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OMicrosoft Office Specialist Certification

Microsoft*

What is the Microsoft Office
Specialist Certification?

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

CertiPort is the premier provider for
validating technology skills.

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

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

What is the Microsoft Office Specialist Certification Program?

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

The Microsoft Office Specialist Certification Series

—— Core Certification: Pass any 1 test:
EJ Ofﬁce Word 2010 Core: Exam 77-881
S Excel® 2010 Core: Exam 77-882

Specialist PowerPoint® 2010: Exam 77-883
Access® 2010: Exam 77-885
Outlook® 2010: Exam 77-884

Expert Certification: Pass either test:
Word 2010 Expert: Exam 77-887
Excel® 2010 Expert: Exam 77-888

Master: Pass 3 required and 1 elective test:
Required

Word 2010 Expert: Exam 77-887
Excel® 2010 Expert: Exam 77-888
PowerPoint® 2010: Exam 77-883

Elective
Access® 2010: Exam 77-885 or
Outlook® 2010: Exam 77-884

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

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

Why Get Certified?

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

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

The Benefits: Earn More, Find Jobs Quicker

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

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

The Sedwurawd Quade Iz

’ Microsoft Excel 2010
Ml s Rt Bais TS0 ity i

Books in this Series:
Beginning Guide to
Microsoft® Excel 2010

Intermediate Guide to
Microsoft® Excel 2010

Advanced Guide to
Microsoft® Excel 2010

Microsoft Office Specialist (MOS) Certification for Excel 2010

Overview: Our Microsoft Office Specialist certification program for Word 2010 has three levels of mastery: Beginning,
Intermediate and Advanced. In general, the CORE exam topics are demonstrated in the Beginning and Intermediate
Guides. EXPERT concepts are included where relevant, with the Advanced Guide only covering EXPERT concepts

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. For example, the Beginning Guide to Microsoft Excel 2010 shows all of the Picture Tools: CORE and
EXPERT. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Excel 2010 demonstrates the following Ribbons: Home, Formula, Insert, Picture
Tools, Drawing Tool, SmartArt Tools: Design, Chart Tools, Chart Tools: Layout: Labels The lesson activities focus
on basic data and formula entry as well as inserting and formatting graphics and charts.

The Intermediate Guide to Microsoft Excel 2010 demonstrates the following Ribbons: Formulas, Page Layout,
Insert, Sparkline Tools. The lesson activities focus on additional formulas as well as page options, finishing with the
use of Sparklines.

The Advanced Guide to Microsoft Excel 2010 demonstrates the following Ribbons: Table Tools, Table Tools, Data,
PivotTable Tools: Design, PivotTable Tools: Options, PivotChart Tools: Design, PivotChart Tools: Analyze,
Review, Developer. The lesson activities further explore presentation with advanced Table options as well as
PivotCharts and PivotTables, finishing with sharing and form controls.

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

skills including how to turn on the computer, how to use an Internet browser and how to select commands from a menu.
Students should know how to save files and send attachments by email as well.
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O Microsoft Excel 2010 Study Guide: Advanced Excel

Microsoft Office Specialist (MOS): Exam 77-882 and 77-888 for Excel 2010

From the Excel 2010 CORE Exam 77-882
1. Managing the Worksheet Environment
1.1. Navigate Through a Worksheet
Keyboard: Hot keys, Pg 283

1.3. Personalize the Excel Environment by
Using the Backstage

Quick Access: Add a Command, Pg 220
Backstage: Ribbons, Tabs, Groups, Pg 184
Data: Import Data to Excel, Pg 276

Data: Export Data From Excel, Pg 290
Backstage: Workbook Properties, Pg 223
Backstage: Save, Save As, Pg 71

2. Creating Cell Data
2.2. Apply AutoFill

Format Same as Above or Below, Pg 252

From the Excel 2010 CORE Exam 77-882
7.2. Manage Comments

Review: Add New Comment, Pg 215
Review: Show/Hide Comment. Pg 217
Review: Edit Comment, Pg 216
Review: Delete Comment, Pg 217

8. Analyzing and Organizing Data
8.1. Filter Data

Data Filter: Define, Pg 52

Data Filter: Apply, Pg 54

Data Filter: Clear, Pg 55

Data Filter: Search, Pg 53

Data: AutoFilter, Pg 53

8.2. Sort Data
Data: Sort Options, Pg 51

8.3. Apply Conditional Formatting

Conditional Formatting: Apply Conditional
Formatting, Pg 31

Conditional Formatting: Rules Manager, Pg 38
Conditional Formatting: Apply Conditional
Formatting Based on Logical Formula, Pg 31
Conditional Formatting: Icon Sets, Pg 37
Conditional Formatting: Data Bars, Pg 35
Conditional Formatting: Clear the Rules, Pg 34
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From the Excel 2010 EXPERT Exam 77-888
1. Sharing and Maintaining Workbooks
Backstage: Advanced Properties, Pg 223

Data: Import and Export XML, Pg 276

Review: Protect Sheet, Pg 206

Review: Protect Workbook, Pg 207

Backstage: Protect Workbook, Pg 229

Backstage: Encrypt with a Password, Pg 232

Compare and Merge Workbooks, Pg 219

Review: Track Changes, Pg 211

Keep going. There's more...




O Microsoft Excel 2010 Study Guide: Advanced Excel

Microsoft Office Specialist (MOS): Exam 77-882 and 77-888 for Excel 2010

From the Excel 2010 EXPERT Exam 77-888
2. Applying Formulas and Functions

Analyze Data: Slicers, Pg 150

3. Presenting Data Visually

3.1. Apply Advanced Chart Features
PivotTable: Edit Field Values, Pg 94
PivotTable: Analyze with Slicers, Pg 149
PivotChart: Create a PivotChart, Pg 124
PivotChart: Filter the Data, Pg 134
PivotChart: Analyze the Data, Pg 142
PivotTables: Slicer Tools, Pg 152

From the Excel 2010 EXPERT Exam 77-888
4. Working with Macros and Forms

Macros: Run a Macro, Pg 260
Macros: Run a Macro On Open, Pg 284
Macros: Click a Button to Run, Pg 261

Macros: Record an Action Macro, Pg 251

Macro: Assign a Macro to a Command Button, Pg 266

Macro: Add a Macro to the Quick Access Toolbar, Pg 268

Macro: Modify the Macro, Pg 256

Developer: Add Form Controls, Pg 186

Developer: Edit Form Controls. Pg 189
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0 About the Authors

Microsoft Office Specialist (MOS): Exam 77-888 for Excel 2010
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She is the author of the Complete Computer Guides as well as
a Microsoft Certified Office Specialist. She earned a BA in
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Alex Sergay, Senior Instructional Designer

For more than 20 years, Alex has made complex technology
easy to understand. Alex has developed instructional
multimedia software for educational websites including the
Sounds of English, a linguistics-training tool that earned a
ComputerWorld/Smithsonian Laureate.

Alex earned his Masters of Educational Technology from the
University of Michigan, Ann Arbor.

Clair Dickson, Student Services

Clair works with adult learners in online, face-to-face and hybrid
classroom settings. She is considered “highly qualified” to teach
introductory computers, including Microsoft Office.

Clair has a Graduate Certificate in Educational Media and
Technology, an program that explored ways to infuse technology
into the learning experience so that learning is interactive. She has
earned Microsoft Office 2007 Master Certification. She also holds a
BS in Secondary English Education from Eastern Michigan
University.

Leo Michael Nofs, Technical Writing and Quality Control

Leo is a Microsoft Certified Professional and an Access database
designer. He uses his exemplary attention to detail for copy editing
the computer instructions for accuracy and clarity.

Traci DeRosiers Nofs, Photography and Photo Editing

Traci has been photographing children and nature since 2000. She
works freelance out of her home, including weddings,
engagements, and particularly children’s photography. She has
further enhanced her photos by use of image manipulation,
focusing on light and color.
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Jeanette has years of experience as an office manager, including
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attention to detail has lead her to work as an Access database
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O How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method
Observation is a perceptual strategy that asks: why am | doing this

and which tools would be most effective? Each lesson begins with Lesson 7: First Impressions
a discussion of the purpose and the objectives. Inséat
1. Readings Ll 2] = g
. . . Read Lasso T in i Bagismng Wiald =
Orientation helps students start at the right place. The screen goth. a0 157-100 2 B & & F A= [ Sionatuns Lise - T[ 9
shots in the Complete Compute Guides show the entire window as Project Mesdes Faoter Page | Tot Quick Wieed SACRRRTIN | o iom S
well as a close up of the particular button or command. Corboh SIBBEN A b ioed B Toevedl 4 e J"_"""' i Rl . T
Crachics. St CtackPute eudes & Fooler y Symbels
. ! Dirawing Tools->Formal -
Notation There are "breadcrumbs" above each screen image. Like Dovmboads " Papttioul | Pafwencrs | Malogi | Review | View Faimat &
Hansel and Gretel, the breadcrumbs show the pathway to a button — £ e Fil = A |t vest owection = B
or option. Our notation uses the following convention: e s asa n e 1R |m| ssc | [ aoc | |- Znape outine s £ A AR T
Ribbon->Group->Button->Options Faimaghlarks o] 1B | Ddapetiets § | s G0 Ot
Shape Shler o Wigddet Pl Tret 8
Menu Maps -
Menu Maps ) i ) . 3 Practice Thid lEsach Shows GPBonS on a SN and I)umnq Tools
The Comma Method recognizes that there is a difference in how it v it hutlty o i 1.Ingea:> Date and Tia pape 147
men and women navigate the menus. Men typically have the ability WepcR, poge 104, 3 ingert= Qoo Pads oot 140
to see the map first. This method of acquiring knowledge is called 3. Assessment 4. Lo aif e Lot
Breadth-first. [1] Women tend to work with the details first. They Filutdow T Tast quesions, page 190
learn several commands, such as copy, cut, and paste, then they A — —y
put those concepts under the label, “edit.” This method of learning . g ->Festir page 105

is called Depth-first.

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the
menu map is can be seen here.

ﬂl Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An Empirical Study of

Learning and Teaching Styles. British Journal of Educational Technology v.32 no1
(Jan. 2001)

g= B2 W W -

= B5 =

Text to Remove Data Consolidate 'What-If Group Ungroup Subtotal
Columns Duplicates Validation =~ Analysis = = =

Data Tools Cutline
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Advanced Excel: Organizing Data

It Works for Me

ralre

One

Advanced Excel Objectives

In this lesson, you will learn how to: | E

1. Create a Table

| Product |E| Date

|E| Sales Rep| -

2. Identify the Header Row with the Table Tools
3. Locate the Quick Style Formats

4. Use the Table Tools to add a Total Row

5. Convert Tables to Text

6. Convert Text to Tables

Breakfast Buffet 5730/2011 Mika
Breakfast Buffet TM2/2011 Miki
Breakfast Buffet 6/9/2011 Mika

Breakfast Buffet 6/10/2011 Niki

£« | Month

Private
Private
Corporate
. Corporate
February © armony and Me Sushi Corporate
March  Database Consultants Corporate

© 2011 Comma Productions, LLC
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Catering
Catering
Catering
Catering
Catering
Catering

Cold Platter
Cold Platter
Banquet

Cold Platter
Edible Fruit
Cold Platter
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4

@ Lesson 1: It Works for Me

1. Readings
Read Lesson 1 in the Advanced Excel
guide, page 11-44.

Project
A spreadsheet that works with Tables in Excel.
This lesson shows how to present data visually,

format data as a Table and calculate the Totals.

Downloads
Sales Data 2010.xls
Student Records.xlsx

2. Practice
Complete the Practice Activity on page 45.

3. Assessment
Review the Test questions on page 46.

Table Tools
Table Name: @'] Summarize with PivotTable ; = [ Properties
Tablel j*a Remove Duplicates = g Open in Browser
] Resize Tabl= ﬁ Convert to Range EHEGrt REfLHh E:.IE/’ Unlink b
Properties iJ Tools EJ lJ External Table Data

Table Tools

¥ Header Row First Column —  — — - — — — —

Total Row Last Column EEEEE EEEEE
¥ Banded Rows Banded Columns | ——M —————

EJ iJ Table Style Options
Menu Maps

This lesson demonstrates options on the Table Tools Ribbon.
. Table Tools->Design ->Table Styles, page 24

. Table Tools->Design ->Table Style Options->Header Row, page 25
. Table Tools->Design ->Table Style Options -> Total Row, page 27

. Table Tools-> Design ->Table Styles -> Clear, page 30

. Table Tools-> Design ->Properties-> Resize Table, page 41

. Table Tools-> Design ->Tools-> Remove Duplicates, page 42

. Table Tools-> Design ->Tools-> Convert to Range, page 44

NO AR WN =

From the Home Ribbon
Home -> Conditional Formatting, page 31
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Organizing Data with Tables

One of the unique functions of a computer is to organize information into Rows and Columns. Microsoft Excel
does Rows and Columns: specifically Tables. Tables can be little reference lists that are named and used in a
formula. One good example is a Lookup table. By definition, vLookup has the data in Columns (vertical).
Hlookup has the data in Rows (horizontal). The Advanced Guide to Excel begins with Tables and Table Tools.

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

AR GERA 7w start Microsoft Excel
What Do You See? Is

Haome Insert Page Layout Formulas Data Review Yiew  there a blue Title Bar that

e : says Microsoft Excel? Yes.
_=1 & Calibri R %] P~ =+ Wrap Tex

— - | Is there a Home Ribbon
Faste gy B L U~ e - A- = = = iEiE mMerge & with the Clipboard, Font,

s 7 Alignment and Number

Clipboard a | Font I | Alignment Groups? Yes.

If your screen looks similar
to the example on this
page, then you are ready
to get started.

[a=]
1
=)
m
-
o
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E To
B File -> Open
E (2] w7 T i bt ST Sotes Y ivtes 110 + Wt rovof Entel et e SR S A o 5
Before You Begln n g~ Yot Page Layontt Formates [ Reven e : : - . Q &
; . . . (A e AN Sl # St Ganecn - g O ) XN
The purpose of this lesson is to investigate e 3 : T ! Wt | . &
. . . e D-|@-|2-AWEWEE Svopntcam=|$-% 1 (W) Cudiost et OF | bont e Femat | 5, St
the Table Options in Microsoft Excel 2010. Dhbsa''n - , o | e ™ 1
You can use a spreadsheet that you created a1 . £ | Noren
or download a sample spreadsheet if you - T gy g R
wish. 2 Janwary Fock Towner Prvate Caereg  Cold Plamer 1122011 Alex
1 Janwary Dardese Daws Prvate Caterry) Cold Plamer 1152011 Alex
4 Fobrwary Marmony and Me Sush Copote  Caternyg Basguet SDNT 2019 Alex
1. Try This: Open a Sample Spreadsheet B TR S, S ——t &
Open a sample spreadsheet: Sales2010.xIsx 7 Mo Susswse ot - Comme Cavg Coupine i e
Go to the Original Data sheet. ey e
10 March Negers Value Private Caterry  Sslads and Secp 3232011 Alex
. 11 April Legrecon Productions Private Caterrg  Povate SA22011 Alex
2. What Do You See? This sheet shows the = s 1w - Poke  Caveg P o321
product sales for Charlotte' Website. The firSt & aa  rowseis o comns o e s
row is BOLD: it is the Header Row. There are [ j= ‘=== I i
18 Harmerry and ah e Catenng  Frut and Vegows 05262011 Alex
many rows of data. T Prts  Cotason Fousbiust P ATREON1Y Alae
18
19 Febru A B C D E
20 Fedru
- - -
Memo to Self: You do not have to MATCH i Month ={:_I"EL'-It {thegory SEM_CE Product
the numbers shown on these pages. It is S 2 |January Rick Towner Private Catering Cold Platter
more important that you begin with some Sw 3 January Darlene Davis Private Catering Cold Platter
data and understand the options. - ‘4 February Harmony and Me Sushi Corporate  Catering Banguet
% o | 5 February Database Consultants Corporate Catering  Cold Platter
ma = 6 February Harmony and Me Sushi Corporate  Catering  Edible Fruit
7 March Database Consultants Corporate  Catering Cold Platter
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Tag
e

Still Before You Begin
A good administrator makes a COPY of the
data before manipulating it.

2. Try This: Copy the Spreadsheet
Go to Home -> Cells -> Format.
Click on Move or Copy.

A new sheet will be inserted.

3. Try This: Rename the Worksheet
Click on the Original Data (2) tab.

Go to Home -> Cells -> Format.

Click on Rename Sheet.

The Name in the tab should be highlighted
black. Type: Data Tables.

Click ENTER on the keyboard.

Keep going...

Memo to Self: You can achieve the same
results by right-clicking the tab, as shown.

