Create a chart




Course contents

AT T T

Overview: Charts make data visual
Lesson 1: Create a basic chart

Lesson 2: Customize your chart

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Charts make data visual

A chart gets your point across—fast.
H With a chart, you can transform
FL' l worksheet data to show comparisons,
patterns, and trends.

So instead of having to analyze
columns of worksheet numbers, you
can see at a glance what the data
means.

This course presents the basics of
creating charts in Excel 2007.
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Course goals

S

Learn how to create a chart using the new Excel 2007
commands.

Find out how to make changes to a chart after you create
It.

Develop an understanding of basic chart terminology.
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Create a basic char

| ...

Here’s a basic chart in
Excel, which you can
put together in about
10 seconds.

W Giussani
W Cencini
— kKotas

lanuary February

After you create a chart, you can easily add new
elements to it such as chart titles or a new layout.

In this lesson you’ll find out how to create a basic chart
and learn how the text and numbers from a worksheet
become the contents of a chart. You'll also learn a few
other chart odds and ends.
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Create your chart

CEET D - ] Here’s a worksheet
: Home Insert N Page Layout Formulas Data Review View Design that ShOWS hOW many
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Morthwind Traders Tea Sales Report 1D culumn months .
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Kotas 150 180 1395 Cylinder

You want to create a chart that shows how each
salesperson compares against the others, month by
month, for the first quarter of the year.
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Create your chart

()2 0)- ' | ] The picture shows the
Home Insert “= Page Layout Formulas Data Review View Design Steps for Crea’tlng the

T O D 2 gl e 2 byl chart.
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Morthwind Traders Tea Sales Report
1 January February March

swan . m o |3y o8 @9 g

Kotas 150 180 1395 Cylinder

@ Sclect the data that you want to chart, including the
column titles (January, February, March) and the row
labels (the salesperson names).

@® Click the Insert tab, and in the Charts group, click the
Column button.
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Create your chart

()2 0)- ' | ] The picture shows the
Home Insert “= Page Layout Formulas Data Review View Design Steps for Crea’tlng the

T O D 2 gl e 2 byl chart.

PivotTable Table Picture Clip Shapes Smartért | |[Co Iumn Llne F'| e Bar ﬁ.rea Scatter
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Tables Mustrations | 2-0 Column
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Morthwind Traders Tea Sales Report
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® You'll see a number of column chart types to choose
from. Click Clustered Column, the first column chart in
the 2-D Column list.

That's it. You've created a chart in about 10 seconds.
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Create your chart

H9-0)°_ ' | ] If you want to change
Home Insert "= Page Laycn.jt Formulas Data Review View Design the Chart type after
== AR SR = J T TRV B0 "R creating your chart,

PivotTable Table Picture Clip Shapes Smartért l._clumn Llne F'|e Bar ﬁ.rea 5cavtter CIICk |nS|de the Chart
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Morthwind Traders Tea Sales Report

On the Design tab under Chart Tools, in the Type
group, click Change Chart Type. Then select the chart

type you want.
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How worksheet data appears in the chart

A B c D Here’s how your new

January February March CO|Umn Chart IOOkS

1
2

3 Giussani 70 160 300

4 Cencini 175 42{!\ 290

5 Kotas 1543* 0 . 155\‘\
6
7
8
9

J“

It shows you at once that Cencini (represented by the
middle column for each month) sold the most tea in
January and February but was outdone by Giussani in
March.
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How worksheet data appears in the chart

A B = D

Data for each
January February March Salesperson appears

Giussani 70 160 300 .
Cencini 175 420\‘ 20, In three separate
> |Kotas 15“‘ A A columns, one for each

month.

J“

The height of each chart is proportional to the value in
the cell that it represents.

So the chart immediately shows you how the

salespeople stack up against each other, month by
month.
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How worksheet data appears in the chart

—— C D Each row of
Morthwind Traders Tea Sales Report
January February March salesperson data has

Giussani 70 160 300 a different color in the

1

2

3

4 |Cencini 175 42&\‘ 290

5 Kotas 1543* N 155\‘\ chart.
6

7

8

S

J“

The chart legend, created from the row titles in the
worksheet (the salesperson names), tells which color
represents the data for each salesperson.

Giussani data, for example, is the darkest blue, and is
the left-most column for each month.
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How worksheet data appears in the chart

- C D The column titles from
Morthwind Traders Tea Sales Report
January February March the WOI‘kShGEt—

Giussani 70 160 300

Cencini 1}'5 42'0\‘ 290 January’ February’
5 Kotas 1543* ~ 155‘\ and March—are now
at the bottom of the

chart.

J“

On the left side of the chart, Excel has created a scale of
numbers to help you to interpret the column heights.
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Chart Tools: Now you see them, now you don’t

e B Before you do more
I T RN Co B work with your chart,
you need to know
about the Chart
Tools.

After your chart is inserted on the worksheet, the Chart
Tools appear on the Ribbon with three tabs: Design,
Layout, and Format.

On these tabs, you'll find the commands you need to
work with charts.
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Chart Tools: Now you see them, now you don’t

e B \When you complete
I T RN Co B the chart, click outside
it. The Chart Tools go
away.

To get them back,
click inside the chart.
Then the tabs
reappear.

So don’'t worry if you don’t see all the commands you
need at all times.

Take the first steps either by inserting a chart (using the

Charts group on the Insert tab), or by clicking inside an
existing chart. The commands you need will be at hand.
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Change the chart view

- ol

el s e LS R

Home Insert Page Layout Formulas Data Review View Design

You can do more with
s Ml your data than create
Switch Lr Select one Chart_

Row/Column Data
Data
C F G H

—

A B C D

January February March Giussani Cencini Kotas

CO =l | LN | f= |3 ||

You can make your chart compare data another way by
clicking a button to switch from one chart view to
another.

The picture shows two different views of the same
worksheet data.
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Change the chart view

el s e

Home Insert Page Layout Formulas Data Review View Demgn

Switch Lr Select
Row/Column Data
Data

ATE?

Jamusary February March Giussani Cencini Kotas

1
2
3
4
5
]
7
8

The chart on the left is
the chart you first
created, which
compares salespeople
to each other.

Excel grouped data by worksheet columns and
compared worksheet rows to show how each
salesperson compares against the others.
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Change the chart view

- ol

el s e LS R

Home Insert Page Layout Formulas Data Review View Design

But another way to
izt e look at the data is to
swtch 1§ sciea compare sales for

Row/Column Data

. =R L . each salesperson,
T —— T i month over month.

A B f D
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CO =l | LN | f= |3 ||

To create this view of the chart, click Switch
Row/Column in the Data group on the Design tab.

In the chart on the right, data is grouped by rows and
compares worksheet columns. So now your chart says
something different: It shows how each salesperson did,
month by month, compared against themselves.
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Add chart titles

— - It's a good idea to add
#it | e descriptive titles to

Chart Layouts your chart, so that
¢ L E £ readers don’t have to
DNorthwind Traders Tea guess what the chart
Is about.

January February March
First Quarter Sales #——— 3

1
2
3
4
b
]
7
8
9

You can give a title to the chart itself, as well as to the
chart axes, which measure and describe the chart data.

This chart has two axes. On the left side Is the vertical
axis, which is the scale of numbers by which you can
interpret the column heights. The months of the year at
the bottom are on the horizontal axis.
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Add chart titles

% L@m.ﬁ - A quick way to add

chart titles is to click
Chart Layouts the Chart tO SeleCt It,
c g 3 ° and then go to the

1 JNorthwind Traders Tea

ol
2 300 4
'?: 1 GO +
i ! 200 < B Glussani |-
1 :
;_-:I i ECencin
100 I cok
o -
January February March

First Quarter Sales #——— 3

Charts Layout group
on the Design tab.

1
2
3
4
b
]
7
8
9

Click the More button Hto see all the layouts. Each
option shows different layouts that change the way chart
elements are laid out.
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Add chart titles

— - . The picture shows
#a® e g5 Layout 9, which adds
Chart Layouts plaC6h0|derS fOr a.

g - g o chart title and axes
orthwind Traders Tea .
[[pNostirwin Tracerss titles.

; o You type the titles
P I directly in the chart.

First Quarter Sales #——— 3

1
2
3
4
b
]
7
8
9

The title for this chart is Northwind Traders Tea, the
name of the product.

The title for the vertical axis on the left is Cases Sold.

®®e o

The title for the horizontal axis at the bottom is First
Quarter Sales.
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Suggestions for practice

AT

Create a chart.

Look at chart data in different ways.
Update chart data.

Add titles.

Change chart layouts.

Change the chart type.

Online practice (requires Excel 2007)
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Test 1, question 1

e R T

You’'ve created a chart. Now you need to compare data

another way. To do this, you must create a second chatrt.
(Pick one answer.)

1. True.

2. False.
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Test 1, question 1: Answer

AT T T

False.

You can quickly create another view of your worksheet data by clicking
the Switch Row/Column button on the Design tab.
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Test 1, question 2

e R T

You create a chart. But later on you don’t see the Chart Tools.
What do you do to get them back? (Pick one answer.)

1. Create another chart.
2. Click the Insert tab.

3. Click inside the chart.
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Test 1, question 2: Answer

AT T T

Click inside the chart.

The Chart Tools will then be at hand with three tabs: Design, Layout,
and Format.
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Test 1, question 3

e R T

You can’t change the chart type after you create a chart. (Pick
one answer.)

1. True.

2. False.
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Test 1, question 3: Answer

AT T T

False.

You can always change the chart type after you create your chart. Click
inside the chart. On the Design tab, in the Type group, Click Change
Chart Type, and then select another chart type.
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Customize your chart

After you create your
chart, you can
customize it to give it
a more professional
design.

Northwind Traders Tea

B Giussani
M Cencini

d Kotas

Feburary

First Quarter Sales

For example, you can give your chart a whole different
set of colors by selecting a new chart style.

You can also format chart titles to change them from
plain to fancy. And there are many different formatting
options you can apply to individual columns to make
them stand out.
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Change the look of your chart

kel 2 e

Chart Tools —

When you first create
your chart, it'sin a
standard color.

View Design Layout Format
Move

Chart Styles Location

4] 4 k
4] 4 ]

By using a chart
style, you can apply
different colors to a
chart in just seconds.

K L

rrrrrrr

First, click in the chart. Then on the Design tab, in the
Chart Styles group, click the More button Hto see all
the choices.

Then click the style you want.
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Change the look of your chart

chart Too BRI \\Vhen you first create
View Design Layout Format 4 3
your chart, it'sin a

- |7 Wﬁlﬁ - standard color.

Chart Styles Lo a’rl 1yl

- - _ By using a chart
Northwind Traders Tea style, you can apply
different colors to a
chart in just seconds.

Some of the styles change just the color of the columns.

Others change the color and add an outline around the
columns, while other styles add color to the plot area
(the area bounded by the chart axes). And some styles
add color to the chart area (the entire chart).
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Change the look of your chart

Chart Toor: BEEEEES |f you don't see what
e you want in the Chart
‘ Fﬂ | I - Styles group, you can

. K% get other color choices
by selecting a different
theme.

4] 4 k

K L

Click the Page Layout tab, and then click Colors in the
Themes group.

When you rest the pointer over a color scheme, the
colors are shown in a temporary preview on the chart.
Click the one you like to apply it to the chart.
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Change the look of your chart

Chart Tools — : |mp0rtant

View Design Layout Format

Chart Styles Lo a’rl 1yl

Unlike a chart style,
the colors from a
theme will be applied
to other elements you
might add to the
worksheet.

450
aoa |
350 |
300 |
250
Fl-
150
100 |
54 4
ol

For example, a table or a cell style such as a heading
will take on the colors of the theme applied to the chart.
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Format titles

Page Layout Formulas Data Review  View Design Layout P |f you’d ||ke to make

| the chart or axis titles
stand out more, that's
also easy to do.

2
il

Ag lamr

iR
.
F

WordArt Styles
F G H

Morthwind Traders Tea

On the Format tab, in the WordArt Styles group, there
are many ways to work with the titles.

The picture shows that one of the options in the group, a
text fill, has been added to change the color.

Create a chart



Format titles

Y P R e e : To use a text fill, first
click in a title area to
select it.

F G H

Morthwind Traders Tea

Then click the arrow on Text Fill [E=SMlin the WordArt
Styles group. Rest the pointer over any of the colors to
see the changes in the title. When you see a color you
like, select it.

Text Fill also includes options to apply a gradient or a
texture to a title.
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Format titles

Page layout  Formulas Data  Review  View e s B Tom ake font Ch anges’

| such as making the
font larger or
smaller—or to change
the font face—click
Home, and then go to
the Font group.

2
il

Ag lamr

iR
.
F

WordArt Styles
F G H

Morthwind Traders Tea

Or you can make the same formatting changes by using
the Mini toolbar.

The toolbar appears in a faded fashion after you select
the title text. Point at the toolbar and it becomes solid,
and then you can select a formatting option.
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Format individual columns

Page Layout Formulas Data Review View Design Layout ormat Th ere |S Stl | I more th a‘t

3 shape Fill -

s you can do with the
format of the columns

T | Shape Effects Al

Shape Styles

In your chart.

Morthwind Traders

B Cencini

| HEotas

In the picture, a shadow effect has been added to each
of the columns (an offset diagonal shadow is behind
each column).
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Format individual columns

Page Layout Formulas Data Review View Design Layout ormat Here’s hOW to add a

<» shape Fill -
- [Z shape Outline ~ Shadow eﬂ:eCt -
columns.

T | Shape Effects Al

Shape Styles

Morthwind Traders

B Cencini

| HEotas

1. Click one of Giussani’s columns. That will select all
three columns for Giussani (known as a series).

2. On the Format tab, in the Shape Styles group, click
the arrow on Shape Effects.
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Format individual columns

Page Layout Formulas Data Review View Design Layout ormat Here’s hOW to add a
S shage Fil shadow effect to

j & Srone oot columns.

T | Shape Effects Al

Shape Styles

Morthwind Traders

B Cencini

| HEotas

3. Point to Shadow, and then rest the pointer on the
different shadow styles in the list.

4. You can see a preview of the shadows as you rest
the pointer on each style. When you see one you like,

select it.
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Format individual columns

Page Layout Formulas Data Review View Design Layout ormat The Sh ape Styles
<» shape Fill -

=1 2 Shape Outline - group offers plenty of

other great formatting

T | Shape Effects Al

e L __ options to choose
i from.

