b ghomsl Catprmg  Homgued LI

¥ hegeu Moy Cowny Gpvwmmand  Catbemg ot Plames 3 Mew

M Augusl  Fowsives Communty Colege Edwsbonsl  Coiewg Edbie Frat 3 Imm

U1 el vy Gty olige Edusinmsl oy Brnsiion Bl i mésd

| Augus  Fomsives Communty Colege Ddccamonsl  Cateng Dangos 3 e

U} Awgwel  Fomsives Commursty Colege  Educsbonsl Colwrmg Edbin Frai MR

B Aegen  Fovetses Commedty Colige Thcmonsd  Catwwg Hat Plams 3 e

e g Sy P e

: Februatry ramoey a0 b Suir Capoame Caterng [dbie Frat : e 0

[ s ey o ey s weo

;}t | D | E 1 F | G 1 H 1
Service Product Date Sales Rep; Amount
Catering Edible Fruit 04/12/2013 Alex (% 150.00
Catering Edible Fruit 04/13/2013 Alex i 5 15000
Catering Edible Fruit 04/17/2013 Alex % 50.00
Catering Edible Fruit 04/17/2013 Alex i % 5000
Catering Edible Fruit 04/30/2013 Alex % 100.00
Catering Fruit and Veggies 04/23/2013 Connie i 5 600.00
Catering Banguet 05/18/2013 Elizabeth | & 210.00
Catering Hot Platter 08/05/2013 Connie : 5 30000

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

Edit the Page Setup

There are several things that can be changed
before this spreadsheet is sent to the printer. You
can use the Page Layout Ribbon to make
improvements. Most of the tools can be found in
the Page Setup Group.

1. Try This: Change the Orientation
Go to Page Layout -> Page Setup.
Click on Orientation.

Select Landscape.

What Do You See? There should be a dashed
line indicating the page breaks. In this example,
the line is between Column J and K when the
orientation is Landscape.

Keep going...

/‘

[

Page Layout -> Page Setup ->Orientation

g dH®

111111

Coterrmg  Barguet

Coterng Dangue

)
lbim Proi |
Catumng [aise Ie
Cateong Edis Fr
Casng [iise Fa
= R
Catomey  Eblin oot
Catenng Fost and Wegges
[
Catenyg v Pt

Cotimrng Bnsiosd Brilet

Caterg Eotss Frat

S, 2000 LN - Dt

S S -

N FiLE

.Aa B Colors -

Themes

HOME INSERT

Effects - = -

Size

[ =n . Setup

1 EI Portrait
Landscape

1= ¢

PAGE LAY 1 0

i e fagr

Margins Orientation

Print
v Area~

Mc

Client Caiege:
Leprecon Productions Private
Madalyn Mitchell Private
Harmony and Me Sushi Corparat
(ateda
ek cot E . | & | w | 1 | 3 | K
Product Date Sales Rep Amount |
Edible Fruit 04/12/2013 Alex 5 15000 i
Edible Fruit 04/13/2013 Alex 5 15000 |
Edible Fruit 04/17/2013 Alex $ 5000 i
Edible Fruit 0417/2013 Alex 5 5000 |

Exam 77-420 Microsoft Excel 2013

1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Orientation)
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ar I |

o

o

Ong Page Layout -> Page Setup ->Margins
gH % : S 3013 LN - el a x
Page Setup: Margins =T T e e =T —
By default, the Normal Margins in an Excel Pt e O T 10 e bt b | e | b o2 S Voten s
Spreadsheet are set at: Ll s
Top and Bottom: 0.75" .t - FILE HOME INSERT PAGE LAYOUT FORMULAS
Left and Right Sides: 0.7" e e o o
The Header and Footer are 0.3" from the edges of ~ : %= =~ [ = = = == j K colors - @ @ ”j [‘a
th i PR — o |
e paper L] :: — :.:--— PR | - Font-s - 3 ﬁ
et e i el Themes Margins Orientation Size  Print  Breaks Bac
2. Try This: Format the Margins  pl = [©] Effects - - - ~  Arear -
Go to Page Layout -> Page Setup. = e Commnty Uolags Eaicbons st
Go to Margins. B ot i oty s e e Themes Normal
Click on Narrow. B e eesiss ot s et e Top: 075 Bottom: 0.75"
R ety bscndams. —upenm—coenl] AL Left: 07" Right: 0.7
What Do You See? The Narrow Margins are: Slrsiry Sty et Coten Header: 0.3 Footer: 0.3
Top and Bottom: 0.75 inches e L
Left and Right Sides: 0.25 inches | e e g : Wide
The Header and Footer are 0.3 inches from the T ”“”‘"'”"”""' = e B Mor_l:th .Il{zllent Top: 1" Botton: 1°
edges of the paper. L o 2 |Apr eprec Left: 1" Right: 1"
. 3 |Ap adaly Header: 0.5" Footer: 0.5"
Keep going... 4 Ap —
5 |Apri iarmoi Narrow
] - Top: 075" Bottom: 0.75"
il [Wakes Left: 025"  Right 025"
7 |April Bay Cc Header: 0.3" Footer: 0.3"
4 8 April Hometi
9 |August Bay Cc Custom Margins...
10 |August  Hometown Community College 'Educational
11 |August  Hometown Community College Educational

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Margins)

Intermediate Microsoft Excel 2013 Page 150 of 245



r""&

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Custom Margins)

Intermediate Microsoft Excel 2013 Page 151 of 245

Opg Page Layout -> Page Setup ->Margins->Custom Margins
e % - M- T
Page Setup: Custom Margins -_,I,I o | O (R DD B [5]Em ra
You can create Custom Margins as well. e v | e O, S P s b et | SR T
3. Try This, Too: Custom Margins =" e —
Go to Page Layout -> Page Setup. e — Header/Footer | Sheet
Go to Margins->Custom Margins. e —
e :;;_:'Hw-:_-_?_ ; Top: Header:
N Kl ooy Comty G 0.75 & 03 B
A MO UlApt ot Commanty Cotege B
Top: 0.75" Bottom: 0.753" | '_’;‘;;"::,";_:,:,_,w, P
Left: 0.25" Right: 0.25" g
Header: 0.3" Footer: 0.3 | gy
B Fibruury Dmstas Cusdons— Eupe
| — P Left: Right:
Custom Margins... st oy oo E 0.25 = }0.25 =
21 Fabruary Fiomelvus Commurdy Uolege £ b
3} Febnaary Fovszes .a::‘:, L:: :;-
What Do You See? You can edit any of the Margins if =~ -~ "=
you wish. The Left/Right and the Top/Bottom do not .
have to be the same size.
Bottom: Footer:
What Else Do You See? This is the page that lets you 0.75 = (0.3 =
Center your data on the page. '
Click OK. Center on page
|:| Horizontally
Memo to Self: Printers have design limits. Most printers [ ] vertically
cannot bleed: print all the way to the edge of the paper,
even if Excel does let you make the Margins 0.0" (zero
inches.) Print... Print Preview

Options...



?‘ke .
Ong Page Layout -> Page Setup ->Size
@K i S 200 AN - Bl
Page Setup: Size e e e =
What size is this spreadsheet? By default, a P s | Vg Gt SR #t s bt Pt | T T bt S i
spreadsheet is Letter size: 8.5" x 11". o= bt a1 s st o sencwsm a Pl

4. Try This: Review the Page Size
Go to Page Layout -> Page Setup.
Go to Size.

T

PAGE LAYOUT FORMULAS DATA

&l =Y

Orientation  Size  Print  Breaks Background

What Do You See? The Sizes also include Legal, ' e
8.5" x 14" which may be helpful if you need to
print a very wide spreadsheet with many months.

What Else Do You See? Letter and Legal are
standard American page dimensions. A5, A4, B5

etc were designed with Metric page dimensions. = -  Aregvr -

The numbers are simple in the Metric system, but

they look funny displayed as American I:I Letter 8.5"x11"
dimensions, huh? 25" % 11"

Keep going... |:| Legal
B 8.5"x 14"
A5
uctions |:| 5.83" % 8.27"
1ell s
Me Sushi D 8.27" % 11.69"
Ve Sushi
BS
77 x10.02"

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Size)
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r
o::° Page Layout -> Page Setup ->Breaks
T ' S, 2010 LA - Bl
Page Setup: Breaks -.q L [ L e :
There are two ways to change the Page Breaks. o . | P i o et B bt | SO | O ey e s
Here are the options on the Page Layout Ribbon. L] Epiey et Smwr ol senowwem o s
5. Try This: Add a Break o — Y
Select Row 19 in the sample spreadsheet. Lht e e
Go to Page Layout -> Page Setup->Breaks. e — INSERT PAGELAYOLT FORMULAS DATA REVIEW
Click on Insert Page Break. - pro g bva - D'.;, == s =,
N et e [ rmrmgrety oo E s gl #OF
o —— @ miE [l%! - ==
What Do You See? The Break will be inserted | g ey . . . . . . £l
above the row that you selected. The Break looks 1 = ot e ficaces Margins Orientation Size  Print | Breaks Background Print o5
. KB Awgusl  Fomsives Commurdy Uolige B sional F -!
like a solid line. e - w7 < Area~ < Titles |
B e Page Setup Insert Page Break |
What Else Do You See? You can use the same | — R p Break
menu to Remove Page Breaks or Reset All Page /=i e v 2 & | Au DEMOovE Fage brea
Breaks. ::m :::L:::: co {:x: Reset All Page Breaks
_Oviginat Dot | Bomn | Comtommers B C - : -
Esr?gdgeormg, there are more Page Setup options to . Category Service Product
:on Productions Private Catering Edible Fruit
04/23/2013 Connie % 600.00 |
05/18/2013 Elizabeth 5 210.00 i 5
08/05/2013 Connie $ 300.00 |
08/11/2013 Elizabeth 5 210.00 i
08/M17/2013 Elizabeth § 210.00 |
081772013 Elizabeth 5 210.00 i

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Breaks)
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Ong

@EH % S 2003 LA - Escel
- ﬁ L ] srdnt Pl Loy dgman tats L =
Another Way to Edit the 1 —Q, (3 B | B Eow
T r—— e — Tt W B | N e P
Breaks 'K.. e Mg ™ i W 8 P

The View Ribbon also has a Page Break preview.

Let's compare the options.

View -> Workbook Views ->Page Break Preview

o Pry :.-FT ?.'f“ ?".rl- l:l“’“l ™ 3 Wi
Try This, Too: Page Break Preview :EQ_'W:E‘: Ep r—é:? ’%’E E'E"‘E 5
Go to View -> Workbook Views. ot e Powts' ey Efefed UM s 3
Click on Page Break Preview. A E C D E
1 |Month lﬂlient Category Service Product
2 |April Leprecon Productions Private Catering Edible Fruit
Page Break 3 |April Madalyn Mitchell Private Catering Edible Fruit
Preview 4 |April Harmony and Me Sushi Corporgie=,  Catering Edible Fruit
5 |April Harmony and Me Sushi Cnrpurah" Hl[(aﬂr@ Ed|tle Fruit
What Do You See? The Page Breaks are shown & |April Walter Smith Private Catéring Edible Fruit
as thick, blue lines. Each page is identified by a - . .
watermark. 7 |April Bay County Government  Catering Fruit and Veggies
2 |April Hometown Community College Educational Catering Banguet
Did You Know...? You can reposition the Page 9 |August Bay County Government  Catering Hot Platter
Breaks by dragging the blue lines to a different ; ; - X "
Column or Row. 10 |August  Hometown Community College Educational Catering Edible Fruit
11 |August  Hometown Community College Educational Catering Breakfast Buffet
Please go to View -> Workbook Views. 12 |August  Hometown Community College Educational  Catering Banquet
Click on Normal to return to the default view for . i . . . .
Microsoft Excel. 13 |August  Hometown Community College Educatipmal  Catering Edible Fruit
14 |JAugust  Hometown Community College Educatl!l'lﬁ Hl[ﬁt}r@ Hupi"latter
Keep going... 15 |February Harmony and Me Sushi Gurpurate tﬂrmg Banquet

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.4 Customize Options and Views For Worksheets and Workbooks: Change Workbook Views
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Page Setup: Background
You can add images to the background. This is
another way to add your brand to a spreadsheet.

6. Try it: Format Worksheet Background
Go to Page Layout-> Page Setup->Background.

Background

Browse to a folder with your pictures and double
click to select one.

What Do You See? Your picture may Tile, or
repeat, in the background of your spreadsheet.

Can you read the data? Background images may
be stunning, but the purpose of the spreadsheet is
to present the data. Please click on Delete
Background and continue.

Memo to Self: Excel does not have a built-in
Watermark to stamp a spreadsheet as
Confidential, DRAFT or FINAL. You can add
WordArt to the background to create a watermark.

Page Layout -> Page Setup ->Background

BE % : S 13 LA - Bl ¥ .
_ L ] L L drmAan Al bats W e L%

Wi 0B OhE 8 BEa==l 6

. 1 L.__':T 1.3- - n-n-II u-m.,. 4...."... - . . - . !; ) _' 2
e s e o
s »-1 - g:m Tuthy :::: -I:::: :nhr:‘j u.-u%uﬁ:: | o J‘ "f‘
8 Age | e Sty Féata Gty [Pildie Foal, B | Al §oomee o
7 Apdl  Baimenty Covviberpant 5 Caeong Trogbmleggen LTI Qe ™ § 408 00 - ' -
B A Pioeglng Copurdy Cillags Edmbongl  Cobeeg Biruet AT L TP S T
e By Coeay ol Caeen ot Plamat PG Cone i WEDE .
Ly
= A B . C oD E .
w1 |Month= = i Category Service . |
M2 _ﬁpng . Lepr Produfitns Private Catem‘(' Edible F
e 3 _ﬂpﬂ"l?ﬁﬁ%ﬁlyn Mitchel . Private Catem%&lﬁmm L) f’
a4 _ﬁprll "u?-‘larmu:m,.r M&ﬁ]shl pz £ (}-ﬁbnra‘te Catering | E&ﬂ;le Fruit g#//’
= 5 _Iiprll t Ha.rmcmffand Me Sushi - C.urpcrrate Catering". 'Edrhle Fnﬁt
E 6 |April ' | Walter S(nﬁﬂ _f"':,: i f Private, - Catering | Edible Frurg. o

7 |April ﬁﬂymnw :-Bwéhﬁ‘nent % Catering Fru;t aweggms
8 |April ﬁumefwm Community C&ﬂegﬁ Educatmnﬂ/ Catering Equrquwet :

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Insert Watermarks
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O::° Page Layout -> Page Setup ->Print Titles
BE S
Page Setup: Print Titles T e 1 —
You can select which Titles you wish to print on s e | M O o Pt ks bk P o Tl el S S e s
your spreadsheet. amn [, P S T =

7. Try This: Print Titles

p
Go to Page Layout -> Page Setup. B e i .
Click on Print Titles. o g e e

& ot Vil et Paingl

7 Apl  Buy County Cavmmant
What Do You See? The Page Setup window Will & i mwcomy - coeeons
open. You will be prompted to select which Row bt oty Gt Ebtn
you would like to repeat at the top of each page in | i EZ;’;"‘:;?;,?’ i
your print out. [T S ey S ¥t Nt

What Else Do You See? You can select if you

would like to Print the following:
Gridlines

Black and White

Draft quality

Row and column headings.

Try This, Too: Select the Rows to Repeat

Go to Rows to repeat at top.
Select Row 1.
Excel will enter $1:$1 in the blank.

Click OK.
Keep going...