Home -> Cells->Format->Move or Copy

19 February Bay County

20 February Bay County Insert...
21 February Bay County ;] Delete
22 March  Bay County Rename
23 March  Bay County Move or Copy...
24 March  Bay County &l | View Code
25 March Bay County @ Protect Sheet...
26 May Bay County
Tab Color
27 May Bay County
28 June Bay County Hide
29 June Bay County Unhide...
30 June  Bay County  seject Al Sheets

Government
vernment
vernment
vernment
vernment
vernment
yernment
vernment
vernment
vernment
vernment
vernment

Catering
Catering
Catering
Catering
Catering
Catering
Catering
Catering
Catering
Catering
Catering
Catering

Breakfast Buffet
Breakfast Buff
Fruit and Vegt
Coffee and Te
Cookies and Tea
Hot Platter

Fruit and Veggies
Fruit and Veggies
Breakfast Buffet
Coffee and Tea
Breakfast Buffet
Fruit and Veggies

4 4 » | Original Data /SHeetz 7 Sneets 7 vJ

25 March  Bay County
26 May Bay County
27 May Bay County
28 June Bay County
29 June Bay County
30 June Bay County

Government
Government
Government
Government
Government
Government

Catering
Catering
Catering
Catering
Catering
Catering

Fruit and Veggies

Fruit and Veggies
Breakfast Buffet

Coffee and Te:
Breakfast Buff

Fruit and Vegg s

4 4 » M| Data Tables / Original Data " Sheet2 " Sheet3 /¥J

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Copy, Rename
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7.
Home -> Editing->Sort & Filter->Sort A to Z

12 O e R I i Tubtes 210 - M reseft L
Sort & Filter: Ato Z B e T T T
So, here is a list of clients that bought Do = ind ol B== =8 B3 F5EH,;
products from Charlotte's Website. The fields .." s ] A T et 4
in the Header Row include the name, date, a R e - - [ﬁ
product and amount for the sales. e e T T N —
"2 [anwary Rick Towner Prvate  Catesng  Cold Plamer 11272011 Alex s %0m Sort & | Find &
4. Try This: Sort & Filter the Data Ay Nyl St Copms Comky St GmSTAR 3 W9 ” |Filter - |Select -
Select the entire spreadsheet. DO it e s s e e s N A Al sortAtoz
Go to Home -> Editing->Sort & Filter. 1 e e e m - =
Select: Sort A-Z. - premre e e e el | %] sotztoA
: e P Gy P ummie 3 wam J 38 Custom Sort
What Do You See? The data is sorted by the ] S — Canim Bl S M RS =
first Column. By default, the data is sorted u oot e m Pvate WO Al 5 000 | V= Filter
alphabetically. So, the names of the months I oot ot Sl kil (M) Mo B RET ‘ ,
go from April (A) through September Uy Vs RS Cstog Baston ARt RS S K ‘ -
(S)....that's not what most people have in | i et e il ES v
m|nd 20 February Bay Couty Gowmment Catesng  Beasidast Buflet 2122011 Corrve 5 00
21 [February Bay Cousty Gowernnest Catetrng  Frut and Vegpes 32132011 Coene § 0m
n Bary County Gowrnment Catesrg  Cofles and Tea A3T2011 Connve § 0
TrY Again: Undo the last step and keep § A B C D | E
going. =& 1 [Month _ IClient Category Service Product
S 2 |April Leprecon Productions Private Catering Private
- . 3 April Madalyn Mitchell Frivate Catering Private
- 4 | April Harmony and Me Sushi Corporate  Catering  Private
5 |April Harmony and Me Sushi Corporate  Catering Private
& |April Walter Smith Private Catering Private

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data: Sort & Filter
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rako

One Data -> Sort & Filter ->Sort
2] il 90 b T il 55 I Soteg Y s 210 + Witroso Gt ol P N R S . e ' 0 B |
Data: Sort Order A e T T e = T R E T L
There is another kind of Sort that can be S0 8w Qe DT, &l 3 B0 HED,
found on the Data Ribbon. This Sort lets T e iyt froiteresy L Soomyes, T o s : 5
you use one or several criteria. The criteria a2 . £ | Apen
comes from the names in the Header Row. - T O S A T — |
2
3
5. Try it: Data Sort :
Select the whole spreadsheet. .
Go to Data -> Sort & Filter ->Sort. z “
10
:
Sort 2 3
5
_ 16
What Do You See? The options include: 2
Add Level s
Delete Level n
Copy Level 2
There should be a check mark for: »
My data has Headers. ’ | Add Level ” X Delete Level ” 23 Copy Level ”| - || - |m My data has header
Try This, Too: Edit the Sort Options Column Sort On Order
Sort by: Month
Sort On: Values Sortby | Month [«] values [+] Atz [=
Order: Custom List (Remember, Ato Z AtoZ
didn't work for Months. Keep going...) Zt0A TR

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data: Sort data using single or multiple criteria
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Tak
e
One

Data: Custom Sort Criteria
What Do You See? Spreadsheets are used
for financials and financials are recorded by
date. Spreadsheets like Excel recognize that
Months are sorted in calendar order, not
alphabetically. Here are the steps:

6. Try it: Choose a Custom List

Select the spreadsheet.

Go to Data -> Sort & Filter ->Sort.

Go to Order-> Custom List.

Select: January, February, March, April...
This is the List that matches our data.

Click OK, then OK again to save and close
both windows. The entire list has been
sorted. Not bad, huh?

Keep going....

The Computer Mama sez: In the 1980s, Fr.
Paul wanted to sort 550 families on a PDP 11
computer. It took most of the night.
Computers are faster now, aren’t they?

Data -> Sort & Filter ->Sort-> Order-> Custom List

- T Sakes Tates 210 - Mucresoft Encel
n Meme  Beet  Pegelapeat  Fermeiss  Duta  Resew  View
A ’ ‘,;""m"w H -?—:' r ‘ "_; E'-' ,,:. }:- ;? 3 ./J 5
£ e Patar ., Tetts  Ramowe Duts Comobdete WhatZ Group Ungroup Sebtots
V Adaretd  Comumes Duphcater Vebdaton * Anatysn - . .
) e Vi Lot b FEe Dele Tomy Ovline
A2 - & Apent
A L] c ] E ¥ G L ' ) L L L]
1 Momh Clhont (m Service  Produc Date Sduﬂgz Amoust
2 i Legrecon Productons Prvate Caterng  Povate SA2201Y Alex § 150w
3 Madatyn Mached Privite  Catesng  Prvate 4132011 Alex s 15000
4 Harrvrny and M Sush Copoate  Catesrg  Prvate 4TI Alex 5 w0
s Harmery and Me Sushi Ca - -
0 Walter Serath Py Sor - - - L=
7 Horretonn Comenndy Colege Ed B
: Bay County of | uasles X Geiete leve | L2 Gooy Lewel | ™ 4 Wy dats has headers
’ Hormmtonn Communty College B4 Counnn 1 Oon Crdder
1w Hometown Communty College E4( Soidy s, - Ve - Cumtom et -
1n Hormetoun Communty College E4|
12 Augest  Hometown Communty College E4| Custoon Loty ]
13 Augest  Hometown Communty Colege Eq/
14 Febeuary Maumomy and Me Sushe o4 R
15 February Database Conmultants (=} Cuvtom oty o grires
14 February Harmony and Me Sesh 44 B e it e e | [
17 February Bay Costy o4 Surdiy, Morcey, Tussdery, e
B d | sssssss t
19 February Bay Comty Ge - e’
20 February [~ College E
71 February [~ y College E: cirte
22 Febouary [~ y College £ .
23 Yanwary Rick Towner Provate —
24 Hanwary Dardene Davis Prvate et [ T uapa At M T e
75 Janwary G h
Bty VO Custom Lists
27 Lty Robet Carch
a5ty ey Cowny i . )
: : Doy Comty Custom lists: List entries:
W 45 | Duta Tabkes . Ogewtn | MEW LIST - | |January -
oy 3 Sun, Mon, Tue, Wed, Thu, Fri, & February :
Sunday, Monday, Tuesday, Wet March
Jan, Feb, Mar, Apr, May, Jun, ] April
January, February, March, Apri May
June

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data: Sort data using single or multiple criteria
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Data -> Sort & Filter ->Sort-> Add Level

18] D @ B i i o eI Sotay st JT1 - SAcooech Laceh S TR T R . e - 1T

Data: Sort by Multiple Criteria IR S o PR

Convactions
S ]

c@osn

-

= 1 &8 i 58 ¥ W

Sometimes, it is useful to Sort the information by f ,j_‘ ,',-_] ,,;‘,‘,_, ,:.,: v T ) en | o
more than one criteria. Say you wanted to see ST e itryerser] Noptfetne

how much each sales rep sold by month.

7. Try it: Sort by Multiple Criteria
Select the entire spreadsheet.
Go to Data -> Sort & Filter ->Sort.

The Order is Custom: January, February,
March

Click on Add Level to add a second Row.
Choose: Sales Rep
The Order is A to Z.

2
3
4
3
C
7
s
B
)
n
]
B
M
»
1

-
~

I
|

Click on Add Level again to add another Row.
Choose: Date

The Order is Oldest to Newest.
Click OK.

IIEICIE

Keep going, please...

ﬂhlAddLevel ” }(DeleteLE'u'el ” =3 Copy Level ”BD-

T et Remeve  Due  Comsbbdnte 3 Growe Ungreve S
D Aoancts  Conumas Oupheater Vondatn « anatyin -
Cwts Tooh Outir

My data has header:

Column Sort On

Order

Sort by |Mgr|th |E|| |'l.|'alues

|E|| |January, February, March, ApriIIE

Thenby sales Rep [«] |values

2] Atz E2

Then by |Date |E|| |'|.|'alues

[+] Didestiofiewest

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data

8.2. Sort data: Sort data using single or multiple criteria
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W9 e
- L Page Loy Vermoia Oata Vovra View
B0 14 | 18 | D e 0D
from from  from PoomOther  Gwitng  Seteh £l Sen

Actes Web  Tedt  Sowrces+ Commecers AR SV TARLM

Summary of List Options

YRR
b DM B i 3 DD &2
. o, Jutte fmem = Ode  Corsshisis Wheld | Growp Ungroup Subiets

What Do You See? The information was __m ‘umj? A — . o - )
sorted to our criteria. However, it is very S T R e e e L p— E
difficult to read and interpret the data. It all o=y Ratew e e YamnNe S W
looks the same. This looks like a list with 4 Jenwary Hometoen Communty Colege Edscatonst Catesng  ESbi Frut VIS2011 Exzabens  § 1.300.00
details, details and still more details. R T
7 February Harmeny and Me Sush Copore  Caesng  Edble Frat Q22772011 Abex $ W00
& February Bay Coumty Goverrrert Citesng  Bvouidast Bullet 021122011 Conese § Mw
A Table is a easy to format and filter. You B{Feheuney Ouy Cocny Sunm Sty Jettutiiet | Spumsactets 15 S8 f
can also use a Table to calculate NUMDErS I . ey o oo C " b T E" F a | H
a Total Row. Interested? OK, start here... - e h—
14 March mmm{:ﬂtﬂ'gﬂw Service Product Date Sales Rep Amount
March el
o E’I_'-;"__‘ Private Catering Cold Platter 112/2011 Alex 5 150.0(
1 March  Bay Comty | Priyate Catering Cold Platter 115/2011 Alex % 150.0C
19 March  Bay Cousty
v e Educational Catering Edible Fruit 1M15/2011 Elizabeth 5 1,900.0C
B Corporate  Catering  Banguet 02/07/2011 Alex 5  50.0C
Corporate  Catering Cold Platter 02/10/2011 Alex B 950.0C
Corporate  Catering Edible Fruit 02/27/2011 Alex % 100.0C
Government Catering Breakfast Buffet 02/12/2011 Connie B 300.0C
Government Catering Breakfast Buffet 02/12/2011 Connie % 300.0C
Government Catering  Fruit and Veggies = 02/13/2011 Connie B 600.0C
Educational Catering Sweets 02/05/2011 Elizabeth  § 210.0C
Educational Catering Edible Fruit 02M12/2011 Elizabeth 5 210.0C
Educational Catering Sweets 02/18/2011 Elizabeth  § 210.0C
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Format as Table

Rows and Columns can be organized into a
Table. A Table has Properties that can be
formatted much more easily than a List. Here
are the steps to convert a List into a Table.

1. Try It: Format a Table

Go to Home->Styles.

Click on Format as Table.
Choose: Table Style Medium 4.

Where is the data for your table?

You will be prompted to select the Range for
you data. In the example on this page, Excel
selected all of the Cells from $A$1:$H$69.
The Range is Absolute.

What Else Do You See? There should be a
check mark for My table has headers.

Go to the next page, please...

Home->Styles->Format as Table

T d 9 e

.‘j ‘ ALY Tmg® ;‘
a8
..“'I R J U 32 h A BEEE EE CiveghCone $°% * 43 o
Chobond Fort Angremert 1 Pumber
Al . £ Month

A A 8 S 0 £ f o "

1 et Camegery  Service Preduct Date Seles Rep Amoust
1 Januvary Rock Towne Prvate Caterng  Cold Platter V122011 Adex § 1S0m
3 January Dadese Davs Proate Caterng  Cold Platter 1152011 Alex § 150m
4 January Hometows Comeunty Colege Educatensl Caterng Edible Frat V152011 Eizateth  § 150000
S February Hamony sed Me Sl Corperste  Caterng  Buanguet Q2972011 Alex § 9w
& Fobrwary Datadase Convatants Corperste  Caterng  Cobd Platter Q2011 Alex § ¥om
7 February Hamonmy and Me Sk Corperste  Caterng  Edible Frat Q2272011 Alex § 100m
& Fobtrwary By County Gowmment Cateng  Brestint Buflet  QU120011 Conne  § 30000
9 Fobrsary Bay County s

20 March
21 March
22 March
23 March
24 March
2 Apeil
24 Agdil
27 Apeit
2 Apeil

Covernrrant Caterng  Ereartant Buet Q2122011 Conrse
. faiavae -

X0 03

11 February Hometows Communty College Educatol
12 Fetrary Homeows Commenty Cotege Eacane] POIMAt As Table
13 Febreary Hometows Commenty College £ aucanol -
Datasase Conpatants Corporat
Harmony and Ve Suih copernt| | Where is the data for your table?
Cassm Praate
s Ve e | =§A$1:§HS59
B $AS1:8HSE
Bay County Gaovernery
Bay County Govemen My table has headers
Bay County Capvernrvd -
Hometows Commenty Colege Educane|ll
Hometows Comerunty Colege Eouc el
Hometows Cormrmunty Coteze E i I oK
Legrecon Productens Prate
Madahyn Machel Preate
Hamory and Me Suah Corporat —— B =
Harmomy and Me Scih Corporste  Catwring  Private 04172011 Alex
Walter Serwsh Proate Catering  Provate 04302011 Alex

29 Agrit
20 Apeit

MAs v Ot Tables - OrgeafDoty | Sheetd . Sheetd 0

|

Hometown Communty College Educaboral Caterng  Banguet

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Format data as a table
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Hello, Table!

2. What Do You See? The data has been
formatted as a Table. The Header Row is
Bold and it has little filters: Drop-down
option lists.

The rows of customer information have
been formatted to make the data easier to

read.

What Else Do You See? The Table Tools
should be available.

Keep going...

Where Have You Seen This Before?
Microsoft Word has Table Tools, as well.
However, Word has two Ribbons: Design
and Layout. Microsoft Excel already
recognizes Rows and Columns, whereas
Word has to define them with the Layout
Ribbon.

Table Tools->Design

A0 T Suay Tobies 00T Wit TR S S I -
n i et Page Loyt Foomatac Oata Rren Vew Deagn - Q@ &
Tatie Pamr i Semmarce win Peottatie T 7 Hesder Bow Purst Comumn
R R e bk
T Reste Bable 1) Conwert 1o Range BOh Dot ST el T e (i e e e el 2
Popertey Teoh Erterral Table Cute Totve e Cptie: “sbie ye
Al £ Womh
A 8 € 0 3 F G H U J . L ~

1 Janwary Fock Towner Prvate Cater)  Cold Plamer 11272011 Alex $ 15000 |
3 Janwary Darlese Davis Provate Caterny  Cold Plamw 1152011 Alex $ 15000 |
4 Febew
s Few || Header Row  |[] First Column @ ———=—=—= ——=—=—==
¢ Ffbe | —_—
7 March
s sl Ll Total Row [ Last Column et
$ Mapeh 0
wmaen || Banded Rows [ Banded Columns
11 Apeil
ﬁ:: Table Style Options Table Styles
14 Aprll  Hamony mdMe Stk Copote  Cateeny  Povate HATE011 Alex T il
15 April Waker Srmth Private Caterng  Povate 02011 Alex $ W0
14 May Harmorry and Me Saak Copoeste  Caterng  Frut and Vegpes 05262011 Alex $ W
17 July VGs Frovate Caterng  Sesskdawt Buflet  ST062011 Alex $ w000
1 Jaly Robert Carch Prvate Caterng  Povate TIBI01T Alex $ 10000
B T SRS e —————
- Al - | Month
n
n
M
n
= 1l
n - - .
» 2 |January Rick Towner Private Catering  Cold Platter
» . . .
» 3 |January Darlene Davis Private Catering  Cold Platter
» 4 February Harmony and Me Sushi Corporate  Catering  Banguet

5 |February Database Consultants Corporate  Catering  Cold Platter

& February Harmony and Me Sushi Corporate  Catering  Edible Fruit

7 March Database Consultants Corporate  Catering  Cold Platter

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Format data as a table

Advanced Excel 2010 Page 22 of 298



=
4
3

Tag
e

Use the Header Row
You can use the Header Row to Sort and
Filter the data.

3. Try It: Use the Header Row Filters
Select the Sales Rep Filter.
Sort the Column A to Z.

Try This, Too: Filter the Data
Filter the Sales Reps: Connie and Niki.