Morthwind Traders

B Cencini

| HEotas

For example, Shape Effects offers more than just
shadows. You can add bevel effects and soft edges to
columns, or even make columns glow.

You can also click Shape Fill to add a gradient or a texture
to the columns, or click Shape Outline to add an outline
around the columns.
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Add your chart to a PowerPoint presentation

P T

When your chart looks
just the way you want
and it's ready for a
debut, you can easily

add it to a Microsoft
. Office PowerPoint®
i presentation.

february Here’s how it works.

Tea Sales

MNorthwind Traders Tea

1. Copy the chart in Excel.
2. Open PowerPoint 2007.

3. On the slide you want the chart to be on, paste the
chart.
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Add your chart to a PowerPoint presentation

e s o o O

When your chart looks
just the way you want
and it's ready for a
debut, you can easily

add it to a Microsoft
. Office PowerPoint®
i presentation.

february Here’s how it works.

Tea Sales

MNorthwind Traders Tea

4. In the chart’s lower-right corner, the Paste Options
button appears. Click the button.

Now you'’re ready to present your chart.
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Suggestions for practice

Change the look of a chart.

Try out a color scheme by using a theme.
Format the chart title.

Format a column.

Format other areas of the chart.

Add your chart to a PowerPoint presentation.

Bonus exercises: Make a pie chart, and save your chart as a template.

Online practice (requires Excel 2007)
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Test 2, question 1

S

If you don’t see all the color options you want for your chart
in the Chart Styles group on the Design tab, you have another
way to get more colors. (Pick one answer.)

1. True.

2. False.
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Test 2, question 1. Answer

AT T T

True.

You can pick other colors by selecting a theme. Click the Page Layout
tab, and then click Colors in the Themes group. Remember that the
colors from the themes will be applied to other elements in the
worksheet such as a table or cell styles.
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Test 2, question 2

e R T

What do you do first to add an Excel chart to a PowerPoint
2007 presentation? (Pick one answer.)

1. Click the Data tab.
2. Click the Insert tab.

3. Copy the chart.
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Test 2, question 2: Answer

AT T T

Copy the chart.

Then open PowerPoint 2007, paste, and it's done.
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Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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Course contents
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Overview: Where to begin?
Lesson 1: Meet the workbook
Lesson 2: Enter data

Lesson 3: Edit data and revise worksheets

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Where to begin?

o You've been asked to enter data Iin
s+ Excel 2007, but you've never worked
. “Excel with Excel. Where do you begin?

Or perhaps you have worked in Excel
but still wonder how to do some of the
basics like entering and editing text
and numbers, or adding and deleting
columns and rows.

Here you'll learn the skills you need to
work in Excel, quickly and with little
fuss.
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Course goals

Create a new workbook.
Enter text and numbers.
Edit text and numbers.

Insert and delete columns and rows.

Create your first workbook
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Meet the workbook

e T,

When you start Excel,

h‘—”——[:E you’re faced with a big

arted empty grid made up of
ith Exce columns, rows, and

cells.

If you're new to Excel, you may wonder what to do
next.

So this course will start by helping you get comfortable

with some Excel basics that will guide you when you
enter data in Excel.
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The Ribbon

= The band at the top of
- Page Layout I © the Excel 2007
=1 ;mf E A7y & window is called the
Sort & Find & Ribbon.

E=l Format~ || (2~ Filter~ Select~
Cells Editing

The Ribbon is made up of different tabs, each of which
is related to specific kinds of work that people do in
Excel.

You click the tabs at the top of the Ribbon to see the
different commands on each tab.
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The Ribbon

N\ 9 - o The Home tab, first on
= Home Insert Page Layout = ':: the |eft, Contalns the
= & Semmeet - E - Ap g everyday commands

% Delete ~ || (8]~
B Format~ || - Som& Findy that people use most.

The picture illustrates
Home tab commands
on the Ribbon.

@ The Ribbon spans the top of the Excel window.

@® Commands on the Ribbon are organized in small related
groups. For example, commands to work with the
contents of cells are grouped together in the Editing
group, and commands to work with cells themselves are
In the Cells group.
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Workbooks and worksheets

- ——

1 ) Bookl - Microsoft Excel | [RYiVAaY=Yg! you start Exce|’
Home Insert Page Layout Formulas Data Review View you Open a .I:Ile that’S
. senerl Ml called a workbook.

% %o || R ST

P Mumber F]

Each new workbook
comes with three
worksheets into
which you enter data.

1= A
W 4 » M| Sheetl Sheet2 = Sheetd =~ "J

Shown here is a blank worksheet in a new workbook.

@ The first workbook you'll open is called Bookl. This title
appears in the bar at the top of the window until you
save the workbook with your own title.
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Workbooks and worksheets

1 ) Bookl - Microsoft Excel | [RYiVAaY=Yg! you start Exce|’
Home Insert Page Layout Formulas Data Review View you Open a .I:Ile that’S
cener 8l called a workbook.

% %o || R ST

-

P Mumber F]

Each new workbook
comes with three
worksheets into
which you enter data.

1= A
W 4 » M| Sheetl Sheet2 = Sheetd =~ "J

Shown here is a blank worksheet in a new workbook.

@ Sheet tabs appear at the bottom of the window. It’s a
good idea to rename the sheet tabs to make the
information on each sheet easier to identify.
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Workbooks and worksheets

1 ] Bookl - Microsoft Excel | [N/ 10 may also be
.H':'mE Inset  Pagelayout  Formulas  Data  Review  View WOndering how to
) _ General N create a new
- [ § = o o |[=8 ;08 WorkbOOk.

P Mumber F]

Here’'s how.

1= A
W 4 » M| Sheetl Sheet2 = Sheetd =~ "J

1. Click the Microsoft Office Button &
left portion of the window.

In the upper-

2. Click New.

3. Inthe New Workbook window, click Blank
Workbook.
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Columns, rows, and cells

Tl

1y ) ki ™ = E;cm’h:l - Microsoft Excel WorkSheetS are
I Home Insert Page Layout Formulas Data Review View d|V|ded |nt0 CO|UmnS,
& 4 rows, and cells.

That’s the grid you
see when you open up
a workbook.

@ Columns go from top to bottom on the worksheet,
vertically. Each column has an alphabetical heading at
the top.

® Rows go across the worksheet, horizontally. Each row
also has a heading. Row headings are numbers, from 1
through 1,048,576.
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Columns, rows, and cells

Tl

1y ) g ™ = E;cm’h:l - Microsoft Excel WorkSheetS are
I Home Insert Page Layout Formulas Data Review View d|V|ded |nt0 CO|UmnS,
=l & q rows, and cells.

That’s the grid you
see when you open up
a workbook.

The alphabetical headings on the columns and the
numerical headings on the rows tell you where you are
iIn a worksheet when you click a cell.

The headings combine to form the cell address. For
example, the cell at the intersection of column A and row
3 is called cell A3. This is also called the cell reference.
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Cells are where the data goes

Tl

LI A9 o)+ Cells are where you
| Home Insert Page Layout | Home Insert Page Layout get dOWn to bUS|neSS
B B and enter data in a
worksheet.

The picture on the left shows what you see when you
open a new workbook.

The first cell in the upper-left corner of the worksheet is

the active cell. It's outlined in black, indicating that any
data you enter will go there.
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Cells are where the data goes

A9 ) Dk You can enter data
‘ Home | Insert  Page Layout ‘ Gl LD | \Wherever you like by
B e clicking any cell in the
worksheet to select

the cell.

When you select any cell, it becomes the active cell. As
described earlier, it becomes outlined in black.

The headings for the column and row in which the cell is
located are also highlighted.
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Cells are where the data goes

A9 ) Dk You can enter data
‘ Home | Insert  Page Layout ‘ Gl LD | \Wherever you like by
B e clicking any cell in the
worksheet to select

the cell.

For example, if you select a cell in column C on row 5,
as shown in the picture on the right:

@ Column C is highlighted.
® Row 5 is highlighted.
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Cells are where the data goes

SR L You can enter data

Home Insert Fage Layout Home Insert Page Layout Wherever you Ilke by

* ._L * o o .

: B clicking any cell in the
worksheet to select

the cell.

&

For example, if you select a cell in column C on row 5,
as shown in the picture on the right:

® The active cell, C5 in this case, is outlined. And its
name—also known as the cell reference—Is shown Iin
the Name Box in the upper-left corner of the worksheet.
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Cells are where the data goes

ALk o)\ 2 - ¢ - The outlined cell,

Home Insert Page Layout - Home Insert Page Layout ] h|gh|lghted C0|umn
B - B d row headi
B B and row headings,
el LIRS ML RIEAFS | gnd appearance of the

Clipboard ™ Font

cell reference in the
Name Box make it
easy for you to see
that C5 Is the active
cell.

These indicators aren’t too important when you're right
at the top of the worksheet in the very first few cells.

But when you work farther and farther down or across
the worksheet, they can really help you out.
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Suggestions for practice

AT

Rename a worksheet tab.
Move from one worksheet to another.
Add color to worksheet tabs.

Add and delete worksheets.

Review column headings and use the Name Box.

Online practice (requires Excel 2007)
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Test 1, question 1

e R T

You need a new workbook. How do you create one? (Pick one
answer.)

1. Inthe Cells group, click Insert, and then click Insert Sheet.

2. Click the Microsoft Office Button, and then click New. In the
New Workbook window, click Blank workbook.

3. Inthe Cells group, click Insert, and then click Workbook.
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Test 1, question 1: Answer

AT T T

Click the Microsoft Office Button, and then click New. In the New
Workbook window, click Blank workbook.
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Test 1, question 2

e R T

The Name Box shows the contents of the active cell. (Pick
one answer.)

1. True.

2. False.
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Test 1, question 2: Answer

AT T T

False.

The Name Box gives you the cell reference of the active cell. You can
also use the Name Box to select a cell, by typing that cell reference Iin
the box.
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Test 1, question 3

e R T

In a new worksheet, you must start by typing in cell Al1. (Pick
one answer.)

1. True.

2. False.
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Test 1, question 3: Answer

AT T T

False.

You're free to roam and type wherever you want. Click in any cell and
start to type. But don’t make readers scroll to see data that could just as
well start in cell Al or A2.
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Enter data

You can use Excel to
enter all sorts of data,
professional or
personal.

I

tudent Grades

You can enter two
basic kinds of data
Into worksheet cells:
Vacation Expenses numbers and text.

Sales Eeport

So you can use Excel to create budgets, work with
taxes, record student grades or attendance, or list the
products you sell. You can even log daily exercise,
follow your weight loss, or track the cost of your house
remodel. The possibilities really are endless.

Now let’s dive into data entry.
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Be kind to your readers: start Wlth column titles

E;: 09-o-)- - When you enter data,

Home Insert Page Layout Formulas Data Review View It’S a gOOd Idea tO Start
by entering titles at the
top of each column.

_j ‘* A A ||F -
Paste )f (B I U -~ A-||E % - % o||%0 55

Clipboard M= Fomnt u Alig i Mumber ]

This way, anyone who shares your worksheet can
understand what the data means (and you can
understand it yourself, later on).

You'll often want to enter row titles too.
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Be kind to your readers: start Wlth column titles

CEECEE - * The worksheet in the
__E picture shows whether
BN : ||| Ml or not representatives
F‘“t“-‘ _f B I U -||&-||d- A= %% ||TEE S8 frOm particular

companies attended a

series of monthly

business lunches.

Home Insert Page Layout Formulas Data Review View

Clipboard M= Fomnt u Alig i Mumber ]

It uses column and row titles:

@ The column titles are the months of the year, across the
top of the worksheet.

@® The row titles down the left side are company names.
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Start typing

Tl

FECEECEE - Say you're creating a
IHnmE Insert Page Layout Formulas Data Review Wiew “St Of Salespeople

& A AT ] . names.
S| - (8 - % v || TR s

F] Alignment P Mumber F]

The list will also have
the dates of sales,
with their amounts.

Buchanan

r_________
Suyama I

So you'll need these column titles: Name, Date, and
Amount.
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Start typing

Tl

FECEECEE - Say you're creating a
Home Insert Page Layout Formulas Data Review Wiew “St Of Salespeople

& A AT ] . names.
S| - (8 - % v || TR s

F] Alignment P Mumber F]

The list will also have
the dates of sales,
with their amounts.

Buchanan

r_________
Suyama I

The picture illustrates the process of typing the
information and moving from cell to cell:

1. Type Name in cell A1 and press TAB. Then type Date
in cell B1, press TAB, and type Amount in cell C1.
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Start typing

Tl

O S =
w1 = I
Home Insert Page Layout Formulas Data Review View

- A A ||F : -
== - || $ ~ % o ||%0 3%

F] Alignment P Mumber F]

Buchanan

r_________
Suyama I

Say you're creating a
list of salespeople
names.

The list will also have
the dates of sales,
with their amounts.

The picture illustrates the process of typing the
information and moving from cell to cell:

2. After typing the column titles, click in cell A2 to begin
typing the salespeople’s names. Type the first name,
and then press ENTER to move the selection down
the column by one cell to cell A3. Then type the next
name, and so on.
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Enter dates and times

Home Insert Page Layout Formulas Data Review 7‘l.-fiv;;w Excel allgns teXt On
= % = =[] |= 4l the left side of cells,
£ o : . .
SlESLSIE=REREARAL )  but it aligns dates on

Alignment ] Mumber fa the rlght Slde Of CE”S.

Name Date

Buchanan THMER2009
Suyama For2009
Peacock I TM2r2009 I

I_I_I I_I_I
Left Aligned Right Aligned

To enter a date in column B, the Date column, you
should use a slash or a hyphen to separate the parts:
7/16/2009 or 16-July-2009. Excel will recognize either as

a date.
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Enter dates and times

Home | Inset  Pagelayout  Formulas  Dats  Review  View Excel a|ignS text on

A i oo | 4| the left side of cells,
e = 3 Bl but it aligns dates on
Clipboard T Fon - : &l the right side of cells.

A
Name Date

Buchanan THMER2009
Suyama For2009
Peacock I TM2r2009 I

I_I_I I_I_I
Left Aligned Right Aligned

If you need to enter a time, type the numbers, a space,
and then a or p—for example, 9:00 p. If you put in just
the number, Excel recognizes a time and enters it as

AM.
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Enter numbers

Home Insert Page Layout Formulas Cata Review View Excel allgns numbers
B i 4N - | = il on the right side of
roste (B 7 B -|[ ][O A [= SRR  cells.
Clipboard M= Font ] Alignment F Mumber F
' $1,552.60

B C

Name Date Amount

Buchanan TMB2009 $440.00
Suyama TM0/2009 $1,863.40

Peacock 7122009 I +$1,562 60 I

—
Right Aligned

To enter the sales amounts in column C, the Amount
column, you would type the dollar sign ($), followed by
the amount.
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Enter numbers

S

Other numbers and how to enter them

« To enter fractions, leave a space between the whole number and
the fraction. For example, 1 1/8.