3| Februsry Farmony me b Seu
Pty Calabine Cimtallmdi.
ST Februsry Farmory w b Suure
|V ebrwary By County

o Fobruiry By Doty G
0| Februsry Bay Cownty G
21 Fotwuery Fovsioes Gty Golage £y

| Page I Margins | Header/Footer

Print area: | P
Print titles
Rows to repeat at top: | 21:51 P
Columns to repeat at left: | s

Print
[¥] Gridlines Comments: |[N::|r1e]
[ ] Black and white :
Cell grrors as: |d|5played
[] Draft guality

[<][<]

Row and column headings

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Modify Page Setup (Print Titles)

Intermediate Microsoft Excel 2013 Page 156 of 245




T

o:,:‘ Page Layout -> Page Setup ->Print Area->Set Print Area
Q% i Saain 2010 LEA - Dscal

Page Setup: Print Area AT P _

One more example of how to select the pages or s 17 vt i B8 b bt 10 L0500 T T e e

Cells that you want to print. You can use Print ma " 0 Samtynan P

Area to print a specific Range if you wish. F e

PEANE FILE HOME INSERT PAGE LAYOUT FORMULAS

8. Try This: Select Print Area
Select Cells A1:C9.
Go to Page Layout->Page Setup->Print Area.

Y

=B Y GIEE

DATA

8

REVIEW

gl

Select: Set Print Area. B Themes Margins Orientation Size | Print  Breaks Background Print
By T
M - [O]Effects~ v - ~  Areav - Titles k]
Trust But Verify: Print Preview Themes Pac M Sk =
Go to File->Print. £ E‘.} Set Print Area
- | ot £ Clear Print Area
What Do You See? On the left side of the Print : -
Preview are the Printer settings. On the right is
the Print Preview. The Print Area should be the - A B C D E
only range in this preview. = 1 |Month |Client Category Service Product
So far, s0 good. Click on the Arrow in the upper m 2 |April Leprecon Productions Private Catering Edible Fruit
left corner of the Print Preview to return Home. 3 |April Madalyn Mitchell Private Catering Edible Fruit
Try This, Too: Clear Print Area 4 |April Harmony and Me Sush? Corporate Cater?ng Ed?ble Fru?t
Go to Page Layout->Page Setup->Print Area. 5 |April Harmony and Me Sushi Corporate Catering Edible Fruit
Select: Clear Print Area. 6 |April Walter Smith Private Catering Edible Fruit
Keep going, please... 7 |April Bay County | Gwemment Cater!ng Fruit and Vec
& |April Hometown Community College Educational Catering Banguet
9 |August Bay County Government _Catering Hot Platter
10 |August  Hometown Community College Educational Catering Edible Fruit
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Page Setup: More

1. Try This: Find More Page Setup Options
There are more options in the Page Setup Group.
These options can be found by clicking on the
Option arrow in the lower right corner.

Dles & L5

Size  Print Breaks Background Print
& Area~ - Titles

Page Setup Ma

What Do You See? This window summarizes the
Page Setup options on four tabs: Page, Margins,
Header/Footer, and Sheet.

Keep going...

Page Layout -> Page Setup ->More

BE S & P
B o o oo | dobaad B Wew e

f,;'q Bicwes- | 5 [ % o e Wty Stmmpts - | G | Hamingn

S ] Rt . B | f Dt mtanst - | 71 e | 7 Vi ™
Tharmas = Mangry, Cvavisfion. Gow i Boasdy Buchgrowed Purd | —— Berp  bemd  Cheiecies ddgn

T o | . it Vit | i 0% Finvin |t | ot~ Gocierd~ P 7
P Fagt Lo ) S e P i e dgmes 5 s =

ad = s G| Mo

i ] 3 L) [ ¥ L] H ' [ & 3 - N @ . a
: — - -

3 Apl Lapwcon Producsons Fmate Ca

1 At Mstapn Wchet e =

P horgems | Hasderfusier  Theel

@ gy e b St Coporms  Cafl

5 Al Faromy et be Sk Coporste  Cal | e .

P[P Pt cof [A] Chee [RY ®wesas

T hpA Bay County Govmment | Ca

B A Fomstves Comundy Gobige Eduabns Gl Loy

§ hagen By oty Gt Cofll e [ 8 -

iyt Ml Commhy Cullags Elecufmsl Gl e I b b o

U1 gl vl Gty Golige Edusiensd

i Asgen  Fometoes Commonty Cobigs Ddwamonsl  Cat

b hgusl Fomeives Commundy Golige Edoionsl  Gofl | Fuisige  Leme diae -

B hagont  Famites Commaty Cobigs Thmaonsl  Coll | pok pusity  Alsdnm i

5 Februsry Farmomy med M Suale Copome =

4 Fobruary Culabine (o allad i Corpinain Canll | "YRBagmmumar late

HT | Fabrasry Marmony el s Seahs Copoms  Cab

b Vabruary By Conty [ I

o Fbeairy By oty Guvenmant | Cat

o = pro—
= Februsy Soy Doody Ceemes

1 Fobrwiry Faweigus Gty Ciloge Eduinn, [ o
B Febnusry iomsives Communty Colige [hcman, |

| Margins | Header/Footer | Sheet |

ZF Vwbrusry Fomsizes Cormrursty Colage Eduphon | °

Orientation
l:::l Portrait @I__andscape
Scaling

@gdjusttn: ‘3{:. normal size
() Fit to: | Elpagesiwidgeny | [ ta

Paper size:

| Letter 8.5%11" E|
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o;:" Page Layout -> Page Setup ->More->Header/Footer
[ SR
Page Setup: Headers and Footers R O B @ 5 .
Headers and Footers are placed at the top and bottom of w1 e s i i b 1 L el L 2
a page. The Header and Footer can include the name of e g s Smviste ol senowee o e
your company as well as the number or address for A i A
contacting you: the call to action. ,[i}.__, ' 5—.:, ‘_h E ., & | M W, »; F
T T s
4 hguid Py wd b Suite Carpras b

2. Try This: Review the Headers and Footers
Go to Page Layout -> Page Setup ->More.
Click on the Header/Footer tab.

Select a Header.

What Do You See? Microsoft Excel has several Header
and Footer templates. The templates can include the
name of the spreadsheet, the date as well as the page

Pty Clabarn Comisland
AT Fabrusry

number. = R
Keep going... Page Margins | Header/Footer | Sheet
Page 1
Header:
v
Custom Header... Custom Footer...
Footer:
[none) ¥

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.3 Format Worksheets and Workbooks: Insert Headers and Footers
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Page Setup: Custom Footer
3. Try This: Create a Custom Footer

The Header/Footer tab is still open.

Select Custom Footer.

Type the following:

Left Section: Charlotte's Website

Center Section: Questions? Call 810.555.1212
Right Section: click on the Date button.

What Do You See? When you click on the Insert
Date button, Excel will insert &[Date]. This is code
that updates the date to the current date when the
spreadsheet is opened.

Click OK. You will return to the Page Setup window.
Please keep going...

Page Layout -> Page Setup ->More->Header/Footer->Custom Footer

S
B o sair peiioeo | dobaud B Wew e
[ M = * . d s Welthy  Bbmmghy - G Hawdengy
A | ) - L= .
= ] - - =L | [Tt et - | i |
Hlomecus | - ! e P | Pt [w0n ;|| e | e .
m Ph T S 1 W e Gemem 5 T

at - 5 | e

.E L] 3 L] L] ] & H N I L3

1 el © iy ot = = st 5

3 (el Lapecos Producsons Pasts o Page Setup

1A Mt kel o Gty

LTI e ———
3 Al Farmomy and Me Stk =

§ b Wk S Al | st

7 Apdl By Cowey o ——————

e T |E Yy gy s ——

: ey Cowsty G| S it o R, B i g et St

jhagent i o Sy v Bor ool okars S, o et s i, oot B
10 hugust Fomeizen Communty Colege Eff| 7200 P PR S et b emr
Aol bt (e Gl €

i

Ptz Cammanty Colige E 3] [EiE & =]
NF Augusl  Fomstves Comeurdy Golage £
i Al Fsrelies Dy Colige §
¥ Februsry Farmony wed e Sushe [+ Chariofe’l Webwte Cmbiom " Cafl 10350 1312
o Fabwary Calabine Comedands g

P s e o Py el

21 Fabwuay Fomslres Camrmrdy Colage

&iDwn]

B | Fabrusry Momstven Communty Colege Educacasl  Cati

23 Fabruary Fomsizes Communty Colege Eduatonsl  Gab - e

rigonat D | Bomn | Camormers | Spwiies | e datmons by ap | Sen Sebtemiymom — (8 |+

Al R|@ (G| (@ |68 (2
Left section: Center section: Right section:
Charlotte's Website Questions? Call 810.555.1212 &[Date]

Exam 77-420 Microsoft Excel 2013
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One Page Layout -> Page Setup ->More->Header/Footer
q: b = i
Page Setup: Header/Footer -1 B O (R D G [5]Em ra
4. What Do You See? Look at the bottom for: e L Tl =il B s
Different odd and even pages. LT L) St o et e
In a book the even pages are on the right side. They !l::jn-- ' - ! ! £ = t . & .t M. N
usually have the name of the Chapter. The odd f:_
pages are on the left side. The odd headers usually o ([ ——
show the name of the lesson. L: |
Different first page: The first page is like a report f: ) oy
cover. The Header and Footer may be blank or f
there may be a disclaimer. o=
(= [ [ YSS_—— Eucammemea? L 152 1A 1510
T : &R e e e
Scale with document: The Header and Footer can sty o o st €| 0 terect
resize (scale) if you print the spreadsheet at, say, ol sl T e e pe——
0, 21 Folwirs Favaloes Carsrards alesn F e dwnsl s
80%. S Footer
Align with page margins: By default, the Header wm | Charlotte's Website, Questions? Call 810.555.1212, 7/25/2013
and Footer align with the page margins. !
peapenan

Click OK to close the Page Setup window. Charlotte's Website Questions? Call 810.555.1212
Keep going..

Different odd and even pages

[«]iDifferent first page

Scale with document

Align with page margins

Print... Print Preview DOptions...

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Create Headers and Footers
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Header & Footer Tools
Before You Begin: Change the View
Go to View->Workbook Views->Page Layout.

5. Try This: Find the Header/Footer Ribbon
Click on the Header. The Header & Footer
Ribbon should be available.

What Do You See? Look at the top of the first
page in the document. There should be a tag in
the left corner that says First Page Header.

Try This, Too: Edit the Header
Click on the First Page Header.
Type: Charlotte's Website

Keep going...

First Page Header

View -> Workbook Views-> Page Layout

[ =] ' S 200 LAM - el VRADER & NODIE ROSHS o
[ T T e —— P——

_T L a = O P Scale il Dwrmt

FHasder Tpsler  Page  Neber Comwrd Comwed  Pin  Fir  Uhewk Pk b o B B o st P Mt
'-mrJ.r'r-r L i e

—TT

SO0 D HBORE DL

Header Footer Page Mumber Current Current File File  Sheet Picture
v - Mumnber of Pages Date  Time Path MName MName

-

- Header & Footer Header & Footer Elements

e Cangy Facis Frat
TR C e r,-' rat
e

B = DAVES GARAT:

Wf:d‘dﬂf-f GN DUTY FLATS FIXED REGULAR:

{!EEHEEF

T

Originad Datw | Bomn | Coslomers | Sparidem

- 2 P [

Charlotte's Website

Maonth l{llient Category Service Product Date Sale
April Leprecon Productions Private Catering Edible Fruit 041272013 Alex
April Madalyn Mitchell Private Catering Edible Fruit 041372013 alex
April Harmony and Me Sushi Corparate Catering Edible Fruit 0411712013 Alex
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o::" Header & Footer -> Design ->Header & Footer Elements
e i S 201 LA - sl “FEIDER & PR RS
Header & Footer Elements T e T T

Before You Begin: Scroll down to Page 2 in this o f | Ve MGt Gt Tt T S P

m (L o &l Dt 1w Page [ e—

Eomernd L B s Prage it Page Wamgers
Mowdr of Fagen Disin  Torw Pl Bdamy Maegy [ o il o e

spreadsheet. Click on the Header. The Header & =~ =wmsree et et et e Swmen

Footer Ribbon should be visible.

What Do You See? There should be a tag that

says Even Page Header.

6. Try This: Edit the Even Page Header
Even Page Header: First Quarter Sales
Click ENTER on the keyboard to create a new line

of type.

Go to Header & Footer -> Design.
Go to Header & Footer Elements.
Click on Current Date.

Keep going...

a1 . B saoas

el L

et |t et oat
ooty Lol decabonsl  Catenre Bevaciuen bulet B0

A

Header Footer Page Mumber Current Current  File

EZgsreE=zsn

February By County

] o]

File  Sheet Picture

o 2 Murnber of Pages Date  Time Path  MName MName
Header & Footer Header & Footer Elements
Creg=ap' Dwa o Camormery Sparicee L1 Tatnonsl by Fap Salen Sublotel by Mo . (%

Even Page Header

First Quarter 5ales

&[Date]
Maonth Client Category Service Product Date Sales Rep
August Hometown Community College Educational Catering Edible Fruit 08M1/2013 Elizabeth
August Hometown Community College Educational Catering Breakfast Buffet 08M712013 Elizabeth
August Hometown Community College Educational Catering Banguet 08M7/2013 Elizabeth

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Header and Footer Elements
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First, Odd, and

Even Headers

What Do You See? When
you scroll up and down
through the sheets in Page
Layout View you should see
the three Headers that we
created in this spreadsheet.

Very good.
Go to View->Workbookview.
Click on Normal.

View-> Workbook View->Normal

First Page Header

Charlotte's Website

Month l{llient Category Service Product Date Sale
April Leprecon Productions Private Catering Edible Fruit 041242013 Alex
April Madalyn Mitchell Private Catering Edible Fruit 041372013 Alex
Even Page Header
First Quarter Sales
&[Date]|
Month Client Category Service Product Date Sales Rep
August Hometown Community College  Educational Catering Edible Fruit 08/M11/2013 Elizabeth
August Hometown Community College  Educational Catering Breakfast Buffet 081712013 Elizabeth
August Hometown Community College  Educational Catering Banquet 081712013 Elizabeth
For more information call:
8105551212
Maonth Client Category Service Product Date ]
February Bay County Government Catering Breakfast Buffet 0212720131
February Bay County Government Catering Fruit and Veggies 02M3/2013 1

Exam 77-420 Microsoft Excel 2013
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Page Layout: Sheet Options
When you look at a spreadsheet on a computer
you see the Headings for the Rows and Columns.
You also see the gridlines. You can print your
spreadsheet the same way.

1. How Did We Get Here: Sheet Options
Go to Page Layout->Sheet Options.

What Do You See? There are check marks to
Print the Gridlines as well as the Headings.

2. Try This, Too: More Sheet Options

When you click on the Option arrow in the bottom
right corner of the Sheet Options group you will
return to the Sheet tab in the Page Setup Window.

OK. Sheet options...
Almost done with Page Layout.

Page Layout -> Sheet Options

giH %
B s somr | e | e oo e
[Ep. 3 [ P
,"--1 = L=
AP (1T r——
[ e e S Sy
(S s - 2l i e T |k [0 :
amn Page faiu P

4 Folbwmary Culabine Comtallmdy
4T Fobnabry Famosy o b i Carporag
W Vpbrary Say Courty pprnr]
o Fobeuiy Bay oy [t—
o Feb .

ok PO

aie 7] Gridlines
E [ ] Black and white
: [ ] Draft guality
Row and column headings
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ﬁWidth: Automatic ~ || Gridlines |}’

| View 1

+| Print

ED Height: | Automatic -
| el Seale  |100%

Scale to Fit P Sheet Options T

[Mone)

displayed
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Ta
o,,:" Page Layout -> Scale to Fit
gdH" , .
Page Layout: Scale to Fit -,_\_1 o (0] (R DD G [ 5 o e :
You can print the spreadsheet smaller if you wish. s 700 st i 1o it 1 L0 500 T T e et e b
You can force the printout to fit 1-9 pages wide or LS ) et | Slwwidthe | Automatic - || Gridlines Headings
tall. You can also scale the printout by percentage.  “ x & | bt :‘f” ’
" e T — T - ' % [|Height: |Automatic = || (V] View | [+ View
1. Try This: Scale to Fit Options B . e ; ;
Go to Page Layout->Scale to Fit : E St a e calll T — ] Scale: 100% .|| 4 Print [ 1] Print
ooy A | R Scale to Fit m|  Sheet Options
What Do You See? There are combo boxes for B s el .
the Width and the Height. You can choose a e e ooy o o colll B0 s (e
percent for Scale or type your own. [T Semden oty Gy Mot ol Citmonny gpicas [ivgen
[ Wedioapy - ‘_“___‘:,__‘_’ o '.’v::»a apom b g
V3 February Farmory e Me S Coposs Can, P
2. Try This, Too: More Page Options e S |[creteve - T ]
When you click on the Option arrow in the bottom 2

right corner of the Scale to Fit group you will return Margins Header/Footer Sheet

to the Page tab in the Page Setup Window.

Orientation

Memo to Self: The text and numbers on a I O Portrait ® Landscape

spreadsheet may get very small if you select Fit to
1 page to make it all print on one sheet.
Scaling
About half of the population (including your boss) e i — _
wears bifocals and cannot see the type! Who is @ Adjustto: 100 |5 % normal size

i ! it? ~ = [ =
your audience! Can they read it? O Fitto: [ pagets) wide by F] tan

Paper size: Letter 8.5"'x11°

Exam 77-420 Microsoft Excel 2013
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Print a Worksheet

The Print options are part of the new Microsoft
Office Backstage. In the following pages we will
look at printing a Worksheet, printing the entire
Workbook or printing just the cells you selected.
Let's start with the Settings.

1. Try This: Print a Worksheet
Go to File->Print.

What Do You See? The Backstage view should
display the printer and the options.

@ . ; Canon Inkjet MP800 Printer...
-/ !