What Do You See? Only the Rows where

Connie or Niki are the Sales Rep are shown.

The other rows are hidden.

What Else Do You See? This table has
Banded Rows. Does the formatting update

when you choose different Filters?

Where Have You Seen This Before? The
header row is used to create Mail Merge
Fields in Microsoft Word, too.

30 June  Buy Cousty
St daly  Buy Couey
52 July By County
33 Augest  Buy Cousty

34 Sepmermbs Bay Couty
&8 May Homwtown Township Library  Gowenment  Eveet
o June Fomwtown Tzwmabes L brary
o June Hometown Toweakep Library Gowmment Evet
67 July Hometown Towsahp Ltrary  Gowemment Event
68 Septembs Homwtown Townshp Library  Gowsmment  Eveett
@ Septembe The Lawywrs Growus
n
n
n
n
M
ke
»

P W] Dwta Table  Orged Duma | Sheetd
Resdy 120068 econtsfewnd )

Deet
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[~ ] £

>N "N>‘
—l=

SortAtoZ

SortZto A
Sort by Color »

=

Clear Filter From "Sales Rep”

Text Filters 4

’Search }.)l

=)
©
m
9
=
=

Connie
[ Elizabeth
‘. [¥f] Niki

[ OK ] [ Cancel ]

IN__SF__ESF__SNF__.ES__S§F__ EF’ SE__ES__SF_Wi_ _SE_ NS __NFE__EFV _WF_WE__S§__E8¥__=
&
m
b

i3

$ 3000
$ 6000
$ 6000
$ 600.0
$ 6000
$ 6000
$ 6000
$ 6000
$ 600.0
$ 6000
$ 600.0
$ 2100
$ 6000
$ 3000
$ 600.0
$ 4,000.0
$ 24000
$ 23100

Breaktast Buttet /122011 Mk $ 3.8500
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Table Styles

Formatting makes the data easier to
read and understand. Microsoft Excel
2010 has a gallery of Table Styles
templates. The Table Styles format the
Headers as well as the Columns and
Rows.

Before You Begin: Please click
anywhere on the Table to select it. The
Table Tools should be visible.

4. Try It: Apply a Table Style
Go to Table Tools->Design.
Go to Table Styles.

Select a Quick Style from the gallery.

What Do You See? The Table Styles

are grouped by Light, Medium and Dark.

What Else Do You See? The Sales
Rep data is Filtered. There is a little
funnel symbol on the field.

Keep going...

Table Tools->Design ->Table Styles

.!n.-u-l (==

Fevite Wit Prtiags

Hoemp rirt Fasipt- Ll & ﬂl =
Tably Fpmr L tomemprier with PustTable 7] & Haae B et Cod Liget
Tabiah F Rrmr it — 3 Tedal By 1l Coiy
= [ T
o Rt Tabie _-jlcrmﬂllw r - o Bandad Boaen el = e
Froparian, Teah Estyrral 1pbin Dipds Tabir Mt Optson
&l - £ cules Reg

Goveisrmanl Ciasry  Breaikdil Bullel

21 Fobewary B

22 March By

Mk By | ImEmEmEE EEEEE — — = ——
ek Bl | I =EEEEE EEEEE — — — — —
o March By - — — == = = = = =
By B | m==== ===== == ===
T My By

M Jene By

I June By

3 June By Canty Geremrant T Fret sed Vegges

3 July Bry Coanty rwmran CHeseg Sk

13 Juby Eury Gty Givemmen CHessg  Bresitis Bulel

&4 May Hometoes Towrrbep Ly Goveismenl Event Eveaifist Bulel
&5 Juiid Homitows Towrribep Liiy  Covemimenl Evend Evaliil Bulfal
B June Hametzwe Towmibep Litrary Cavermrmant Svend Bregndasl Bufet
ar July Hametows Towribip Litrary  Goversriend Event Ersaiduat Bullet
&8 Sap i T Litrary Cx Evart: Erandit Bufel
@ Saptemta The Laeyirs Geop Corporste Event Ereasdant Buat

-Wﬂlﬂ-&m“-

ﬂllmlfm -
B Can

Table Styles
ERTUY Con =
QR Con Aot
QTR Con
RASTIE Con
l]!l'15-|'2‘[l||fM

mnlm
LA bk
Pridcni i b
WA i S =Tzl Stk

AT b B hewe

H AW H| Dula Table - Cogra Dets P s ] “d

S foonbinds. .3 Breakfast Buffet 02/12/2011 Connie | $ 30000
Breakfast Buffet 02/12/2011 Connie 3 300.00
Fruit and Veggies  02/13/2011 Connie 3 600.00
Coffee and Tea 03/17/2011 Connie 3 600.00

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Format Table Styles
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o,,‘,o Table Tools->Design ->Table Style Options
E La“.u e R Sy Tk 00 Wi Gl RS - P A N W - - et
H ] Franl Fage Lipnal [Ty Daa Frern iea [ 3 & ﬂ =@ 8
: Jable StyLe Togltlgnls o Tably Ramr il S e Py : L - r Hpdan B Faryl Dy L i e e ]
ou can use the Table Style Options to fowed B e vt e o e S i
. TP s " v Raw e Header Row First Column
display the Header Row, Total Row and bbb ettt et i T
formatting if you wish. a2 - & dles [| Total Row [ Last Column
& B [+ b E F 13
L — I — _— . | Banded Rows || Banded Columns
. danwary T " Ll ]
5. Try It: Add or Remove_ the Header - i p—— ey P G o Table Style Options
Go to Table Tools-> Design. S Fubrany Duse Comchams Comots Cang CiPume GrOmiiNes  § %am
Look in the Table Style Options. 4 Felbiuary My i Me Suste Comgoame  Caleing  Edble Frg seaTan Ales 5 10000
y Y
5 ) 0 A
Uncheck the Header Row. i i b el C S oy oI S A
3 Maich  Cirides Prvate Caterrry  Edible Frat SEOTA Alex §  10m 5
13 Maich Wi Vil Prevate Caterng  Selets snd Boep  BBTRT01T Alex 5 5000
What Do You See? When you turn off the = m Lopctm et Shaa Cotgh b AHINH ki ]
. ir § Wiy L] I:lin’q 1
Header Row, the first row becomes blank. .\ aci ey st ses Cmanniil Vi Pty ELATEI Al T | —
The Filter on Sales Rep is gone, too, so B i Tt T — P ol e e
you should see all of the data. 15 May  HamonymdMe Sshi Copote Calwng  FrufandVegges  SSTETNN Alea $ foce
17 Juby Wia Prvate Calwrng  Hoaakdas? Bullet STRETNIN Alex L]
15 July  Robet Carcdl Pt Calerng  Povats TR Alex § 000
Trust But Verify: Turn the Header Row & reemr i, e W CVA MR IKTI ER (ISR
back on, please. The Header and the O ey egrimm s, Sl on b ot e S
Filters should be available again. 0 March By County Gosmment Catwrng  Cockies andTea  SUFRT011 Conne $ 0000
M March By Comty et Calenng Mol Flatim ST Conme § s
5 March  Bay County Coapmimen? Calwrng P ond Ve S0T0NT Connes 3 oo
. H 06 May oy Coumty Lo Frus and Vegges  DRTRT0NT Conne 3 0w
Memo to Self: The Header Row Field Dlley By Couty P '
Names are saved in the Table Properties.  # sme oy Coumiy Goorment. Caivre E F | G | H
A Jane (L= Lo Catere
e Dy Cmanty T ol
=4S Ote Tebe - gn OWs T SheeEs e T
— Cold Platter 11222011 Alex $  150.00
| |
Cold Platter 1152011 Alex 3 150.00
Banguet 02/07/2011 Alex 5 50.00
Cold Platter 0210/2011 Alex 3 950.00

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Format Table Style Options
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Table Style Options

Color is an effective method to indicate
which data should get the most attention.

Before You Begin: Please click

anywhere on the Table to select it. The
Table Tools should be available.

6. Try It: Edit the Table Style Options

Go to Table Tools->Design.
Go to Table Style Options.
Select: Banded Rows.

Select: First and Last Column.

What Do You See? The Table Styles
emphasized the first and last columns by

formatting the Cells Bold.

The Banded Rows make it easier to read

across a Row.

You can keep going, there's more...

Table Tools->Design ->Table Style Options

AN . =M

.\ﬂ..\#ﬁ

-
% i Wram Fage Lapnal Fatmadas Data

Tabiii

B Cwr
[
R Ty ) oot b Range ¥ o e
e L iiianii oo i
&1 - | SalerBep

AL R REERE PR S

SREEREER

HEHEESE

i

A48 W] Duta Vel o Gegna oet i i)

- Cold Platter

i temmarny win Pl ™ Y N mosesr
o

F* ramemr apiaiat e

gggfifffffiigi;igiii.
fgffffffgggiggggggg:

g
i

ot Bewr

¥ HessrBew Pl Colmn
¥ Lk o

AAEZ0NT Ales
SERTR0NT Alex
AEDTOET Alew
ARETONT Ales
BRSO Ales
AOST0NT Alex
A0 Alex
A0 Alex
AR Alex
AR Alex
EATHET Alex
AT Alex
AT Alex
LN Abex
TR0 Alex

T Alex
EFBI0NT Connie
SN Conre
BTN Conre
3TN Connie
ST Conne
SR Conres
ST Gonnes
ST Connes

¥ Header Row

[ Total Row

Table Style Options

M| First Column
W| Last Column

I
I

:
1
t

Cold Platter

Banguet

Cold Platter

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Format Table Style Options
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Calculate the Totals
Adding a Total Row to the Table is as
simple as checking the option.

Before You Begin: Click on the Table.
The Table Tools should be available.

7. Try It: Add a Total Row
Go to Table Tools->Design.
Go to Table Style Options.
Select: Total Row.

What Do You See? By default, the Total
Row will be added to the bottom of the
Table. Microsoft Excel will insert a formula
for your Total: $33,540.00.

Keep going, OK?

Table Tools->Design ->Table Style Options -> Total Row

Crume em Pgelieed | Fameiis DM3 Brdew | Ve Drugn

Tkl Bamr il S e P .
-

b

¥ Hosdr Bow O Pl Colpmn

Tebil " Famemr Capiaiates O Bepeies @ Bl Ll Colemn

R e T Corrot b aage Bt Rl 25 i

'|l_ﬂ‘l LAirrasd Nabds Gala

4 Barebd Rpwr Fasaped ey

aa e St

ﬁﬂ:l

E_ Header Row First Column

K| cSUATOTAL N0, [ Amoard |}

Fomiesn Commpndy Cofigh Edeldons Caitin]  Barqui
Fomioen Commanly Colegee Edulslonsl Calerng  Edbie Fran
L v Colage Ed i L
Basipt
[Exibis Frun
b Plames
Bates
[Esfible Fri
Tk Pl
[Beankins? Bulet

b 1111
i
i
EIIEREEEE
ML

| R
EEEEE

dHHHﬁiﬂlEEB!EE?SEEEHHL

A 52 1000
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' Breakfast Buffet
% Breakfast Buffet
% Breakfast Buffet

-
[ -
3 HRW
ERE T
5 A

602011 Miki
TH22011 Miki
9/9/2011 Miki
972011 Miki
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Edit the Total Row

Look at the Total Row: it has a summary
function. You can change the operation
from Sum to Average, Count, Max, Min or
any of the options available in the
extensive Excel library.

8. Try It: Edit the Total Row Function
Select: Cell H70. In this example, it is the
Cell with the Total formula.

Select a Function: Average.

What Do You See? The average price
will be calculated.

Memo to Self: How would someone
reading your spreadsheet know that this is
the Average, and not the Sum?

Labels, Labels, Labels.

Table Tools->Design ->Table Style Options -> Total Row

——— Pt Page Lapos Formatae Data Froea View Deugr a o [
mo—: a _— - 3 hesene 7 Hesder Bow 7 Put Commn e canmm) .
s Bl It EIEEIEIEE
T Resae tante 1) Conwet 4 Range Sust R 5 s 7 Bensrafows | Benses Conmns G8aa £5:33

Peperter Toah LAl Tabie Duts. Totie Yiye Ophinms
W . £ sSUBTOTAL SO [Amount]) ~
- | Chient - | Categoey - |Service - Proguct - Date - |SalesRep . |Amoumt - X L - d!;

a-mrmu-y o--—a— Beaskiast Bl 5702011 hla
65 BRI Homatoun Toweshp Lorary

6 I Hometoun Township Librry o Breakfast Buffet 9/92011 Miki
T e i Breakiast Bufet 9/17/2011 Niki

Saptemiy The Lawyers Grous Cony
» o e == [ B

Breakfast Buffet
Breakfast Buffet

8/9/2011 Miki

feEs33RNBOEEREBYANIFARINNS

Count

Count Numbers
Max

Min

Sum

StdDew

Var

More Functions...

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Calculate data in a table
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o::" Home->Cells->Insert->Insert Table Rows Above
ol e T Tk T Y etreioit ol P 1 a5
Add to the Table e @ mEEE s
Is the Table flexible? Can you add another Row ' =~ ST !--J"Al- s :! R e N B AR
or Column to the Table without losing the e e ! o | | (== I e [ ¥ -
formatting, totals calculations, or otherwise m . £ Tot ' A EJ [ﬁ
breaking it? Month | (hena = |€acegary - |Senvice - [Producs > |Date . @ - )
M;p:w m Breuits m 5'::' Insert | Delete Format | Sort & Find &
_ e T iy Geivararran vl - - - x i - -
Try It: Add a Row . = ey 18 N R W | Filter = Select
; I Towerribup Litiry Everd  EeeabdiilBulet Tk | o
Select any Cell in the Total Row. Sapa Towtisbits ity Ewt  Bessubsa | sen | o' Insert Cells...
Go to Home -> Cells->Insert. Tha Liwres B _"‘“"“" E""_E*""‘“‘_E""' _"'“'*“"
Click on Insert Table Rows Above. i iﬂi Insert Sheet Rows

What Do You See? After you insert a new Row
or Column, you may see a small format painter.
You can click on the arrow and choose the
formatting for the new Row.

BB ALY

1

REEREEdEddddd AR ESER T

91772011 Niki

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Modify a table
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C
L

Insert Sheet Columns

Insert Table Rows Above

Insert Table Columns to the Left

Insert Sheet

= =

L—
I
N |

(= Format Same As Column
0 Format Same As Above
0 Format Same As Below
O

Clear Formatting




=
4
3

y
Table Tools-> Design ->Table Styles -> Clear

vl
[

H H P e Fage Lyl Faomulas s Brera Vira
Conditional Fo_rmattl_ng I o e e Py
People have a hard time reading Tt e Pl
numbers. You can use color to show chemeler o et i s s d ¥
trends or make comparisons, say High, o £ Govermment

Medium, and Low. Microsoft Excel calls

this Conditional Formatting. The color gH e E———
depends on the condition, which you can = mws c Coit Edocntionl Calwing ook
choose. Let's look at the options. D] b e e M M £ 1
D e e e e
1. Before You Begin: Clear the Styles & s i ey comn cosns o 2
Click on the Table. The Table Tools B | e e T
should be available. ..=- e  Collgi E Camng  Edte P
Go to Table Tools->Design. b —— s il i et B — W -[- — -1
Go to Table Styles -> Clear. B o & brourn. s il : E EEE
21 Augest [~ y College E Caterng  Edible Frut SE1 Bk
What Do You See? The Table Styles 2 R 50 SRR AN SN 0 N EEENE e me—_———
should be cleared. Keep going... e i et m::t- .I & New Table Style...
L S s O s [
- ; AL
W0 Ehzabeth NI
ﬁ SRTTONY Ekzabath ERE | I
E | ] G H
Product |E| Date |E| Sales Rep|~-1| Amount | ~
Cold Platter 112/2011 Alex $ 150,00
‘Euld Platter 11152011 Alex $ 150,00
—Banguet 02/07/2011 Alex B 50.00
— Cold Platter 02/10/2011 Alex $ 95000

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Clear the Table Styles
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One Home-> Styles-> Conditional Formatting -> Top/Bottom Rules

Accounting < ﬂ
=&

¢ | =0 .00 | Conditional | Format Cell

Conditional Formats
Microsoft Excel has a library of Conditional

Formatting including Data Bars, Color Sets $ - %

and Icons.

00 3.0

Number Fa

Each of these formats is based on
Conditional Formulas, or Rules. Let's start

5]

with a simple Rule: show me any amount

that is above the average. G ~_H ] Top/Bottom Rules
Sales Rep -'| Amount —10] ~

2. Try It: Above or Below Average? Alex % 180,

Select Column H =

In the sample spreadsheet, this is the Alex 5 130 Data Bars

column with the Amount. Alex 3 L

Go to Home ->Styles. Alex St E Color Scales

Go to Conditional Formatting. Alex $ 100,

Go to Top/Bottom Rules. Alex 1100 (=

Select: Above Average. $ 1.100, i=| lcon Sets
Alex $ 50 4=

Keep going, you will be prompted... Alex T 100 [E MewRule..
Alex 3 S0 [F  Clear Rules
Alex ] 150. @ Manage Rules..,
Alex 5 1500w
Alex 3 AD.00
Alex 5 50,00

B B o= o ]

Insert Delete Format

gt |

- * -

Cells

_'_:'gj Highlight Cells Rules + |

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Top/Bottom Rules
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] Top 10 Items...