« To enter a fraction only, enter a zero first, for example, O 1/4. If you
enter 1/4 without the zero, Excel will interpret the number as a date,
January 4.

* If you type (100) to indicate a negative number by parentheses,
Excel will display the number as -100.
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Quick ways to enter data

Here are two time-
savers you can use to
enter data in Excel:
AutoComplete and
AutoFill.

l

Animation: Right-click, and click Play.

AutoComplete: Type a few letters in a cell, and Excel
can fill in the remaining characters for you.

AutoFill: Type one or more entries in an intended
series, and then extend the series. Play the animation
to see AutoFill in action.
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Quick ways to enter data

T

B S LS S T S Here are two time-
savers you can use to
enter data in Excel:
AutoComplete and
AutoFill.

1
2
3
4
3
]
7
8
9

September

10 |Cctober

11 |[November

12 |December 1

AutoComplete: Type a few letters in a cell, and Excel
can fill in the remaining characters for you. Just press
ENTER when you see them added.

AutoFill: Type one or more entries in an intended
series, and then extend the series.
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Suggestions for practice

AT

Enter data using TAB and ENTER.
Fix mistakes as you type.

Enter dates and times.

Enter numbers.

Use AutoFill.

Use AutoComplete.

Online practice (requires Excel 2007)
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Test 2, question 1

e R T

Pressing ENTER moves the selection one cell to the right.
(Pick one answer.)

1. True.

2. False.
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Test 2, question 1. Answer

AT T T

False.

Pressing ENTER moves the selection down. Pressing TAB moves the
selection to the right.
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Test 2, question 2

e R T

To enter the months of the year without typing each month
yourself, you'd use which of the following? (Pick one answer.)

1. AutoComplete.
2. AutoFill.

3. CTRL+ENTER.
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Test 2, question 2: Answer

AT T T

AutoFill.

Use AutoFill to complete lists that you've begun, such as days, weeks,
or times tables.
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Test 2, question 3

e R T

Which of these will Excel recognize as a date? (Pick one
answer.)

1. February 6 1947.
2. 2,647.

3. 2-Feb-47.
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Test 2, question 3: Answer

AT T T

2-Feb-47.

You use a slash or a hyphen to separate the parts of a date.
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Edit data and revise worksheets

Everyone EUGH

mistakes. Even data
that you entered
correctly can need
updates later on.

m
i

el
I

]
1

Sometimes, the whole
worksheet needs a
change.

Suppose you need to add another column of data,
right in the middle of your worksheet. Or suppose you
list employees one per row, in alphabetical order—
what do you do when you hire somebody new?

This lesson shows you how easy it is to edit data and
add and delete worksheet columns and rows.
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- ——

Home N T - Say that you meant to
' gl enter Peacock’s name
RIERSIRIRE in cell A2, but you
e —“ entered Buchanan’s
TR T  hame by mistake.

1 MName Date Amount

2 |Buchanan Ti16/2009 £440.00
:! Once you spot the

25 error, there are two
I;d:t >3H Sheetl . Sheet2 - Sheet3 ¥ Ways to correct it_

Double-click a cell to edit the data in it.

Or, after clicking in the cell, edit the data in the Formula
Bar.

® o0

After you select the cell by either method, the worksheet
says Edit in the status bar in the lower-left corner.
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- ——

Home Insert Page Layout Formulas Data Review View . What’s the d|ﬁerence
dl between the two
FIEREIRINE methods?

F] Mumber ]

; Your convenience.
A B C D G .

1 | Name Date Amount You may flnd the

2 Buchanan__ 7/16/2009  $440.00 Formula Bar, or the

’s 1 cell itself, easier to

443 1] Sheet1 Sheets /sheets /03 A Rl QW1

Edit 3

Here’'s how you can make changes in either place:

» Delete letters or numbers by pressing BACKSPACE or
by selecting them and then pressing DELETE.

« Edit letters or numbers by selecting them and then
typing something different.
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Home Insert Page Layout Formulas Data Review View . Wha‘t’s the dlﬁerence
dil between the two
Rl methods?

o Alignment ! Number 7]
I EEET O crrrn () B  Your convenience.
A B C D G .
1 | Name Date Amount You may flnd the
2 Buchanan__ 7/16/2009  $440.00 Formula Bar, or the
) 1 cell itself, easier to
443 1] Sheet1 /Sheets “sheets /3 A LAl

Edit 3

Here’'s how you can make changes in either place:

* Insert new letters or numbers into the cell’s data by
positioning the cursor and typing.
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Home Insert Page Layout Formulas Data Review View . Wha‘t’s the dlﬁerence
= di between the two
=RMIE RN methods?

F] Mumber ]
- om -G & I  \/our convenience.

A B C D .

1 | Name Date Amount YOU may flnd the

2 Buchanan__ 7/16/2009  $440.00 Formula Bar, or the
——\ cell itself, easier to
M 4 » » | Sheetl -~ Sheet? . Sheet3 .~ ¥ work with.

Edit 3

Whatever you do, when you're all through, remember to
press ENTER or TAB so that your changes stay in the
cell.
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Remove data formatting

Surprise! Someone

else has used your
-z = worksheet, filled in

| e s some data, and made

e s | Se10.00 -~ I thenumberin cell C6

7/10/2009 —— bold and red to

. —— highlight that Peacock
71612000 | $440.00 Clear Contents made the highest sale.

7102000 | $1.443.05 Sl

THME2009 544000 B 7 lﬁ
TiHo/2o00 | $2.557.90

But Peacock’s customer has changed her number, so
the final sale was much smaller.

You want to remedy the situation.
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Remove data formatting

o Y.
Surprise! Someone
B
TM6/2009 $440.00 2 7 lﬁ else haS used your
71102000 | 3,597 90 L worksheet, filled in
e s some data, and made
e s | Se10.00 : the number in cell C6
7/10/2009 £ bold and red to
[ Clear All o 0
%, Clear Eormats highlight that Peacock
TMG009 | $440.00 Fe T made the highest sale.

7i10/2000 | $1.443.05 Clear Comments

As the picture shows:

@ The original number was formatted bold and red.
® So you delete the number.

® You enter a new number. But it’s still bold and red! What
gives?
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Remove data formatting

What's going on is
that the cell itself is

L= formatted, not data in
Sy riter selee” the cell.

THME2009 544000 B 7 lﬁ
TiHo/2o00 | $2.557.90

762009 $440.00
TM10/2009

Z | Clear All
#7  Clear Formats

Clear Contents
TM62009 $440.00

7102000 | $1.443.05 Clear Comments

So when you delete data that has special formatting, you
also need to delete the formatting from the cell.

Until you do, any data you enter in that cell will have
special formatting.
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Remove data formatting

Here’s how to remove
formatting.

THME2009 544000 B 7 lﬁ
TiHo/2o00 | $2.557.90
. Sort & Find &
&7 Filter™ Select™

762009 $440.00
TM10/2009

Z | Clear All
#7  Clear Formats

Clear Contents
TM62009 $440.00

7102000 | $1.443.05 Sl

1. Click in the cell, and then on the Home tab, in the
Editing group, click the arrow on Clear EX.

2. Click Clear Formats, which removes the format from
the cell. Or you can click Clear All to remove both the
data and the formatting at the same time.
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Insert a column or row

e | - = .
Oa) [ B
Lty

Home Insert Page Layout Formulas Data

Insert Cells,, .,

-[ax] B
B I u - A=

Insert Sheet
Font P

Date
2 |Bucha TI16/2005
3 |Suyama  7/10/2005 S $1,863.40
4 |Peacock 7/12/2005 SP0 $1,552.60
5 |Leverling 7/15/2005 56 3654 06
A

After entering data,
you may find that you
need to add columns
or rows to hold
additional information.

Do you need to start
over? Of course not.

To insert a single column:

1. Click any cell in the column immediately to the right
of where you want the new column to go.

2. Onthe Home tab, in the Cells group, click the arrow

on Insert. On the drop-down menu, click Insert
Sheet Columns. A new blank column is inserted.
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Insert a column or row

o d2-cs After entering data,
Insert Cels.. el S ERLLBd  \yoU may find that you
- ML SEN A8l need to add columns
o[RS = e e lB  or rows to hold

additional information.

Date

2 Bucha  7/16/2005 Do you need to start

3 |Suyama  7/10/2005 A 5186340 over? Of course not.
4 |Peacock  7/12/2005 W 51.562.60

5 |Leverling 7/15/2005 56 3654 06
A

To insert a single row:

1. Click any cell in the row immediately below where
you want the new row.

2. Inthe Cells group, click the arrow on Insert. On the
drop-down menu, click Insert Sheet Rows. A new
blank row is inserted.
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Insert a column or row

e T,

Excel gives a new
column or row the
heading its place
requires, and changes
the headings of later
columns and rows.

Animation: Right-click, and click Play.

Play the animation to see the process of inserting a
column and a row in a worksheet.
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Insert a column or row

T |~
Lty

L Home Insert Page Layout Formulas Data
Insert Cells,, .,

E=RE

== &

Alignment [

Insert Sheet Columns

Insert Sheet
]

7/16/2005

711042005 S 51,863.40
Peacock 7/12/2005 Svo 51,552.60
Leverling  7/15/2005 56 3654 06

After entering data,
you may find that you
need to add columns
or rows to hold
additional information.

Do you need to start
over? Of course not.

Excel gives a new column or row the heading its place

requires, and changes the headings of later columns
and rows.
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AT

Suggestions for practice

Edit data.
Delete formatting from a cell.
Work in Edit mode.

Insert and delete columns and rows.

Online practice (requires Excel 2007)
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Test 3, question 1

e R T

What do you first do to delete the formatting in a cell? (Pick
one answer.)

1. Delete the cell contents.

2. Click Format in the Cells group on the Home tab.

3. Click Clear in the Editing group on the Home tab.
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Test 3, question 1. Answer

AT T T

Click Clear.in the Editing group on the Home tab.

Then click Clear Formats.
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Test 3, question 2

e R T

To add a column, click a cell in the column to the right of
where you want the new column. (Pick one answer.)

1. True.

2. False.
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AT T T

Test 3, question 2: Answer

True.

Then on the Home tab, in the Cells group, click the arrow on Insert, and
click Insert Sheet Columns to insert the column.

Create your first workbook



Test 3, question 3

e R T

To add a new row, click in a cell immmediately above where you
want the new row. (Pick one answer.)

1. True.

2. False.
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Test 3, question 3: Answer

AT T T

False.

Instead, you click any cell in the row immediately below where you want
the new row.
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Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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Course contents

AT T T

Overview: Goodbye, calculator
Lesson 1: Get started
Lesson 2: Use cell references

Lesson 3: Simplify formulas by using functions

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Goodbye, calculator

Excel is great for working with
= numbers and math. In this course
j—ﬂ' you'll learn how add, divide, multiply,
| and subtract by typing formulas into
Excel worksheets.

You'll also learn how to use simple
formulas that automatically update
their results when values change.

After picking up the techniques in this

course, you'll be able to put your
calculator away for good.
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Course goals

-

Do math by typing simple formulas to add, divide, multiply,
and subtract.

Use cell references in formulas, so that Excel can
automatically update results when values change or when
you copy formulas.

Use functions (prewritten formulas) to add up values,
calculate averages, and find the smallest or largest value In
a range of values.

Enter formulas






Get started

Tl

Home (TSRS R (T e e A N EE (T View . Imagine that Excel is
B i - |5 M| open and you'’re
rste (B 2w |[E === el looking at the
Clipboard Font g Alignment SiEN D e “Entertainment”
. section of a household
Jan  Feb expense budget.

Entertainment
Cable TV 52.98 £2.98

4 Yideo rentals T.98 11.97

5 |Movies 16.00 =
B CDs 1 EI.
Totals

Cell C6 in the worksheet is empty; the amount spent
for CDs in February hasn’t been entered yet.

In this lesson, you'll learn how to use Excel to do basic
math by typing simple formulas into cells. You'll also
learn how to total all the values in a column with a
formula that updates its result if values change later.
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Begin with an equal sign

Lu' & - - |A“ A | |§ = _||@,,| ; - The tWO CDS
B 2 =|| %" i
rste (B 2 Ui Rl purchased in February
Clipboard ™ Font 3 Fi Alignment F Number i COSt $12_99 and
UM v (0 ¥« fe| =12.99+16.99 $16.99

A B
Jan Feb

Entertainment
Cable TV
Video rentals
Movies
CDs
Totals

1
2
3
4
3
b
7
8

The total of these two values is the CD expense for the
month.

You can add these values in Excel by typing a simple
formula into cell C6.

Enter formulas



- ol

Begin with an equal sign

=T = [ [ @l The picture illustrates
rste (B 7 U -|[E S EIERIEEnE ] wWhat to do.

-

Alignment F] Mumber ]

Jan Feb
Entertainment
Cable TV
Video rentals
Movies
CDs
Totals

1
2
3
4
3
b
7
8

@ Type aformulain cell C6. Excel formulas always begin
with an equal sign. To add 12.99 and 16.99, type:

=12.99+16.99

The plus sign (+) is the math operator that tells Excel to
add the values.

Enter formulas



Begin with an equal sign

- ol

| o [ | = Bl The picture illustrates
; EEIEEET T E =l what to do.

Clipboard ™ Font 3 ] Alignment F] Mumber ]

SUM v (0 % fe| =12.99+16.99

Jan Feb
Entertainment
Cable TV
Video rentals
Movies
CDs
Totals

1
2
3
4
3
b
7
8

® Press ENTER to display the formula result.

® If you wonder later how you got this result, you can click
in cell C6 any time and view the formula in the formula

bar (AR ncar the top of the worksheet.

Enter formulas



Use other math operators

To do more than add,

Math operators use other math

Add (+) =10+5 operators as you type
formulas into

Subtract (-) =10-5 worksheet cells.

Multiply (*) =10*5 Excel uses familiar
signs to build

Divide (/) =10/5 formulas.