Try This, Too: Review the Settings 2. Ready
By default, Excel prints the Active Sheets. You can
print all of the pages in the Active Sheets or just a

few by typing the page numbers.

Printer Properties

Settings

Keep going... Print Active Sheets

Only print the active sheets

1 - to |4 -

E Print One Sided B

| THE TRADE MRS OF CLALITY MADE FRMSOUS 87 GOO0 IMPLEMENTE.

Only print on one side of th...
Collated
123 123 1,23

Options

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

2. Try This: Print Entire Workbook
Go to File->Print->Settings.

Select Print Entire Workbook.

What Do You See? The Print Preview on
the right side of the Backstage View will
show all of the sheets in the workbook.

What Else Do You See? You can also

Print Selection: print whatever you
currently have highlighted.

File -> Print ->Settings

Lac

Exam 77-420 Microsoft Excel 2013

Print
Settings
o - :__I Print Active Sheets
= Only print the active sheets
r— j__| Print Active Sheets

Only print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

Ignore Print Area

[]
B

AL
D 100

Letter 8.5"x11"

85" x 11" N

Marrow Margins

Left: 0.25" Right 0.25" N

Mo Scaling

Print sheets at their actual size N
Page Setup

1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Print Entire Workbooks
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Print

Summary

This lesson walked through the Page Layout
Ribbon. We investigated the Page Setup, Scale to
Print and Sheet Options. We used the Page
Layout View to create and edit the Headers and

Footers.

Finally, we reviewed the Print options in the new
Microsoft Office Backstage view.

b= Top: 075" Bottorn: 0.75"
"1 Left: 0.25" Right: 0.25"
o Header: 0.3" Footer: 0.3"

T
IE:

B 7y

i
3| 1
B

Very good. You get the cookie.

Custom Margins...

D &= =

Size  Print  Breaks Background Print
> Area~ <
Page Setup
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Test Yourself

1. Which Ribbon has the Workbook Views?
a. Page Layout

b. Home

c. View

Tip: Intermediate Excel, page 147

2. Which of the following are Workbook Views?
(Select all correct answers)

a. Page Layout

b. Normal

c. Draft

d. Page Break Preview

e. Outline

Tip: Intermediate Excel, pages 147,148 & 154

3. What is the command for Portrait or
Landscape?

a. Page Layout-> Page Setup->Orientation
b. Page View-> Page Setup->Orientations
c. Page Layout-> Change Orientation

Tip: Intermediate Excel, page 149

4. Which of the following is a Margin Option?
(Select all correct answers)

a. Narrow

b. Custom

c. Normal

d. Wide

Tip: Intermediate Excel, page 151

5. Which of the following is true about
Headers? (Select all correct answers)

a. Command is Page Layout-> Page Setup->
More-> Header & Footer

b. Headers and Footers are visible in Page
Layout View

c. In Page Layout View, Headers and
Footers can be edited with the Header &
Footer Ribbon

Tip: Intermediate Excel, page 159-162

6. Which of the following is a printing option?
(Select all correct answers)

a. Entire workbook

b. Active Sheets

c. Print Selection

Tip: Intermediate Excel, page 168

- i

have BIG-CAR styling at lowest cost. . .
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Excel 2013: Online

Take

UZY) Online and Open for Business

Intermediate Excel Objectives
In this lesson, you will learn how to:

1. Use the Sparkline Tools to display Line,
Column and Win/Loss Sparklines.

2. Format the Sparkline Line Style, Color and
Markers.

3. Format the Sparkline Axis.

4. Use hyperlinks in a spreadsheet to link to
other data in your workbook or online .

5. Create and use spreadsheet templates.

6. Share a spreadsheet online by E-mail, fax and
in other formats (PDF).

© 2013 Comma Productions, LLC

Month

- w
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1. Readings
Read Lesson 6 in your Intermediate Excel
Guide, page 171-218.

Project
Format a spreadsheet so that it is as interesting and
informative as a web page.

Downloads
Sales 2013.xIsx

1logo.jpa
Rainy Day Savings Training. xIsx

2. Practice
Complete the Practice Activity on page 219.

3. Assessment
Review the Test Yourself questions on page
220.

7..:“’9 Lesson 6: Online and Open for Business

Sparkline Tools->Design

AT

Edit
Data

& ‘i“# jﬁ +1 High Paoint

Line Column Win/
Loss

Sparkline lJ EJ!

Style

Menu Maps

This lesson introduces the Sparkline and Home Ribbons.
1. Insert -> Sparklines -> Line, page 178

. Sparkline Tools -> Design->Type -> Column, page 180
. Sparkline Tools -> Design->Style, page 181

. Sparkline Tools -> Design->Show -> Markers, page 182

ONO OO WN

3

First Point
Low Paint Last Paint
Megative Points Markers

Show iJ

E Sparkline Color -
- E Marker Colar -

-

. Sparkline Tools -> Design->Style -> Marker Color, page 183

. Sparkline Tools -> Design->Group -> Axis, page 184

. Home -> Cells -> Format->Rename Sheet, page 185

. Insert->Links->Hyperlink, page 193

Intermediate Microsoft Excel 2013 Page 172 of 245
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[: @ Online and Open for Business

In the previous lesson, the focus was on dressing up a spreadsheet with the
Page Layout and Print Ribbons. We investigated the options that prepare a
spreadsheet for print. However, most spreadsheets never get printed: they
are simply opened, read and reviewed.

Now, think of a spreadsheet as a webpage: what would you see? The data
can be presented visually with little Sparklines. A spreadsheet, like a
webpage, can also use color and position to help people navigate through
your workbook. And a spreadsheet can hyperlink to additional information or
websites. Very good. Start Microsoft Excel.

Mew

S — el T— g e——
2 |Qriginal Dat@'1AT .. @ u —
P ——— : lake a
3 Month Total tour . - S—
4 |lanuary 52,200.00 v . i . —
5 February 52,930.00
& |March $4,720.00 - -
"\ ” _-—i
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Before You Begin

This discussion begins by creating a sample
spreadsheet that analyzes 9 months of data-
technically the first 3 quarters of sales.

1. Try This: Open a Sample Spreadsheet
Open a sample spreadsheet: Sales 2013.xIsx
Go to the Sales Subtotal by Month sheet.

What Do You See? This sheet shows the product
sales for Charlotte's Website. There are two Columns
showing: Month and Amount (the other Columns are
hidden.) There is an Outline on the left side next to
the Row numbers.

Keep going...

Memo to Self: You do not have to MATCH the
numbers shown on these pages. It is more important
that you begin with some data and understand the
options.

Another Memo: We will learn how to summarize
data with Subtotals and PivotTable reports in the
Advanced Guide to Excel 2013.

File->Open

@ H

32 Jans Toasl

#1 Juty Toiml

T Sepmmise Totsl
= 1) i Total

"

"

(]

]

 iz2gsEnR

oran Cusl

X e W Tt —— F p = pe [ | E2= %
v a- e | § - % e e
H79 | : 5 =SUBTOTAL(9,H2:H77)
1]2]3 A ~__H ! J K
1 |Month Amount
" [+#] 5 January Total  § 2,200.00
+| 15 February Total  § 2,930.00
+| 27 |March Total $ 4,720.00
+| 34 April Total $  710.00
+| 40 |May Total $ 5,510.00
+| 52 June Total § 7,770.00
+| &1 [July Total $ 5,490.00
+| 68 August Total $ 1,350.00
+| 78 |September Total § 2.860.00
(-] ;z Grand Total |$33,54u_nu _|

| Sales Subtotal by Rep | Sales Subtotal by Month
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Create a New Spreadsheet

We will create a new Sparkline spreadsheet that
will look up the data from the Sales Subtotal by T
Month spreadsheet. L

2. Try it: Create a Sparkline Sheet B2

Go to a new blank spreadsheet.
Double-click the tab.
Rename the spreadsheet: Sparklines.

A B

1 Month Total
Add the following labels: - 2 |January
Select Cell A1 and type: Month. - 3 |February
Select Cell B1 and type: Total. =
If these are labels (and they are) they need to be = 4 [March
formatted BOLD. Select Row 1. w5 |April
Go to Home->Font->Bold. a2 6 May
Select Cell A2 and type: January f [June
Select Cell A3 and type: February 8 (July
Select Cell A4 and type: March 9 |August
Select Cell A5 and type: April
Select Cell A6 and type: May 10 |September
Select Cell A7 and type: June 11
Select Cell A8 and type: July
Select Cell A9 and type: August

Select Cell A10 and type: September

Sales Subtotal by Rep
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@ EH %S n A - Dl
- i erdnt PRl LAt ¢t L¥AE tats L .
i, o a - Weny Pt e ] " 0 | Z“

kB PR T=E T A e oot n::d,_ |t | B
Create the Formulas o CI— - :
The next steps use a formula to create a c .' ; - oo . .o :
Relative Cell Reference that links data from the  « wwsn e T — ' : :
Sales Subtotal by Month spreadsheet that M [izmes]
Subtotals each Month's sales. R
3. Try it: Create the Formulas . | B2 v | o fe || ='Sales Subtotal by Month'!H5
Start on the Sparkline spreadsheet. .
All equations begin with equals. n A B C D E F
Select Cell B2 and type: = @ i Month L
Go to the Sales Subtotal by Month sheetand . £ |January | $2,200.00 _l
click on the amount for January in Column H. =1 February £2,930.00
Press the ENTER key. nl— .

= 4 |March 54,720.00
Select Cell B3 and type: = 5 |April S 710.00
Go to Sales Subtotal by Month and click on the i 3
amount for February in Column H. 6 May $5,510.00
Press the ENTER key. 7 [June 57,770.00
AutoFill will NOT work here. P t 8 Huly 25,490.00

utoFill wi work here. Please create 7

formulas for the other months as well. 9 |August $1,350.00

10 |September $2,860.00

Keep going... 1
Memo to Self: You can use the sample
spreadsheet or just type the data that you see
on this page if you wish.
‘ Sparklines Sales Subtotal by Rep | Sales Subtotal by Maonth |
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Home -> Alignment -> Merge and Center

Still Before You Begin -

There are a couple of formatting tasks that e

should be done. First, add two blank rows at

the top of the spreadsheet. Next, select two
cells and merge them. " —

4. Try This: Add Two Rows :
Select Row 1.
Go to Home->Cells->Insert.

1
Click on Insert->Insert Sheet Rows. ~* v

There should be a new Row 1.
Repeat to add a second, blank Row.

Try This, Too: Merge Two Cells
Select Cells A1:B1.

Go to Home -> Alignment.

Click on Merge and Center.

BgESEREER®=

25

What Do You See? When you click on Merge . & LILIE

and Center, the two Cells that you selected will
be combined into one Cell.

Do This Now: Save Your Work
Go to File->Save As.
Enter a new name: Sales 2013 Complete.

H %

bt

Comtomars | Sparidiam | Sabew Sublotsl by Rap
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dde === ¥- =¢ Wrap Text
=== | £ = Merge & Center -
Alignment
Al -
A B C
1 1
2
3 Month Total
we: 4 |January $2,200.00
5 |February 52,930.00
& |March 54,720.00
7 |April 5 710.00
8 |May $5,510.00
g June 57,770.00
10 | July $5,490.00
11 |August 51,350.00
12 |September $2,860.00




Ta
L7
7.l:»“

Add Some Spark

Microsoft Excel has a new feature called
Sparklines. A Sparkline is a little chart that
helps people see the trends. It is another way
of picturing the data.

1. Try This: Add a Sparkline
Select Cell A2.

Go to Insert -> Sparklines.
Click on Line.

You will be asked to select the Ranges:
Data Range: B4:B12

Location Range: $A$2.

Click OK.

Keep going...

What If It Doesn't Work? Look at the Location “

Range. You may have noticed that the
Location Range was listed as $A$2:$B$2. You
need to correct this or you may receive an
error message about an invalid Range.

Insert -> Sparklines -> Line

TR T e 2010 L

HEAM | acdnl | ASILAROUE ROl S mems s e e
= I|":"\3J‘(" | | alsl I T
- w!ﬂ I ? mv “' i"" . I M _M II.I L1
v ;& Recommended . . PrwotChart | Power Line Column Win/
p o e Chats W k- - View Loss
: Charts ra | Reports Sparklines
:::E:: s Bange 147
u‘-:"w 1
: A & D E E G 1
. 1)
: B ]
i 3 |Month Total
“. . 4 |January |$2,200.00 !
1
5 |February : $2,930.00 : Choose the data that you want
1
E—‘— March : $4,720.00 : Data Range: ‘54:512
7 | April : S 710.00 :
1 1
8— g 1 $5,510.00 1 Choose where you want the sparklines to be placed
9 |June | $7,770.00 | Location R sz
10 July | $5,490.00 ! S
. I
1 |August 1| $1,350.00 |
—] 1
12 |September | $2,860.00 | ok || Cancel
13
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Insert -> Sparkline -> Line

BH % ' e 30901 LM - sl
Hello, Sparkline! S E T L L
2.What Do You See? There should be @ & o w207 i 0 0 WA N e -,
new, tiny Sparkline chart. The Sparkline ] L Sorn
Tools should be available. ’ : A2 -
: 5 L] L3 o
What Else Do You See? In the example '
on this page, Row 2 has been made taller A B |
and Column A is wider so that the . 1
Sparkline is easier to see. + e
4 ey 3, 000.8
Keep going... e e
Vi s
Silega j‘.i‘ii
2
| |
3 |Month Total
4 |January 52,200.00
5 |February 52,930.00
6 |March 54,720.00
7 ] April 5 710.00
8 |May 55,510.00
9 |June 57,770.00
10 July 55,490.00
§ 11 |August $1,350.00
| 12 |September $2,860.00
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Sparkline Tools -> Design->Type -> Column

gE % ; ke 200 LA - sl t
Sparkline: Change Type 8 T oo B 0 B0 i B -
There are three types of Sparklines: Line, i R i ! P S B |
Column, Win/Loss. You can change the . e o -

Type with the Sparkline Ribbon if you wish.  * :
a L] L] o 1 L a L i ) 13 L -~ L.} o " a L]

Before You Begin: Click once on the
Sparkline so that it is selected. The | | I I

Sparkline Tools should be available. il

3. Try This: Change the Type i s A2 -

Go to Sparkline Tools -> Design. -y e

Go to Type->Column. -~ e A B
Lr="] f1Lisam |
i Saptemim 5180000 1

Edit Line Column Win/

Data - Loss ._ — M , Sparitiom | e Stz by R | e Skl
Sparkline Type 4 : i1 [N
What Do You See? The Sparkline is a very I I - B I

2
tiny chart. The Column Sparkline may be 3 |Month .TDtﬂ|
easier to see the trends compared to the —
Line Sparkline, depending on the data. 4 |January $2,200.00
Keep going... 5 |February $2,930.00
6 |March 54,720.00
T _April 5 710.00
8 May 55,510.00
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Sparkline Tools -> Design->Style

IS i S 20071 LA - sl P F ¥ = & K
Sparkline- Styles - voaa SR PudiLaeced  ORALAd Bt W wm [ : : s st )
. T A E‘ s ragh PFourst Vet Brpenit- ‘ ' iy i gl L
Each object in Microsoft Office can be ...f e = | e et Bl ekt el ekt el Eammoy -
formatted with Styles. Sparklines have a small = e e LT T e e
gallery of Styles as well. _ﬁ_ I L t* S g e s e —

Before You Begin: Click once on the
Sparkline so that it is selected. The Sparkline l I I
Tools should be available. 1 o

et hett ey bty e et

.-:; :ﬂhi hl_‘_,_I-J 'J'.r."".: .Hr,‘ull ﬂrhl |ll|_u.|
4. Try This: Edit the Style — e
Go to Sparkline Tools -> Design. e asmian
Go to Style. fra jane A B | c
Click on a Sparkline Style: Accent 6. S o 1

i
2
4
3
0
7
L]
L]
L]
| et
L'
L)
(']
-]
L]
L1
L]
-

What Do You See? The Sparkline Styles are
simple compared to the Chart Styles.

. | Bomn | Coslowers | GperiSem | el SobictsByMep | Sela s
Keep going... L - - I
TIRIA

2

3 |Month .Total

4 |January 52,200.00
5 |February 52,930.00
6 |March 54,720.00
T_ April 5 710.00
2 |May 55,510.00
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Sparkline Tools -> Design->Show -> Markers

GE% i St 201 LM - sl r = 4 5
Sparkline: Data Markers _.« i T e W e O —]
Markers are data points. You can format the s o YV VAV VA VY VYRR
points to draw attention to the data. = = ! ! High Foint First Point
8 M M il min g
) ] 3 L & 1 1
Before You Begin: Click once on the Sparkline Edit Line | Column Win/ Low Paint Last Point
Go to Sparkline Tools->Design->Type. i Sparkline Type Show
Click on Line. B
ey A B C
5. Try This: Show the Markers Rl 1
Go to Sparkline Tools -> Design->Show. - -
Click on Markers. -
L]
What Do You See? The Markers include: e , f !
High Point -
Low Point e .| Bomn  Cusiomert | Spariem | Gales SublotulByfap | Sele Sblotsl by M s .
Negative Points
First Point
Last Point 2 - -
Markers 3 |Month Total
Koon coin 4 |January £2,200.00
P going... 5 |February $2,930.00
6 March 54,720.00
7 |April 5 710.00
g |May £5,510.00
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Sparkline: Marker Color

The purpose of the Sparkline is to visualize the
data. You can format the Markers to make the
points more obvious.