] Top 10 %...

e ] Bottom 10 Items...
E'] Bottom 10 %...
] Above Average...

E‘ ] Below Average...

More Rules...




E r
Home-> Styles-> Conditional Formatting-> Top/Bottom Rules
E T o SR e T e
Choose the Formatting il Ll s T T e
: What Do You See? You will be prompted ,_;" T e ¢~-:- i ;: :- ‘;""" ,'":" — G_E';_ ,f, ﬁf .. ,,?_ =g 1{ ,ﬂ
to select the colors when you select a SRR ot S : - i 32 e ] S g
Top/Bottom Rue. ] -8 £ hmount =
r B [4 o E F () H i 4 L] L ek L
- o onthi " o e e ] i
n the example on this page, the et -
suggested color is red, which isn't what =~ & emesemesan - cos Catel' e Average T— 00
people expect if the amount is ABOVE the & wme mevesn  cos Cat P .00
Average. i maetan oo Cate] | Format cells that are ABOVE AVERAGE: 00
L= Preal
. L 10 Moo Vahsn Fria
Green_ means go: it is used to indicate | i G for the selected range with | Light Red Fill with Dark Red Text |E| 00
financial success. Qi e s e oy Cat Light Red Fill with Dark Red Text -00
18 e S Yellow Fill with Dark Yellow Text .00
3. Try It: Format Cells | S Green. Fill with Dark Green Text 00
Select Green Fill with Dark Green Text, 18 ot Corck Light Red Fil =
please. Click OK. The Amount in Column ;x == Eeg -EEE"; 0.00
H will be formatted Dark Green if it is o Comer ® Catering  Breakfast Buffet | i Format... 300.00
Above Average. e " Catering  Fruit and Veggies ~ 02/13/2011 Connie [$ 60000
= k|
: - iy E | | G H
3 Product |E| Date |E| Sales Rep|~1]| Amount |E|
E Cold Platter 1M272011 Alex 3 150.00
’ Cold Platter 11572011 Alex 3 150.00
¥y . Banguet 02/07/2011 Alex $ 5000
—en Cold Platter 02/10/2011 Alex 3 950.00

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Top/Bottom Rules
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Home-> Styles-> Conditional Formatting -> Top/Bottom Rules

(2] wd e 0 T St Tables 05T Microucht Cacal W e o ) i
More Than One Rule e T T T T e
You can have more than one Conditional e e = L e U
. . . . . J - " ' T Wemarneg ¢ os et + fiples ¢ . . . L™ P Svlen v
Rule formatting your data. In this illustration, = i I — |
there is one color for sales that are Above "' - gl Anawa _ s
Average, and another for the sales that are | = Catmgoey = Sorvicn = Pratt - [=100te L= Suten Ropla] Ampunt Loy om0 T 3oy s meme .l -
Below Average. i ... [ OO Vi e s w K [ [g—
Dartene Doy Eate Caterng  Cold Platser [ 3 e
4 Hamony and Me Sesh Compoeste  Cateng  Banguet | W 4
5 Datadase Cormutants spocste  Caterng  Cold Platier B Cotes Seates L Y —
4. Try It: Add Another Rule e e g s v fia
Select Column H. | g Ok Pt B T 4 om0 |—J
Go to Home -> Styles. Jns___ Lot — s -
Go to Conditional Formatting. | p———— ons| Below Average M
Go to Top/Bottom Rules. R i A _—
Select: Below Average. iy et G » | Format cells that are BELOW AVERAGE:
16 Mooy ang Me Seshe Frot
Format Cells: You will be prompted to select . muw o 2l | for the selected range with | Kight Red Fil with Dark Ried Text | - |
a formatting option. Select Red Fill with Dark = ™ == e =
Red Text, please. e o S = [ oK ] [ Cancel ]
23 Bay County Gonerny Coot| i
What Do You See? Any amount less than = e T
the Average is highlighted red with red text. ey o= SRS Sty 08 maVegehe I‘ f!'!!‘?l
Any amount greater than the Average is 38|00y cour Gommmen Cammg  Cob F G H
formatted green/green. e Coom e = = [ Amount |~ |
) s i s 70 Product Date Sales Rep /-] Amount
Rty 2J
Keep going...(this is actually fun, isn't it?) Cold Platter 112/2011 | Alex $ 150.00
Cold Platter 1/15/2011 Alex 5 150.00
Banguet 02/07/2011 Alex 5 50.00
Cold Platter 02/1072011 Alex 5 950.00

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Top/Bottom Rules
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Home-> Styles-> Conditional Formatting-> Clear Rules

R R e o T T i R i ]

=
4
3

Clear the Rules M e [T e e S WSV Ceee s ,_;:H‘“
. . . . ¥ e LIC I -y B o wrap e et - { I = . =
The following pages will play with the various .,.:" S B @ A EER R Huece 5% s R nam..;; rows i et s Tt B sann raaa
Conditional Formatting Rules. After each R =5 : el [ i A . =l
" . . S : =
example, you can Clear the Conditional Ml - fe| Amaurt —kd
Formatting. Here are the steps. o = ey < Seecten = vetat = an T~ sates map [ Bl pestomm s+ T e B ek -
2 Feck Tomne Freabé  Coessy  Cod Pl BT Ales ) E_l | |
. ags . 3 | Cuirdersr Cure Pty [ el Plamy NS0 Abex § 150 | Datatun ]
Try it: Clear the Conditional Formatting Mmooy md Bl Copous  Cosing Bt wwmnie (R j j
Dritabada C & Ce @ O Coledl Pt I Alex | I - .
Select Column H. :n.-_r.. s i S c,n::. c::: Echiia Frut 2203611 Alee |ﬂ ] e |
Go to Home ->Home -> Styles. [oosnsontus  oew ity e | Sttt R ] |
Go to Conditional Formatting. 3 |Cansa Pre  Covry EdbaFs  SYATG0IE s : 1:-_., i | j
B M Wakaw e 11 Alex i [ 1Y " - i e e Dl
Go to Clear Rules. Ll:l-l::mpmﬂmn Prats c-m Fraate ' I Abex T = f':w “ . e - |
Select: Clear Rules from Selected Cells. e et s B 00! [E  New Rule
El | Harmony and e i |
14| Harmany and s Suahs
What Do You See? You can Clear Rules Y L1 30. 5% Clear Rules 3 Clear Rules from Selected Cells
i IF |G
from Sglected Cells, the eqlre Spreadsheet, e cant 3 150 Manage Rules... Clear Rules from Entire Sheet
from this Table or from a PivotTable. £ By Coorly 5 150 . ;
i:-::m? Clear Rules from This Table
B Come, 5 50.00 o
=l - 5 £0.00 Clear Rules from This PivotTable
a RESERVE BANK OF ZIMBABEWE ﬂ | 05001 Caane |§;-f}}j==j |
; = BY 3011630 :
: - N A | E | | G H

.:;Tmn. 4 -I-J_

Product |E| Date |E| Sales Rep|-1| Amount |E|
Cold Platter 11272011 Alex 3 150.00
.+ Cold Platter 1/15/2011 Alex 3 150.00
' .. Banquet 02/07/2011 Alex 3 50.00
" Cold Platter 02/10/2011 Alex 3 950.00

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Clear Rules
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Data Bars Accounting = % \g E- E( ij

The following exercises demonstrate the =
various Conditional Formatting available % - % * | T 3% | Conditional| Format — Cell  Insert Delete Format

E 7.
Home-> Styles-> Conditional Formatting-> Data Bars

in Microsoft Excel. All of these examples ottt CEL L Lokl I " ’
will be applied to the H Column, the one SmEEY EH o =5t
with sales data. The Amount has been \% Highlight Cells Rules »
Sorted Descending.
| G | H @ Top/Bott Rul ] | L |
Try It: Format with Data Bars 'Sales Rep|~ | Amount| =10 ~Op/BOTom Rules L
Select Column H. o
Go to Home -> Styles. N?kf 'S 4.000 Gradient Fill
Go to Conditional Formatting. Niki '$ 3.850. E e g

&

Select: Data Bars. Miki 5 2.400. E :E:
Miki U- % Color Scales 4

What Do You See? The cell with the , . = = =H |
highest value is 100% filled in. The other Elizabeth 151900, = E :E i
cells are filled with less than 100%. Excel  Alex 15 [1.100] [7=] 1om sets g —
calculates the percentage. Alex 5 950 =3 - _ _ _
Connig IE 600. E:] Mew Rule... E E E
After each trial, select the H Column. Cnnnie B 600, Clear Rules Y E E
Go to Conditional Formatting -> Clear Connie 5 600 Manage Rules... 'S
Rules -> From the Selected Cells. Connie 3 600 v ~ .
- More Rules...
Connie $  600.00 : :

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Use Data Bars
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Use Color Scales

Try It: Format with Color Scales

Select Column H.
Go to Home-> Styles.

Go to Conditional Formatting.
Select Color Scales: you will have a short

set of built-in options.

What Do You See? The Color Scales use
two colors to indicate the Conditional
Formatting. In this example, the highest
value is red and the lowest is yellow.
Microsoft Excel compares each amount
and formats the cells accordingly.

Try This, Too: What does it look like if
you sort the information by Date?

After each trial, select the H Column.
Go to Conditional Formatting -> Clear
Rules -> From the Selected Cells.

Home-> Styles-> Conditional Formatting-> Color Scales

YR

Accounting =
$ - % o | %8 3%

Number Fa

Conditional | Format Cell
Formatting ~|as Table = Styles = |

6 |

Sales RepE Amount
Miki

Miki E Data Bars v
Niki $ 2.400. '
Niki $ 2,310. I% Color Scales b
Elizabeth $ 1.900.

Alex $ 1,100, gg lcon Sets N
Alex § 950, &=

Connie $ 600/[E HNewRule.

Connie 5 600/ [E clear Rules r
Connie 5 600 {4 Manage Rules..

Connie 5 600.ue -

L% Highlight Cells Rules *
=2

' v
L.% Top/Bottom Rules

Insert Delete Format

- * -

Cells

-

It
o 3
B &8

Mare Rules.,..

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Use Color Sets
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Ta
o,,:° Home-> Styles-> Conditional Formatting-> Icon Sets
EraEEs e B
Use |C0n Sets “ Mot | Bet Pape el Femols [ Eedew Yiew Drogn ci @8
. ; g3 e TR (R T e A T TR R B R
Try It: Format with Icon Sets m S w s we e BA EWE EE e $on o+ WA St s G e oot 3 g pose
Select Column H. o o : - e S| g R toney
Go to Home -> Styles. .., . k10 —hy tsm—_— 0
Go to Conditional Formatting. e " ooy - Sanin - Pt = a5 Suin g Lol TRt N ST G ST
Select Icon Sets: Arrows (Colored) B ey mstoun oty Colips Edecstin oty Parna | ety eteaiets | [ tamn
4 | danwary Cusless Dedy Prevate Calwng  Cold Plame TASONY Alew
5 |Feleniary Homstoen Comespay Colige Ederstanal Caiveng  Swesls EERETNY Ekzabuih L. ey — [N
What Do You See? The Icon Setsusea ¢ e e e e e o e :J
three, four, or five-color scale to format & |February Ba Couny Gt g Bt Bt | $3r120511 Coris (LI iy Ty
the data. In the example on this page, e ey e ol il e A AN
there are four Directional arrows L Fabruaty Boy oty Genoen Cairs_ it Vesart_E2ATH Cirnt_ 4 Il tPud A=l
representing the following percents: - Ky st e | = Directional
;goégf/% s e ot d'HiEQ leon Sebs g =3 4 =3
- o 16 March  Cas F
49_250/ ir Hl:lh I-W-J-F-'D&-w-\r-lrtm E =
26.0% Sk e commnyColoe LDH i a=v AN
; QY. e P15 Clear Rules - 1, A ™ 3 i, A
21 Al Limgrieeoes Prasiuectsans F - d. a 3
22 Apil Widatyrs bl el F
What Else Do You See? The Conditional =i temymiusa < [5]  Manage Rules...
Formatting menu also lets you create a b o | — + A=
New Rule or Manage the Rules. s ooy o et pamn | Saaice [N fattaca
Blhors  Homstom Comemsly Cie Eiisiond Cuvis € Product E‘ Date SE|E5 Rep E‘Amnunt ||
3 Apil Walker I aerng P
Let's investigate where Excel puts the T e et St S “Fruit and Veggies | 05/26/2011 Alex 4 5 100.00
Rules and what tools are .avallable in the mauty Breakfast Buffet 5/30/2011 Miki * $4,UUUUU
Rules Manager. Keep going... .
Breakfast Buffet 6/9/2011 Niki 15240000
Edible Fruit 06/09/2011 Elizabeth 4 5 210.00

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Use Icon Sets
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The Rules Manager

Before You Begin: In this example, Column
H is the Amount, sorted Descending. Column
H has the Icon Set Conditional Formatting,

1. Try It: Use the Rules Manager
Go to Home -> Styles.

Go to Conditional Formatting.
Click on Manage Rules.

HNew Rule...

Clear Rules L4

CIE

Manage Rules...

What Do You See? The Rules Manager
should display a list of the Conditional
Formatting. You can add, delete, and edit the
Rules here.

2. Try This, Too: Edit the Rule
Click on Edit Rule...

Keep going, pleeeeeease...

Home -> Styles->Conditional Formatting -> Manage Rules

3 Febrvary Bay Cowmy
10 February Momwtown Co
11 February Bay Coumy
12 February Mometown Co
13 February Marmony and
14 March  Database

T A O 0w B Suies Tobles 2000 + Nocrost Exvel TR | B e e B =il
B et | bet  Megciros  Fomuus Cou Rator Ve | Guigs o
. AN Tmy, @ . [ - A
Q¢ . » n. &
y B I U A EEE Rk 3 s 2°
Vebeand Port digrmet tomies e . tarag
w2 . £ 10
Moren - Chient - | Category - Service - | Product - | Date Sabes Rep - Amoust - | ] K L -
1 Janwary Ruck Towner Prvate Caterryg  Cold Plamer VIZZ0NY Alen
3 Janwary Mometown Communty College Educatonsd Caterng  Edble Free 1152011 Exzabeth
4 Janwary Darlene Daws Prvate Caternyg  Cold Plamter VIS2011 Alex
5 February Momwtown Communty Colege Educatonsd Catern)  Sweets Q29572011 EAzabets
& Fedvrvary Marmony and Me Sushy Coporte  Caternyg  Banguet Q2972011 Alex
7 [February Datadase Consuitants Coporte  Caterng  Cold Plamer QD201 Alex
& Febrvary Bay Cowny

| —
15 March  Harmony and
18 March  Casse
17 March  Homwtown C
14 March Bay County
19 March  Homwtown C
[
22 Apdil Nadatyn Wic
23 Apdil Harrreery and
24 Apdil barrreer and
“ w Conditional Formatting Rules Manager " " — —
27 e e . . - — o
2 M
= 4 | Show formatting rules for:  This Table E]
n M
we | || [Ei NewRve... | | EheditRue.. | [ X Deleterue | |4 | v
' Rule (applied in order shown)  Format Applies to
Icon Set *t 7F 2 3 =$§H$2:$H$70 £

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Manage the Rules
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Bend the Rules

3. What Do You See? The Rule Type
is a list of options. You can use a Rule
to identify a cell by the values. The
values can be based on the average or
the rank. You can also use a formula in
arule.

The Rule Description is a tool for
defining the values. You can select the
formatting Style and type in your own
Value if you wish.

You can edit each part of the Rule
Description including the Icons, the
values and the colors if you wish.

It's kind of fun. Click OK to return to the

Rules Manager, and OK, again, to close
the Rules Manager.

Very Good!

Exam 77-882: Microsoft Excel 2010 Core

Home -> Conditional Formatting -> Manage Rules

Select a Rule Type:

| » Format all cells based on their values |

» Format only cells that contain

» Format only top or bottom ranked values

» Format only unigue or duplicate values
» Use a formula to determine which cells to format

» Format only values that are above or below average

Edit the Rule Description:

Format Style: | [eon sets

Format all cells based on their values:

IE' [ Reverse Icon Order

Icon Style: I‘E%af

=i

con

when value is

when < 75 and

when = 50 and

when < 25

8. Analyzing and Organizing Data

8.3. Apply conditional formatting: Manage the Rules

Advanced Excel 2010 Page 39 of 298

Display each icon according to these rules:

W

W

W

[ ] [E]

|T ] [T show Icon Only

Value

75
50
25

Type
Percent

Percent

Percent

[ [ [E]

3



Home -> Editing ->Find & Select

=
r
3

Find Special Cells o e o S v 5 Bm D ,.;:L;‘”
. . I 5 Ao e Aa - - I e leat Advonng . C n|
You can use the Find & Select optionto S Bl e %A EEE EE e S WA 'c-n-‘;-n. o G et .,.3......".‘.’. B conn i
locate cells with Conditional Formattingor ... - ) e e e e o
Data Validation. " cr K Amout PR
gy K L] < o E F ' 1 K = bk
1 Mosth « Clemt Catogory *_ Servic Product Date . Ga 1o oot
H P HY 1 Janwary Fock Towrer Private C‘an: Codd Plamer 1122019 Alex i
The Find button is in the Editing group on 70" o vy i gy R .
the Home Ribbon. The Find icon may 00k & sy owe o Poae  Cuwwy CoiPume 1152001 Al i il b HR ﬁr lﬁ
. . . 5 February Hometown Communty Colege Educatonsl Caterny  Sweets S2N52011 EXzabeth
different in Word and Excel (big or small),  « reey vy sethe s Coome Cotvony Sancn £2072011 Alex .

but in both programs it is still On the right e A s e it s1D20t! Coe Format |
side of the Ribbon. e, o e wemee T 2

| . T J# find.
e o] Options T |8 Repiace

> ) 5 . 3. R

Seloct Fnd and Select R TR R R T > coro.
Click on Data Validation or Conditional T ] N ; To Soecial
Formatting and test the Find options. s < . i

SN0 Alex

1 f o - Formulas
Microsoft Excel will highlight the Cells With = s reme s e s . o
288 Marmony and Me Sesiy Comments

Conditional Formatting in Column H. | ek

Conditional Formatting

Constants

W 4N Dats Table . .
bow 3 Data Validation

l¢ Select Objects
E-h Selection Pane...