As the table shows, use a minus sign (-) to subtract, an
asterisk (*) to multiply, and a forward slash (/) to divide.

Remember to always start each formula with an equal
sign.

Enter formulas



Total all the values in a column

el s e e W R

= I R T E i O ) To add up the total of
- [ $ - % o ||%8 0% T | N L expenses for January1

.00 .0 ~
- Formatting = as Table = Styles = |_E'_']F:nrmatv <™ Filter~ Select~

F Number " Styles Cells Editing yOU don’t have to type
SLIM S v‘. e | =sUmMB a4 _ a” th OS e Valu eS ag ain.

B T AT Instead, you can use a
video rentals 7.88 ' prewrltten formula
CDs | ' 'E'.!E'E'_'II " Ca”ed a fu n Ct| on.

Totals

1
2
3
4
5
i
7
8

To get the January total, click in cell B7 and then:

@ On the Home tab, click the Sum button In the
Editing group.

® A color marquee surrounds the cells in the formula, and
the formula appears in cell B7.

Enter formulas



Total all the values in a column

el s e e W R

= I R T E i O ) To add up the total of
ERAE SRR e ] CnndH;c'nal Format  Cell 2 Delete = 8] -.:H & Find & eXpenSES fOf \January1

.00 .0 ~
- Formatting = as Table = Styles = |_E'_']F:nrmatv <™ Filter~ Select~

F Number " Styles Cells Editing yOU don’t have to type
SLIM S v‘. e | =sUmMB a4 _ a” th OS e Valu eS ag ain.

B T AT Instead, you can use a
video rentals 7.88 ' prewrltten formula
CDs | ' 'E'.!E'E'_'II " Ca”ed a fu n Ct| on.

Totals

1
2
3
4
5
i
7
8

To get the January total, click in cell B7 and then:

® Press ENTER to display the result in cell B7: 95.94.

@ Click in cell B7 to display the formula =SUM(B3:B6) in
the formula bar.

Enter formulas



Total all the values in a column

el s e e W R

= : ) p || g=hsel | % -~ A 8386 |S the

- = AR NI T B :

- |$ - % o[ Condtional Format Cell | . " Sort& Find& Information, called the
== ==| Formatting = as Table = Styles ~ Eel Format~ || <2~ Filter - Select~

F Number - Styles Cells Editing arg um ent, that te”S
S D X v‘. e | =sUmMB a4 : th e SU M fun Ct' on Wh at
to add.

Entertainment
Cable TV

Yideo rentals

CDs
Totals

1
2
3
4
5
i
7
8

By using a cell reference (B3:B6) instead of the values in
those cells, Excel can automatically update results if
values change later on.

The colon (:) in B3:B6 indicates a cell range in column B,
rows 3 through 6. The parentheses are required to
separate the argument from the function.

Enter formulas



Copy a formula instead of creating a new one

Tl sl

e (B2 1 | EEIEEEEDREEl Sometimes it's easier
Clipboard T fcunt i Alignment fa Mumber i tO Copy fOFmU|aS than
' | to create new ones.

Jan Feb
Entertainment
Cahle TV 52.93 288
Yideo rentals 7.93 11.97
Maovies 16.00 32.00
CDs 18.48 2983

Totals

1
2
3
4
3
6
7
8

In this section, you'll see how to copy the formula you
used to get the January total and use it to add up
February’s expenses.

Enter formulas



Copy a formula instead of creating a new one

First, select cell B7.

_ Then position the

Jan  Feb mouse pointer over
o the lower-right corner
of the cell until the

o 2 black cross (+)

Totals appears.

1
2
3
a4 |
3
6 ¢
7
8

Next, as the picture shows:

@ Drag the fill handle from cell B7 to cell C7, and
release the fill handle. The February total 126.93
appears in cell C7.

The formula =SUM(C3:C6) will also become visible in
the formula bar near the top of the worksheet.

Enter formulas



Copy a formula instead of creating a new one

Tl sl

e (B 7 U - ECIEBIEESBEE]l First, select cell B7.
Clipboard M= Font ] Alignment P Mumber ]
_ Then position the

Jan  Feb mouse pointer over
F':iﬁ:‘:j""‘“"‘ 52.93 52.938 the |Ower-r|ght Corner
Video rentals e 1187 of the cell until the
TR black cross (+)
Totals appears

1
2
3
4
3
6
7
8

Next, as the picture shows:

® The Auto Fill Options button appears to give you
some formatting options. In this case, you don'’t need
formatting options, so no action is required. The button
disappears when you next make an entry in the cell.

Enter formulas



Suggestions for practice

AT

Create a formula for addition.
Create other formulas.
Add up a column of numbers.

Add up a row of numbers.

Online practice (requires Excel 2007)

Enter formulas
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Test 1, question 1

e R T

What do you type into an empty cell to start a formula? (Pick
one answer.)

1,
2
3. =

Enter formulas



Test 1, question 1: Answer

T

An equal sign (=) tells Excel that a calculation follows it.

Enter formulas



Test 1, question 2

e R T

What is a function? (Pick one answer.)

1. A prewritten formula.

2. A math operator.

Enter formulas



Test 1, question 2: Answer

AT T T

A prewritten fermula.

Functions are prewritten formulas, such as SUM, that save time.

Enter formulas



Test 1, question 3

e R T

A formularesultis in cell C6. You wonder how you got the

result. To see the formula, what do you do? (Pick one
answer.)

1. Clickin cell C6, and then press CTRL+SHIFT.
2. Click in cell C6, and then press F5.

3. Click in cell C6.

Enter formulas



Test 1, question 3: Answer

AT T T

Click in cell C6.

It's that simple. The formula is visible in the formula bar near the top of
the worksheet whenever you click in cell C6. Or you can double-click cell
C6 to see the formula in cell C6. Then press ENTER to see the formula

result again in the cell.

Enter formulas
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Use cell references

Cell references
identify individual cells
or cell ranges in
A10,A20 cell A10 and cell A20 columns and rows.

Cell references | Refer to values in

Al10 the cell in column A and row 10

Al10:A20 the range of cells in column A and rows 10
through 20 Cell references tell

B15:E15 the range of cells in row 15 and columns B Excel where to look

through E for values to use in a

Al10:E20 the range of cells in columns A through E and formula
rows 10 through 20 ;

Excel uses a reference style called Al, which refers to
columns with letters and to rows with numbers. The
numbers and letters are called row and column headings.

This lesson shows how Excel can automatically update the
results of formulas that use cell references, and how cell
references work when you copy formulas.

Enter formulas



Update formula results

EEEREErmE =l value in cell C4 was
LSRR TR aeEl  incorrect. A 3.99 video
rental was left out.

= SRR IR Suppose the 11.97

changed values.

1

ey nn a2 Excel can

3 o = 1% J automatically update
6 rag8] 2088 totals to include

7 5.9 126,93

a2

To add 3.99 to 11.97, you would click in cell C4, type the
following formula into the cell, and then press ENTER:

=11.97+3.99

Enter formulas



Update formula results

IRl As the picture shows,
| EEERIEREREF: when the value in cell
Alignment JISSNTLCRSE  C4 changes, Excel
automatically updates

_ the February total in
e T rTT cell C7 from 126.93 to
i o

CDhs 18493

Totals 89594

1
2
3
a
3
o]
7
8

Excel can do this because the original formula
=SUM(C3:C6) in cell C7 contains cell references.

If you had entered 11.97 and other specific values into a
formula in cell C7, Excel would not be able to update the
total. You'd have to change 11.97 to 15.96 not only In
cell C4, but in the formula in cell C7 as well.

Enter formulas



Other ways to enter cell references

You can type cell
references directly into

> |rtortanene cells, or you can enter
s visorrtas 700 D 1558 cell references by

> Hovies e (3)2 clicking cells, which

7 rotls avoids typing errors.

8

9

10

In the first lesson you saw how to use the SUM function
to add all the values in a column.

You could also use the SUM function to add just a few
values in a column, by selecting the cell references to
include.

Enter formulas



Other ways to enter cell references

Imagine that you want
to know the combined
Entertainment cost for video rentals
oo rors | e[ D 1506 and CDs in February.
16.00

The example shows
you how to enter a
formula into cell C9 by

clicking cells.

oo |~ o o[ w |-

10

@ In cell C9, type the equal sign, type SUM, and type an
opening parenthesis.

@® Click cell C4. The cell reference for cell C4 appears in
cell C9. Type a comma after it in cell C9.

Enter formulas



Other ways to enter cell references

Imagine that you want
to know the combined
cost for video rentals
and CDs in February.

The example shows
you how to enter a
formula into cell C9 by
clicking cells.

oo |~ o o[ w |-

10

® Click cell C6. That cell reference appears in cell C9
following the comma. Type a closing parenthesis after it.

@ Press ENTER to display the formula result, 45.94.

A color marquee surrounds each cell as it is selected
and disappears when you press ENTER to display the
result.

Enter formulas



Other ways to enter cell references

Here's a little more
information about how
Entertainment th|S fOI’mu|a WOI’kS

Cable TV
Yideno rentals

Movies 16.00 = 32.00

CDs
Totals

oo |~ o o[ w |-

=
=

The arguments C4 and C6 tell the SUM function what
values to calculate with. The parentheses are required to
separate the arguments from the function.

The comma, which is also required, separates the
arguments.

Enter formulas



Reference types

Now that you've
learned about using

N o cell references, it's
=C4*$D$9 time to talk about the
=C5*$D$9 different types.
=C6*$D$9 i

At The picture shows two
types, relative and
absolute.

@ Relative references automatically change as they're
copied down a column or across a row.

When the formula =C4*$D$9 is copied from row to row
In the picture, the relative cell references change from
C4 to C5 to Co6.

Enter formulas



Reference types

Now that you've
learned about using
cell references, it's

1) (2

=C4*$D$9 time to talk about the
=C5*$D$9 different types.
=C6*$D$9 :
The picture shows two
vy ¥ |
types, relative and
absolute.

® Absolute references are fixed. They don’t change if you
copy a formula from one cell to another. Absolute
references have dollar signs ($) like this: $D$9.

As the picture shows, when the formula =C4*$D$9 is
copied from row to row, the absolute cell reference
remains as $D$9.

Enter formulas



Reference types

There’s one more type
of cell reference.

1 2 ,
—C4*$D$9 'rll'he n:“fi(ed ref%rer;ce
—C5*$D$9 als either Zn a iso.ute
—C6*$D$9 column and a relative

row, or an absolute

vy ¥ .
row and a relative
column.

For example, $A1 is an absolute reference to column A
and a relative reference to row 1.

As a mixed reference is copied from one cell to another,
the absolute reference stays the same but the relative
reference changes.

Enter formulas



Using an absolute cell reference

HEEEE ==rEmEssssssEEl  You use absolute cell
e I TITRNE]  references to refer to
cells that you don't
want to change as the
ot || __ formula is copied.

Cable TV

References are relative by default, so you would have to
type dollar signs, as shown by callout 2 in the picture, to
change the reference type to absolute.

Enter formulas



Using an absolute cell reference

...... ==rFrEIEEEESEEE] Say you receive some
- S IRNTITRNE]  entertainment

coupons offering a

7 percent discount for
Enter tainment — — __ Vile[=Ye) rentals, mOVieS,

70 and CDs. How much

could you save in a
month by using the
discounts?

Cable TV

You could use a formula to multiply those February
expenses by 7 percent.

So start by typing the discount rate .07 in the empty cell
D9, and then type the formula in cell D4.

Enter formulas



Using an absolute cell reference

------ == IElEanEE] Say you receive some
- Alignment AINNTUTENE|  entertainment
coupons offering a
7 percent discount for
video rentals, movies,
and CDs. How much
could you save in a
month by using the
discounts?

Entertainment

Cable TV

@ Thenin cell D4, type =C4*. Remember that this relative
cell reference will change from row to row.

@® Enter a dollar sign ($) and D to make an absolute
reference to column D, and $9 to make an absolute
reference to row 9. Your formula will multiply the value in
cell C4 by the value in cell D9.

Enter formulas



""" = = : * || %66 8

]

Entertainment
Cahle TV
Yideo rentals

2 |Movies

CDs

Totals 95 g4 13092

Using an absolute cell reference

Say you receive some
entertainment
coupons offering a

7 percent discount for
video rentals, movies,
and CDs. How much
could you save in a
month by using the
discounts?

® Cell D9 contains the value for the 7 percent discount.

You can copy the formula from cell D4 to D5 by using
the fill handle. As the formula is copied, the relative cell
reference changes from C4 to C5, while the absolute
reference to the discount in D9 does not change; it
remains as $D$9 in each row it is copied to.

Enter formulas



Suggestions for practice

AT

Type cell references in a formulé.
Select cell references for a formula.
Use an absolute reference in a formula.
Add up several results.

Change values and totals.

Online practice (requires Excel 2007)

Enter formulas


http://office.microsoft.com/training/Training.aspx?AssetID=RP100745701033&CTT=6&Origin=RC100745681033

Test 2, question 1

e R T

How does an absolute cell reference work? (Pick one answer.)

1. The cell reference automatically changes when the formula is
copied down a column or across a row.

2. The cell reference Is fixed.

3. The cell reference uses the Al reference style.

Enter formulas



Test 2, question 1. Answer

AT T T

The cell reference is fixed.

Absolute cell references don’t change if you copy a formula from one cell
to another.

Enter formulas



Test 2, question 2

e R T

Which of these is an absolute reference? (Pick one answer.)

1. B4:B12

2. $A%$1

Enter formulas



Test 2, question 2: Answer

AT T T

$A%1

The dollar signs indicate an absolute reference to column A, row 1,
which does not change when it's copied.

Enter formulas



Test 2, question 3

e R T

If you copy the formula =C4*$D$9 from cell C4 to cell C5, what
will the formula be in cell C5? (Pick one answer.)

1. =C5*$D$9
2. =C4*$D$9
3. =C5*$E$10

Enter formulas



Test 2, question 3: Answer

AT T T

=C5*$D$9

As the formula is copied, the relative cell reference, C4, changes to C5.
The absolute cell reference, $D$9, does not change; it remains the
same in each row it is copied to.

Enter formulas
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functions




Simplify formulas by using functions

Function names
Function | Calculates express long formulas

AVERAGE | an average quickly.

MAX the largest number As prewritten
formulas, functions

simplify the process of
the smallest number entering calculations.

Using functions, you can easily and quickly create
formulas that might be difficult to build for yourself.

SUM is just one of the many Excel functions. In this

lesson you’ll see how to speed up tasks with a few
other easy ones.