Before You Begin: Click once on the
Sparkline so that it is selected. The Sparkline
Tools should be available.

6. Try This: Format the Marker Color
Go to Sparkline Tools -> Design.

Go to Style->Marker Color->Markers.
Click on a Theme Color: Orange.

What Do You See? You can choose a
different Marker Color for the points.

Go to Sparkline Tools -> Design.

Go to Style->Marker Color->High Point.
Click on a Theme Color: Purple.

Keep going...

Memo to Self: If you have a Column
Sparkline, the whole Column changes color
when you format the Markers.

Sparkline Tools -> Design->Style -> Marker Color

T ] St 20001 AN - sl
B oo sl pasiiocet  dokansd Bt e e
gt Pt =

.
o P P Y

o B i
[ B 2
Suia- . e L
gpnind 4 [

LT J T Bt ke -

&§

E Sparkline Color -
E Marker Color =

) s L#  Markers

A caneary § 100000
3 Pebreery SN0

iy ; nam [# High Point

L] LT_* Low Point

. E First Point
E Last Point

2 |

3 |Month .Ti}tﬂl

4 |January 52,200.00
5 |February 52,930.00
6 |March 54,720.00
7 |April $ 710.00
a4 |May 55,510.00

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

2.3 Order and Group Cells and Ranges: Format Sparklines (Format Data Markers)

Intermediate Microsoft Excel 2013 Page 183 of 245

- [ St Ctee -

E Megative Points » |~
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Sparkline Tools -> Design->Group -> Axis

e % i e 0% 1AM - Lol

Sparkline: Format Axis -j Il r (e e T B
There are some basic Axis options that you can o | e S |- e LT T e
choose. - er . o

» : Sy Group
Before You Begin: Click once on the Sparkline so * ) 3—% Hnerroin
that it is selected. The Sparkline Tools should be iz ~ngraup
available. i l | B & Clear -
Go to Sparkline Tools->Design->Type. il n -
Click on Column. = | Horizontal Axis Options
The High Point Marker is a Purple Column, now.  * === i

o « General Axis Type
7. Try This: Format the Axis ity Date Axis Type...
Go to Sparkline Tools -> Design->Group. Meon St z
Click on Axis. g 7 Show Axis

- Plot Data Right-to-Left
What Do You See? By default Axis options show ] o et g
the Maximum and Minimum Values for the =

Vertical Axis Minimum Value Options
Horizontal and Vertical Axis.

« Automatic for Each Sparkline

Very Good. That's a lot for a little chart.

Same for All Sparklines
Save. Save. Save.

Custom Yalue...
Vertical Axis Maximum Value Options
«  Automatic for Each Sparkline
Same for All Sparklines

Customn Value...
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Home -> Cells -> Format->Rename Sheet

-] [ Sk 2001 LA - e
Formatting Worksheets i~ I ————c== T
Technically, a spreadsheet is just one sheetin == ;™ w.u- . wou. P [ [P ra——
an Excel Workbook file. Each sheet can be e U fams . st e
named so it is easier to find the information. . -
& ) € ] 1 (] a - '

You can use Color, Position and Grouping to
manage the spreadsheets as well.

This lesson begins with a review of how to 1 |
Rename a Worksheet. The example shownon | *™* e
these pages is the same one from the previous $zue
pages. ihe A

o samian

(ER T
§ 10

1. Try This: Rename the Worksheet
Click on the Sparklines tab. o
Go to Home -> Cells -> Format.

Click on Rename Sheet.

The Name in the tab should be highlighted.
Type: Sparklines 2

Click ENTER on the keyboard.

— | Bomm | Costoman | Sperkem | Ssls Sublotsl by Rap

Saien Sabiotel by Morh

Keep going...

Memo to Self: You can also Rename the
sheet by right-clicking the tab.

& ®

| eim Ex Iy 2 AutoSum ~ A-Y

e H H ] Fill - Z
Insert Delete Format Sort &
A v v | & Clear~ Filter -
Cells | Cell Size
$|: Row Height...
AutoFit Row Height
M [

L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color r

—I Sparklines 2 Sales Subtotal by Rep

Sales Subtotal by Month * 1

Exam 77-420 Microsoft Excel 2013
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Home -> Cells -> Format->Move or Copy Sheet

52,200.00

Worksheets: Move §2,930.00

Move or Copy are on the same page. e

Here are the steps. 54,720.00 Move selected sheets
$ 710.00 To book:

2. Try This: Move a Worksheet sales 2013 EAN.xlsx

Click on the Sparklines 2 tab. $5,510.00

Go to Home -> Cells -> Format. §7,770.00 || Before sheet:

Click on Move or Copy Sheet. $5,490.00 Ciriginal Data

— Bonus
What Do You See? A little window wil $1,350.00 § | Customers

prompt you to Move selected sheet. In the 52,860.00 Sparklines 2

. . Sales Subtotal by Rep
example on this page the Sparklines 2 sales Subtotal by Month

sheet will be placed before the Sales t .
Subtotal by Rep sheet. move to end)

What Else Do You see? You could use [] Create a copy
this method to Move or Copy a sheet to a
different Excel workbook.

Memo to Self: You can also Move the 7 S

sheet by left-clicking and holding the tab. . H 5 G v
The cursor will follow your mouse as you Customers Sparklines 2 Sales Subtotal by Rep Sales Subtotal by Month [ s
move across the tabs. When you let go of

the mouse, the page will be placed there. i

?‘-j—-a—ﬁh*-& o SR S )

\

i

Sales Subtotal by Rep Sparklines 2 Sales Subtotal by Maonth
W
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Home -> Cells -> Format->Tab Color

@H% i 7 Saden 2000 1AM - Lsad e F X = & -x
Worksheets: Color =T e = T R T
Color is a very important clue for navigating el PRI ot 40 | Elbg o = | § - % 0 [0 1| S “”f.'p:': Cleal (P9 IL‘::_:.,
and locating data. The Computer Mama's first Doss - toes . srgpnems AN - o cot
mentor used colored floppy disks: green for A d - K B
financials, red for priority projects, and so forth.,  ——f—— * T e R T o T L
You can color the tabs in your Workbook. Here A Organize Sheets

are the steps.
Bename Sheet

a i ]
3. Try This: Color the Sheet Tabs - i Move or Copy Sheet...
Select any Tab in the Workbook. e e
go to Home 'g Cells -> Format. o e Theme Colors Tab Color
lick on Tab Color, # | sEmRs
Choose a Theme Color. B A B BEEENNENEN protection
L Septemoer £ 10
s I:' Protect Sheet...
What Do You See? The Tab Color is difficult -
to see when it is the active sheet. The Colors = |:| Lock Cell
are much more obvious when it is not the = ) I I I I
active sheet. B Sy 2@ 000 ESON Format Cells...

Standard Colors
EE[C NENEEEE
Mo Color

ir',f More Colors...

Customer: | SaesSubtotlby Rep | Sprdnes 2 Sals Subotal by orth )

Exam 77-420 Microsoft Excel 2013
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7,
M Home -> Cells -> Format->Hide & Unhide
B E % et 2000 LM - sl rerey
Worksheet: Hide a Sheet e L
Sometimes it is helpful to Hide the sheets that the b e e | B T -] E- | A | Bl - [ § - % 0 [ [
users don't need to edit or modify. For example you Dsees om . tagpnemt U :
might consider hiding the sheets with the lookup “ ] ENE i =
tables :_‘_ L] < o L] L] o L] 1 ’ € ! o N L v] ey L} ] .
; Visibility I
4. Try This: Hide a Spreadsheet - - i
Select any spreadsheet. The example on this page .| Hide & Unhide ' Hide Rows
is the Bonus spreadsheet. = o Organize Sheets .
Go to Home -> Cells -> Format->Hide and Unhide. @ == 2o H Hide Columns
Click on Hide Sheet. Tl s nas Rename Sheet Hide Sheet
¥ e § 1, 7R
W by 5345000 [N C Sheet... .
What Do You See? "Silly wabbit! Trix are for kids." @& 1= e er-eRy e Unhide Rows
You WONT see anything. The sheet is hidden. E Tab Color b Unhide Calumns
Keep going... e Protection

e v | soem | Coomen | seeiee: T I:' Protect Sheet...
ol [T Lock Cell

Format Cells...

Costomers__sls ol by Rep__Sales subttal by Month

Exam 77-420 Microsoft Excel 2013
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1.3 Format Worksheets and Workbooks: Hide a Sheet

Intermediate Microsoft Excel 2013 Page 188 of 245




T,
M Home -> Cells -> Format->Hide & Unhide
B %S St 210 LM - Bscd
Worksheet: Unhide a Sheet B = s s oo e 0
5. Try This: Unhide a Spreadsheet il RN T | Dot = | - % v |28 .'-"-.“‘n,“.'..‘...; et D
Go to Home -> Cells -> Format->Hide & Unhide. R toe ' wrpnres ) mesw w o
Click on Unhide Sheet. & = & | vgans
o —

] 1 ’ H L} I L] L
-
Laprecon Producsors Frame Cxev Lot Mrat AT Abex o
What Do You See? If you have more than one Mt i Savmg s ot | V1Y 2 wam

e

hidden sheet, you will be prompted to select which
one should be made visible.

El
e ol
ol 0
nem
e ol

PRSP

it
'y
f

Please Unhide all of the hidden sheets.

;

¥ Agued
- * &
| —— Unhide sheet:

AT Febnasry Famony s b Soiie c
W8 Fobrary By Courty @ Bonus

Sparklines 2

23| Fabruary Hamstren Conmunty Cobege

| v ote. [

oK | | Cancel |

Hometown Community College Educational Catering Sweests 02/18/2013 Elizabeth  §  210.00

-l T - P T B | PR AfATWNAT sl A0 _nn |

Original Data Bonus Cu5t0mer5 |_| Sparklines 2 |_ o)
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Insert a Worksheet

There are two more useful worksheet
commands: Insert and Delete. You
probably already know them, but they
complete the discussion.

6. Try This: Insert a Sheet
Select a spreadsheet.

Go to Home -> Cells -> Insert.
Click on Insert Sheet.

What Do You See? In this example, there
is a new worksheet: Sheet1. Your new
sheet may be Sheet2, Sheet3, or whatever

the next number would be.

Memo to Self: You can also right-clic
tabs and click on Insert...

Home -> Cells -> Insert->Insert Sheet

BE% : S 013 LA - Escel ¥ a =
B < s et e fau dew W e |

O Gl

Fase - . 3
. - Wy -y o o Moge i Coies = F - % 0

AR . B shoas

e ':Ex il 2 AutoS

E Fill =
hy_ Insert Delete Format
2 saptomtor SLa80 - - - & Clear
L)
L}
u . :
n | E'I' Insert Cells...
" a
kthe 2 &= Insert Sheet Rows
. Crigeai Dty Bosn | Casioemars !&Uhh Specaledr T Gaben Babloiel by b
JiE 1]

n- Insert Sheet Columns

B Q Inzert Sheet |

Sales Subtotal by Rep Sheet? Sparklines 2 Sales Sulbtotal by Month |

Exam 77-420 Microsoft Excel 2013
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re&
)",,vo"' Home -> Cells -> Delete->Delete Sheet
BE % &
Delete a Worksheet - e e
If you can Insert a spreadsheet, then you == ™ wsu. oo P [ — 7
can also Delete a spreadsheet. Dobewa % Fami . sapraems :
7. Try This: Delete a Sheet *fil B S S — ——
Select the new BLANK spreadsheet. 3
Select Cell A1. Type: Sample. : 5
Go to Home -> Cells -> Delete. - o = AutoSum + A
Click on Delete Sheet. : EEED :H:j = ZY H
W - 4‘ il = ]
But Wait...! What Do You See? Ifthe = Insert R Mt | o Clear~ Lol dl e £
sheet has data (text, numbers, graphics, - T - — Filter - Select -
anything) then you will be warned that 5 E‘“ Delete Cells... fiting
the data will be deleted... Permanently. | ] 1
s 2x  Delete Sheet Rows
There is no Undo. o I
;. »  Delete Sheet Columns

Click Delete. The sheet will be deleted.. < s o Sobmmmmnng s | wins fawasl [ S |
] [ Delete Sheet

Memo to Self: When you delete a blank
spreadsheet, you won't lose any data so
you may not see the warning message.

i_i! You can't undo deleting sheets, and you might be removing some data. If you don't need it, click Delete.

Delete | | Cancel

Exam 77-420 Microsoft Excel 2013
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Group the Worksheets Bonus Customers | Sparklines 2 | Sales Subtotal by Month
One last examp|e_ Say you have a collection of . @000 |
sheets that belong together. There is a new
Group function in Microsoft Excel that allows
you to manage those sheets together.

Try This: Group Many Sheets

This sample workbook has several sheets. Insert...

Select the first sheet.

Hold the CONTROL key on the keyboard. EX Delete

Select the second, third and fourth sheets. Rename

What Do You See? This set of sheets is now Move or Copy...
a Group. When you Move one, you Move _—

them all together. A cursor and a stack of Q] View Code

pages will follow your mouse as you move
across the tabs.
Tab Color 3

Try This, Too: Ungroup the Sheets )
Right click the Group. Hide
Click on Ungroup Sheets.

The Sheets will be independent, again.

Select All Sheets

Ungroup Sheets
btotal by Month | Sales Subtotal by Rep | Customers
|

Exam 77-420 Microsoft Excel 2013
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1.3 Format Worksheets and Workbooks: Group or Ungroup Worksheets

Intermediate Microsoft Excel 2013 Page 192 of 245



Home -> Alignment -> Merge and Center

u,y 2 i S 5010 LA - Dacel v v - 1
Links and Hyperlinks B e e e ) R B R T
A spreadsheet can include Hyperlinks to S PP ERENERE FEE R r
additional information. Hyperlinks can take you to Cotses % Paee - i — ==&~ %Wrap Text
a website or they can link to other spreadsheets. A * - - =
hyperlink can be added to text or graphics. This e L s [ L . CelE = = s ~
demo will add a picture to the Sparkline sheet. Il R Merge & Center

Alignment P

1. Before You Begin: Review the Spreadsheet i

The lesson began on the Sparkline sheet. A B C
We started by merging two Cells. If you missed
that step, please do it now. 1 ]l [
Select Cell A1:B1. 3 wacesn bl
Go to Home -> Alignment. - s
Click on Merge and Center. Sl : hak
i sy fiiaam
What Do You See? Cells A1 and B1 are merged  : ipx fiaee
together. In the example on this page Row 1 has ™™ . —H|
been made taller. e e
1 | |
Keep going... |
2 1 I I . I I d
3 |Month Total
4 |lanuary $2,200.00 hmmmmier S RRRIRE

Exam 77-420 Microsoft Excel 2013
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Insert ->lllustrations->Picture

0EH% [ S 2001 LA - Ll “FCRE VRS ¥ W a4 W
= - RN erdEl | PAMLERSOT  SRaankd  BaTa W Ol Fesmant [reey— l 2
Insert a Picture 5 Sl @ g mE L N

2. Try This: Insert a Picture

Select the new merged cell.

Go to Insert ->lllustrations->Picture.
Browse for a picture: 1logo.jpg
Double click to add the picture to this

- Pt e M | o -:n.- B
Tein ——— i fram

Flute 3

Chakigtte's,
Weh

- L 2 -

o F,':1'.rr1E|rt..|f'.rt -

“ Pictures Online :
Pictures a4 2creenshot -

spreadsheet. % o (Nustrations
What Do You See? The Picture Tools should
be available when the picture is selected. You
can resize the logo to fit the merged cell. , |i| |
Keep going... e —
o 1aies
Memo to Self: You do not have to MATCH the & e
example on this page. You can use the sample .52, .

picture, 110go.jpg, or your own picture if you
wish.

|January

$2,200.00
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Insert ->Links-> Hyperlink

LICR " TR 3
Insert a Hyperlink ‘DB Bt S YEr o | R )
Where do you want the hyperlink to go? You can Vet 1| Pt G Tt ot 1 = s o Yo gt Tt e 77
link to a place in the same document, link to the tuas s = trem R e s - e —
Internet, create a new document, or even open an " = E
& L] L3 L) L] L} a H ! ’ L3 ! u L] L " a L} L]

E-mail. This lesson will add hyperlinks to a picture,
a Sparkline, as well as text.