—

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.3. Apply conditional formatting: Find Conditional Formatting
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O le

7',.*.

One Table Tools-> Design ->Properties-> Resize Table

':‘j A - e i Sakey, Talhta 2000 = Marstrilt erel MR B Ay v SR R e S ai|
Table Properties: Resize ——— e e~ T g o
The Table Tools include two more groups of e : " o o
options: Table Properties and Table Tools. bereplen e Bkl T Bl s an bt e

Before You Begin: Review the Properties e Tt dmem Tl ; " L
The Table Properties include the Name and 2 ety Fick Frwear Privme ___(Gatueng ol Pl NETIT e 85 15000
§ Clanwaly Hiorsbown Coseapsdy Colige EdeCMsnsl Caleis]  Edble Fr A0 Ekzabath 51,500 002
the Range. By default, the Table was named 4 Slanwary Distess Dinis Praale  Chlsng Dol Plame AFIEE0YY Ales TR H
Table1 in this example. The Resize Table e e S e ot e 85 fm
button lets you select the Range of Cells. 7 Fbruary Cutabiase Consuhsa Copams |Cuung (el P | MIOSITIANS, 08 w000 1
3 Febiary Bay Cossty Gowrones Calerg  Deaskins Bl B3ADP011 Cone B8 MOME
3 Febiuary Bay Costy Gowmnmed Calénryy  (Benakinit Bulet EEART0N 1 Conre #5 HOMD
. . Fretm crar C 4 rioo:
Try it: Resize the Table 1 potreey Dup oy +s o
H 12 Fodruary Homeioen Commuedy ol | £4 Fam.
Click anywhere on the Table. The Table u;f;....,.':'. R TP i e +s o L
Tools should be available. 1 March  Datatase Corautacts coponm M e | LT
15 Mlarch  Harmony and Ms Seski Carparate smm.wmm“: 3 ﬂm._
18 flarch  Cowws Prrvads { '~ Loy | # 3 10apds
Go to Table Tools-> Design ->Properties i el | e . e g‘
Select Resize Table. 8 urch  Hometiomn Commasty Colwge. Educations! /. -
0 AMarch Wi Value Frrade Catwrng Salade and Soup 33
. _ AN i ey i ] | select the new data range for your table:
What Do You See? Microsoft Excel will AR Farmony ande Sashi Copouts  Caiwng  Pwale = 1 1 =
outline the Range of the Table. In the Bah Doty Oeewnmen Cawmg Coonmmd T 844 —$ASL:§7 — =
example on this page, the Table is M B oy Gormon ey Vi ol Note: The headers must remain in the same row,
= . . e ange iS in Solute N:ll-n-:h Iwwri:o'uw:.-tﬂm Edersisnal Catwrewy  (Edble Frg :-l-i e
$A$1:$H$71. The R Absolut and the resulting table range must overlap
references TiAprl el Sai Presis  Catweg  Pvaie ar} the original table range.
. =) Al Hoevaiioran Comumnpndy Collige EdeCoiamisl Cawies]  Banie et
ISUNGRGMY Dt Tobdy ,~CNGE PREY " SROEY . FRRNCH T,
Tl
If you wish, you can select a new range, but ! [ OK ] [ Cancel
the Header must stay the same. | =

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Edit the Table Properties
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E To
o,,:° Table Tools-> Design ->Tools-> Remove Duplicates
E e v ]
Table: Remove Duplicates B o o ] e 29=2
: When people enter data into a table or list, it~ w« e L e e EEE e ] D
is easy to make a mistake and type a name v ferrdm et D A e R
twice. Duplicates happen. In this example, we & - £ sestamier ' - s summarize with PivotTable
will copy and paste a Row, then go through L p - v w——- 0 1. 1yl 34 remove Duplicates
the steps to find the duplicate. 59 Augwst  Mometown Communty Cobege Educatonsi Catern)  Eble Frue o )
— m:gm: Em — E::: m'"’ . « Resize Table h% Convert to Range
1. Try This: Create the Duplicate e TR Tools
Select Row 69 64 Saptember Hometiwn Communty Colege Educatconsl Caterng  Cotd Plamer 05142011 Elzabeth  $ 5 21000
Go to Home->Copy. W Sopmnbe Tu LGy oot DushaBax  SUDOMN 33 000
Select Cell A70. (In :g;ﬁxsarggfb ggka)dded a [tmcie Dewn e S Seated e oer e mwa 30 0e
Go to Home->Paste.
n
n
What Do you See? The pasted Cells are a n : : ,
duplicate of the Row that you copied. » 67 | September Hometown Cummun?tyr College Educat?unal Cater?ng Ba.nquet |
7 68 September Hometown Community College  Educational Catering  Edible Fruit
Keep going... » 69 September Hometown Community College  Educational Catering __ Cold Platter
. 70 |September Hometown Community College Educational Catering  Cold Platter
Total

D™ r " ogsgial s O
Areage XOL)  Cowntd  Sumditds  UNLI G 30w -

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Remove duplicates in a Table
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OZ:° Table Tools-> Design ->Tools-> Remove Duplicates
E . (Z] M- 0o @ T Sutes Tobles 000 < Mcorsoh Evcel WIS 725

Table: Remove Duplicates I e -9
: 2. Try This: Remove Duplicates e | Bl (g &t e ) - =

Click anywhere on the Table. The Table ket et | (T mpltatﬁu

Tools should be available. - e —

Go to Table Tools-> Design ->Tools. A s || To delete duplicate values, select one or more columng that contain duplicates.

Click on Remove Duplicates. 3 Tk Towner

. 3 Homton Commanty 5= select Al [ 2= Unselect Al My data has headers
What Do You See? Each of the Columns in 5 Feteary —_—
our table is selected. The Column Names Ty o b
February Bay Couty Fy
come from the Header Row. i e Iumns
v L | Month
When you click on OK, the duplicates willbe | s =
Commnty Client
found and removed. n il |
s e Category
So, that's good, too. e Service
g Product
. V| Date b

Lo |

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Remove duplicates in a Table
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Convert to Range

This lesson began by creating a Table by =

Table Tools-> Design ->Tools-> Convert to Range

] o - Satet Tkl D03 = Mg Enged 000 Vo il o e .-
B - o s Pemas Den Sreew et
Takly Bamr L hemmiaits wilh Peailpiie 4 FepdorBrw W Fnllshsn  [_____

[T S———— ¥ ¥ e 7 eesas =2 ZC

Bip=t Riinie

el L T L 4 Banded Bgwn  Barebid Sphemni

selecting a Range of Cells. What if you N S ey o - _ -
Wanted to remove the Table but keep the » K| Wamn Table Mame: |j_..?‘] Summarize with PivotTable
& B 4 (i) E F
data? Here are the steps you cantake to | gi—.....  Camgoeyl= serin < Protecs [ 1| TaBile1 3 Remove Duplicates
convert the table back to a Range, or List. e e i iz T Resi
vy Edbin Fr i 4 I
e ey ey ety 11 Resize Table hi Convert to Range
Try it: Convert the Table to a Range o o S g S ool Properties Toals

Click anywhere on the Table. The Table e g e i e
Tools should be available. Bl Py st Pty G Emianat |t~ it v il £ iz .
Go to Table Tools-> Design ->Tools. e B ca] Microsoft Excel pr— M
Click on Convert to Range. £ Fobrvmy ey e S |
14 blarch Harrromry and ide Suske p—
What Do You See? You will be prompted  » j== == Do you want to convert the table to a normal range?
that the Table will be converted to a a7/ Merch Doy oty -
normal range. None of the data should be s tenvsn 0 [ ] |
lost when you convert to Range. e opmtsPaiectin Li= o
2 Al Harrrorey and Ma Sushi d— —a W Py 3 e ——. il >
The data will still have the Conditional e ot Gy WP WM Come 85 000
Formatting, however the Filters at the top & e o T e, s
in the Header Row will be gone. IFAph Wakw Smth Frbts | Clwing
M Apil Vicaratvean Commaty Colage Edecstonsl Cawnang E F G H
5 My Haratioean Commgniy Collage Edecsiaongl Catenng |
Done and done. You get the cookie. ,&’1 e ] e e g m product Date Sales Rep | Amount
- ; Cold Platter 1M272011 Alex 4% 150.00
Edible Fruit 11572011 Elizabeth % $1,900.00
Cold Platter 11572011 Alex 4% 150.00
Sweets 02/05/2011 Elizabeth 5 210.00

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets

3.1. Apply and modify cell formats: Convert a Table to a Range
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Practice Activities

Lesson 1: It Works for Me!
Before You Begin: Download the sample spreadsheet: Student Records.xlsx

Try This: Do the following steps

1. Open the spreadsheet: Student Records.xIsx

2. Delete the columns for Grade and Homeroom Teacher

3. Add the following students to the bottom of the spreadsheet

Student Percent Class
Lauren Ball 96 2012
Brandon Ayers 45 2011
Arnold Johnston 78 2012
Brittney Evans 82 2013

4. Sort the Spreadsheet by Class

5. Format with Table Style Light 8 and select “My Table has Headers”

6. Use the Remove Duplicate Tool

7. Apply conditional formatting. Create a new rule and select 2 color scale.
Pick red for the lowest value and green for the highest value.

8. Save this as YOUR NAME Works for Me Practice
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Test Yourself

1. Which of the following is a way to copy a
sheet in a workbook?

(Select all correct answers)

a. Home-> Cells-> Format-> Move or Copy
b. Right click the sheet and select Move or
Copy

c. Save As-> Copy

Tip: Advanced Excel, page 15

2. When using the sort command on a
column of Months, by default, the column is
sorted alphabetically, with April first.

a. True

b. False

Tip: Advanced Excel, page 16

3. Where is the Sort command that allows for
custom sorting of months?

a. Home-> Sort & Filter-> Custom Sort

b. Data-> Sort & Filter-> Sort-> Custom List
c. Data-> Sort & Filter-> Months

Tip: Advanced Excel, page 18

4. Excel can makes tables of data.
a. True

b. False

Tip: Advanced Excel, page 21

5. Which is true about a Total Row in an
Excel Table?

(Select all correct answers.)

a. Created by checking Total Row on the
Table Tools Ribbon

b. Includes a Summary box with a drop down
list of options

c. Can only be used to calculate Sum

d. Can only be used on small tables

Tip: Advanced Excel, page 27, 28

6. Which are true about Conditional
Formatting? (Select all correct answers.)

a. Colors or icons are based on rules

b. Command is Home->Styles->Conditional
Formatting

c. Includes option for creating custom rules
d. Can only have one rule applied

Tip: Advanced Excel, page 31-33

7. Which commands are on the Table Tools
ribbon? (Select all correct answers.)

a. Remove duplicates

b. Convert to Range

c. Insert Rows

Tip: Advanced Excel, page 44
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8. The Find command can be used to find
any cell(s) with Conditional Formatting
applied.

a. True

b. False

Tip: Advanced Excel, page 40

9. Which is a type of Conditional Formatting?
(Select all correct answers.)

a. lcon Sets

b. Color Scales

c. Data Bars

d. Fill & Text Colors

Tip: Advanced Excel, page 31

10. An Excel Table has a gallery of Table
Styles.

a. True

b. False

Tip: Advanced Excel, page 24




Excel 2010: Tables and Lists

Work Smarter, Not Harder

Advanced Excel Objectives | AT I R - S— I
In this lesson, you will learn how to: Hcoatum |
1. Use the Data Ribbon to Sort and Filter the data : i
2. Outline the data with the Outline Tools and use w - ks -
the Outline to Show or Hide Rows of information eon ! 0 ' ¢ =
3. Use the Data Tools to perform a What-If Analysis, - e -
for example use Goal Seek to define a total and see - ek
how that goal can be met . s om0 s Lo
7 S &% 20 § 132000
4. Use the Scenario Manage to define Best, Worst e e
and Expected results by changing one or more cells 10 sune.2 §eml s v
1u o N 400 300 1.800 00
13| nnete ®rE @ o o=
i menx o W @ &
15 juneid,? L L [+ ==
- Group Ungroup Subtotal
5| amem: . .
| Scenario Manaager...
e Goal Seek... |
» ~une 20 .
; Data Table...
© 2011 Comma Productions :
"4 o Legs . Eoge | s ot Shaet ] ’) L ]
oty T S0a wes +
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Lesson 3: Work Smarter, Not Harder
Data
5 1. Readings m Home Insert Page Layout Formulas Data Reviele Wiew EJ iJ

Read Lesson 3 in the Advanced Excel -
guide, page 47-80. ? N FEY Y (3] connedtions | Rl ? & Clear
| F4 A
'—a '—J '—IJ | '—L—l : m 3 Properties »Reapply
. From From From From Other Existing Refresh - Sort Filter
Eggrjrﬁ)litspreadsheet that uses Outlines Access Web  Text Sources+ | Connections | all- == Edit Links &l 2 ndvanced
u utli ) :
and What-If Scenarios to analyze the data. Get External Data Connecdtions Sort & Filter
— > ®rE @rE  fE e
Downloads E*E % EI"‘ ? |ﬂ ﬂ LTJ
Customer Sales 2010.xlsx EE! r L L [+
Legs Eggs Pigs 2010.xIsx Textto  Remowve Data Consolidate What-If | Group Ungrnup subtotal
Brown Bag Lunch Sales Team.xIsx Columns Duplicates Validation - Analysis ~ -

Data Tools Cutline

2. Practice _J _J _J

Do the Practice Activity, page 81.
Menu Maps

3. Assessment This lesson shows the Data Ribbon.

Review the Test questions, page 82. . Data->Sort and Filter->Sort, page 51

. Data->Sort and Filter->Filter, page 52

. Data -> Sort & Filter-> Clear, page 55

. Data -> Outline-> Subtotal, page 56

. Data -> Qutline-> Subtotal->Group->Group, page 66

. Data -> Data Tools->What-If Analysis-> Goal Seek, page 69

. Data -> Data Tools->What-If Analysis-> Scenario Manager, page 71

NO PR WN =
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Work Smarter, Not Harder

Pretend your little company recorded all of their invoices in a financial program. This software allowed you to export that information
into Microsoft Excel. You have a lot of questions and Excel can help you analyze the data. Your goal is to look at the sales

numbers. The invoices are sorted by month. For each record, can you see who sold what? To whom? For how much?

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

A9~ -3 e T
Haome Insert Page Layout Formulas Data Review View
= %

B Calibri -1 A A= E%]- P~ =+ Wrap Tex
F‘ajte ¥ B 7 U - | i - | @;‘.v&v = = = | i i éjh'lerge&
Clipboard a | Font Fa Alignment

Al - 5

Ji
[a=]
1
=)
m
l
o
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Start Microsoft Excel

What Do You See? Is
there a Title Bar that says
Microsoft Excel? Yes.

Is there a Home Ribbon
with the Clipboard, Font,
Alignment and Number

Groups? Yes.

If your screen looks similar
to the example on this
page, then you are ready
to get started.
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Before You Begin

The purpose of this lesson is to investigate
the Data Options in Microsoft Excel 2010.
You can use a spreadsheet that you created
or download a sample spreadsheet if you
wish.

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

Customer Sales 2010.xIsx

Go to the sheet called: Customer List.

2. What Do You See? This is the Customer
List for Charlotte's Website. The first row is
BOLD: it is the Header Row. There are many
rows of data including Name, Address,
Phone. This data came from a database, so
Column A includes the unique Customer|D
number.

Keep going...