Enter formulas



Find an average

Gener TR S-Sl You can use the
| & « 8% o ||%8 ;09 -:Znndi;:nnal Format Cell ._ o AVERAGE functlon to

Formatting = as Table = Styles - ==L Averags [r.

Number Styles Courk Nunt s find the mean average
' cost of all
Entertainment = o e nte rta| n m e nt fOI‘

Cahle TV

Video rentals

January and February.

Movies

Excel will enter the
formula for you.

1
2
3
4
5
i
7
a8

Click in cell D7, and then:

@ On the Home tab, in the Editing group, click the arrow
on the Sum button, and then click Average in the list.

® Press ENTER to display the result in cell D7.
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General

|8 - % o ||%8 5%

Number

Entertainment
Cahle TV
Videno rentals
Movies

zhs

Totals

1
2
3
4
5
]
7
8

L

16.00
18.48

95.94

¥ 3

| Conditional Format
Formatting = as Table = 5tyles -

Styles

Cell

Find the largest or smallest value

=i
Average

Count Murmbers

The MAX function
finds the largest
number in a range,
and the MIN function
finds the smallest
number in a range.

The picture illustrates
the use of MAX.

Start by clicking in cell F7. Then:

@ On the Home tab, in the Editing group, click the arrow

on the Sum button, and then click Max in the list.

@® Press ENTER to display the result in cell F7. The largest

value in the series i1s 131.95.

Enter formulas



Find the largest or smallest value

] The MAX function
General M ij %E‘ﬂ‘ _l_;l‘ﬂ‘ 3 Delete ~ Sum -
[ % -~ 8 » |[%8 5% Conditional Format Cell e Average flndS the |argeSt
Formatting -~ as Table ~ Styles - I_Ej Format ~ = 3
Mumber F Styles Cells Count Mumbers number N a range’
' and the MIN function
Entertainment . — — flndS the Sma”eSt

Cable TV

Yideo rentals

number in a range.

hovies
The picture illustrates
the use of MAX.

1
2
3
4
5
]
7
8

To find the smallest value in the range, you would click
Min in the list and press ENTER.

The smallest value in the series is 131.75.

Enter formulas



Print formulas

Formulas Data Review View : . | You Can pr'nt fOrmU|aS

[ Lookup & Reference~ <= 5 Define Name - 3= Trace Precedents  |5%] Show Form las

& Math & Trig - g £ Use in Formula =% Trace Dependents *§ Effc'r'iiheck:[‘?'s " and pUt them up o

- ﬂi.] Maore Functions = Mhalzr;;er ES Create from Selection { Remove Arrows ~ Ia Evaluate Formula your bu”etln board to
DEﬁnE:__rl:f:_Es Formula Auditing remlnd you hOW to
create them.

Entertainment .
Cable TV 52,99 52,99 But first, you need to

4 |Yideo rentals - o d ISplay the formu IaS

=6.99+11.99 1299+16.98 on the worksheet.

SUM{B3:BE)

Here’'s how:

1. Click the Formulas tab.

2. Inthe Formula Auditing group, click Show
Formulas .

Enter formulas



Print formulas

Review View

g 2= Define Mame -

£ Use in Formula
Mame — — g i
Manager E5 Create from Selection

Formulas Data

[_1 Lookup & Reference ~ f::ﬂ Trace Precedents I}-Z,_ri show Furml.L!as

ﬂ__é Math & Trig = ﬂi:f Trace Dependents "ij Error Checki "E =
= [fff] More Functions = . Remove Arrows = (£) Evaluate Formula
] More Funct 7 R A £ Evaluate F I

Defined Mames

Totals

Formula Auditing

Entertainment
Cable TV

4 “ideo rentals

=K g9
= SUM(B3BE)

You can print formulas
and put them up on
your bulletin board to
remind you how to
create them.

But first, you need to
display the formulas
on the worksheet.

Here’'s how:

3. Click the Microsoft Office Button §&lin the upper-
left corner of the Excel window, and click Print.

Tip: You can also press CTRL+ to display and
hide formulas.

Enter formulas



What's that funny thing in my worksheet?

Home Insert Page Layout Formulas Data Re'l.r-i;u; - Ulew B Somet| mes Excel
ﬁ E Autosum ~ “'_) Logical = l__} Lookup E'..Reference' E—_ﬁ _.:f Defir.m Mame - Can’t Calculate a
[ Recently Used = [A Text~ [ Math & Trig ~ S Use in Formula
F,.IJT;E.H |]_E1|} Financial = [E;' Date & Time = I]E] Mare Functions = Mhalzranger B Create from Selection formU|a because the
:I.runctinn Library Defined Mames formula Contalns an
' error.
Entertai t ’
ST If that happens, you'll
e rentale 82 see an error value in a

16.00

cell instead of a result.

Totals

Here are three common error values:

o #### The column isn’'t wide enough to display the
contents of the cell. To fix the problem, you can
increase column width, shrink the contents to fit the
column, or apply a different number format.

Enter formulas



What's that funny thing in my worksheet?

Home Insert Page Layout Formulas Data Review View

Sometimes Excel
ﬁ ¥ AutoSum v i Logical - [5, Lookup & Reference - E—_ﬁ = Define Name ~ Canlt Calculate a

- SO - (N  formula because the
Fundlion Liary Defined Hames formula contains an
error.

IEr:tjlrJt:"mment 5298 53 If that happens, yOU’”
e eniils e see an error value in a
CDs cell instead of a result.

Totals

Here are three common error values:

« #REF! A cell reference isn’t valid. Cells may have
been deleted or pasted over.

« #NAME? You may have misspelled a function name
or used a name that Excel doesn’t recognize.

Enter formulas



Find more functions

Insert Function

Search for a Function:

';.fpe a I:urleF descrlptlnn af what you want to do and then click Go -

O seleck & cateqgory: | Mos |‘FH||-r||'| Used

Select a function:

~
AVERAGE =
IF

HYPERLINK

SUM{number1,number?2,...)
adds all the numbers in a range of cells,

Help on this funckion

——

Excel offers many
other useful functions,
such as date and time
functions and
functions you can use
to manipulate text.

To see all the other functions:

1. Click the Sum button in the Editing group on the

Home tab.

2. Click More Functions in the list.

3. Inthe Insert Function dialog box that opens, you

can search for a function.

Enter formulas



Find more functions

Insert Function EXCeI OfferS many
hf r 3 function: other useful functions,

SR ———— ] -
e o cotoqarys o R e such as date and time
O seleck a cacegary BCEn S

Select a function: fu nCtionS and

N .
AVERAGE = functions you can use

IF

ot to manipulate text.

SUM{number1,number?2,...)
adds all the numbers in a range of cells,

Help on this funckion

In addition to searching for a function in this dialog box,
you can select a category and then scroll through the list
of functions in the category.

And you can click Help on this function at the bottom
of the dialog box to find out more about any function.

Enter formulas



Suggestions for practice

AT

Find an average.

Find the largest number.
Find the smallest number.
Display and hide formulas.
Create and fix error values.

Create and fix the error value #NAME?.

Online practice (requires Excel 2007)

Enter formulas
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Test 3, question 1

e R T

How would you print formulas? (Pick one answer.)

1. Click the Microsoft Office Button, and then click Print.

2. Click Normal on the View tab at the top of the screen, click
the Microsoft Office Button, and then click Print.

3. Inthe Formula Auditing group on the Formulas tab, click

Show Formulas: then click the Microsoft Office Button, and
click Print.

Enter formulas



Test 3, question 1. Answer

In the Formula Auditing group on the Formulas tab, click Show
Formulas; then click the Microsoft Office Button, and click Print.

Clicking Show Formulas displays the formulas on your worksheet
before you print.

Enter formulas



Test 3, question 2

e R T

What does #### mean? (Pick one answer.)

1. The column is not wide enough to display the content of the
cell.

2. The cell reference Is not valid.

3. You have misspelled a function name or used a name that
Excel doesn’t recognize.

Enter formulas



Test 3, question 2: Answer

AT T T

The column is not wide enough to display the content of the cell.

You can increase the column width to display the content.

Enter formulas



Test 3, question 3

e R T

What is the keyboard shortcut to display formulas on the
worksheet? (Pick one answer.)

1. CTRL+
2. CTRIESS

3. CTRL+;

Enter formulas



Test 3, question 3: Answer

AT T T

CTRL+

The " is next to the 1 key on most keyboards. The keyboard shortcut
displays and hides formulas.

Enter formulas



Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.

Enter formulas
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Learn how to figure out dates
using formulas in Excel




Course contents

Overview: It's a date
Lesson 1: What dates mean to Excel

Lesson 2: Calculate dates by using formulas

Each lesson includes a list of suggested tasks and a set of
test questions.

Learn how to figure out dates
using formulas in Excel



Overview: It's a date

How many workdays until vacation?
What's the finish date for a project?

7%
In this course, we’ll show you how to use
formulas to find the number of days

between dates.

You can calculate pretty much anything

using these formulas — and we’ll even
show you how to determine how many

days old you are.

Learn how to figure out dates
using formulas in Excel




Course goals

-

Use formulas to find the number of days between dates.
Determine the date that falls after a number of workdays.

Find a date that falls after a number of years, months, or
days.

Learn how to figure out dates
using formulas in Excel
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What dates mean to Excel

- ——

- There’s a difference
Insert  Page Layout LF_H/' "o - e . between What dateS

_J _i.‘ E:Ey calibri —- Home Insert Page Layout mean to you and Wha‘t
J Format Painter = y & Calibri N they mean tO EXC6|

Clipboard ] Font [Paste B I U -

f Format Painter |||

Clipboard [5 Font

@ 1o you, 8/22/2010 is a month, day, and year.
® 1o Excel, 8/22/2010 is serial number 40412.

In this lesson you’ll learn how Excel’s view of dates

makes it possible to do date arithmetic, and how to enter
dates in a format that Excel can understand.

Learn how to figure out dates
using formulas in Excel



The calendar starts in 1900

January 1, 1900
January 2, 1900
January 3, 1900

August 22, 2010

and into the future

Dates are stored in
Excel as serial
numbers starting with
1, which represents
January 1, 1900.
That’s when the Excel
calendar starts.

Each day after that adds one number to the sequence.
For example, January 2, 1900 is stored as 2.

That means if you type 8/22/2010, Excel stores the date
as 40412 — or 40411 days from January 1, 1900.

Learn how to figure out dates
using formulas in Excel



The calendar starts in 1900

January 1, 1900
January 2, 1900
January 3, 1900

August 22, 2010

and into the future

Storing dates as serial
numbers makes it
possible for Excel to
do date arithmetic.

To find the number of days between two dates, for
example, Excel subtracts one serial number from
another.

Learn how to figure out dates
using formulas in Excel



How EXxcel recognizes dates

Format Cels | Whether you type
g e oy e = ey 8/22/2010, 22-Aug-
- 2010, or even August
Namber e 22, 2010, it’s all stored
Currency y
Accounting = ot i
Doei__ as serial number
Percentage :}niidnesday, March 14, 2001 = 40412.
Fraction - -

3/14/01
- 03/14f01

Text 14-Mar

14-Mar-01

Scentific

Spedial
Custom -
Locale (ocation):

English (United States)

The exception is if you use a format that Excel doesn’t
recognize as a date.

For example, if you typed August-22,2010 or 8,22,10,

Excel would store that information as plain text, not a
serial number.

Learn how to figure out dates
using formulas in Excel



How EXxcel recognizes dates

Format Cells

Category:

General Sample

Mumber ciain
69,2010

Currency ) o/

Accounting = Type:

R
Percentage “Wednesday, March 14, 2001
Fraction ,J,‘IH
Scientific 3/14f01
Towt 03/14/01
'?p:a;cial 14-Mar
Custom 14-Mar-01 .
Locale (ocation):

English (United States)

Here’s how you can
change the format—or
see some of the other
ways you can use
slashes or hyphens to
format dates.

Right-click a cell with a date in it, and choose Format
Cells. Then you can:

@ Sclect Date in the Category list.

@® Seclect a date format in the Type list.

Learn how to figure out dates

using formulas in Excel



Suggestions for practice

AT

Format a date as a serial number.
Format a serial number as a date.
Select different date formats.

Enter the current date.

Online practice (requires Excel 2007)

Learn how to figure out dates
using formulas in Excel
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Test 1, question 1

e R T

Which of these dates will Excel store as plain text rather than
as a serial number? (Pick one answer.)

1. June 23, 2012
2. 23-June-12

3. June 23 2012

Learn how to figure out dates
using formulas in Excel



AT T T

Test 1, question 1: Answer

June 23 2012.

This date does not contain any formatting that Excel recognizes as a
date.

Learn how to figure out dates
using formulas in Excel



Test 1, question 2

-

What would happen if you used a formula to do math with
dates, but one of the dates was typed in a format that Excel
does not recognize as a date? (Pick one answer.)

1. Excel would display a message telling you to reformat the
date.

2. Excel would display an error value.

3. Excel would reformat the date into the correct format.

Learn how to figure out dates
using formulas in Excel



AT T T

Test 1, question 2: Answer

Excel would display an error value.

Excel would display #VALUE! instead of a formula result. In this case the
error value means that a cell in the formula contains text instead of a
date.

Learn how to figure out dates
using formulas in Excel



Test 1, question 3

e R T

8/22/2011 and 22-August-2011 are stored as different serial
numbers. (Pick one answer.)

1. True.

2. False.

Learn how to figure out dates
using formulas in Excel



Test 1, question 3: Answer

AT T T

False.

Same date, same number.

Learn how to figure out dates
using formulas in Excel
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Calculate dates by using formulas

T
To do arithmetic in

EXxcel, you use
formulas.

Function Used to find

NETWORKDAYS | Net number of workdays between
two dates

WORKDAY Date that falls a specified number of
workdays after another date

DATE Date that falls a specified number of
years, months, or days after another

TODAY Current date

In this lesson, you'll learn how to use a simple formula
to find the number of days between two dates, and
you'll see why it's very important to type dates so that

Excel can recognize them.

Learn how to figure out dates
using formulas in Excel



Find the number of days between two dates

L

Paste ot painter || B2 0[] Q- === S= £E|| = Merge & Center | Imagine that tOday IS

clpboae - Font June 9, 2010. Your

' S e e e \/aCation starts on
Aug. 21, 2010. You
want to find out how
many days there are
until vacation. Here’s
how to do the math.