3. Try This: Insert a Hyperlink
Click once on the picture to select it.
Go to Insert -> Links-> Hyperlink.

Chablptte's,
“‘eh%hr
R

B Lbomsd Woad Brcavasn, mmgasen Ty
i e sy

D e R R, :
‘-:_.b Link to: Text to display: | < <5election in Document= >
Hyperlink i
Look in: “| My Documents W
Link Existing File
s or Web Page .. Amazon Downloader Logs
. . Current ., Custom Office Termnplates
What Do You See? When you click on Existing Folder
File or Web Page, you can link to a file on your : ] My Data Sources
computer. You can also type the address for a Place in This | OneMote Motebooks
webpage. Document Browsed IEI ILogo
Pages
Advanced Word Necessary Computer Skills
Type an Address: www.comma2013.com ’D @ AmericanFla
(Excel may add the http:// stuff. ) Create New Recent . J
Click OK. Keep going. Document Files Beginning Custom Styles
Beginning Excel Chart 1-2013
@ Address: hitp:/fwww.comma2013.com
F_mail
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Insert -> Links-> Hyperlink

Bd s S D LA - Dl v oW a ® 4
Try the Hyperlink = H_? == :n n; m:? “:I =T al = = 4 '.lL-.:ul-” ‘
So, what does a hyperlink look like to ot bt | e e st it B I s 2 Gl | i e o o ot bt
someone using your Excel spreadsheet? tawrr e tra basnn | daaian - e et -
4. Try This: Find the Hyperlink — T —_— O T T T R
Run your mouse over the picture that has the Wk 4 *
hyperlink, please. ed ' R
What Do You See? When you run the mouse A B C
over a hyperlink, you should see the "finger."
You should also see where the link will go. . |;| i |

§ | Mo Batad 1 ]
Try This, Too: Try the Hyperlink - i b Site
Click on the picture. o § s
Did the website open in your browser? + e s2m

'T l.-:..: :| ]

I | S et § 1m0
In this example the hyperlink will go to = 2
www.commaZ2013.com, our course online. 1 ; o

Keep going...

Month
|[January
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1. Create and Manage Worksheets and Workbooks
1.2 Navigate Through Worksheets and Workbooks: Insert Hyperlinks

Intermediate Microsoft Excel 2013 Page 196 of 245

http://wwrw. comma2013.comy

Total
¢2,200.00




7a
ky
ron

Link to a Spreadsheet

Say you wanted to link to the original data sheet.
You can create a hyperlink that goes to another
sheet in this workbook.

Before You Begin: This lesson shows a sample
workbook: Sales 2013.xIsx. This workbook has a
sheet named Original Data as well as the Sparkline
2 sheet that we created earlier.

5. Try This: Link to a Sheet

Click on the Sparkline.

Go to Insert-> Links-> Hyperlink.
Select: Place in the Document.

Click on the Original Data spreadsheet.

What Do You See? When you choose Place in
This Document you should see a list of Sheets and
Defined Names that you can link to.

Click OK and keep going...

Where Have You Seen This Before? In Microsoft
Word, you can hyperlink to the text or picture that
has a Bookmark.

Insert ->Links-> Hyperlink

Qe i e 20001 LM - sl
| I T T T U
2 - cama gy - -5
o i O 0 i . " - -
Foonipbie Revpermarsied Tolsle  Pubares ey T V———
Poveitobien Fachm i St | o et "
Toass W P B e

Chablpgtte's

Web i
% o

i (e s
¥ Pt | Ppw | Gme Gl Wiy Tt
- Vi [ b= &S

gy dppanng) sy L1

Text to display: | ‘Original Data'!Al

Type the cell reference:

AT

Or select a place in this document:

1 ki ¥ x
Wik Page
| ||| =
3 |I i | 0
Crestw Ty Lbdetad |
e 11— (==
Fols [y P— . .
| e A — Link to:
7 Aped s
LA
¥ wrm T —
5 ady §aam0m . -
| e Existing File
= or Web Page
Place in This
Document
Create Mew
Daocument
E-mail
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n’"o' Insert-> Links-> Hyperlink
H % P SRl eieea -
Try This Hyperlink, Too E B Dot & & tihm B E
Every good programmer tests the links and P b T | P e Tttt 7 B i | e

buttons. Test, test, test. Lt e - tran basm | dsssamn

) . E | s el

& L] 5 ] i L] L] H ' ] E ]

6. Try This: Test the Hyperlink R
Run your mouse over the Sparkline that has u:*ngim‘f
the hyperlink, please. LY B

What Do You See? You should see the
"finger." that indicates a hyperlink.

|

1

Try This, Too: Try the Hyperlink - —— N
Click on the Sparkline. Did the link take you to ! = Jadan
the Original Data sheet? e 0

LR ST.TRLD

|y fi4mm
What Else Do You See? The hyperlink, | — e I I
Original_DatalA1 is displayed on the W 'IAD

2
) . . ' [ ]
Sparkllne._Whlle thl_s is accura_te--thats where 3 |Month Total
the hyperlink goes-it is confusing. B
4 |January 52,200.00
We can do better. 5 |February 52,930.00
Keep going... &  March $4,720.00
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Insert-> Links-> Hyperlink

T e = ey

u = -ug-q erdni | PAiLERoRd  doRALAL  BatL bW wlm T Il.le'.'.
Modify a Hyperlink T B TS (& i TR o | | ) [ 4 [Rowam - -
: . P T e i | R N o |t e e T || A
In this example, the hyperlink was eratinin i R -l el T e e ] Pl |

Tassi g A L “a hagpn Tl Faman 1= ELd e -

applied to the Cell. You can modify
the hyperlink properties if you wish.

| e el

7. Try This: Modify a Hyperlink
Click once on Cell A2 to select it.
Go to Insert-> Links-> Hyperlink.

What Do You See? The Edit

Hyperlink window will open, again. e r

- e Link to: Text to display: | Original Data'lal
What Else Do You See? You could Sl e
delete a hyperlink by clicking on - Esisting File -
Remove Link, but we'll keep it there. :_:L. o Wehi'?ane |"""I

L]

'k
&

Or select a plage in this document:
Keep going... @ i "Original Data’
| | PaceinThis | | - Bonus
Document ‘Sparklines 2'

| Sales Subtotal by Menth'
i |- 'Sales Subtotal by Rep'
Create New L. Customers
Cocument - Defined Mames

i~ "Original Data"!Print_Titles :
. "Sales Subtotal by Month'Print Titles Remove Link

E-mail
Address

|; Cancel |
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Insert-> Links-> Hyperlink

Improve the Hyperlinks

Hyperlinks on web pages give the user hints and
suggestions. Before you click on any link, the Screen
Tip tells you what will happen. Spreadsheets can be
"User Friendly," too.

8. Try This, Too: Edit the Text to Display
Go to Insert-> Links-> Hyperlink.
You should be on Place in this document.

Go to Text to display.
Delete: Original Data'lA1

Text to display: | Original Data'!A1

Type: Click here to go to the Original Data sheet

Text to display: | Click here to go to the original data sheeﬂ

Click OK to save these changes to the hyperlink.
So, did that work?

Keep going...there's one more hyperlink you really
want to consider.

Month
lanuary 52,200.00
5 |February 52,930.00
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Insert-> Links-> Hyperlink

@E %
One More Useful Hyperlink - B OER™ 8 & "k BEERES QI ED
One of the best hyperlinks automatically opens an Pt St ot | Pt G e A it O i | o | e o, Wt | i S it ot o 27 S
E-mail message, adds your E-mail address and even e e - irem basvm | dpstann [
fills in the subject line. = b | Commonat send ma s - el
< o L ’ o - ' € ! o L] ¢ " a
9. Try This: Create an E-mail Link e
Select Cell A14:B14 S ) — :m:‘" it ——
Go to Home->Alignment-> Merge & Center. Eire s [ e
You should see a merged Cell in Row 14. M ey e
Type: Questions? Send me an E-mail. . ooy | PeSmslesst s
Press ENTER. 5 ‘ o . . - .
- — Link to: Text to display: | Questions? Send me an E-mail
Click on Cell A14 again. . 2 ‘
Go to Insert-> Links-> Hyperlink. - = E-mail address:
Click on E-mail Address. ! Existing File | |majlto:thecomputermama@ outlook.com
u or Web Page
X Subject:

Enter your E-mail address.

Type your E-mail address. Excel will add "mailto:" Charlott’es Webstie Monthly Sales

Place in This | Pecently used e-mail addresses:

Enter the Subject: ‘ Document
Charlotte's Website Monthly Sales
Click OK to finish the link. ﬁ
What Do You See? If you have Microsoft Outlook, Create New
clicking the hyperlink should open an E-mail that has Document
an E-mail address and subject. Very good....

=

E-mail
Address
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File ->Save As

Save As Template

Say this spreadsheet has everything you want:
data, formulas, hyperlinks, even a company logo.
You can save this file as a Template.

What Is A Template? A template is a document,
spreadsheet or even a form that has custom
information and formatting. Templates allow you to
start at a very high level of completeness, instead
of opening a blank sheet. Templates save time.
Before You Begin: You can use the same Excel S a Ve A S
file you saved in the previous lesson or any
sample spreadsheet if you wish.

1. Try This: Save As Template
Go to File->Save As.
Select a Folder on your Computer.

f@ CFlizabeth Nofs's OneDrive

The Save As Window will open.

Keep going...

Exam 77-420 Microsoft Excel 2013
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Save As a Template
2. What is the File Name?
Type: Sales 2013 Template

3. What is the File Type?
By default, the file type for Excel 2007,
2010 and 2013 is Excel Workbook.

A template is a different File Type. You
need to choose Excel Template from the
extensive list of file types that Microsoft
Office supports.

An Excel Template is an *.xltx file type.

4. Where are you saving it? When you
choose Save as Type: Excel Template,
then Excel will switch to the default
location for Templates.

Click on Save, please.

Keep going...

File ->Save As-> Excel Template

Save As

e LT S st

File name: | Sales 2013 Template]

Save as type: | Excel Template

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks : Save as a Template

Intermediate Microsoft Excel 2013 Page 203 of 245

[ I




u!"!E]

File->New ->Templates-> My Templates

Use Your Own Template
So, how do you use your own template?
Here are the steps.

MNew

Before You Begin: Close all workbooks in _
Excel. There should be nothing open. Search for online templates

1. Try it: Find the Templates M S Syggested searches:  Budget

Go to File->New.

The Backstage window will open. Take a
tour FEATURED  PERSONAL
2. What Are Your Choices? = |[BEEEEEEEEN =~ oo u
When you start a new spreadsheet you can
begin with a Blank workbook. You can also I
3 . |

choose one of the templates in the Suggested
searches.

=
m

4
hh—J

T kb

What Else Do You See? In addition to the ‘ 1 | |
Featured list, there is a place for Personal ﬂﬂ" =
files. Click on Personal. 2

2
Keep going... =

4

5

4]

Fi

Blank workbook
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A New Workbook

3. Try it: Choose a Personal Template
When you saved your own spreadsheet as a
template, by default your template was saved in

the Templates folder.

Now, when you go to File->New-> Personal, you

should see your own templates.

Double click the Sales 2013 Template to open it.

Keep going...

File->New ->Personal

MNew

Search for online templates

Suggested searches:  Budget

FEATURED PERSOMAL

Sales 2013 Template

Exam 77-420 Microsoft Excel 2013
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Working with Templates

4. What Do You See? When you select your
template, you will open a new workbook that is
fairly complete including data, Sparklines and
even a company logo that links to the website.

What Else Do You See? Look again at the
Title Bar on this workbook. Does it say Sales
2013 Template1?

Sales 2013 Templatel - Excel

This is your clue that you are working on a
new workbook which you can save when you
are ready.

OK, that was a good introduction to
Templates. Our discussion continues with
other ways to share a spreadsheet digitally.

Memo to Self: It may or may not say Sales
Template1: it depends on how many other files
you opened at this time. ;-)

File->New ->Personal

- T i Lok 071 Taomguiats” - szl ¥ X a =
| L L T it . |
. W . . " E - A
2] Cain s TR B % | Ewnta Po— a F B [E i Mo | E fv M
B Gy - 2 - . . Tia- -
Faer @l &= . e Ca v |0 M Covmensl foemstes Coll | s Deieiy Pad | Lo b Tl
™ B Rt TN LY 1 Mg A Lok ¥o% " | bt~ T+ S| - % i £ Coar ety
e . Famn 1 e et : i m [
[ . & pYEerTY
e o [l ] a4 " 1 ¥ 3 [ (] N o (] a " i |

Chabigtre's,

OngraiDets Bomn | Speriioss 2 | Sl Sobkoir by ddonty | | Salen Sottctal by Rep | Cumor . (3

Sales 2013 Templatel - Excel

REVIEW VIEW

’?}‘* %WrapTﬂt General -

|

|
¥
Conditional Format as

Formatting = Table~
Styles

Merge&Center - -9 | 5

Alignment N Mumber

ul

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks : Use Templates

Intermediate Microsoft Excel 2013 Page 206 of 245



un-

File ->Save As-> OneDrive

Save to OneDrive

Cloud computing gives people and businesses the
option of saving their work on an Internet server.
Many businesses already use cloud computing
such as Gmail for their E-mail.

Save As

MR Errbem Notis OreOvive

The benefit of saving to the web is backup, e

backup, backup. Your data is stored on a
commercial server that you can access from any
computer if your hardware melts down.

Microsoft Office has an option to save your
workbooks to the Web in private, secure folders
that you can choose to share. It is called
OneDrive. Here are the steps.

1. Consider This: Save to the Web
Go to File ->Save As.
Click on OneDrive.

2. What Would You See? The first time you
select OneDrive may be prompted to authenticate
yourself with a Windows Live ID. You can use an
Outlook, Office365 or Xbox password. You can
also create a new account.

Keep going..

Exam 77-420 Microsoft Excel 2013

313 |

2 | Save As

ﬁ

#@a CElizabeth Nofs's OneDrive
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File ->Save As-> OneDrive

Using OneDrive

3. Consider This, Too: Where is the OneDrive
OneDirive, like webmail, can be accessed from any
computer, anywhere. Your data is stored on a
robust commercial server, so if your laptop goes
up in smoke, your work would still be available.

The OneDrive is mirrored online, on your laptop,
even on a Windows phone.

Memq to Self: By default, the OneDrive folders (@ v 4 [ ) eBah » OneDsive » vl &
are private. | can choose to create a separate pry
folder for work which can be shared with my team.

Organize » New folder

>

Name
4 . Favorites
Glen Glick B Desktop

Technical
(810) 555-3211

@& Documents
@ Office 2010

@ Office Live Documents

4 Downloads

L
/=] Recent places

& OneDrive

| @ Pictures
& Sales 2013 Onlinexisx

4 Libraries v <

File name: . Sales 2013 Onlinexlsx

Save as type: | Excel Workbook (*.xlsx)

Exam 77-420 Microsoft Excel 2013
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File ->Share

S

Share Options

The theme of this lesson is "Online and Open for
Business." Microsoft Office has significantly
improved the Share options. The Backstage
makes it easier to collaborate online.

Share

Sales 2013 Online

Elizabeth Mofs's Onelrive

Online: There are several online formats that you
can create and Share. We will walk through the
steps to share by E-mail and Social Networks.
We'll also look at ways to share Excel in different
file formats including PDF and XPS.

Open for Business: You can also use Excel to
Share your work by E-mail. Share
Before You Begin: You can use the same Excel
file you saved in the previous lesson or any
sample spreadsheet if you wish.

:;.. Invite People

Keep going...
GO Get a Sharing Link

Cﬁ) Post to Social Networks

[[”J__'| Email

Exam 77-420 Microsoft Excel 2013
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File ->Share-> Email

Share Using Email

The easiest way to share a spreadsheet is to

Share
Share Using Email. Here are the steps. s

1. Try This: Share Using Email
Go to File ->Share->Email.

£ ~™ Sales 2013 Online

Elizabeth Mofs's Onelrive

What Do You See? The options include:

Send as Attachment adds this file to the email as
an attachment.

10 ol Menworn

b Share
Send a Link is useful if this spreadsheet is shared N
online in a folder everyone can access, say a
SharePoint Portal. e .
Prr] Invite People
Send as PDF converts your spreadsheet into an
Adobe Acrobat format.

Send as XPS converts your spreadsheet into the
new Microsoft version of a PDF.

Send as Internet Fax creates a Fax using an
Internet Fax service.