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

File->Open

] 0w I R TN C tgrres Sahes 2010 C ornglete +
Lo} :

2 "4

Anatyin -

What®  Group Ungroup Sebtot 1

Ovtme

J
FuliName
larres Accardc
larmes Adarma
Uss Alesander
Beverty Allen
Temonty Allen
Velma Allen
Michael Allen

Ardersen Cathenne  Cathernine Andersen

Qawre Anger
Jettrey Archer

Argerone. Elzadeth EMabet™ Mpertine

-, Yoo Page Lapost Foematae Data P e Ve
S0 18 | 8 (3o MY . = 1 8 B
from from From PomOther  Dasting  Bedach £l Set  rew ( Tt Bamove Dwts  Comiohdate
Actmit Web  Tedt  Sowcet  Commedtors  ARC W ASNS  Codumen Dupcater Vakdaton
Gt tternal Cute ereaitumny Loa b P [
Al - £ | CustomeriD
< D E F 6 H 1

Firsthame Asdress! Ciny Staee Tip Phene Lauiamel s
larmes 9765 Ballenger Commerce Townshp W AMIY-  (RI0) 235-THS  Accardo, James
larmees 9380 Cratton Dr Adamawille v (317) 555-0008  Acwms, James
usa MTE Manone Lare MyTown L A507-  (R10) 555-120  Alesander, Usa
Beverly 934 Mckesghan MyTown M ARSOT-  (RIO) 5552262 Alen, Beverly
Timothy 315 Gransblanc &d  MyTown M ARSI2  (BI0) S55-BS45  ANen, Timothy
Velma 4301 Shendan kg My Town M AR50 (BIO) 5551086  ANen, Velma
Michael 1205 My Town M AR507-  (B10) S55-BRAS  ANen, Michael
Camhanine 1729 Palmer MyTown L 48504 |B1O) 5554687
Dawre 18 Senea Commerce Township WM 2823 (B10) 2301272 Anger, Dawne

1 10 Archer Jettrey 8093 Saw Grass Tradl  Adamawilie M AMSS  (S17) 5559093 Aerher, Jeffeey

2 11 Angentine Elaabeth 435 Alen Gardens Adamaviile M aMSS  (517) 55509

13 12 Assef John MyTown L 45508 (B10) 5558192 Assef, John

14 13 Antanan Mary 2806 Broadway Wy Town M SESOT.  [B10) SSS.SATS  Attanes, Mary

15 1% Avendl Fanivie 2263 Mackinaw MyTown M AR506.  (B10) 5559651  Averdl, Patrcia

1% 15 Bachman Madison 2082 Five Lakes Rd My Town M SR506.  (B10) 5558363  Sachman, Madison

17 16 Bachman Srandon 3387 Nell Adarraville M A58 (517)555-2593 Bachewan, Brangon

13 17 Salley Gerald 603 Pewson St MyTown M SES08  (B10) 555857  Baley, Gerald

it} 18 Baley Beyan 3334 Dlon hd Adarraviile v A58 (S17) 5552041 Bwley. Beyan

» 19 Sair Darvelle 5371 Worchester O  MyTows M SES04 (B10) S55-119%0 v, Darvelle

pi 20 Bakar Corey 4234 Cncade 1 MyTown L A5504.  |B10) 555787 Baker, Corey

1397 Lace Nepesung

John Assat

Mary Attanan
Patrsse Averdl
Maduon Bachmen
Brandon Bachman
Gerald Barley
Bryas Baley
Oareetie Bair
Cotey Baker

Al
— N {

L S« | CustomeriD

B

1 [CustomerlD lLastName
2 1 Accardo
3 | 2 Adams
4 3 Alexander
5 4 Allen
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D

FirstName Address1
976 S Ballenger
9380 Crafton Dr
2478 Marjorie Lane
914 Mckeighan

James
James
Lisa
Beverly

City

e crroh (e TR e

= Q@ C - |

a1
B

cm-—#

Commerce Tow
Adamsvilie, MI
Wy Tomn, Ve 4850
My Town, Ve 4850
My Town, N 485
MyTown, Ve 485,
My Town, Ve 485¢
MyTown, M 2850
Commerce Town
Adamavilie, M4
Adamaville, Mi L
Wy Town, Ve 8850
My Town, Vo 488¢
My Town, Vi 2554
Wy Town, Ve 388¢
Adamaville. MI 4

2

Commerce Township

Adamsville

MyTown
MyTown
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Data: Sort

This lesson will investigate the Data Ribbon:
Sort, Filter and Subtotal. Each Data command
adds to your understanding of the numbers.
Each option also has it's limits: it can only do "so
much."

When you Sort the data, you can find patterns.
For example, the customer information might
make sense when it is sorted by City.

1. Try This: Sort the Data

Select the entire spreadsheet.

Go to Data ->Sort and Filter.

Click on Sort. When you are prompted choose:
Sort by: City

Sort On: Values.

Order: Ato Z.

What Do You See? This Sort organized the
customers by one criteria: City. Keep going...

Exam 77-882:
8. Analyzing and Organizing Data

8.2. Sort data

Data->Sort and Filter->Sort

" R C T Cumhomman Swiey 210 Cormplete - Maomeh Brcd D' B
n - Moot Pagelapet  Fesmetas Dats  Revew View N Q ]
\ o o y N . G Connocions — ¢ j % Clear
4. 6.0 u 3 @3 ORI g =1 ﬁr W ]
from from from PomOther  Gesting  Redeh il st rew LA ‘-H? ) )
Moo Web Tek Sewcwm- Commechers  ABe i & savan %o Reapply
- Grt Ltereg Tty Conrectiony St & Fmer El Snrt Fllter Y
- - Lt i Advanced
£ 1l
Ciny State 1 i
C P W I.L- — E.D,E.@'f”ter _— -m"wis
Adamaville - (517) 5558018 Adams, James James Adams Adamsvitie, MI
MyTown M ARSOT-  (BI0)555-1204  Adewander, Uss Usa Alexander WyTown, Ve 4850
MyTown M ARSOT-  (B10) 555-2262  ANen, Beverly Beverly Allen My Town, Ve 485
MyTown M ARSID- (B10) S55-ES5  Alen, Timothy Tamothy Allen My Town, Me 483
MyTown M ARS3D-  (B10) 5551086 ANen, Velma Velma Allen MyTown, Ve 485
Mihael Allen Wiy Town. Ve 485
e NS . Cothenne  Catherine Andersen MyTown. We 4t

<‘ipul~i| o v | getona.
ot On Crder

- Ve e A®7 -

Oawee Anger Commerte Town
Jettrey Archer Adamsville, Wi 4

sohnAssal Wy Town, Me 4850
Mary Attarian Wy Town, Mo 488

Options... My 1

Colurmn Sort On

Sortby || astiame |E| Values

n CustomerID
LastMame

P FirstMame
Address1

City

State

Zip

Phone
LastMameFirst

HEGESSBRECREEEwevevaivwu-

Order

[»] Atz

FullMame
CityStateZip

Microsoft Excel 2010 Core

using single or multiple criteria
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r
% . .
L Data->Sort and Filter->Filter
. 3 Trame B Peeclaved | Pomutss | Oua | Redew | View 2@ o
Da.ta- Fllter Jﬁ ; j 3 :' g] Al Conmectiomy 2 E ! & Cen - mm o . 5h o9 egn 1 %
A Filter is a way to separate the customers =t ':‘.::“.'?' ooy o T |, o (S Geee i % Clear ;
you want to see from the ones you don't want oot et O ey Brrs et so & Fner 4l ]r | 2
to see. In Microsoft Excel, the Filters showor = - & coeen ' — 1 _ % Reapply
hide the Rows based on your criteria.  F L T | A+ ot || Fiter | o &
y 3 7 Adamy larmes 9380 Cratton Dr Adamanille L f Amﬂn(fd e, MI
3 30 Arches Jettrey $090 Saw Grass Tradl  Adarmaville L sﬂl't & Fi“fl e, M4
H "t 11 Argentine Flaabesh 415 Alen Gardens Adampnlle M A The, MI 4
When you _Fllter th.e data’ you Can focus on 3 16 Bachman Brandon  S387 Neft Adamavilie M AM3E-  (517)555-2993 Bachman, Baangon Arandon Bachman  Adamawilie, M4
par[ of the information. For examp|e, you . 38 Bailey Sryan 3314 0don &g Ademsvilie M A58 (517]355-2660  Bwley, Bryan Gryan faley Ademavilie, Mt
could look at the customers by City. g T f— i S S T
Paula apc 6 Adamavile M AMSS  (517) 5554401 Barvoso, Pavie Paula Barroso Adamsuilie, M4
2010 8w Lane Adamavile M aMMSS  (517) 5554715 Baery, Dense Denise Bary Adamsuille, MI L
2. Tl'y This- Filter the Data $131 Wooomoor O Adamaville M AMSS (S17) 5552388 Baryol James Jarvs Baryo | Adamavilie, M1 4.
- 300 Hamiet Apt L Adarmavile M aMSS  (S17) 5556809  Baryo 0, Dave Quve Baryo 11 Adamgvilie, MI 4
Select Row 1. 2153 Belle Meage  Adamsville M MSE (S17)5S554734  Bazzan, Trawss Travts Bazzani Adamavilie, Mi 4.
Go to Data ->Sort and Filter. - (™ fe | CustomerlD
Click on Filter. -
B | ¢ | D | E
Keep going... Customer ~ LastName - FirstNan ~ Address1 | City
2 Adams James 9380 Crafton Dr Adamsville
10 Archer leffrey 8093 Saw Grass Trail  Adamsville
Elizabeth 435 Allen Gardens Adamsville
Adarmaville L ABMSE-  (317)355-TERY  Burmett, Sue Yo Burrett Adamaville, MI
W Adsrmaville M ABSS-  (317)355-34T  Burmett, Charles Charles Burnett Adarmaville, MI
Adarmaville w AMSE-  (317) 355-5104  Burns, Rumel Runsell Burms Adarmaville, Mli

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.1. Filter data
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Data -> Sort & Filter-> Filter

[: Data: Text Filters = P"r d —“——
- » » 3 - . ) A Connection e m1 .. c o 2
: What Do You See? Look at the firstrow & & = = = ,:J, ¥ ee :: e ,_,!19 Al - City I I:: l
of this spreadsheet. Each of the labels in ~ “* "= = oo oo = N Zv| SotAteZ
the Header Row should have little drop- a == & Cotomend 8(%Z] sortztoa Mi
q ]
down arrows. These are the filters. ; i L B S} A4 P — .
. . 3 30 Ascher Jettrey Wil sgninea 8 ;
3. Try This: Use an AutoFilter R LA S s twee W | Clear Filter From "City
Click on the City Filter. . Woaley  Wyan 3 | E Filter by Colo N
Select one city: MyTown. ’ Rt B 2 tam |1 titer by Lolof MI
Click OK to apply the filter. . e 2l Text Filters |
10 30 Baryo ! James ) ¥ idor e
Keep going, please... - A [Search Al mi
i Meas e d 2 M (Select All MI
a8 & [ Adamsville M
7 33 Biskrer Randy D Commerce Townsh|p !
18 35 Bitrman Chad > . 3 H MI
| - W -
: ::‘o‘:\ vk & w0rs v veyren :lmwmow 2 || MI
Bl swem s smueownsees |1 M
~ n &8 Brencan Oelorer :::::::-;o‘v“ Adamaville MI
s : ::::‘n :m" :::nn.-md-\a uumm:: MI
- "ﬂ 25 Burnets Charles 4451 § Adamavilie Bd  Adamaville 1
n 90 Burm Busrell 6330 Belingham Ct Adamaville 1 MI
W40 W] Mosthy Siles | Cuntomer Unt Sheetd T DT 2 -Ml
2 MI
| ok || canca ||
5 M
G 3u73 westpayton Agamsviie M

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.1. Filter data: Filter Lists with AutoFilter
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Date: Apply the Filter

4. What Do You See? Each column
that has a Filter has a small icon.
When you run your mouse over the
Filter, you should see what the Filter
equals.

A Filter is a query, or question,
regarding your data. You can create
Custom Filters by combining several
filters on the same data.

What Else Do You See? Look at the
bottom of the spreadsheet. The Status
Bar in this example indicates that there
are 450 customers in MyTown, out of
770 records. The Rows are blue to
show that there are hidden rows.

Data -> Sort & Filter-> Filter

Bl ey Piaiemay

AL - £ | Covlnmesin
. L] [ —— ] - - -
i o ] 0 2 :
. 3 Allen Timothy  301% Geandblan & |B10] 3-S5 ABgn, Timarthy Timoshy Allen Wy Tomam, bl
Eh b Allen Walma r‘mﬂ\-lﬂd-lﬂhd W ARRID-  ELO)MME-12ME AFen Velma Wl Allen By Tosam, Wil AR
i T dlen Mighaal B By Toam W SRMLT-  ELO] MO-ESES  ANen Mighasl Mishael dllen By Tomam, bl 4R35
= e s e i o R P PP o e i e v
ut wase on Addressi '~ City ¥ Sta~ Zip  ~ Phone
EE) 13 Asiangn lary
m sawnt  meos JATE Marjorie Lane MyTown o LeEa (810) 555-1234
3 15 Bachman  Mdadio - City:
o iealey  Ged 914 Mckeighan MyTown Equals "MyTown" (B10) 555-2262
= e @ 3015 GrandblancRd - MyTown v 18532~ (810) 555-8945
B nmees s 4101 Sheridan Rd MyTown Ml 48532- (810) 555-1246
ar 4 BarEr Jarrilda O XL Pead Ane Pty B et W SRS0R-  (ELG) SAS-1M  BaeRer, Hemelda Jafrilila Barka by Temirmi, b
s 3 Bt LF ] xmmm L WO SE500-  |ELO) SAS-5084  BaeL, Riymend Mgryrricesd Baimelr Wy Tamami, W
s 5 Barys By LY Py Eera W SRRSO [BLO) SAS-1TR  Baeps, Dawd Bt Bty Wy Tamari, W
gL 3 Baatin iscards 815 Tachnes LI W SEROE-  [ELO) SAS-B1)  Baaned, Riaeds Migins s Babaried Wy Temam,
ETEL 4 Baatty Jarrers LO14ES § Sagivuny Wy T e W SESOL  [ELO) SAA-SIEN  Baalby, b Jarreny Baatty By TEmam, W
ol . 7. |+ 45 Benore Terry 12370 W Peirson Rd | MyTown
s Pt V. 47 Berry Samantha 6201 Allison Dr MyTown
v B 43 Bielec Catherine 1806 Webster Rd 229 MyTown
HE AL Rislac Caa

s L omemnt |4 4 » M [ Monthly Sales | Customer List . Sheet3 /%3

By 430 ol TR e by o1
Ready 450 of 770 records found | [

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.1. Filter data: Apply Filter
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Data -> Sort & Filter-> Clear

W e -
Data: Clear the Filters 7 j‘fjﬁ """:,i e ""!‘* = Pl 5 gm 4l H Y & Clear
You can clear the data filters if you e M B P tﬂrnw % i reseen ﬁ E_ % Reapply
wish. Here are the steps. ST e ] 5 L I z| sot | Filter . 5
- =gl I , \'E!'Advanced
- . ] E F i & H
5. Try it: Clear the Filters 1 imeer = Lo Figilgs — 0 o £ cort & Filter
. FFE 1 Alsmsnder  Lins MTEMarorie Lare  WhyTown L T T T | —— S ——— T
Select Column E (Clty) m 4 Alien Bewwty 134 Mreighan MyTown Wi ARWT- [RIG) 353330 ANen, Barerty Rarerety diben BhyTgeam, Wl
- i el * Allen Timothy B3 GoandHancBd - MyTown Wi ARNIZ- (IO NG-ERD ANen, Timothy Temosty Allen Wy Tosm, Wl
GO to Data > Sort & Fllter' J-Jl & Allen Walrma R0 Shearidan R By Toram M ARIZ-  (ELO)MS-13NE ANen Vema ‘Wl Allen By Tosam, b
Click on Clear. 18 T Allen Mickanl L3043 WyTowm W ARMT- [HLO) 3SR ANen, Michasl Michael Allen Wy Tomm, W
ur B Anderpen CatRaring IR Palmar By Torr B AR (HO] MG-RET  Aederen, Cetherine  Cathasrivg dndemen By Toan, M
[ fRnrL A W
* an B il Fabricia  JRER Mackingw BT W ARG (RO MO-RSL Aeerdl, Pabricia Fatrigia Legril By Tomam, bl
removes all of the Filters on the City L 15Bachman  Madiion 22 Five WikesAd Wy Town MO A0l (B10) 5358060 Masison Bahman  WeyTam,
. . 1y 1T Bailey erakl 00 Peinon i L] I ARSI (ELO) MO-RAT Rsdley. Gevald enraid Bailey Wy Tosam, Wl
field. In the example on this page, the 11 15 Bair Caniglls  SIT1'WorchesterDr  WyTown W BRSO [EIO) 551150 Bair, Danislie il Rair Wy Towm, Wl
filter for MyTown has been cleared, so ™ == A | B c D | E
you can see other cities as well. a3 o - -
i 2% 1 |Customer ~ LastName ~ FirstNan - Address1 |+ City
Very good. That's a short discussion e a2 2 Adams James 9380 Crafton Dr Adamsville
on Filters. Save your work. =) e 3 10 Archer leffrey 8093 Saw Grass Trail | Adamsville
ETH Maa |
oy ses 4 11 Argentine Ellzabeth 435 Allen Gardens Adamswlle
M3 b B MR BT SRR K PR RA I5EL0] 300 e E RO PR B B TR
a4 4 Behe Delrbes K511 H Deater Py oreen hh ﬂ&N [EL0) 335-E1ES  Seebe. Debbie Dabies Besbe By Tosim. b 285
35 4] Bel Seghen ST Echdald R Py oan W aRS0A.  [ELO) 3551197 Bl Sephen Sephen el By Tosdm. W 485
36 A% Basang Tary BITOW Peirsos Bl MyFowa W aRS0  [ELO) AN Benore, Termy Terry Beaode By Tosa. Wl 485
My AT By Sarraertha S3 Ao Oy e W SRS0E.  [ELO) MASATE By, Samesthe Samaeiiha Barry By Toaii. b 485
g ELY T Lammpnine L wWebiner ki 258 miyFowa b 2RS4