@ Type asimple formula into an empty cell: =A3-A2
@® The result is that there are 73 days between the two
dates.

® The formula is visible in the formula bar near the top of
the worksheet whenever you select the cell that contains
the formula.

Learn how to figure out dates
using formulas in Excel



Find the number of workdays between two dates

Pivotfable Table || Aidure  CWp ~ Shapes SmartAt | Column Line Pie  Bar Area Scatter Dtherg Fmdmg the number of
Tables llustrations W()rkdays (Monday

sUM v{_: ¥ « fo | =NETWORKDAYS(A2,A3)| 3 through Fnday) between

two dates can’t be done

by simply subtracting

one date from another.

It requires a prewritten formula called the
NETWORKDAYS function, which calculates the net
number of workdays between two dates.

Learn how to figure out dates
using formulas in Excel



Find the number of workdays between two dates

PivotTable Table || Picture  Ciip ~ Shapes Smartar .::-:-II_||'|'||.'| line Pie Bar Area Scatter otnel It's still June 9, 2010,

Tabes Wustrations B8 and your vacation stil
sUM v (% ¥ « fi | =NETWORKDAYS(A2,A3) 3 starts on August 21,
2010, but now you want
to find how many

workdays until vacation.

Type the formula =NETWORKDAYS(A2,A3)

The result is that there are 53 workdays until vacation.

®o e

Once again, the formula is visible in the formula bar near
the top of the worksheet whenever you select the cell
that contains the formula.

Learn how to figure out dates
using formulas in Excel



Find the date after a number of workdays

Suppose you need to
find a date, such as an
invoice due date or

'“' lﬁﬂ. project end date that

5 Hn'id occurs a number of
workdays before or

after a certain date.

It's easy using the
3) DEETY) WORKDAY function.

Imagine that you have approximately 80 workdays in
which to complete a project that begins on 12/31/2010,
and you need to find the project end date.

First you'd enter those values into cells A2 and A3 as
shown. Next, you'd enter the dates of any holidays likely
to affect the calculation, each holiday in its own cell.

Learn how to figure out dates
using formulas in Excel



Find the date after a number of workdays

Suppose you need to
find a date, such as an
invoice due date or

'“' lﬁﬂ. project end date that

5 Hn'id occurs a number of
workdays before or

after a certain date.

It's easy using the
3) DEETY) WORKDAY function.

@ Then you would type the formula into an empty cell:
=WORKDAY(A2,A3,A4:A6)

® ...and find that the project must be completed by
4/22/2011.

Learn how to figure out dates
using formulas in Excel



Find the date after a number of months

o

Paste . panter || B 4 O & A~ |[E = =[5 £ | e werge & center | Say that you have
pbe SRR LSS about 25 months from
e e O 6/9/2011 to complete a
project, and you need
to find the project end
date.

You could do that by using the DATE function.

The DATE function has three arguments: year, month,
and day.

Learn how to figure out dates
using formulas in Excel



# Format Painter B . : i = = L= er |8 In thIS example’ you’d
':Ii.!iphc-a.rd . a .. = .'_- _— . Start by entel’lng 25 in
= e CC|l B2.

2 ?fafima_ __

@ Type this formula in cell A4: =DATE(2011,6+B2,9)
® The project ends on 7/9/2013.

® The formula is shown in the formula bar.

Learn how to figure out dates
using formulas in Excel



Find the date after a number of years, months, days

F'ajte # Format Painter : = SEC - -:- ; l; erge & '::'5-'-'5' Imaglne that yOU’Ve
leposid been given an
estimate of 1 year and

7 and a half months

e (15 days) to finish a

' project, and you need

6 | =DATE(2011+B2,6+83,9+84) to find the project end
date.

2 1!24; 2n13_

You can use the DATE formula once again.

Learn how to figure out dates
using formulas in Excel



Find the date after a number of years, months, days

F'ajte # Format Painter . == el ===| ; l; erge & '::":-'-":' Start by enterlng thOSe
Lob values into cells, as
shown in the picture.

2 1!24; 2n13_

@ Then type this formula into cell A6:
=DATE(2011+B2,6+B3,9+B4).

@® The result shows that the project ends on January 24,
2013.

The formula is shown in the formula bar.

Learn how to figure out dates
using formulas in Excel



Page Layout Formulas Data Review View

|A‘- J'kr.l |§
(B I O~ |22 & ||| E

<3 Copy
# Format Painter

Clipboard P Font

=ToDAY() |

- The TODAY function

IS unusual; it's one of
the few Excel
functions that doesn't
require any argument,
although it does
require opening and
closing parentheses:
=TODAY/()

TODAY inserts the current date, which is updated each
time a workbook is opened or recalculated.

You can use it to find out things like how many days old
you are, based on today’s date.

Learn how to figure out dates
using formulas in Excel



Suggestions for practice

AT T T

Find the total number of days bétween two dates.

Find the number of workdays between two dates.

Find the date after a number of workdays.

Find the number of workdays before a date.

Find the date after a number of months.

Find the date after a number of years, months, and days.
Update formula results.

Find out how many days old you are today.

Online practice (requires Excel 2007)

Learn how to figure out dates
using formulas in Excel



http://office.microsoft.com/training/Training.aspx?AssetID=RP102786171033&CTT=6&Origin=RC102786151033

Test 2, question 1

e R T

Which function would you use to find the date that falls after a
number of workdays? (Pick one answer.)

1. NETWORKDAYS
2. WORKDAY

3. TODAY

Learn how to figure out dates
using formulas in Excel



AT T T

Test 2, question 1. Answer

WORKDAY

Use WORKDAY to find a date, such as a due date or end date, that is a
number of workdays before or after a date.

Learn how to figure out dates
using formulas in Excel



Test 2, question 2

e R T

What do you type to start a formula in Excel? (Pick one
answer.)

1. Afunction.
2. Mathematical operators.

3. An equal sign (=).

Learn how to figure out dates
using formulas in Excel



Test 2, question 2: Answer

AT T T

An equal sign (=).

Every formula begins with an equal sign. If a formula does not produce
results, check to see if there’s an equal sign at the beginning.

Learn how to figure out dates
using formulas in Excel



Test 2, question 3

e R T

How many arguments does the DATE function have? (Pick
one answer.)

1. One.
2. Two.
3. Three.

Learn how to figure out dates
using formulas in Excel



Test 2, question 3: Answer

AT T T

Three.

The arguments are year, month, and day.

Learn how to figure out dates
using formulas in Excel



Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.

Learn how to figure out dates
using formulas in Excel
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Get up to speed”




Course contents

AT T T

Overview: A hands-on introduction
Lesson 1: What's changed, and why
Lesson 2: Get to work in Excel

Lesson 3: A new file format

The first two lessons include a list of suggested tasks, and
all include a set of test questions.

Get up to speed



Overview: A hands-on introduction

e —— TR

Excel 2007 has a new look! It's got the
_ familiar worksheets you're accustomed
== to, but with some changes.

Notably, the old look of menus and
buttons at the top of the window has
been replaced with the Ribbon.

This course shows you how to use the
Ribbon and highlights the other
changes in Excel that will help you
make better worksheets, faster.

Get up to speed




Course goals

e

Get a handle on the new look of Excel.

Find everyday commands on the Ribbon: Cut, Copy,
Paste, Insert Sheet Rows, Insert Sheet Columns, and
Sum.

Save workbooks in the new Excel file formats.

Get up to speed
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What's changed, and why

Insert

Calibri

Yes, there’s a lot of
3 change in Excel 2007
Page Layout Formulas Review View

-lu A || [ ==

§ It's most noticeable at
= General
|| SRS

the top of the window.
= |8 - % 0

Alignment

But it's good change.

The commands you need are now more clearly visible and
more readily available in one control center called the
Ribbon.

Get up to speed



What's on the Ribbon?

Tl

The three parts of the
Ribbon are tabs,

Calibri 11 - |A‘ A |§ ||@,;| é_ 3 grOUpS, and
= oA ll= = # commands.

Paste o |||B £ I | |EE = - |8 -~ % »|[|%

Home Insert Page Layout Formulas Review View

Clipboard T« Font F] | Alignment [ | Mumber
.-_I —I — — - ¥ —1

@ Tabs: Tabs represent core tasks you do in Excel. There
are seven tabs across the top of the Excel window.

Groups: Groups are sets of related commands,
displayed on tabs.

® Commands: Acommand is a button, a menu, or a box
where you enter information.

Get up to speed



What's on the Ribbon?

Tl

How do you get
started on the
Ribbon?

Home Insert Page Layout Formulas Review View

[ coibn lu A w|||[F [®-] &3
Paste B I U - &4
s o -l

& - A E |= =[-8 - % 2%

Begin at the

Clipboard T« Font F] Alignment [ MWumber
S B Dbeginning.
3 C D E - G

The principal commands in Excel are gathered on the
first tab, the Home tab.

Get up to speed



What's on the Ribbon?

Tl

Groups pull together
all the commands
you're likely to need
for a particular type of

Home Insert Page Layout Formulas Review View

o [[LC2En -lu A ||[F [®-] &3
Paste B I U - &4
s o -l

& - A E |= =[-8 - % 2%

Clipboard T« Font F] | Alignment | MWumber taSk
o - - - / G :

Throughout your task, groups remain on display and
readily available; commands are no longer hidden in
menus.

Instead, vital commands are visible above your work
space.

Get up to speed



More commands, but only when you need them

Home Insert Page Layout Frmas Data Review View . The Commands On the

oc— _—-..II , B |:|:| .*.I i i i . . i .. .
i2l O el BB P 2 pll A @ S ol 0 0 Ribbon are the ones
FivotTable Table Picture Clip S5Shapes SmartArt ||| Column Line Pie Bar Area Scatter ._.: you use the most

- Art - - - - -
Tables Hllustrationg Charts

Chart Tools

Formulas Data Review View Design Layout Format

Chart Layouts Chart Styles

Instead of showing every command all the time, Excel
2007 shows some commands only when you may need
them, in response to an action you take.

So don’t worry if you don’t see all the commands you
need at all times. Take the first steps, and the
commands you need will be at hand.

Get up to speed



More options, If you need them

'E':"l 'H ) u =
Home Insert Page Layout Formulas Data Review View

_-:] ® | |[Calibri -l LA AT [
. EE]

Paste o ||B.Z O || A-|||=E = =||EE £E||E % v | %G8 0

Clipboard ™ Font P F] Mumber

Murmber | Alignment

e

- Sometimes an arrow,

called the Dialog Box
Launcher, appears in
the lower-right corner
of a group.

This means more
options are available
for the group.

Click the Dialog Box Launcher H, and you'll see a
dialog box or task pane. The picture shows an example:

@ On the Home tab, click the arrow B in the Font group.

® The Format Cells dialog box opens, with superscript
and other options related to fonts.

Get up to speed



Put commands on your own toolbar

Do you often use
commands that aren’t
as quickly available as
you'd like?

You can easily add
them to the Quick
Access Toolbar.

Animation: Right-click, and click Play.

Play the animation to see the process of adding a
button to the toolbar and then removing a button from
the toolbar.

Get up to speed



Put commands on your own toolbar

Do you often use
Home Insert Page Layout Formulas Data Review View Commands that aren’t
g From Access 5y > = |35] Connections || 4 i Clear . .
SN E T NE d r as quickly available as

3 Properties ” ".- Reapply
From Other Existing Refresh =2 Edit Links "*‘I" sort Fiiter f? Advanced yOU ’d ||ke?

ey _ - .
;5 From Text Sources = | Connections All -

Get External Data Connectio fdd to Quick Access Toolbar [
&3
Customize Quick Access Toolbar.. .

=i From Web

You can easily add
them to the Quick
Access Toolbar.

The Quick Access Toolbar is above the Ribbon when
you first start Excel 2007. There, commands are always
visible and near at hand.

Get up to speed



What about favorite keyboard shortcuts?

(o v
_] " 1[_ . = :—;DC keyboard more than
e | * the mouse, you'll want

e L —w {0 Know that the

ey ) G (B H 2200 Ribbon design comes
Hﬂlﬂe I ”| ~ Formu ~ Data _' " Home Insert ] g
;'— — S Fe|lrd) AT [Am]as] [FQ o with new shortcuts.

Calibri = = Ba Calibri

Paste . |B J U - = = === & 'as _.|BIUv
S = s =

Clipboard =

A

1 |Ravioli Angelo 1 |Ravioli Angelo Ravioli Angelo

This change brings two big advantages over previous
versions of Excel:

* There are shortcuts for every single button on the
Ribbon.

« Shortcuts often require fewer keys.

Get up to speed



What about favorite keyboard shortcuts?

D D E he new shortcuts

I E 3 also have a new
e name: Key Tips.

P W . 28 ) 3 e - t5 =
' 3 3 . ( H9-0 -
0) 066" § a

e | I sl You press ALT to
A Foleg (a1 (awilee] (g —= make Key Tips

Calibri = = i Calibri

F'ajte_:;j. 'B I U - == =|[& = - ; i appear.

Clipboard =

A

1 |Ravioli Angelo 1 |Ravioli Angelo Ravioli Angelo

For example, here’s how to use Key Tips to center text:

@ Press ALT to make the Key Tips appear.
@® Press H to select the Home tab.

@® Press A, then C to center the selected text.

Get up to speed



What about favorite keyboard shortcuts?

What about the old keyboard shortcuts’P

Keyboard shortcuts of old that begin with CTRL are still intact, and
you can use them the same way you always have.

For example, the shortcut CTRL+C still copies something to the
clipboard, and the shortcut CTRL+V still pastes something from the
clipboard.

Get up to speed



A new view

Not only the Ribbon is
new in Excel 2007.

Page Layout view is
new, too.

If you've worked in Print Layout view in Microsoft Office
Word, you'll be glad to see Excel with similar
advantages.

Get up to speed



A new view

To see the new view,
click Page Layout
View on the View
toolbar [EENE] .

Here’s what you'll see in the worksheet:

@ Column headings.
® Row headings.

® Margin rulers.

Get up to speed



A new view

In Page Layout view
there are page margins
at the top, sides, and
bottom of the worksheet,
and a bit of blue space
between worksheets.

Rulers at the top and
side help you adjust
margins.

Other benefits of the new view:

* You don’t need to use Print Preview to find problems
before you print.

e |t's easier than ever to add headers and footers.

* You can see different worksheets in different views.

Get up to speed



Working with different screen resolutions

LR .