[% Email

Exam 77-420 Microsoft Excel 2013
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File ->Share-> Email-> Send as Attachment

- i - - ius
Send as Attachment s e e e R B T
2. Try it: Send as Attachment o orame [T ¥ <[ 2 4| Dot < - % 0 [ G et G| et e fotn 2
Go to File ->Share->Email. Cotai % Faes : sripnces m—— s s batmg
Click on Send as Attachment. e : H i . o — e
& [} (4 ETAL | BEEY  OPRGeNl HOEmAT TLX W " a R 1]

Chavigtte's, | D TG RN O K bolumlonlil L e . |
What Do You See? When you choose Send ww%_m ol b | e Ot || g |
as Attachment, a new message wiI'I open v_vith . R S = ' MESSAGE IMSERT OPTIONS FORMAT
the spreadsheet attached. Each recipient will e
receive a copy of this spreadsheet. —— -9 — e el a— 1 A

e — D Calibri (Boc~ |11 ~| A A | = ~:z~ | @
Hesy Theve! PEStE ak . o

Memo to Self: The screen capture on this B fcon i spmahe - v B I U[F-LA-|E==[EE
page shows a new message in Microsoft elleth ) )
Outlook 2013. The option to Send as Clipboard s Basic Text =
Attachment may not work if you use webmail
(such as Gmail, Yahoo mail or AOL) as your TOu. thecomputermama @outlook. com;
default E-mail program.

Cc..
Send
Subject Sales 2013 Online.xlsx
Attached {17 sales 2013 Online.xls (46 KE
Hey There!

Attached please find the Sales spreadsheet.
Thanks,

Exam 77-420 Microsoft Excel 2013
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File ->Share-> Get a Sharing Link

Get a Sharing Link

In the previous example, Send as Attachment,
each recipient received a copy of the attached
spreadsheet. You can also Get a Sharing Link.
This is useful if you need to edit information with
a lot of people.

Share

Get a Sharing Link

Sharing Links are useful for sharing with large groups of people,
There are two Link options: View (Read only)
and Edit (Read/Write/Change). . .
Yiew Link
3. Try it: Get a Sharing Link

Go to File ->Share ->Get a Sharing Link.
Go to Edit Link.

Click on Create Link.

Anyone with a view link can view this document

Edit Link

The spreadsheet will be published online in a https://skydrive live.com/redirfpage=view8resid=86CDETA24E

public SkyDrive folder.

Keep going..
Memo to Self: You can email this Sharing Link. Sha rEd wit h
Go to Share->Email->Send a Sharing Link. .
Elizabeth Nofs
A new message should open in Outlook with the Owner
Sharing Link. All recipients will be able to edit
the same spreadsheet online when they click on
this link. Shared links

A= Anyone with an edit link

e o ot

L0

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Share (Get a Sharing Link)

Intermediate Microsoft Excel 2013 Page 212 of 245




unm

Send as PDF

When you share your work with people in other
companies, sometimes even different countries,
you may need to save your work in a different file
format. Microsoft Excel can convert your workbook
into many easy-to-share file formats including PDF
and XPS.

PDF means Portable Document File. The PDF
format was developed by Adobe Systems in 1993
as a way to represent documents in a way that
was independent of which program created the
document or which operating system might be
running on your computer-today or 20 years ago.

XPS means XML Paper Specification. XPS is the
open source format developed by Microsoft in
2009. It is also independent of software or
operating system.

4. Try it: Save as PDF
Go to File ->Share->Email.
Click on Send as PDF.

What Do You See? A new message will open.
The spreadsheet has been converted to a PDF file
and it is attached.

Keep going...

File ->Share-> Email->Send as PDF

Share

A% st Poopie

MESSAGE INSERT OPTIOMNS

il
[

- -— 1i— .I!'

Calibri (Boc = |11 ~| A & | :=

Paste B I U |W-A-| === &=
Clipboard ra Basic Text a
To... thecomputermama @outook. com
i
Send
Subject Sales 2013 Online.xlsx

Attached P8 sales 2013 Online.pdf (393 KB)

Here a copy of the spreadsheet. It is a PDF file.
You will not be able to edit this file.

Exam 77-420 Microsoft Excel 2013

FORMAT TEXT

2z oL

i .\(@
Address Check |
Book Mames

Mames
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Send as XPS

You can convert a workbook to an XPS file
and then send it as an E-mail attachment, too.
It is the same "one-click" process that works
rather effectively for sharing PDF files.

Here are the steps.

5. Try it: Save as XPS
Go to File ->Share->Email.
Click on Send as XPS.

What Do You See? A new message will open.
The spreadsheet has been converted to a PDF
file and it is attached.

Keep going..

Another Reminder: The image on this page
shows a new Email in Microsoft Outlook 2013.
These Sharing options may not work if you use
webmail (such as Gmail, Yahoo mail or AOL)
as your default Email.

Exam 77-420 Microsoft Excel 2013

File ->Share-> Email->Send as XPS

@ e

Chablgtte's,

Web
e W g

B i 2 Skt 1L

s FILE MESSAGE
i
pra D Calibri (Bo
Paste E I U
Clipboard ra
Tou..
=1
i
Send
Subject
Attached

Hello, again.

—r - ?“_ L “
ol oo SIS RN te PLE SR e
INSERT OPTIOMNS FORMAT TEXT REVIEW
.
- A =i s | [28] S
( 11 A A .— T — 1 J@
W.A- === &= Address Check

Basic Text

thecomputermama @outook, com;

Sales 2013 Online.xlsx

l!j Sales 2013 Online.xps (337 KB

Book Mames

Mames

Attached please find a copy of the Sales 2013 numbers.
It is an XPS file. Please let me know if you can open it.

1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Share (Send as XPS)

Intermediate Microsoft Excel 2013 Page 214 of 245



unm

Example of a PDF file in Adobe Acrobat (top) and an XPS file in the XPS viewer (bottom)

.:-:. [ T — 8 -H
Open a PDF or XPS file SEFASE|® = w -] O e Tools | Sga | Commest
6. Thoughts to Consider Say you get one of | g T
these attachments in an E-mail. How would you e
open and view a spreadsheet after if has been 1 i : 6
Salen Reg Tortal Commiten  Banus Saler Peacent

converted to a PDF or an XPS file?

Alen 5 3,500.00

% 5 1

10%
15%

Connie 5 B NI000

Elirabsth

Well, neither of these file formats will open in
Microsoft Excel. An Adobe PDF file opens in
Adobe Acrobat, the free viewer that comes with
almost all versions of Microsoft Windows. Adobe
Acrobat, even the free version, lets you navigate
by Bookmark, Page or Search. The Acrobat
Reader also has a robust set of tools that you
can use to markup and comment.

An XPS file may open in a XPS viewer. The XPS
tools are simple: view and navigate.

These file formats are used in government and
business BECAUSE they cannot be changed
easily. PDF and XPS files can be used to make
an archive of unedited records.

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Share (Open ad PDF or XPS file)
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Add a Social Network

You can share a spreadsheet on a Social
Network if you wish. Some Networks are
public, such as FaceBook. Others are private.

Before You Begin: If you want to Post to a
Social Network, you need to Add a Service.
The settings for all Connected Services can
be found in Excel's Account.

7. Try it: Add a Social Network
Go to File ->Account->Connected Services.
Click on Add a Service.

What Do You See? The Connected Services
include Images & Videos (FaceBook, Flickr),
Storage (Office 365 SharePoint, SkyDrive),
and Sharing (LinkedIn, Twitter).

Memo to Self: You may have already set up a
Social Network if you walked through these
steps in the Microsoft Word course.

The first time you use this option you will be
prompted to connect a Social Network, such
as FaceBook. The steps are straightforward.
Follow the Wizard and fill in the blanks.

T 0

File ->Account-> Connected Services

Account

Mo 1} Office

o rEED

Abcet Exces
- - " = i

Images & Videos
E Add pictures and videos from your 4

favorite sites

Storage
> Store your documents in the cloud and *
get to them from almost anywhere

Sharing

&3 Share your documents with friends 4
and colleagues

Add a service *

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Share (Connected Services)
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File ->Share-> Post to Social Networks

Post to a Social Network
Once a Social Network is added to Microsoft
Office, you can share this spreadsheet online.

8 Try it: Post to a Social Network
Go to File ->Share.
Click on Post to Social Networks.

What Do You See? Since FaceBook was added
to the Connector Services, it is available in Excel.

If you want to say something about this
spreadsheet when you post to to FaceBook, you
can type it in the text box.

Post to Social Networks

n +| Facebook

Canview -

What Else Do You See? The posting options
include Can View and Can Edit.

When you are ready, please click on Post to share
this file online.

OK. OK. Share and share alike.

Please Save and Close this spreadsheet.
v 15 5P This is an example of posting a spreadsheet to a Social Networld

The next couple of pages, Extra for Experts, are
just show and tell.

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.5 Configure Worksheets and Workbooks to Print or Save: Share (Post to a Social Network)
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Summary S =
The goal of this lesson was to create a spreadsheet » — L - "n o ' e

that is as interesting and informative as a web page. )
We began by creating little Sparklines that would L:r‘-;:-.
visualize the data.

In addition to the Sparklines, we focused on improving
navigation by formatting the Sheet tabs with color,
position, grouping and hyperlinks. Finally, we looked
at several Save and Send options.

This completes the Intermediate Guide to Excel. In
many ways, the Intermediate examples are much
more difficult than the Advanced ones: probably all
that math and formula stuff...eeep.

Well, you done real good. Say you get a whole bunch
of cookies and share them with your friends.

\ 3 Month Total
4 |lanuary 52,200.00
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Practice Activities

Lesson: Excel-Online
Try This: Do the following steps

0 N O OB~ ODN -

. Open the Spreadsheet: Rainy Day Savings Training. xlsx

. Insert 2 blank lines at the top of the Office Training sheet.

. Insert a column Sparkline showing the attendance for training in January of 2008.
. Insert a hyperlink on the heading Microsoft Office Training to www.microsoft.com
. Go to the Ethics training sheet. Insert 2 blanks lines at the top.

. Insert a Sparkline showing the attendance of Ethics Training for day 1 for all of 2008 .

. Recolor the Sparkline chart to be gray .
. Resize the Sparkline chart to be taller .
9.

Go to the Sales training sheet. Insert 2 blank lines at the top.

10. Insert a Sparkline showing the attendance of Sales Training for the entire period shown.

Save the file as Your Name Excel Online Practice.
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Test Yourself

1. A Sparkline is a little chart that helps
people to see trends.

a. True

b. False

Tip: Intermediate Excel, page 178

2. Where is the command for
Sparklines?

a. Insert-> Sparklines

b. Insert-> Chart-> Sparkline

c. View-> Sparklines

Tip: Intermediate Excel, page 178

3. Which is a type of Sparkline? (Select
all correct answers)

a. Line

b. Column

c. Win/Loss

Tip: Intermediate Excel, page 180

4. Sparklines have Styles

a. True

b. False

Tip: Intermediate Excel, page 181

5. A Sparkline chart has many of the
formatting options of a regular chart.
a. True

b. False

Tip: Intermediate Excel, page 181

6. Which is a way to rename a
Spreadsheet? (Select all correct
answers)

a. Double-click the spreadsheet tab, then
type a new name

b. Right click the tab and select Rename
Sheet

Tip: Intermediate Excel, page 185

7. Which is the command to insert a new
sheet in a workbook?

(Select all correct answers)

a. Home-> Cells-> Insert-> Insert sheet
b. Page Layout-> Insert-> Sheet

c. Right-click the sheet tab and select
Insert Sheet

Tip: Intermediate Excel, page 190

8. A hyperlink can link to which of the
following (Select all correct answers.)
a. A website

b. Another spreadsheet

c. A specific sheet in a workbook

d. An E-mail address

Tip: Intermediate Excel, page 195
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Excel 2013: Appendix

Talre

/" More Formulas, More Options

. . . g AF
Intermediate Excel Objectives — ] _
In this lesson, you will learn how to: 3 Logical_test | B2>=10000 Fis| = FALSE
1. Identify and use the Order of Operations to Value_if_true |2 Rzl = 0.2
evaluate formulas. 0 . =
Value_if false |0 Rl = 0
2. Audit a Formula with the Watch Window and B :
keep an eye on selected Cell(s). - =0
3. Use TEXT Functions to get data out of a ‘e Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
STRING: LEFT, MID, TRIM. : _ g ! . : - .
) ' Value_if_false isthe value that is returned if Logical_test is FALSE, If omitted, FALSE
4. Use a Formula in a Formula: Create a L iz returned.

NESTED Function.

=IF( 32:=-=1moﬂ,ﬂ.2L IF( B2>=7500,0.15,IF( B2>=5000,0.1,IF( B2>=2500,0.05)}))

| IF{logical_test, [value_if_true], [value_if false]) | I ] K

© 2013 Comma Productions, LLC ~
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Lesson 7 Appendix: More Formulas, More Options

Formulas

Iléadeigs((j)ir;?nsyour Intermediate Excel Guide, f X z E B E l!

page 221-242. Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math&  More

. Function v Used - v *  Time~ Reference~ Trig~ Functions~
Project

Create a spreadsheet that uses nested Formulas to lJ Function Library _J _J _J

format and calculate data.
E‘.:“Trace Precedents |E‘,’:]hl::w.ﬂ.r Formulas m . Calculate Now

Downloads "} Trace D dents ! Error Checki o
. n*:n race Llependen H rrar eCKIn -
Sales 2013 Original Data.xlsx P g Watch | Calculation R, Calculate Sheet

B\- Remowve Arrows - '.?Et' Evaluate Formula | ywindaow Options -

2- PraCtlce Farmula Auditing 2 1 Calculation
There is no Practice Activity. _J _J
Menu Maps
3. Assessment ) This lesson introduces the Formulas Ribbons.
There are no Test Yourself questions. 1. Formulas->Calculation->Calculation Options, page 226
2. Formulas->Formula Audinting->Watch Window, page 227
3. Formulas->Function Library->Text->LEFT, page 230
4. Formulas->Function Library->Text->CONCATENATE, page 232
5. Formulas->Function Library->Text->MID, page 234
6. Formulas->Function Library->Text->TRIM, page 236

Using NESTED Functions.
7. Formulas->Function Library->Logical->IF, page 237
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More Formulas, More Options

Extra for Experts: Formulas
The Intermediate Guide to Microsoft Excel
demonstrated a dozen or so essential
formulas. Many spreadsheets use nested,

recursive or very complicated math functions.

One example would be the formulas that are
needed to compute energy or figure out the
cost per unit of an area or volume.

You may have wondered what can you do to
make sure the math is right.

PEMDAS is an acronym that was invented to
help folks remember the Oder of Operations.
All equations follow PEMDAS, no matter how
complex or simple the formula may be.

1. Consider This: The Order of Operation
(P) Parentheses, first

(E) Exponents (or Powers)

(M) Multiplication

(D) Division

(A) Addition

(S) Subtraction

Keep going...

Example of a formula we created earlier in Microsoft Excel

@ = i S, 2013 AN - Escel ]
| I T 1T e 1
AZREECER B B | o o -

aed  Aafigler Revmedly Francisl ogesl Trd Duind Gopkup B Vet & Ry =
Vommam . Lnana - . -

L Saleri |. - g
Temg - Rbpamcy - Vo~ Fanciers - | Mamage ] Citi b Seiernas | 3% Ramiis desias

URBCH g Py b LIS LT Py b B0 W Py e 0 e L LO0G00 FLE0000 ROM0ED0S 400800
a8 Taasl Tous LS el Pay »n 4 L L

A2 EEREE R O =

{ Insert | AutoSurn Recently Financial Logical Text Date & Lookup & Math &  More

% Function > Used - = = = Time~ Reference~ Trig~ Functions~

E Function Library

D2 v i 2 =IF(C2<60,B2,0)

E A B C D E F
1 |Category Total MetDays Payin60 IFERROR BigPayin 120 Little
2 |Corporate 5 2,850.00 3{|.| $2,850.00 .l 52,850.00 FALSE '
3 |Educational 5 8,170.00 45 58,170.00 $8,170.00 TRUE '
4 |Government $21,470.00 90 5 - 5 - TRUE P
5 |Private 5 1,050.00 30 $1,050.00 $1,050.00 FALSE '
&
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Ong Another example of a formula in Excel

e % [ Saen 200 AN - Bmced - a
- Ll srant Pl Laeces Re P TN

Order of Precedence 5 SO B TR

By default, Microsoft Excel evaluates formulas based e soimses i o san inn s e

on this Order of Precedence: . Fecnen oy s i

1. Reference operators: Colon, space, comma o RN AR

. Negation: For example a negative number -1 ala) o 8 |8 |t

. Percentage: Percent (%) :

. Exponentiation: Raising to a power (*) :

. Multiply (*) and Divide (/) -

. Plus (+) and Minus (-)

. Concatenation: Combining text (&)

. Comparison: Equals, Less than, Greater than.