- D) 3488108 Biedec. Cathenine L armanive Bidher Wty oo, v 3850

. =

S 70 it e

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.1. Filter data: Clear a Filter
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Data -> Sort & Filter-> Filter

]l e I s ks 15 Convpint S e T L
Data: Subtotals e el = e e
A Subtotal organizes and summarizes lists i T Ll Sl L et | A R g - .o
: acm Wes Tom Gewumr  Comemtes  ART Rp e e 4 A | (AT K Clear
of data. The Subtotal function offers more LT Rl L =l :
options than calculating the Total in a Table. 4 - £ | Cusiomenin ” | _ £¢ Reapply g
Subtotals can include Summary Functions i EGSil] seana  Fistiama Adtromi - — = &l Sont | NEEE U5 pdvanced 7 |
(SUM, AVERAGE, COUNT) as well as a ! JLodem em G adesdie o | : i
Grand Tota| 4 1 h:\:mn :-u.::-:«-.n nu:;ﬁ::;:-r:l M::::II: u AR | sort & Filter h.M:l.
’ 1 16 Rachiman Brasdon AIET Nelf Adamaville [T SRR (317 - 1A Bachiman, Reandon Brandon Rachiman d:l‘ll"hh-ll!:l.lll.
& 1R Bailey Bryan 3334 Dillon B Adameaville W SRR [317] 1S-REL  Basdley. Bryen Bryan Bsley Adpmaville, Mid
There are two steps to creating a Subtotal: ' R T ey HE_[W RIS e, S e
1. Sort by the field y0U want. E ] 1T Barean Faila Apt Adamaille WE SME [NIT) BS-A0L  Burvoan, Padls Paula Bamass Arpmawille, Mid
. 3 I By Dk 2010 e L Adgrrepall W SRR LT MEBATLS  Baey, D Danibs Ba Agreguilie, Mid
2. Subtotal by the same field. 1 0 Barya i um-: i::l-\'\;;r:ﬂ:v ld::wll: WA ::-l:'::m e wmu-rt; nmr':mr:r- m:--uc.nm
11 11 Bargom Qv » i A, Al vl b (Y] AR 517 SN By 1, e i By 11 Adargeille, Mid
1 J: [-ER ru-:s Z]]}J-H;l'lr’“:lh:i' J::mv‘”: L abiss :!-II::':!I‘H AT !-L'!:-". r'l:i ru:s B-.'l?::l&"- ﬁﬂ:u“l. :ll
Before You Begin: Copy the Worksheet .
efore . A | B C D E
Right-click the Customer List tab. =
Click on Move or Copy. =1 {Zum{)merID!LastHame FirstName Addressi City
Check: Create a Copy. i 2 Adams James 9380 Crafton Dr Adamsville
Click OK to create the copy. i Y3 10 Archer Jeffrey 8093 Saw Grass Trail |Adamsville
Rename the sheet: Subtotal by City. n - ) )
= | 4 11 Argentine Elizabeth 435 Allen Gardens Adamsville
2 &F Brerman Dol TIES Shander O Adarmnlle L AHEE-  [517]3A%-1T2Y Erensan, Dwiores Dwldr e Brancdn Adarrdwille, MI4
Stl" Before You Begln:.CIear A" Fllters M T Brown Barawrhy ;::f‘rht?kl Adarmville L ARSE- 317 204800 Brown, Baverty Baverty Beoram Adamaville, Mi4
Go to the Subtotal by Clty sheet. 7 [ —— o B Y e T P PP e i —— st e
Select Row 1. # | 76 88 Burnett Charles 4451 E Adamsville Rd | Adamsville
Go to Data -> Sort & Filter-> Filter. ZP 90 Burns Russell 6130 Bellingham Ct Adamsville

M 4 » ¥ | Subtotal by City ~ Monthly Sales .~ Customer List ,~ Sheet3 . ¥

All Filters should be cleared from the Header
Row. Keep going, please...

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.1. Filter data: Clear All Filters
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Data -> Sort & Filter-> Sort

L] all e T R Cumernes Sk 100 Complete + Wrsslt fniel o R < |
Data: Sort then Subtotal ~ ®# — = meo oo P Lo ple T Al Y W Clear
The key to maklng the SUthtaI imij n: lmﬂ r.,.a’;.. llrl..rj\-g -m=-|]h. = .. i ;: e fzu-pm - rmi Em Bea I
function work is to match, match, T s T e s g son | Fitter $ Reapply 1
match. You need to Sort and Subtotal a - £ 3 ‘2 Advanced
by the same field. Before you create | i - iooms - rusinn - st ccm ~ormon | Sort & Filter
1 1 Crafton Ada=mila ] e b=
a Subtotal you need to Sort the : A e PO 2
data. 4 11 Angentine  Ehgsbeth 413 Allen Gardent  Adamaille MI AR (3IT)533-A097  Arpy B M4
5 2E Rachman Brandon  EUET Med! A= vail s jon Qachman  Adamaville, Mid
4 S8 Railey Bryan R Dellon . i Adamaille, Mid
1. Try it: Sort the Data L [ Ga i T e
Select the entire spreadsheet. : s || ey Mg, 10
Go to Data -> Sort & Filter-> Sort. 1 3 Rarysd e | e L =) SEEE— -| Adamwille, M4
Sort by: City. T ey
Sort On: Values. ] 37 Bechoer Codrick L350/ Adamaville, Mid
i 38 Baxhosr Phall [+] Adamaille, Mid
Order: Ato Z. 15 ¥ Becker Sesan 06 Adamaville, Mid
Click OK. = = e
i 55 Bitrras Chad T Addarrdvilbe, Wid
] 5 Blair John EI?HLKIIC CNPET: d [T FEE ] 0 o= B ddarreilbe, Mid
Keep going... ] £ Boys Waki G IOTHWest Duyton  Ademsvile M s umsu-l.m Boys, vick! Wik Birys Adamauille, Mi 4
Fll S
2 ’ “:’glgdd Level ” ¥ Delete Level ” 23 Copy Level ”| - || L | My data has headers
; Column Sort On Order
-]
o [sotbyr[cry =] (v =) Wz =
Eaudy

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data
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Data -> Outline-> Subtotal

[T 9 o S R C catsrres Sahes 010 Complets + Mcssioh G NN T e et | 5 ) DR |
Data: Subtotal M e e tmer mem e ST yeo ——— ﬂ ¢Er SER *=
. . e ; c. Connediony At ~ s - =
The list has been Sorted by City. Now, R Le L e B AL eI Y| Baes | S0 LiE ,_—f‘ = LE EE z
here are the steps to Subtotal by City. T oo iy Wi seas e ST Group Ungroup Subtotal
1] - 5 Oty o =
. A ® < ) 3 ¥ 6 H
2. Try it: Subtotal the Data 3 [Cusomer = Louame = Firston = Addrow! “5te- T - Phane * Lowtia Cutline I
. 3 7 Adarrny. larmes 9380 Cratton Dr [Adamavilie v (317) 355-0018  Adems, vy smerers maamey s,
Select Column E (City). H Masher  detirey 10090 3ow Grows ol (KRR R T
Go to Data ->Outline->Subtotal. 4 Kijfgpntion _jsbeth joks e Sordent S Iég
e - [Adarmville g ] |
: Bawtey oy mscmcens [N Subtotal
. 7 22 Ralywat Ellen 1016 Willowsod adamavitie |
You will be prompted to answer the 5410 Maple Park Or e tocom P —_—
following questions for this Subtotal: s ey o 2mewie T s =
10 W0 Baryo lames 6131 Weoamoor O [Adamaville E— | C|ty E
u ¥ Raryon Dave Wl Mamet Apt | [Adamaville y
At each change: City. 1 Rhazes  Trws 2053 etieMeste  [Ademavitie Use function:
. . . 1 17 Backer Cedruck 1310 Mancharg [Adarmaville
You just sorted by City, select City for the « Miecker i © damsvitie | Count E
H 15 19 Beck Swsan 6066 B |
Subtotal so it matches. = e — R — B ; I
v 51 Biskrar Bandy  29%0 Anoka Adamaviite Add subtotal to:
. 13 55 Bitman Chad 200 Terrace [Adamaville
Use function: Count. 1 36 Blair John  SSITMLKIngBvd  [Ademaville "
» €5 Boys vk G 3073 West Dayton  [Adamsville
Add the subtotal to: City - g T |
. . n 67 Brannam Vincent 121 Paterson Adarravile
The Subtotal is counting the number of o e — 1
customers in each city. It makes sense to x MBown  Beverly 20w adamavitie
5 Burnett Sue 13080 £ Farvand e [Adaraviile
add the Subtotal to the Clty : 52 Burmett Chartes 4451 € Adamavilie &d [Adamavilie 2
90 Burr fussell 6130 BelinghamCr  [Adamsvilie =
-“_-;-:,.g Subtasal by Oty . Monthly Sales " Customes (i Shaetd VS Replace current subtotals
Renty ‘

Click OK. Keep going...

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Subtotal
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Data -> Outline-> Subtotal

@9 i e i
Hello Subtotals! T — = LT LS
. " ~) - al& v * o~ - - o - g |
3.What Do You See? This spreadsheet & # - 0 0 & B Lo G E 0 R T L
now has Subtotals that count the number = ™ = =00 = aapy o | Comee Sughnies Wt | =
of customers in each city. There is also a s . £ SURTOTAULFZFI)
Grand TOtaI that adds Up a” Of our 'y I" m . ) Wr. umo(s x;smooom . smg-v-: mG m:o s ss;om wvu.m.»-:n Jnes a
customers in all of the cities. g Mooy Gwie Hitwserted . MI_ 4B4SS (SIT)SSS-2S62  Wyden, Kristie  Krise
- M7 1 Accardo Jarves IS Babenger Commente Towrmihip MI 48825,  (8520) 2317998  Accardo, James mes
N - M8 S Anger Ourw 2818 Senec Commence Tomrship MI 484823 S0 mnn A . Daw D
What Else Do You See? Microsoft Excel - M 25 Barnum w-o: scnuw:x-a * (o-wm: u-mm: M asan :am, 1150 u:.:n,w:u mo':
- 25 42 Bemran Asthony A0 Aren Commerce Towmnihip MI 48825 (820 231. 7219 Beltran, Asthosy Anmthed
Created formUIaS for the SUthtaIS SCI’O” - ™ 41 Berce nsting FOBox 39 Commerce Township M 48423  (820) 231.5%08  Bence, Knisting KrHtn.
down and Select any Subtotal_ Please - 34 Besnen Oale $308 N Ehms g Commerce Townihip MI 48223.  (830) 2319223 Bennete, Dale Dale B
. . . - % Bush Parmela 9219 Beecher he Commerce Towrihip MI 45423 (830) 201.9%7 Bush, Pamels Pamel
review the formula. This example shows: . 101 Choste  Micheel 4028 Masmer Lake A Commerce Townihip MI 48833 (83002312031 Cooste, Mehasl  Me
=SUBTOTAL(3 F2.F245) - 112 Chentian Joshos PO 8ox o8) Commerce Towrhip MI 45423 (830) 231-2157 Ohruition, Joshue lovuas
’ . . 2% wmc Oune 10292 W Stanley RS ommerce Towmhip MI 45423  (820) 231-4873 cle. Diare Diane ¢
L - u: C:ma‘ Roger S:u‘(not'-(;ﬂ :m- Ym-nvu: Lo 4540y :llb‘_ 231-1548 zd.m.le‘vv uc‘-u
. A - 138 Cowdy Brende 4382 Oubin Commerce Towmhip MI 45423 (8300 231-3M48  Conby, Brenda Brendd
|mpreSS|Ve. - 144 Croms Bartars 5053 Inchias Wil Tr Commerce Towmihip MI  45423-  (830) 2319718  Crona, Barbars Barbar
- 0 132 Daron Gertie 2072 therty Rd Commerce Towmhip MI 4842)- (8530) 221-m07% Duron, Gertie Gertie
+ m 154 Davin Sandra 733 Aanander St Commerce Towmhip MI 45423 (830) 231-7373  Deww, Sandrs Sandra
. - N 15¢ Dawes Kathloen  J150'W Mott Commerce Towrship MI ABA2)- (B30 201-2509 Dewes, Lathioen Kathie
Keep QOIng"' + 18] Deitriige Teresa 1206 Mac Ave Commerce Towrthip MI ABA2)-  (430) 211-630%  Deltndge. Terers Terera
« 142 Delbridee Lisa 2507 Cowert Rd Commerce Townthio MI ARA2Y.  (H300 231-5112 Delbnidee Lins Lina De'
« M
; =SUBTOTAL(3,F2:F245)
24 r
-
- c | D E | F B
. James 2035 Wood Lane Adamsville M
" | |Kristine 2231 Baxter Toad Adamsville M
[SESTEN] v .
sy 3 Adamsville Count | 244!
James 976 S Ballenger Commerce Township MI
Dawne 2818 Seneca Commerce Township [MI

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Subtotal

Advanced Excel 2010 Page 59 of 298



O le

Viewing the Subtotals
The information is outlined on the left
hand side of the spreadsheet.

You can use the outline to show or hide
the details. The + sign means there is
more to see. The — sign indicates that all
of the Rows are shown.

4. Try It: Use the Outline

Click on the 3. All Rows are visible.

Click on the 2: That's the Subtotals.
Click on the 1. That hides all of the Rows
except the Grand Count.

Made You Look: In this image, you are
looking at Column E, so that it will fit on
the page, OK?

Data -> Outline-> Subtotal

X C 0
h Wit et Pagelaet Fermets Outa  Redew  View -9 &

R s i | @ S 000 Y =l = T = I
from From  From 'v)-t:!h'u _l-l!m lm'm :l Sont ree ( _‘M‘d _lo-ew : Cuts .(MIM N'. ‘4\3-.‘ k'v'.M Suttots
Acteis Wed  Tedt  Souwrce Comnectorn A8 W ASnitd  Columen Dupicater Vahdation Anayin 4
s : -‘ 5 m.u'ou;nu‘nn
Wzl £ ¥ G “ | 1 X -
1 Ciny Stane Tip Phene Lasarmaf st Futiame CityStatelip i
- 245 Adarmaville (oust 284
Io 121 Commerce Towsship Count »
+ 7TM MyTown Count 0
- 7 GundCout ——A
™
mr
m
m
e
m
e
3
4 ‘
s 1z
be 3
"y
rss
e )
= F775 - .fr| =SUBTOTAL(3,F2:F773)
m
= MHEE E F G
= 1 City State
> 246 Adamsville Count 244
= 323 | Commerce Township Count 76
00
v s 774 MyTown Count 450
Fenay
775|Grand Count | 770l
776

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Subtotal Outlines
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A Different Subtotal

The Intermediate Guide to Microsoft Excel
2010 demonstrated a series of formulas that
calculated and formatted the sales subtotals.

This lesson demonstrates how the sales
subtotals were created.

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

Customer Sales 2010.xIsx

Go to the sheet called: Monthly Sales.

What Do You See? This is the Monthly
Sales for Charlotte's Website. The first row is
BOLD: it is the Header Row. There are many
rows of data including the Category, Service,
Product, Date, Sales Rep and Amount.

Keep going...

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

File -> Open

e oot Py - Form. " Rrven View &0
aBD B 5 ¥ vAVi= Sy 8 & B 9
from From  From Poom Other Lwitng Brtvan {1 Sont el 7 Tt %0 bemiie Dwts Comichsare Whae ¥ G Unprouwp Subtots
Actens Web  Ted Sowcm+  Conmecom - "/ Advaratd  (onumra Duphcater Veboaton - o . .
Gt Uabeveast Cuts T preetagmy Lot & Fater Dale Too Ovtne
Al - £ Vomh v
A ] C [+] £ ¥ [ L] ) ) X LY L} -
3 [owh  JCliemt Category _ Service Product Date Sales Rep Amount
1 Janwary Rack Towner Provate Catesng Codd Plaster WI22011 Alex $ 150m
3 Janwary  Darene Davs Prrvate Catenng Codd Plater 52011 Ales § 1500
4 Janwary  Mometown Communty College Educatons Catesng Edble Frat S2091 Ehzabeth 51500 0
S February Harmory and Me Sush Coporane  Ctesng Banguet 020772011 Ales § S0
& February Database Consultants Corporate  Catesng Cobd Platter 021072011 Ales § S0m
7 February Harmory and Me Sush Coporste  Camesng Edble Frt 22772011 Alex § 100
§ Febrvary Bay Couny Geverrvrert Catesng Breatdast Buflet 0121272011 Corvme § N0m
3 February Bay Coumy Goverrvrrt Catenng Broaidast Buflet 021272011 Convwe § M0m
10 February Bay Couny Goverrvrrt Citesng Frot and Vegges (2132011 Corvme § 60000
11 Februaty Hermetown Communty Colege Educatonsl Catesng Sweets 02052011 Ekzabeth  § 21000
12 February Hoerwtown Communty College Educstonsl Catesng Edible Fruat 22011 Ekzabeth § 21000
13 February Hormwtown Communty Colege Educstonsl Catesng Sweets 082011 Ekzabeth § 21000
14 March Database Coraultants Coporste  Catesng Cold Platter 030572011 Ales $11000
15 March Harmony and Me Sushe Coporste Catesng Edble Frat 030572011 Alex § 0w
16 March Carvwe Provate Catenng Edble Frat 03012011 Alex $ W0m —
17 March Megers Value Provate Catenng Sstads and Socp 00232011 Alex § S0
14 March Bay Courty = = = = =
19 March Bay County
0 March By County C ] E F G H
21 March Bay Couy »
o wath remiom s Category  Service Product Date Sales Rep Amount
23 March Hometown Comms R N
M March  Homstom Commal PTIVALE Catering Cold Platter 11272011 Alex 3 150.00
5 Agit Legrecan Praductan
Bt o | Private Catering Cold Platter 1/15/2011 Alex $ 150.00
S =t Educational Catering Edible Fruit 1M15/2011 Elizabeth | 5$1,900.00
S S Corporate Catering Banquet 02/07/2011 Alex $ 50.00
ey .
- Corporate  Catering Cold Platter 02/10/2011 Alex $ 95000
Corporate  Catering Edible Fruit 02/27/2011 Alex % 10000
Government Catering Breakfast Buffet  02M12/2011 Connie $ 30000
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Data -> Sort & Filter-> Sort

e

Data: Sort Then Subtotal

This Subtotal will calculate the sum of the

2 Conmecions

» o an N
N e ]
from M

2 )

A > B =

e e " cmeaten " BT s | e o vesiten
amount each Sales Rep sold. So, Sort by e Hisopon St o hw Cuta oot
Sales Rep and Subtotal by Sales Rep. Az - £ | sauary

& L] 4 o £ ¥ G - ]
Maoerty Clienmt Cotegory Service Produnt Date Sales Rep Amount
. Lanwary Rk Towser Private c--;can- WI22011 Alex $ 15000
2' Try It' Sortthe Data Dartere Daves Prvate Catesng Cold Plater WVIS2011 Alex $ 150w
Select the entire spreadsheet. T T Gy Gk st * RSN Kl 4N
Go to Data -> Sort & Filter-> Sort. Database Consutmnts Coporate Cmesng Cold Platter 021102011 Al s %o
Harmenry and - -

Sort by: Sales Rep.