Home Insert Page Layout Formulas Everyth|ng descnbed
Formulas Data F!.E'l.riem.ré Iz====1 - 1 ’ I:j —_ . £
Ruler ¥| Formula E:aré '_‘ 'J 13 | % L ' _E;'-'-E| SO far app“es If your
: = ShowyHide| Zoom 100% Zoomto screen iIs Set tO hlgh

Mormal| Page Layout
: * selection

¥ Gridlines ¥ Headings o

Message Bar | Workbook Views oom resolution and the

Showy/Hide Bl 1 Ruler ¥ Formula Bar . ;
. W Gridlines ¥ Headings Excel WIndOW IS
RS maximized.

Show/Hide

I If not, things look

High Resolution Low Resolution ]
different.

When and how do things look different?

« At low resolution. If your screen is set to a low
resolution, for example to 800 by 600 pixels, a few
groups on the Ribbon will display the group name only,
not the commands in the group.

Get up to speed



Working with different screen resolutions

LR .

Home Insert Page Layout Formulas Everyth|ng descnbed
Formulas Data Review | (== = T P m=== : L
N == NIEI- o E8 so far applies if your

Ruler W Formula Bar I':j ----- '

— [Shew/Hide| Zoom 100% Zoomto screen iS set to h|gh

View —| s Selection

Message Bar "u'l.-'cnrk;h::mk"u"iem.rs £oom I'eSO|UtIOn and the

| |Mormal| Page Layout
| Gridlines ¥ Headings E o

Showy/Hide Ruler ¥ | Formula Bar

W Gridlines ¥ Headings Excel WIndOW IS
— maximized.

Show/Hide

I If not, things look

High Resolution Low Resolution ]
different.

When and how do things look different?

« When the Excel window isn’t maximized. Some
groups will display only the group name.

 With Tablet PCs. On those with smaller screens, the
Ribbon adjusts to show smaller versions of tabs and
groups.

Get up to speed



Suggestions for practice

AT

Enter text.

Adjust column width.
Change document views.
Show or hide white space.

Add a button to the Quick Access Toolbar.

Online practice (requires Excel 2007)

Get up to speed
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Test 1, question 1

e R T

You can customize Excel 2007 by adding commands to the
Quick Access Toolbar. (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 1, question 1: Answer

AT T T

True.

You can add the commands you want to be at your fingertips to the
Quick Access Toolbar.

Get up to speed



Test 1, question 2

e R T

Some commands appear only when you need them. (Pick one
answer.)

1. True.

2. False.

Get up to speed



Test 1, question 2: Answer

AT T T

True.

Take the first step or two, and a new tab will appear, with all the
commands you need. For example, insert a chart, or a header and
footer, and you’ll see more commands.

Get up to speed
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Get to work In Excel

- The first lesson helped
you get oriented to the
new look of Excel
2007.

Now it's time to get to
work.

Say you've got a half hour before your next meeting to
make some revisions to a worksheet that you created in
a previous version of Excel.

Can you do the basic things you need to do in Excel
2007, in just 30 minutes? This lesson will show you how.

Get up to speed



Open your file

Tl

First things first. You

want to open an

existing workbook

-8 - % v |8 S created in an earlier
J version of Excel.

Do the following:

@ Click the Microsoft Office Button (& .
@® Click Open, and select the workbook you want.

® Also note that you can click Excel Options, at the
bottom of the menu, to set program options.

Get up to speed



Insert a column

e T,

Now you want to add
a column to your
worksheet to identify
product categories.

You want it to go
between two existing
columns of data.

Animation: Right-click, and click Play.

View the animation to see the process of inserting a
column into the worksheet.

Get up to speed



Insert a column

Now you want to add
a column to your

1. worksheet to identify
product categories.

Insert
Column

It should go between
two existing columns
of data, Quantity and
Supplier.

Your worksheet contains rows of products ordered from
various suppliers, and you want to add the new column
to identify the various products as dairy, grains,
produce, and so on.

Get up to speed



Insert a column

-

Follow this procedure to add the column between the Quantity column
and the Supplier column:

1. Click in the Supplier column. Then on the Home tab, in the Cells
group, click the arrow on Insert.

2. On the menu that appears, click Insert Sheet Columns. A new
blank column is inserted, and you enter the new data in the
column.

3. If you need to adjust the column width to fit the data, in the Cells
group, click the arrow on Format. In the list that appears, click
AutoFit Column Width.

Get up to speed



Format and edit data

T | - ] You format and edit
D[ Home | mset  Pagelayout  Formulas Jata data by USing

1 commands in groups
on the Home tab.

Arial 110 - |A A7
=]

1 |Product ID1Product Name (Quantity | Category Supplier

For example, the column titles will stand out better if
they are in bold type.

To make it so, select the row with the titles and then on
the Home tab, in the Font group, click Bold.

Get up to speed



Format and edit data

- -

T | — 1 While the titles are still
[ Home | msen  Fagelayoust  Fommuls  Data Review  View ] selected, you decide
Arial -0 -[A a7 » to Change their color

' = 5 1 and their size, to make
them stand out even
more.

|

1 |Product IIZI_F' roduct Name Quantity  Category Supplier

In the Font group, click the arrow on Font Color. You'll
see many more colors to choose from than before.

You can also see how the title will look in different colors
by pointing at any color and waiting a moment.

Get up to speed



Format and edit data

B e e

You can use the Font group to take care of other formatting and editing
options, too.

» To increase the font size, click Increase Font SizelN.

« While the titles are still selected, you decide to center them in the
cells. In the Alignment group, click Center &.

* Finally, you find that you need to enter one more order for
Louisiana Fiery Hot Pepper Sauce. Select that product name, and
in the Clipboard group, click Copy E&. Then click in the bottom

=
]

row, and in the Clipboard group again, click Paste

Get up to speed



Enter a formula

- Before handing off
your report, you want
to add up the numbers

ksl N the Quantity
e column.

It's easy: Use the Sum
button .

@ Place the cursor in the last cell in the Quantity column,
and then click the Sum button on the Home tab. (It's in
the Editing group.)

® Press ENTER to see the formula result.

Get up to speed



Add headers and footers

e As a finishing touch,
Page Layout Farmulas Data Review View T you deC|de to add
H:j % l| 7~ @& 0 e - ; Different First Page headers and fOOterS to
Mumber Current Current  File File  Sheet Picture Format Goto Goto Different Odd & Even the WorkSheet_

of Pages Date Time Path  Mame Mame Picture || Header Footer
Header & Footer Elements Mavigation

This will help make

' clear to everyone what
the data is about.

Click to add header

Here's what to do:

1. Switch to Page Layout view. You can click the View
tab, and then click Page Layout View In the
Workbook Views group. Or click the middle button
on the View toolbar at the bottom of the
window.

Get up to speed



Add headers and footers

e As a finishing touch,
Page Layout Farmulas Data Review View T you deC|de to add
H:j % l| 7~ @& 0 e - ; Different First Page headers and fOOterS to
Mumber Current Current  File File  Sheet Picture Format Goto Goto Different Odd & Even the WorkSheet_

of Pages Date Time Path  Mame Mame Picture || Header Footer
Header & Footer Elements Mavigation

This will help make

' clear to everyone what
the data is about.

Click to add header

Here's what to do:

2. Click in the area at the top of the page that says
Click to add header.

3. As soon as you do, the Header & Footer Tools and
the Design tab appear at the top of the Ribbon.

Get up to speed



It's time to print the

|:| Ij‘—ﬂ Ij LIE‘ i|_5| | .| '_:jl ;_f';"-.“."idth: Automatic | | Gridlines report
=] = == | .;1|J Height: |Automatic = || W View 1'"

Margins Orientation  Size Print Breaks Background Print ; e s )
g = = ﬂgcam; 100% o Print

v vF-age.lHﬁ-:sr:tau; v o Scale ta Fit G| Sheet Dpticnr'lé In Page Layout VieW,
1 you can make
adjustments and see
the changes on the
screen before you

Product ID |Product Hame Quantity Category Supplier prl nt

Page Layout Formulas Cata Review View

Here’s how to use Page Layout view:

1. Click the Page Layout tab.

2. In the Page Setup group, click Orientation and then
select Portrait or Landscape. In Page Layout view,
you'll see the orientation change, and how your data
will look each way.

Get up to speed



It's time to print the

|:| Ij"“ Ij i|_5| | .| '_:jl ;_f';"-.“."idth: Automatic | | Gridlines report
1 =] - i 3] Height: Automatic ~ ||| V| view |V

Margins Orientation  Size Print Breaks Background Print ; e s )
g = = ﬂgcam; 100% o Print

v vF-age.lHﬁ-:sr:tau; v o Scale ta Fit G| Sheet Dpticnr'lé In Page Layout VieW,
1 you can make

adjustments and see

the changes on the

1 screen before you
Product ID |Product Hame Quantity Category Supplier prlnt

Page Layout Formulas Cata Review View

Here’s how to use Page Layout view:

3. Still in the Page Setup group, click Size to choose
paper size. You'll see the results of your choices as
you make them. (What you see is what you print.)

Get up to speed



The New Workbook window

The New Workbook
window offers the

Blank and recent : perfeCt place tO Start
Installed Termplates Blank and recent |n Excel 5

My templates...

Mew From existing. .. r l 1

Microsoft Office Online
Elank Workboolk

New Workbook

Templates

Featured

Agendas Recently Used Templates
Budgets

Calendars

When you click the Microsoft Office Button B
then click New, the New Workbook window opens.

At the top of the window, you can select either a new
blank workbook or a template.

Get up to speed



Suggestions for practice

AT

Insert a column.

Use AutoSum.

Add a header and a footer.
Add a few finishing touches.

Explore print options.

Online practice (requires Excel 2007)
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http://office.microsoft.com/training/Training.aspx?AssetID=RP100620771033&CTT=6&Origin=RC100620751033

Test 2, question 1

e R T

To insert a new column, you use the commands in the Cells
group on the Home tab. (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 2, question 1. Answer

AT T T

True.

Then click the arrow next to Insert, and then click Insert Sheet
Columns.

Get up to speed



Test 2, question 2

e R T

Where is the button that you click to find commands to open
and close your files? (Pick one answer.)

1. On the first tab.
2. Inthe upper-left corner of the window.

3. Underneath the Ribbon.

Get up to speed



Test 2, question 2: Answer

AT T T

In the upper-left corner of the window.

Click the big round Microsoft Office Button in the upper-left corner.
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Test 2, question 3

-

In Page Layout view, you want to add a header to your
worksheet, but you don’t see the commands you need. To get
the commands, you need to click in the area that says “Click
to add header.” (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 2, question 3: Answer

AT T T

True.

As soon as you do, the Header & Footer Tools and the Design tab
appear on the Ribbon. These have all the commands to work with
headers and footers.

Get up to speed



A new file form:




A new file format

Excel has a new file
format.

But you can still open
and edit older
workbooks and share
files with people who
don’t have Excel
2007.

The new file format brings increased security for your
files, reduced risk of file corruption, reduced file size,
and new features.

Get up to speed



Working with files from earlier versions

=xcel 2007, you
can open files created
In Excel 95 through
Excel 2003.

But what if you're the first person in your office to have
Excel 20077 What if you need to need to share files with
departments that don’t have Excel 2007 yet?

Don’t panic. You can all share workbooks with each
other.

Get up to speed



Working with files from earlier versions

s e e

Here’'s how:

 Old files stay old unless you choose otherwise.

— Excel will save an older file in its original format unless you specify
otherwise. For example, if it started in Excel 2003, Excel 2007 saves it
in 2003 format by default.

* Newer features warn you if you save a file as older.

— When you save a file in a previous version’s format, and the 2007
features you used are not compatible with the previous version, a
Compatibility Checker tells you so.

Get up to speed



Working with files from earlier versions

s e e

Here’'s how:

* You can always copy newer files in newer format first.

— Just tell Excel you want an Excel Workbook (*.xIsx). That copy of the
file will contain all the Excel 2007 features.

* You can share documents between versions by using a converter.

— Colleagues with Excel 2000 through 2003 can open 2007 files by
downloading and using a converter.

Get up to speed



Benefits of the new format

file format
eans improvements
to Excel.

" 1,048,576
rows

Here are its chief benefits:

» New features
o Safer files

 Less risk of file corruption

Get up to speed



Benefits of the new format

file format
eans improvements
to Excel.

" 1,048,576
rows

Here are its chief benefits:

» Reduced file size

 More useful data
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New file formats, new options when you save

n Excel 2007, you can
choose from several
file types.

« Excel Workbook (*.xIsx). Use when there are no macros or VBA code.

« Excel Macro-Enabled Workbook (*.xIsm). Use when there are macros or VBA
code.

« Excel Template (*.xltx). Use when you need a template.

Get up to speed



New file formats, new options when you save

n Excel 2007, you can
choose from several
file types.

 Excel Macro-Enabled Template (*.xltm). Use when you need a template and
the workbook contains macros or VBA.

« Excel Binary Workbook (*.xIsb). Use with an especially large workbook.

Get up to speed



New file formats, new options when you save

n Excel 2007, you can
choose from several
file types.

« Excel 97-Excel 2003 Workbook (*.xls). Use when you need to share with
someone working in a previous version of Excel.

« Microsoft Excel 5.0/95 Workbook (*.xls). Use when you need to share with
someone using Microsoft Excel 5.0.

Get up to speed



Test 3, question 1

e R T

If you save a file that was created in a previous version of
Excel as an Excel 2007 file, the file can use all the new Excel
features. (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 3, question 1. Answer

T

True.
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Test 3, question 2

Why was the Excel 2007 file format changed to XML? (Pick
one answer.)

AT T T

1. New features could be added to Excel.
2. Files are safer.

3. Less risk of file corruption.

4. Reduced file size.

5. All of the above.

Get up to speed



Test 3, question 2: Answer

T

All of the above.
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Test 3, question 3

-

Someone sends you an Excel 2003 file, which you open in
Excel 2007. When you’'re finished working with it in 2007, the
file will automatically be saved as Excel 2007, unless you
change the option. (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 3, question 3: Answer

AT T T

False.

If it started in Excel 2003, Excel 2007 saves it in the 2003 format unless
you say otherwise.

Get up to speed



Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.

Get up to speed
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Get started with
PivotTable® reports




Course contents

T T

Overview: Make sense out of data

Lesson: Make your data work for you

The lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Make sense out of data

e TR T

Your worksheet has lots of data, but do
3 you know what those numbers mean?
== Does the data answer your questions?