CLTHN ] Thaaans bhoty

=
4
3

5 Use i P

-
ZdREES

a8

¥

O~NOO OB~ WN

2. Consider This: Review the Math

Look at the simple equation on this page. Microsoft
Excel reads a formula from Left to Right. This
equation has Multiplication and Addition. The answer
will be quite different, depending on how you solve the F G H ]
equation. T

m Date Sales Rep ! Amount
So, how would Excel solve this problem? Alex Total l 5 3.500.0

0

PEMDAS: add up whatever is between the Connie Total | $ 8.310.00
'] - -

0

Je =SUM(H19+H36+HB6+H73)*0.25

IZTZJEREEEERTRITS

parenthesis. Then multiply the sum of the numbers by —_—
0.25. Elizabeth Total | $_8.170.0

. Niki Total 1$13,550_uu
Keep going... Grand Total  $33.540.00
|=SUM(—|LEI+H36+HEE+H?3}*G.25

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Define Order of Operations
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Example of a formula we created earlier in Microsoft Excel

BE %S S 3D LN - Bl .
Evaluate Formulas e e e e e T
o A T BB TE R B m St | et =N I TS
You can evaluate formulas in Microsoft o |t ety st g Yot D gk A M | M 2 | et | |Gt O coant et
Excel. The little formula auditing tool Fencian sy ' et fams e imaanan 3
has some interesting capabilities. IR - K | b 83
Glzla] 4 ® (] ¥ L] H ¥ ] (] ! (] N @ (] ] L} ] T u
o 1 arwkie Prisl e e _ Al
3. Consider This: Evaluate Formula B o» X Mg
In this example, the formula refers to o “ Wwhet T § #1000 e B — o
several cells that are calculated in a - — il |
different spreadsheet. | H | ] K I L I M I M I 0 I P I Q
When a cell reference, such as Cell Amount
H11, is highlighted, you can Step Into % 3,500.00
the cell and look at the formula that
goes with it. i :’3;333 Reference: Evaluation:
2 - - ] = &,
Way cool technology. $13 660,00 Sales Subtotal by ...!8H$75 = |SUM[H12+H36+H66=HT3)*0.25
$33,540.00
| 5 8,385.00 |
» ‘Sales Subtotal b...!5SH319 = |SUBTOTAL9,HZ:H18)

To show the result of the underlined expression, click Evaluate, The most recent result

appears italicized.

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Define Order of Operations
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Formula Calculations

When does a Formula calculate your results?
Are there any options? By default, the
workbook calculations are automatic.

Please Note: This is a screen shot of a
spreadsheet we created in a previous lesson.
Any spreadsheet will work for this review.

4. Consider This: Automatic Calculations
Go to Formulas ->Calculation.
Click on Calculation Options.

What Do You See? The options include:
Automatic (This is the default.)
Automatic Except for Data Tables
Manual

What Else Do You See? The little buttons to
the right of Calculation Options are:
Calculate Now

Calculate Sheet

These buttons are useful when the Calculation
is set to Manual.

Keep going...

Formulas ->Calculation->Calculation Options

guHs : S 3010 LM - Dol

B < o o
AT H B 2 R

aet  Aafiolarn Reverdly Vol fogeesl Toel Dale i ok

[T

[ - [

- E':E'Trace Precedents ESHDW Formulas
“:ETrace Dependents vi Error Checking ~
%, Remove Arrows ~ (%) Evaluate Formula

Formula Auditing

Tamy + Rebymmecy = Do~ e~ | Mamagar [ Dottt boom Sernin | 3,

S SRS 1 S r—

% Frmin Dvprvalests. <8 fovir Chaviimg

il

Calculate Mow

Watch | Caleulation| 73 c5)cylate Sheet
Window | Options =
W Automatic
Automatic Except for Data Tables
Manual
0 F (v r

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.1 Apply Cell Ranges and References in Formulas and Functions: Evaluate Formulas (Step In)
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The Watch Window

Earlier in this book we looked at Auditing
Formulas with Tracing, Show Formulas
and Error Checking. The Watch Window
is another useful Auditing Tool. The Watch
Window lets you select a Cell or Range of
Cells and place them in a little window that
stays on top. You can "watch" the changes
in these Cells as you work with the data or
Scenarios.

Please Note: This is a screen shot of a
spreadsheet we created in a previous
lesson. You do not have to do this step.

5. Consider This: The Watch Window
Go to Formulas ->Formula Auditing.
Click on Watch Window.

What Do You See? You will be prompted
to Add Cells to the Watch Window. If you
click on Add Watch, you can select the
Cells you want to keep an eye on. In this
example the Watch Window is showing the
Value in Cell H74: $33,540.00.

That will work. Close the Watch Window.
Keep going...

Formulas ->Formula Auditing->Watch Window

G ! H l I | J ] K ] L ] 1 /
Sales Rep Amount
Alex Total % 3.500.00
Connie Total ~ § 8,310.00 Watch Window
Elizabeth Total $ 8.170.00  [PEAGANateRI] . 0</=c \/xtch
I Toed SOy Book - Sheet Na.. Cell  Value
Grand Total | $33.540.00 .l

Select the cells that you would like to watch the value of:

='Sales Subtotal by Rep'!SH574

Add | | Cancel

Watch Window v X
7 Add Watch... %%, Delete Watch
Book Sheet Ma... Cell Value

Sales 2013 EAM.xlsx  Sales Subtotal by Rep

£33,540.00

Exam 77-428 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
3.4 Create Scenarios: Use the Watch Window
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Iterative Calculations

Say you make a mistake, a circular reference
that adds itself to itself, then the computer would
calculate the same formula forever. How many
times does Excel repeat a calculation? Once?
Twice? You can set the Calculation Options in
the Backstage.

Before You Begin: This is an example of a
spreadsheet we created in a previous lesson.
Any spreadsheet will work for this step.

6. OK, Do This: Find the Calculation Options
Go to File ->Options->Formulas.

By default, the Workbook Calculation is set on
Automatic. There is also an option for Enable
iterative calculation. The default settings are:
Maximum lIterations: 100

Maximum Change: 0.001

The Maximum Change is the smallest change
that you will accept between calculations. The

smaller the number, the more accurate the result

and the more time Excel needs to recalculate a
worksheet.

Click OK to close the Window.

File ->Options-> Formulas

@H % i
| B T

e C Al i = o Dutiny Hame - PN T —

AT BB ] B |8 = ;

[T T—— et Bepevabont. 5 oot Chentiong
e sl Beverdly frnaraisl fogesl Tl Duin® Gockp B Msit & Moy Nt > & =
Wk, | i T = Tuma: Rebwor- Tam- i - | Mlangm 1] Cottts b St | 3, Basrvs desown = (] okt Fossnin
(7] -
- ft

1 e g i
B | A
1 Coewen TR T U matin s pore o s
4 Fhrsten — & Savma Mg By P

ki hdermgdn eyl b Laddey.
xin P R [T T
' T
: " .
]
L
"
"
(7]
-1 o e ki s o P
- @ b0 el o A Feata T i sebarencny
B
-
T R p————
: it gt [y
4 e =T
-
t] =
1] [ F—
z

et o
Weith  Calosleior 174 .
S —

§ Fo
fy Change options related to formula calculation, performance, and error handling.

Calculation options

Workbook Calculation
@ Automatic
() Automatic except for data tables
) Manual

| Recalculate workbook before saving

Exam 77-428 Microsoft Excel 2013 Expert
3. Create Advanced Formulas
3.4 Create Scenarios: Enable Iterative Calculations
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- s SGHET  PadiLaeed  dRaanad  Bata

Making the Formulas Work i
Big Customer databases and Enterprise ot o
Management systems may have very specific seases

reports. The data is often a string of information “
glued together, say part number, product,
description and price. Microsoft Excel is the best
tool for working with strings of data. The next
couple of pages will use the Formulas to put
strings together and take them apart.

1. Try it: Open a Sample Spreadsheet
Please download and open a sample file we
have used many times in this course:

Sales 2013 Original Data.xlsx

What Do You See? There is a spreadsheet
named Original Data. There are 68 records.

The Header Row includes the following Fields: i
Month, Client, Category, Service, Product, Sales
Rep and Amount.

Keep going...

i lassary e
3 Fabruary Farmomy s b Sashe
¥ Fobwwiry tibina Cosillmnt
: i

7 Febrasy Farmory w b Suie

Y= T e = R B = I, B PR R L R

Commmmanity Colage 1T st

|February Bay County

February Bay County

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: Use the RIGHT, LEFT and MID Functions
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Government Catering
Government Catering

C D E

Month _lEIient Category Service Product

|January Rick Towner Private Catering Cold Platter
|January Darlene Davis Private Catering Cold Platter
|January Hometown Community College Educational Catering Edible Fruit
|February Harmony and Me Sushi Corporate  Catering Banguet

|February Database Consultants Corporate  Catering Cold Platter
|February Harmony and Me Sushi Corporate  Catering Edible Fruit

Breakfast Buffet
Breakfast Buffet
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o::“ Formulas ->Function Library-> Text->LEFT
E e % [ Saben 201} A LA - Docal P X a n
. - . i voal ST PAdiLeSed | ddsaeaad BN W e it . |
There are several TEXT functions that every I e s e oo Ften X meen o = ) b e |1 | Gt G s
programmer should have in their skill set: ' bmaw  cowaan 2 i et ey PR 2
RIGHT, LEFT, MID, and TRIM. These functions  * L e
let you select part of a STRING. T ‘ T E . :L £t ¥, N, 9 r. 0
e " e B
In the first example the LEFT function will select =+ s iy R
the first three letters of the Month in Column A+ ey s Gt o :’:,..... :'533-?::;;:. P own
(January, February, etc.) g o | b & : %o GELAYOUT | FORMULAS | DATA
B e i = T
2. Try it: Find the LEFT function o fm mwt-"v'w:tz P 5 ,:::m ? Q
The Original Data spreadsheet is still open. | e T - EH
Select Cell J1. Type the label: Left. Bl ™ ik £ .
yp e _ / Logical = Text Date & Lookup & Math &
Select Cell J2. e - *  Time~ Reference~ Trig~
GO to Formulas ->Function Library->Text. §EE COMCATEMATE IE'
Click on : LEFT. il I |
The LEFT Function Arguments should open. L DOLLAR
Keep going.... EXACT
FIMD ]
'rodu
FIAED old F
LEFT old F
LEM ‘dible
LOWER lanqu

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: Use the RIGHT, LEFT and MID Functions
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TEXT: LEFT

When the LEFT Function opens, please edit the
Function Arguments.

Text is the Cell that has the string of characters. In
this case it is the Cells in Column A that have
names of the months.

Num_chars indicates how many characters
should be extracted from the left of the string.

3. Try it: Edit the LEFT Function Arguments
Text: Select Cell A2.

Num_chars: 3.

There will be a preview of the results: Jan.
Click OK.

Do This, Too: Copy the LEFT Function

Select Cell J2 (The Cell with the LEFT Function.)
Copy Cell J2 and paste the LEFT Function into
Cells J3:J69

Keep going...

Formulas ->Function Library-> Text->LEFT

= 0 Sakan 011 Apguanasie AN - Escl g

oA SGIRT  RALeT | doeaandd  BAN W e lcasers it + )

A - 7] B - =
L i P -
deretaem, R
s ey [ETTen i oy s

" =] R & & | «iFpag
i A ¥ € (] ] ] 4 Cl » BN L ] L] @ ]
1 Wk el Categay  Sareiia  Friskail Caade Salei Aep  dovinad (T
e — Pmms  Caswng  Colt Pans V122017 Ak 5 =N
1 duswary Cwiaems Gy Pasle  Colwwg Codf Pt VI Al (T
4 Inasary Fevetses Commaty Cobege Thsuoas Cumay Tabis Frat IR0 Fiostesh  § 1300 20
3 Februsry Famomy s We Seuke Coposs  Caiwwg Senguet PR Abex 5 um
8 Folwwiry Calabine Cosialadi Copmud  Cowwyg ol Plane BT Ak i wam

7 Fabnany Pamoy we b Sl Carporms

W0 Februsry By County G
U Folwsiry Fivwdms ety Colage £ b ob
) Febnaary Fovstoss Commendy Colige [ oo

Mum_chars |3|

3

= “Jan”

Returns the specified number of characters from the start of a text string.

Mum_chars specifies how many characters you want LEFT to extract: 1 if omitted.

Formula result = Jan

Help on this fundion

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: Use the RIGHT, LEFT and MID Functions
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Opg Formulas ->Function Library-> Text->CONCATENATE
% 2 ~ Laban 1) Appanscis LAN - [scel v A x®
- - voaa ST PadiLaeSed  dosaaad Bl W wie It R
Putting Things Together kS BB EREE o e S B B
The purpose of this step is to create a STRING it |t Sty s st O & Aol m | Mhre | e o 3% e s b e | | G 5 s e
of data that we can use to practice the TEXT roan . o ey s 4
functions. The TEXT function that combines - -1
different Fields is called CONCATENATE. s i 1 E— .
By Sotmetos e T -
4. Try it: Combine Data from Several Cells e ™ . e =
The sample spreadsheet is still open. e e i e ... | ReA 2. ki -
Select Cell K1. Type the label: CONCATENATE. :':. E:"’E :3::; INSERT PAGE LAYOUT FORMULAS DATA
Select Cell K2. 1 Pty Pt Conony ey o I I
Go to Formulas ->Function Library->Text. | e I IE I I E E :
Click on : CONCATENATE. T — o _ .
The Function Arguments should open. 7 Mk B s Recently Financial Logical | Text Date & Lookup & Math &

M Mk Sy Couty

i cy : Used - - -
Keep going.... | g e iy S Functior
I} Mack  Fovsives Comrurdy Colege Edmsionsl Caies 1
R o
-
B

it

Towner

ne Davis

stown Community Colleg
ony and Me Sushi

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions

*  Time~ Reference~ Trig~
CHAR -

CLEAM

CODE
COMCATEMNATE
DOLLAR
EXACT
FIND
FLXED

4.4 Format and Modify Text with Functions: Use the CONCATENATE Function
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TEXT: Concatenate

When the CONCATENATE Function opens, st

please edit the Function Arguments.

Text1 will be the Cells in Column J that have the

first 3 letters of the months.

Text2 will be the comma and space between the

Text1 and Text3.

5. Try it: Edit the CONCATENATE Function

Text1 select: J2.
Text2 type: ", "
Text3 select: C2.

Text4 type: ",
Text5: Select Cell E2.

There will be a preview of the results:

Jan, Private, Cold Platter.
Click OK.

Do This, Too: Copy the LEFT Function

Formulas ->Function Library-> Text->CONCATENATE
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Textl |[J2 % = “lan” h
Text2 |= - | =

]

Text3 |2 FRz| = “Private

Select Cell J2 (This is the Cell with the

CONCATENATE Function.)

Copy Cell K2 and paste the CONCATENATE

Function into Cells K3:K69.

Keep going...

Textd |- - | =

[

Texts | E2)

]

ERz| = “Cold Platter W

= “lan, Private, Cold Platter
Joins several text strings into one text string.

Text5: textl text2,...are 11to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.
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One Formulas ->Function Library-> Text->MID
@ e : Lhan 7011 Apgearscis LA - [sced F X a x
- L _ ] rdnt PRl Lo et TS Aty o W Thcatmrs S48 l
Taking Things Apart A ZOBRCE R B B oo [P O g
So, what do we have? The three Fields have been  «w st tomisins o pont e et e~ Y - et = ) b e | | oot o e
strung together with the CONCATENATE function. Foncsen iy T [ - f— 1
The Fields are separated by a comma. o ' E | MEMCRRECL

!  EEESEREEEEEE L N X L a L} L ' u ¥
Lok COMCATEMATE

o Liae, Codd Plattar

This is what the data may look like when it is
exported out of an enterprise database: it is a
STRING. It is not very useful as a STRING, so
let's use the TEXT functions to take it apart.

Pl B, Lamred e, B wad el et

> HEEOTE R O =

1. Try it: Modify Text with Functions

The sample spreadsheet is still open. 5
_Sl_%zcth%ﬁgt;‘_ MID % = Insert AutoSurn Recently Financial Logical Text Dgte & Lookup & Mth & Mqre
' ’ ® ¥ Function e Used ~ = = ~  Time~ Reference~ Trig~ Functions ~
Select Cell L2. :-: : Function Library
Go to Formulas ->Function Library->Text. 3|
Click on MID. k2 v i F= || =CONCATENATE(J2,",",C2,", ",E2)
Keep going... ! F | G | 4 | | | ] K
1 Date Sales Rep Amount Left CONCATENATE
2 1122013 Alex § 150.00 Jan |lan, Private, Cold Platter
3 | 171572013 Alex % 150.00 Jan lan, Private, Cold Platter
4 | 1/15/2013 Elizabeth  § 1,900.00 Jan lan, Educational, Edible Fruit
5 | 02/07/2013 Alex b 50.00 Feb Feb, Corporate, Banquet
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Text: MID Function Arguments
The MID Function has three Arguments:
.Text is the Cell that has the text string.

Start-num in the number of characters (including
punctuation and spaces) between the beginning of
the text string and the data that you want. In our
example, the Month has 3 characters (Jan, Feb,
etc.) and there is a comma and a space before the
Category (Private, Educational, etc.).

Num_chars is the number of characters you want
Excel to return. You can enter a number larger than
the characters in the remainder of the string. Excel
ignores the Num_chars that are empty (null.)

2. Try it: Edit the MID Function Arguments
Text: K2

Start_num: 5

Num_chars: 30

There will be a preview: Private, Cold Platter.
Click OK.

Do This, Too: Copy the MID Function
Select Cell L2. Copy Cell L2 and paste the MID
Function into CellsL3:L69.

Keep going...

Formulas ->Function Library-> Text->MID

..
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Raln By it Lol OO ATEMATE
150 00 S dan, Prsas, Codd Platter

‘J

Text K2 F&=| = “lan, Private, Cold Platter”
Start_num | 5 sl = 5
Num_chars |30 Rzl = 30

st " Private, Cold Platter”
[T
s Beturns the characters from the middle of a text string, given a starting position and length.

Grigea

m Mum_chars specifies how many characters to return from Text.
L2 | Je =MID(K2,5,30)
J K L
1 |Left CONCATENATE MiD
2 |Jan Jan, Private, Cold Platter | Private, Cold Platter
3 |lan Jan, Private, Cold Platter Private, Cold Platter
4 |Jan |Jan, Educational, Edible Fruit Educational, Edible Fruit

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: Use the RIGHT, LEFT and MID Functions
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Text: TRIM Function

Sometimes the information in a STRING is
separated by double spaces. The TRIM Function
removes all spaces from a text string and leaves
one single space between the words. This is a
simple Function without many options.

3, Try it: Edit the TRIM Function Arguments
The sample spreadsheet is still open.
Select Cell M1. Type the label: TRIM.

Select Cell M2.

Go to Formulas ->Function Library->Text.
Click on TRIM.

Select a Cell: K2.

There will be a preview: Jan, Private, Cold Platter.
Click OK.

Do This, Too: Copy the TRIM Function
Select Cell M2. Copy Cell M2 and paste the TRIM
Functioninto Cells M3:M69.

So, that was a brief discussion on how to use
Functions to manipulate TEXT. If you work with
big databases you may need these functions.

Now, turn the page to try something different.

Formulas ->Function Library-> Text->TRIM

ol BET R LaeSe¥ | doaaad  Baia  Ehew e (e ‘

k| E B 2| =

LA

Farnn Ly Erte i [empa—— [rrewe—
L] =] E ~ &  «emsaxn

A Usr o Pt -

y F#, Corporate, § o frum -
A Feb Ten Goverremasl Beeshlor! Baflel  Goweswre e, Pea, O R
§ Fob 10, Govevrenesl, eshind Botie!  Gowrnvell mesii et e g -

W Feb Fab, Governmant. ruf and Wegpes  Gowssrel
B Fake Vo, Bt Sorts Aoknsd e
K} Pt Fab, bdurationsd, boiie Frex HOationll e el = s, P, i Pt
NE Fob Tab, Edwnationsl, Saeety

B W, Sntat, Sokd et
Whar, Conponate, [dkble Frut

Tomd i ool i b i maed 1t brmrered

- Cananl

ERz “lan, Private, Cold Platter”

= ‘lan, Private, Cold Platter”
Removes all spaces from a text string except for single spaces between words.

Text isthe text from which you want spaces removed.

Formula result = Jan, Private, Cold Platter

Help on this function | QK || Cancel |

Exam 77-420 Microsoft Excel 2013
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Using NESTED Functions

Microsoft Excel and Microsoft Access both use
NESTED Formulas. A NESTED Formula is
made by using one formula within another.

Many NESTED formulas begin with the Logical
Function IF. One IF Function can be inside
another. You can also use COUNTIF, SUMIF,
AVERAGEIF, and IFERROR. You can NEST up :
to 64 Functions in Excel!

1. Try it: Set up the Data "
Add a new, blank spreadsheet. =
Rename the spreadsheet: NESTED Function.
: Al | Jfe | salesRep
Add the following labels: 2
In cell A1, type Sales Rep A B c D E

In cell B1, type Amount o
In cell C1, type Commission m 1 |5E||E5- FlEp.l Amount  Commission

2 |Alex 5 3,500.00
Format the Labels in Row 1 Bold. .
Format Column B for Accounting. 3_|Connie 5 8,310.00

Format Column C for Percentage. 4 |Elizabeth S 8,170.00
5 |Niki 513,560.00
Please enter the data as shown. 5

Keep going...

Exam 77-420 Microsoft Excel 2013
3. Create Advanced Formulas
3.1 Apply Functions in Formulas: Use Nested Functions

Intermediate Microsoft Excel 2013 Page 237 of 245




E >
o::" Formulas ->Function Library-> Logical->IF
:} Edit the Function Arguments TOEBCEE B B |- =SS
2. Try it: Create a Logical IF Function e
The NESTED Function sheet is open. Foainy Bt o Foma ey . 2
Select Cell C2. = o EEEEAL
Go to Formulas ->Function Libary->Logical. e L
Select a Function: IF.
The IF Function has a three Arguments: | :'E - N
Logical_test: B2>=10000 E o =
Value_if_true: .2 (That's point 2, OK?) e e e BT
Value_if_false: 0 (That's a zero.) n e '
The Formula result shows 0%. That makes _: . || e
sense: The amount in Cell B2 is only $3,500, e
which is less than 10,000. =
Click OK. al |[IF
. . Logical_test | B2>=10000 Emz| = FALSE
Keep going, please. !
; Value_if_true |.2 Bzl = 0.2
II\EII::;?_:(S Self: ">=" means Greater Than or Value if false |0 5| = 0
= 0

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

Value_if_false isthe value that is returned if Logical_test is FALSE, If omitted, FALSE
is returned.

Formula result = 0%

Exam 77-420 Microsoft Excel 2013
3. Create Advanced Formulas
3.1 Apply Functions in Formulas: Use Nested Functions
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4 i : Saban 1} i LN - [ - A W
Create a NESTED Formula B Lo wlioon woars i s we — R
The IF Function has two answers: one value if it b g s
is True, one value if it is False. You can use — 3
another IF Function to replace the Value_False. ¥ THE K v B | STt DT L EaORk LN}

This is how to "NEST" a Formula. Nesting lets
you add more criteria and offers more answers.

3. Try it: Create a NESTED Formula

Select Cell C2. : =IF|{32:=-=1£I-D-CHZI',G.2L IF(B2>=7500,0.15,IF( E2>=5000,0.1,IF B2>=2500,0.05}) )
Type the IF statement as shown on this page,

IMPORTANT: The commas "." separate the ‘ | IF(logical_test, [value_if_true], [value_if_false]) | | J K
Arguments. Do NOT use a comma for the 5
amount in the Value_if_true. :?
When you are done typing this formula, click
ENTER on the keyboard. a
Do This: Copy the Formula -
Select Cell C2. Copy the NESTED Formula in i & c2 | e =IF(B2>=10000,0.2, IF(B2>=7500,0.15,
C2 and Paste it from C3:C5.
A E C D E F G

Keep going...

1 |Sales Rep Amount  Commission
2 |Alex S 3,5EHJ.EHJ| 5%1
3 |Connie 5 B,310.00 15%
4 |Elizabeth $ 8,170.00 15%
5 |Niki £13,560.00 20%
B

Exam 77-420 Microsoft Excel 2013
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:} Review the Formula e e e e S a
4. Do This: Review the NESTED Formula O TR O T 0| et < | < % 0 [ i “I‘.." 7: et e format | ;L_w_q red
Select Cell C2 and review the NESTED Formula. E Outars 4 romt g taqpases o e tong 4
Where does one Formula start and the next begin? a = B | 002, IR TIOR8 S LRI S
What are the clues? Begin with the Order of o ———— Y S S S R S S A S S R SR S S
Precedence. A NESTED function is placed within e L —
parenthesis. So the Function starts with IF()*. onaes § inn -
In the first IF Function: -
B2>=10500 is the Logical_Test .
0.2 is the Value_if_true -
IF(B2>=7500 replaces Value_if_false with another
IF Function. 2 =IF(825=10000,0.2] IF(B2>=7500,0.15,IF(B2>=5000,0.1,1F(B2>=2500,0.05) )
* There are four parentheses on the right: one to 7
close each IF() statement. = __ IF(logical_test, [value_if_true], [value_if_false]) | | . ] . K .
33
Something to Consider: Sometimes a complex crgea

NESTED formula can be simplified by a Lookup

Table. Please review the vLookup Table we did
earlier, on page 115.

The Computer Mama Sez: Some formulas can
literally fill a page in Microsoft Word at 14 pt type. |
have often pasted loooong expressions into Word
and formatted each Function a different color so that
| can see them separately.

Exam 77-420 Microsoft Excel 2013
3. Create Advanced Formulas
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The purpose of this Appendix was to
demonstrate two advanced functions that really
show off the way Microsoft Excel works:

3 (P £ EE 00 g L 00 D% = AL
TEXT Formulas: Left, Right, MID vl | -IF
Excel is the best tool for parsing data and

1
picking out information from a STRING. - Logical_test |B2==10000 FALSE

Y
]

Value_if_true | 2 &5

Using NESTED Functions: Advanced IF() =

The IF() Function has two answers: one for True
and another for False. Our NESTED Function
replaced the Value_if False with another IF()
statement. The Logical Functions COUNTIF,
SUMIF, AVERAGEIF, and IFERROR can be
NESTED as well. Value_if_false isthe value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Value_if false |0 5.5 0

BEESEEEER

=0
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Save, Save, Save!

That'll do for today. Got cookies? Eormula result = 09

=IF( 32:=-=1ﬂ-|:u:u:r,ﬂ.2L IF( B2>=7500,0.15,IF( B2>=5000,0.1,IF( B2>=2500,0.05) }})

n IF{logical_test, [value_if_true], [value_if_false]) | I . ] . K

Intermediate Microsoft Excel 2013 Page 241 of 245
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Intermediate Excel Skill Test

Please do the following steps: 7. Select the labels (the month names in the first Row)
1. Open a new blank spreadsheet. Apply the CELL STYLE: Accent 6
In Cell A1 type: April
In Cell B1 type: May 8. Rename the spreadsheet SHEET 1 to be Rainfall Graph

Use the Autofill to enter the labels from June through October

9. Select SHEET 2 and add the following labels:

2. Add the following values to your spreadsheet: A1=Expenses

A2f3'4 A2=Rent
ggﬁg A3=Phone
D2: 7'5 Ad=Electricity
E2=.5
F0=6.4 10. Rename SHEET 2 to be Expenses
G2=3.4
11. Select Sheet 2 and add the following data:

3. Select the Range from A1 through G2. g;f?\mount

Create a Chart using this Range. " 500

Select the Cylinder Chart type and remove the legend. 83:545

Place the Chart on the same spreadsheet as your data B4=130
4. Select the Chart and format the CHART COLUMN fill color to red. 12. Format Column B for currency.

Format the CHART COLUMN for September yellow. )
13. Create a 3D pie chart from the Expense data.

5. Select the chart WALL (behind the Chart columns)

Format the fill to be the Waterdrop texture. 14. Change the Options to show: Category name and Percentage.
6. Select the text on the AXIS of the Cylinder chart 15. Save the file as Your Name Excel Intermediate Skill Test.
Format the type to be 9pt. Please submit the Skill Test online.
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Microsoft Office Specialist (MOS): Exam 77-427 and 77-428 Excel 2013

Absolute reference—a reference that refers to a
target cell by its exact location on the
spreadsheet. This type of reference is not
affected by moving cells pg.37

AutoFill—function that fills data, usually in a
series such as predefined increments or months

pg.18

AVERAGE—function that finds the average in a
group of values pg.703

Chart legend—indicates what the colors or marks
on a chart represent pg.123

Chart— visual representation of data pg.722

Circular reference—an equation or function that
refers to itself pg. 106

Concatenate—function that combines data from
two cells, including text and numbers pg.61

Conditional summary—filters data based on
specific criteria pg.97

COUNT—function that counts and shows many
cells have either text, numbers, or any content
pg.101

Footer— material separate from the document
contents that appears at the bottom of the page
pg.159

Header—material separate from the document
contents that appears at the top of the page
pg.159

HLOOKUP—a reference table with data arranged
in rows to return values based on set criteria
pg.115

Hyperlinks— how to get from one web page to
another, links the pages pg.193

Logical formulas—a formula that asks a yes-or-
no question about the target data, returns the
value as specified. Also known as the IF function
pg.131

Lookup table—a reference table to return values
based on set criteria. (See also VLOOKUP and
HLOOKUP) pg.127

Margins—the white space around the edge of a
page pg.150

Mixed reference—a reference that uses both
absolute and relative references pg.40

Orientation— which direction on the paper is
“‘up.” Can be portrait, which is narrower than tall,
or landscape which is wider than tall. pg. 749

Page Layout View— shows how the spreadsheet
will appear as a printed page pg.164

Intermediate Microsoft Excel 2013 Page 244 of 245

Range—a group of cells pg.22
Reference cell— a cell that formulas refer to pg.32

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.34

SkyDrive— online storage space available from
Microsoft, available wherever you have Internet
access pg.212

Sparklines—small, simple charts to quickly convey
information pg.178

SUM—function that adds the numbers in selected
cells together pg.24

Template—a document, spreadsheet or form that has
custom information or formatting pg.202

Title bar— the bar at the top of a program that
includes the program name and, if applicable, the
current file name pg.13

VLOOKUP—a reference table with data arranged in
columns to return values based on set criteria pg. 715

Workbook— a collection of spreadsheets in Excel
pg.197

Worksheet—a single spreadsheet in Excel pg.96
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Microsoft Office Specialist (MOS): Exam 77-427 and 77-428 Excel 2013

Add Worksheets to an Existing Workbook, Pg 28
Advanced Fill Series, Pg 19
AutoFill Data, Pg 18

Change Worksheet Order, Pg 186

Charts: Modify Chart, Pg 123

Conditional Logic Function: AVERAGEIF, Pg 104
Conditional Logic Function: COUNTIF, Pg 101
Conditional Logic Function: SUMIF, Pg 98

Copy and Move Worksheets, Pg 25

Custom Data Formats: Number, Time, Date, Pg 17

Formula Auditing: Display Formulas, Pg 44

Formula Auditing: Find Errors, Pg 39

Formulas: Control Recalculation, Pg 226

Formulas: Enable lterative Calculations, Pg 228

Formulas: Financial Functions, Pg 77

Formulas: Order of Operations, Pg 223

Formulas: Relative and Absolute, Pg 37

Formulas: the AND/OR Functions, Pg 133

Formulas: the HLOOKUP Function, Pg 125

Formulas: the IF Function, Pg 131

Formulas: the LOOKUP Function, Pg 115

Formulas: the NOW and TODAY Functions, Pg 71

Formulas: the SUMIFS, AVERAGEIFS and

COUNTIFS Functions, Pg 98

Formulas: the TRANSPOSE Function, Pg 140

Formulas: the VLOOKUP Function, Pg 118

Formulas: Use a Function to Serialize Data, Pg 69

Formulas: Use Named Ranges in Formulas, Pg 34

Formulas: Use Nested Functions, Pg 238

Hide Worksheets, Pg 188

Insert and Delete Rows and Columns, Pg 33

Insert Headers and Footers, Pg 159

Insert Hyperlinks, Pg 193

Insert Watermarks, Pg 155
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Modify Page Setup, Pg 149

Modify Tab Order, Pg 186

Named Ranges: Create Named Ranges, Pg 8¢
Navigate with the Name Box, Pg 90

Print: Individual Worksheets, Pg 167

Print: Repeat Headers and Footers, Pg 156
Print: Set Print Area, Pg 157

Print: Set Print Scaling, Pg 166

Print: Setup Workbooks to Print, Pg 148

Review: Limit Editors (Invitation only), Pg 209
Review: Trace Formulas, Pg 41

Save Workbook in Alternative Formats, Pg 214
Save: Save to a Remote Location (SkyDrive),
207

Scenarios: Use the Watch Window, Pg 227

Sparklines: Insert a Sparkline, Pg 178

TEXT Function: CONCATENATE, Pg 62
TEXT Function: RIGHT. LEFT, MID, Pg 230
TEXT Function: TRIM, Pg 236

TEXT Function: UPPER and LOWER, Pg 65

Worksheet Tab Color, Pg 187
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