PivotTable reports offer a fast and
powerful way to analyze numerical
data, look at the same data in different
ways, and answer questions about it.

In this short course you'll learn how
PivotTable reports work and find out
how to create one in Excel 2007.
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Course goal

AT T T

Use a PivotTable report to analyze and summarize your
data.
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Make your data work for you

Country Salesperson | Order Amount

Suyama
Peackock
Leverling
Peacock

Leverling

Leverling
Peac

' Buchanan

| Callahan

| Davolio

| Dodsworth
Fuller
King
Leverling
Peacock
Suyama
Grand Total

68792.25
123032.67
182500.09

75048.04
162503.78
116962.99
201196.27
225763.68

72527.63
1228327.4

Imagine an Excel
worksheet of sales
figures. It lays out
thousands of rows of
data about
salespeople in two
countries along with
how much they sold
on individual days.

It's a lot of data to deal with—Ilisted in row after row
and divided into multiple columns. How can you get
Information out of the worksheet and make sense out

of all of the data?

Use PivotTable reports. They turn the data into small,
concise reports that tell you exactly what you need to

know.
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Review your source data

LRl Before you start to
e Ve 8 work with a PivotTable
8 report, take a look at
your Excel worksheet
to make sure it's well
prepared for the
report.

== B |8 - % o ||%8 40

Alignment F] Number

1 |Country Salesperson Order Amount Order Date OrderID

2 Canada Buchanan £440.00 7/16/2009 10248
Suyama $1,863.40 7/10/2009 10249
Peackock %$1,552.60 7/12/2009 10250
Leverling $654.06 7/15/2009

When you create a PivotTable report, each column of
source data becomes a field that you can use in the
report.

Fields summarize multiple rows of information from the
source data.
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Review your source data

LBl The names of the
e Ve 3 fields for the report
8 come from the column
titles in your source
data. So be sure you
have names for each
column across the first

== B |8 - % o ||%8 40

Alignment F] Number

1 |Country Salesperson Order Amount Order Date OrderID
2 Canada Buchanan £440.00 7/16/2009 10248
Suyama $1,863.40  7/10/2009 10249 B row of the worksheet

Peackock $1,552.60 7/12{2009 10250

Leverling $654.06 7/15/2009 In th e source d ata .

The remaining rows below the headings should contain
similar items in the same column.

For example, text should be in one column, numbers In
another column, and dates in another column. In other
words, a column that contains numbers should not
contain text, and so on.
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Review your source data

Bl Finally, there should
R 8 be no empty columns
8 within the data that
you're using for the
PivotTable report.

Country Salesperson Order Amount Order Date OrderID

2 Canada Buchanan £440.00 7/16/2009 10248
Suyama $1,863.40 7/10/2009 10249

Peackock %$1,552.60 7/12/2009 10250

Leverling $654.06  7/15/2009 10251

It's also best if there are no empty rows.

For example, blank rows that are used to separate one
block of data from another should be removed.
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Get started

Home Insert Page Layout Formulas Dat F!.E'l.l'iE;a".l' View ) Here’S hOW to get
1 ) = o RN e ] started with a
F'i'u'-:n’r;'rratfl_!;a ' Area  Scatter .;:[ﬁt;:ér PIVOtTabIe report

AL

Tablés =005 T : |
EmEEER 0 [E[F You use the Create

() Use an external data source . *
PivotTable dialog
box, shown here.

1. When the data is ready, click anywhere in the data.

2. Onthe Insert tab, in the Tables group, click
PivotTable, and then click PivotTable again. The
Create PivotTable dialog box opens.
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Get started

Haome Insert Page Layout Formulas Data Review View i H ere ’S h ow to g et

RN e ] started with a

F'i'u'-:n’rira L[nle ' Area  Scatter .;:':ﬁg:é r P IVOtTab I ere po rt .

45 : daka that wou want ko analyze

Tablgs I

a kable or range

You use the Create
PivotTable dialog
box, shown here.

3. The Select a table or range option is already
selected for you. The Table/Range box shows the
range of the selected data, which you can change Iif
you want.

4. Click OK.
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PivotTable report basics

Haome Insert Page Layout Formulas Data Wiew : [ .-'-n 5 | Th'S IS What you See
:;:;1:: :lr'-larne: Active Field: = H I':::I||_-III-:I-:1|:|| A I n th e n eW WO I'kS h e et
i Options - D) Field Settings E 5| -'3|-:-I.||:- Field A sort F!'Efiﬂh I::h;?,?,iffta after yOU CIOSe the
PivotTable Active Field Group S0

Create PivotTable
dialog box.

PivotTable Field List

Choose fields to add to report:

[[] Country
[ ]5alesperson
To build a report, choose [|Order Amount

fields from the PivotTable
Field List [JOrder Date

1
2
3
":1'
3
5
7

@ On one side is the layout area ready for the PivotTable
report.

@® On the other side is the PivotTable Field List. This list
shows the column titles from the source data. As
mentioned earlier, each title is a field: Country,
Salesperson, and so on.
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PivotTable report basics

Haome Insert Page Layout Formulas Data Wiew : [ .-'-n 5 | You Create the

F'i:-.-‘-:ntTatnIe Mame: || Active Field: = # Group Selection . PIVOtTabIe report by
PivotTablel B @ Ungroup _ - - N N
T Options - ) Field Settings 3 &3] Group Field Ay 200 F"E”vem IIJI;,;I,IJJ::Eftd mOVIng any Of the
PivotTable Active Field Group Sort

flelds shown in the
PivotTable Field List
PivotTable Field List to the |ay0ut area.

Choose fields to add to report:

[[] Country
[ ]5alesperson
To build a report, choose [|Order Amount

fields from the PivotTable []Order Date
Field List

1
2
3
":1'
3
5
7

To do this, either select the check box next to the field
name, or right-click a field name and then select a
location to move the field to.
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Build a PivotTable report

e T,

Now you’re ready to
build the PivotTable
report. The fields you
select for the report
depend on what you
want to know.

To start: How much
has each person sold?

Animation: Right-click, and click Play.

To get this answer, you need data about the
salespeople and their sales numbers. So in the
PivotTable Field List, select the check boxes next to
the Salesperson and Order Amount fields. Excel then
places each field in a default area of the layout.
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el i

Build a PivotTable report

F | G Now you’re ready to
build the PivotTable
report. The fields you
: select for the report

To build a report, choose

fields frﬂlz:'le::[:l?_];\mtTahle [ |Order Date depend on Wh at you

[ |OrderiD
want to know.

I

1
2
3
4
5
6
7
8
3

Dwvag fields between areas below:

LB TO Start: How much
has each person sold?

To get the answer, you need data about the salespeople
and their sales numbers.

So in the PivotTable Field List, you'll select the check
boxes next to the Salesperson and Order Amount
fields. Excel then places each field in a default area of
the layout.
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Build a PivotTable report

F | 6 The gray table at the
illustration’s far left

1
2
— provides a conceptual
5 _ view of how the report
6 To build a report, choose ) A
| fields from the PivotTable [Jorder Date will automatically
[ |OrderiD
8 appear based on the
9 5
0 Dwvag fields between areas below: f|9|dS yOU Se|eCt.

“v Report Filter | Column Labels

Here are details.

The data in the Salesperson field (the salespeople’s
names), which doesn’t contain numbers, is displayed as
rows on the left side of the report.

The data in the Order Amount field, which does
contain numbers, correctly shows up in an area to the
right.
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Build a PivotTable report

el i

F It doesn’t matter
whether you select the
check box next to the
Salesperson field

To build a report, choose

fields frﬂlz?e::[:l?_]:i\mﬂahle []Order Date before or after th e
[(]OrderiD ;

- Order Amount field.

Drag fikds between areas below: Excel automatically

LA R L8 puts them in the right
place every time.
Fields without numbers will land on the left, and fields

with numbers will land on the right, regardless of the
order in which you select them.
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F | G That's it. With just two
mouse clicks, you can
see at a glance how

_ much each
To build a report, choose
fields from the PivotTable [JOrder Date Salesperson Sold

Field List
el [ ]OrderID

Build a PivotTable report

And here are a couple
[::gRﬁ:lp‘;thlf::mamﬂbdghmn Labels Of partlng tIpS On the

|—‘ |—‘ topic.

First, it's fine to stop with just one or two questions
answered; the report doesn’t have to be complex to be
useful. PivotTable reports can offer a fast way to get a
simple answer.

Next, don’t worry about building a report incorrectly.
Excel makes it easy to try things out and see how data
looks in different areas of the report.
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See sales by country

E
PivotTable Field List

(A
Canada [r- Choose fields to add to report:
USA [+] Country

[+]|Salesperson

Order Amount

[ ]Order Date

[[]OrderID

1
5
3
4
5
6
7
8
9

Dwvag fields between areas below:
“ Report Filter | Column Labels

Now you know how
much each
salesperson sold. But
the source data lays
out data about
salespeople in two
countries, Canada and
the United States.

So another question you might ask is: What are the
sales amounts for each salesperson by country?

To get the answer, you can add the Country field to the
PivotTable report as a report filter. You use a report
filter to focus on a subset of data in the report, often a
product line, a time span, or a geographic region.
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See sales by country

e T,

By using the Country
field as a report filter,
you can see a
separate report for
Canada or the United
States, or you can see
sales for both
countries together.

Animation: Right-click, and click Play.

The animation shows how to add the Country field as a
report filter. Right-click the Country field in the
PivotTable Field List, click Add to Report Filter, and

take it from there.
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el i

E

See sales by country

() I
Canada [r~
usa

1
2
3
4
5
6
7
8
9

PivotTable Field List

Choose fields to add to report:

[+] Country
[+]|Salesperson
Order Amount
[ ]Order Date
[[]OrderID

Dwvag fields between areas below:
“ Report Filter | Column Labels

By using the Country
field as a report filter,
you can see a
separate report for
Canada or the United
States, or you can see
sales for both
countries together.

To do this, right-click the Country field in the
PivotTable Field List, click Add to Report Filter, and

then take it from there.
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See sales by date

e T,

The original source
data has a column of
Order Date
Information, so there
Is an Order Date field
on the PivotTable
Field List.

Animation: Right-click, and click Play.

This means you can find the sales by date for each
salesperson.

View the animation to see how you can add the Order
Date field to your report and then group the date data to
create a more manageable view.
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See sales by date

Grouping
A

ok
Country A

Skarting at:
Row Labels |E| Ending at: 5122011 Choose fields to add to report:
= Buchanan
7/16/2009
7/23/2009 I
8/9/2009
9/10/2009
9 | 10/18/2009

ivotTable Field List

[o-o T s N T - S =

10| 10/25/2009 - Drag fields between areas below:

11 11/26/2009 1 ||\? ReportFiter % Column Labels
12| 11/27/2009

13 | 12/9/2009

The original source
data has a column of
Order Date
Information, so there
Is an Order Date field
on the PivotTable
Field List.

This means you can find the sales by date for each
salesperson.

To find out, you’ll add the Order Date field to your report
and then use the Grouping dialog box to group the
date data and create a more manageable view.

Get started with PivotTable reports




Pivot the report

e T,

Though the PivotTable
report has answered
your questions, it
takes a little work to
read the entire
report—you have to
scroll down the page
to see all the data.

Animation: Right-click, and click Play.

So you can pivot the report to get a different view that’s
easier to read.

When you pivot a report, you transpose the vertical or
horizontal view of a field, moving rows to the column
area or moving columns to the row area. It's easy to do.
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Pivot the report

A
Counfry

Row Labels |E| E
= Buchanan -
Qtrl
Qtr2 I
Qtr3
Qtrg
g | =Callahan
10 Qtrl
11 Qtr2
12 Otr3
Qtr4
14 | = Davolio

o [~ | |in | |wm |-

[H Mowve “Order Date” bo Columns
+'|'_'|

Though the PivotTable
report has answered
your questions, it
takes a little work to
read the entire
report—you have to
scroll down the page
to see all the data.

So you can pivot the report to get a different view that's
easier to read.

When you pivot a report, you transpose the vertical or
horizontal view of a field, moving rows to the column
area or moving columns to the row area. It’s easy to do.
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Where did drag-and-drop go?

If you prefer to build a
PivotTable report by
using the drag-and-
drop method, as you
could in previous
versions of Excel,
there’s still a way to
do that.

Animation: Right-click, and click Play.

There are four boxes at the bottom of the PivotTable
Field List, called Report Filter, Row Labels, Column
Labels, and Values.

As the animation shows, you can drag fields to these
boxes to create your report.

Get started with PivotTable reports




Where did drag-and-drop go?

el i

If you prefer to build a

PivotTable Field List

1

5 - PivotTable report by
D sewpeen | using the drag-and-

& pavolio = ........ .......................................................................................... drop method, aS you
L |Dovsworth could in previous

. Drag fields between areas below: .

3 King l “W PReport Filker o Columin Labels VerSIOnS Of EXCG',

10 | Leverlin ] -

11 Peacu-ckg I:l D"d“"&"“f'f"t there S St|” a Way to

12 |Suyama i Row Labels X Values r‘ﬁ d 0 th at.

[] Defer Lavout Update

There are four boxes at the bottom of the PivotTable
Field List: Report Filter, Row Labels, Column
Labels, and Values. You can drag fields to these boxes
to designate how the fields are used in the report.

The picture shows how you can drag the Order
Amount field from the Column Labels to the Values
box to add that field to the Values area of the report.
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Suggestions for practice

AT T T

Create the PivotTable report Iaybut area.
Create a PivotTable report.

Change a heading name.

Sort the report.

Add a field to the report.

Add a report filter.

Pivot the report.

Add currency formatting to the report.

Online practice (requires Excel 2007)
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Test question 1

e R T

After you build a PivotTable report, you can’t change the
layout. (Pick one answer.)

1. True.

2. False.
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Test question 1: Answer

False.

You can make changes as you go, or just start over.
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Test question 2

e R T

What are PivotTable fields? (Pick one answer.)

1. Columns from the source data.
2. The area where you pivot data.

3. The PivotTable report layout area.
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Test question 2: Answer

Columns from the source data.

Column headings from the source data become the names of the fields
that you can use to build the PivotTable report. Each field summarizes
multiple rows of information from the source data.
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Test question 3

e R T

In the PivotTable Field List, you can tell which fields are
already displayed on the report. (Pick one answer.)

1. True.

2. False.
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Test question 3: Answer

True.

Fields used on the report have a check mark beside them, and the
names are in bold type.
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Quick Reference Card

-

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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