Bay Couny | %
Sort on: Values Bay Courty
Order: A-Z. odorara s
Click OK. e >

. A .

t=

2

What Do You See? The data will be

| Add Level ][ X Delete Level H 53 Copy Level ” 4 || v || Options... | s

sorted by the four Sales Reps: Alex,

LU D
Hil
-
3.88

TENENRURUNSYUSECECEEREE o v wsww-

Connie, Elizabeth and Niki. Column ~ SortOn Order
Sortby  salesRep [v] WValies ] Atz
Keep going... -
Catenng Edble Frat U001 Elzabeth  § 21000
Provate Catenng Provate Y01 Ales $ Wm
Madatye Ueched
B < | D | E | | e | =
et commenty o CALEGOTY  Service Product Date Sales Rep Amount
I it Catering Cold Platter 1712/2011 Alex $ 150.00
' Private Catering Cold Platter 1/15/2011 Alex 3 150.00
Corporate  Catering Banguet 02/07/2011 Alex 3 50.00
Corporate  Catering Cold Platter 02/10/2011 Alex 3 950.00

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data
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Data -> Outline-> Subtotal

fid -t - I i Sai 200 Comple Wecreanh o - 2 =
Data: Subtotal =N - ‘I b o ......:M..... ..,....L i . —— e a @ o
Sort by Sales Rep. Subtotal by Sales |18 3 Ti | 8 8 s BE) ¥ e, 20 BT R HR TR E WS
Rep s E-T:Iuli!::':‘;’ T “‘Em‘ ) H\'lh'qr.:?‘-m“ ol ml e y E‘l.-l"‘c [
LT £ bnth . . . - 3

3. Try it: Subtotal the Data e B
Select the entire spreadsheet. e S ]
Go to Data -> Outline-> Subtotal. 5 [Fabrusy  Harmony and e s Subtotal 7

4 |Februsry  Databiie Consubanty

& |Fabrusey  Harmany and e Sunti
You will be prompted to answer the I g At each change in:
following questions for this Subtotal: :u ‘:m ||Z|

1 Laprecon Prodectong

12 Mgy Llarkl 3 .
At each change in: Sales Rep. B Harmany et s S =Ll
You just sorted by Sales Rep, select o P — |5um El
Sales Rep for the Subtotal so it matches. o . e — Add subtotal to:

B :“m m Categury "

Use function: Sum. 2 bouey S Gty [ Service

1 :m (] Product
Add the subtotal to: Amount. 2 o b || Date

= :m Sales Rep

i [ -
Click OK. Keep going... £ oy oy

m HBlay County

e oo Caorng ot and Vogpes DGIBE1] Come Replace current subtotals

" e r— Page break between groups
summary below data
[ Remove Al ] I Ok I [ Cancel

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Subtotal

Advanced Excel 2010 Page 63 of 298



O le

@ Data -> Outline-> Subtotal

2

Sales Subtotals B e Ty S S
4. What Do You See? The screen shot on At - R i e LR A
this page shows the Subtotals that each < s . =} R = T
sales reps sold. The Subtotals are calculated i - LIE i . e

0 G

1 Service Prodect Date Seles Rep Armours

19 Alex Total § 250000

5 Connie Ttsd  §

L) Elizabeth Tomal §
1 N

and shown in Column H, Amount. There is a
Grand Total for the entire Amount sold.

The Outline is shown as Level 2. However,
the data for Niki is expanded so that you can
see the Rows that add up to her Subtotal.

3 E F G
S_o, the Subtotal function is an interactive ”» 1 | Service Product Date Sales Rep Amount
display. You can use the Outline buttons to - r
expand (+) or collapse (-) the Subtotal n 19 Alex Total $ 3.500.00
Groups to see the data if you wish. w 36 Connie Total $ 8,310.00
“ 66 Elizabeth Total $ 8,170.00
Do This: Save your spreadsheet 9 B o
Go to File->Save As. C 67 Event  Breakfast Buffet 5/30/2011 Niki $ 4,000.00
Browse for a folder to save this file. o 68 |Event Breakfast Buffet 6/9/2011 Miki 5 2.400.00
Enter a file name: MyName Customer Sales. - 69 Event Breakfast Buffet ~ 6/10/2011 Niki $ 2,310.00
Good " 70 Event  Breakfast Buffet ~ 7/12/2011 Niki $ 3.850.00
' = o] s * | 71 |Event  Breakfast Buffet 99/2011 Niki $ 600.00
* | 72 |[Event  Breakfast Buffet 9172011 Miki 5 400.00
=] |73 Niki Total | $13,560.00 _|
=] 74 Grand Total $33,540.00

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Subtotal
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Data: Remove the Subtotal

The previous pages demonstrated how to
create and edit Subtotals. Here are the steps
you can take to Remove a Subtotal.

Try it: Review the Subtotals
Select the entire spreadsheet.
Go to Data -> Outline-> Subtotal

What Do You See? You will be prompted to
fill in the blanks for the Subtotal function.
Look at the bottom of the window. There is an
option that you can click to remove the
Subtotal.

Try This, Too: Remove the Subtotals
Select: Remove All.
Click OK.

The Subtotals should be removed. This is a
simple list in Excel, again. Very good.

Data -> Outline-> Subtotal->Remove All

£ = w Cuthiwras JHE Cawrphens feesinen 11 [0 7]
[i bl ™ e 1 | —
“ (e el Page Lipind Fiitmadics [N freee Vi pus
: = = = -. =
;.J ; . .I ) ) Boomesen | I’ ¢ i~ B= %4 pm  [EF 2 | "f | # =
A L'l 2.4] [ =1 = - = —a L ] = a
Fiem  Mom From PoomCirer fstding  Ralash §) fet  FAm Tasitc  Hrmove  Deis  Comabdsts What§ e Ungesop fublicisl E
Boorm Vv Ted  Gowmmt  Conandom AT W adveeied  [ohamar Dupbosel Valdanon t AL " " "
Corl Extwrasl Gate Lorndians. Sorl B Pl Surim Toedy [t
4] = & | Wonth -
1jz]a & B £ =] E ¥ ] L] 1 1 K L Mg
1 Lliern Safwice Prodect Date Sakan A M
[} 17 — Adex 1otal 5 3150080 -
+ .
P & Subtotal L9 |
= BT [y Homeioen Towashiz Libary
= o fdune Homaloen Township Library
* EEN - Ta———LERTN (At each change in:
70 Huly Homaiosn Towaship Library = g
= 7] |Smpimmber Homatosn Townghiy Lbary MOH'H"I
= 77 | Smpiwmber Tray Lawysrs Gioup (=
= .
2 [ se function:
T
™ Sum IZI
b i a1
: Add subtotal to:
u [ categary o
& [ service
- | Product
" ["|Date =
- [ sales Rep
O Amount -
B
50
51 Replace current subtotals
5

LA b E Sutetsl by Oy Honthiy Salm - Cuilierss
Eandy  Beswwind | T

[ Page break between groups
summary below data

[Eemu'ue All ] [ QK ] [ Cancel
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Data -> Outline->Group->Group
10" i

Data: Group and Ungroup e o e e e e G
Outline Functions: Subtotal is an excellent a3 ) L LT NG VD 2 B S O B PE e 8]
u . € Functions ubtotal is an e C.e e from from From FromOmar  Lastiag  Ruties §l sen  ram & Ttte  Remaws Oots  Conchasts Whatl  |Geswp | Usgrowp Sutiotel

Outline tool. It allows you to show or hide the data = "= ' fewns i e 00 s | o D Yo — f——

g Gt baerui —— . . — L =
depending on what you want to see. Another a2 . % jaruary iy 1
Qutline function you could try is Group. Group iaomis B ¢ o | [ nssad s il H ! ' (s i S

. . 2 Mooty [T [ Sarvicw Produt [t Salbes b Ao
creates an Outline on the left side of the 5 oy TckTowns Prate | Catermg Cold Pitine TAD201 Alex s 1500 ~ @are = .~
spreadsheet, however it does not calculate the 3 Datere Dans LT Cokt Patiae 52011 Alox 315000 + J'Zl;_f e Bl
t t | 4 Febroary Hamorry asd e Sah Corperaie  Caterng Banguet 2012011 Alen i ) LE LE: i] _
otals. S February Databese Comullarts Comerate  Caterng Cold Platier E3102011 Ales s %000 L Az
6 Fobroary Hamony and e Seah Corporate  Catweng Edibie Frot S22T011 Alen $ w000 =
. 7 March nxm.r- Comutants Corporate  Caterng Cokd Platier ETATNTT Ales $ 10000 GFOUD Ungroup Subtotal
1. Tl'y it: Group the Rows 5 March Marmony 258 Me Seah Corporate  Caterng (dile Frut SHOL011 Alen $ W - -
* Mach Carpen Poate =7 by Frpt $30I2011 Ales $ MW
Go to the Monthly Sales sheet. 10 n.:- m:u Valse Prate cm:: Salacs and Soup  S3TIION m:‘ $ W P Group =
Select Rows 2 and 3 (The data for January). 1 Mgl Lepeecen Prodictons Omate  Caterny P 12201 Ales $ Www o - = l—
H .2 Wl Bladaiyn Wt Pt (= P B0 Ales $ =W
G(_) to Data -> Outline->Group. :.! ::u Marmgery -:::m cu-m:n c‘:m 9--:: sTRon aa:. 5 0w Auto Outline
Click on Group. 14 Apiil Marrrarry and Me Suahy Coporste  Caterng Private BLAT011 Ales § 0N = &
15 Apeil Valer Sty Prvate Caterwsy Prvane B4I02011 Ales $ 10000
15 May Harmarry and M Seih Corporste  Cateing Fasl and Viegpes 05252011 Ales § 10000
; ? i 17 July VG Prate Caterng Breshdast Bullet 07062011 Alex $ 10000
2. What Do You See? The two rows will bg A - e — i Saeal e ' jem
grouped together. There should be an outline on 38 Februory By Comty Goveearsart Catering Bveakdsat Bullt 81272011 Corvve 5 300
the left side of your Spreadsheet' 20 Fetruory  Bay Cousty Goversrmert Caterng Bresidast Bulet 0271277011 Corree 3 000
21 Febtruary Bay Couty Govemment Caterng Fast and Vegpes £211379071 Conree § WM
22 March By County Gowmment Calenng Coflee and Tas 651775011 Conme $ o
21 March Biary Conant & rmert Cat Cocizes and T SN G § oo
Done and done' M lh':m (ﬂycm: xﬁ-ﬁ C‘-:: ot l\'::.!- i woen :x 3 WO
75 March Bay County Gowmmant Caternng Frat 3nd Vegpes G300 Conmee $ WO
4 May By Conamt Gowmment Caterng Fagl 3od Vegpes S0 011 Conme $ o
27 May Dy cw: Govemment Caterng Dreakfast et 04265011 Comne $ 00
N h_ — —— . _— -
ax1]2 A B — - E
— 1 Month Client Category  Service Product
- | 2 [January  Rick Towner Private Catering Cold Platter
- | 3 |January  Darlene Davis Private Catering Cold Platter
4 February Harmony and Me Sushi Corporate  Catering Banquet
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Data -> Data Tools

=
4
3

12 A0 T Uoo, €oys Prys 2407 Mucressh G we,
Data: Data Tools ey Rl e Y1
This page begins a new discussion on the e At ] LB e A R
Data Tools. Data Tools analyze the R e R e [ e e —
information: they ask questions. a1 C = .- | EI*- %—‘
A ) < o £ C 6 —S [
1 TTra—
The best known Data Tool is the What-if? | p— - Textto  Remove Data  Consolidate WhatIf
Analysis Our Iesson will begin With Goal 4 Columns D‘Uplicates Validation = Analyiis -
. 5 Dune oduct 1 ity Revesue
Seek, a simple What-If. W acisiog 13 a5 M M Data Tools
’ une 2, 3011 g $ 3 05§ M1
L] June 3, 2011 Pags 3 120 § W%
Before You Begin: Open a Sample File | : e
Open a sample spreadsheet: B wnedNibgs 33 s $ a3
Legs Eggs Pigs 2010.xlsx B it e sl s eem
Go to the sheet: Pig. e LS e
What Do You See? This is the Pig Sales for & .. =it 1% D0 20
Charlotte's Website. There are three By rone] A | B C D
reference Cells for Price (B1), Start (B2) and =« 1 lpri | 375
Increment (B3). The formulas in Columns C, . ... rce H :
D, and E refers to these three reference al )2 |Start 100
Cells. = 3 | Increment 5
Keep going... ‘; 4
..... 5 Date Product Net Quantity Revenue Sl
Ry T *
6 June 1, 2011 Pigs 5 3.25 W00 5 325.00
7 June 2, 2011 Pigs S 3.25 105 § 341.25
2 June 3, 2011 Pigs 5 3.25 110 5 357.50
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4
3

I 5 8,953.75 !

Yoy,
e
L Data -> Data Tools
AN v R TR T oy, €3 Pegs 210 < Meresoh (ot o TR SO S - e
Data Tools: Goal Seek s s i e e
. A - - A by ) L - s o
Goal Seek asks the question backwards, @40 ) 6 Qe 2 Ve, 2E AT dUL,
starting from the answer. In this spreadsheet, “ ™= 7 o o e ey e ] P 4
the question is: how much money did you i - £ i) . =
make? The answer is the SUM in Cell E25. - e — . T R ——
1 ant 100
. 31 Increment 5
In this sales spreadsheet, Goal Seek asks: 4
5 Due Produet et Quantity Revesue
How much do you want to make? 6 unerLdiihg S 1S 30§ 1M
H . H ? 2,30 $ s 05 5§ ML
Which value do you want to change: Price, 2 ;;:,_m;:: . -
Start or Increment? 5| mnes e  $ 33 us s amms
10 June 7, 2011 Pugs $ A 120 § Wom
1n June 8, 2011 P $ A 125 § e
Keep going, please... B — - — -
4 June 11,2011 Py $ 1 M0 § 400
15 une 14, 2011 Py $ 1 M 5 4>
18 June 13, 2011 Py $ 2 1% § &%
1w June 14, 2011 Py $ 1 135§ san
M June 113001 D e a1 wn ¢ swmn
- 23 June 24, 2011 Pigs 5 3.25 185 5 601.25
4 w24 June 27,2011 Pigs $ 3.25 190 §  617.50
n
M
x
2%
n
u
n
n

M 4 » M| Summary . Leas . Eggs | Pigs ./ Sheet? , Sheet3 %]
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e

% e o P ) E
Data: What If? Goal Seek e e S R R
Here are the steps to try a Goal Seek. B ' + =
p ry Get LAermad Dats oy are Iﬂl_ % ﬁ _.:
1: Try It: Select the Goal ﬂ: 1 Ll- -s.,lvc:iu.w . ‘ ; " Group Ungroup Subtotal
Go to the Pigs spreadsheet. 1 orice T T T
Select: Cell E25. - e — < i Scenario Manager.., g
Go to Data -> Data Tools->What-If Analysis. * - I —
Click on Goal Seek. ¢ weron] Goal Seek B | 20 L
o Data Table... P
2. Try This: Define the Options B metEull ot ool E25 RS : .
You will be prompted to fill in the blanks: 1 ned, o B
Set cell: E25 (the SUM of the sales). b men ] | To value: 12000
To value: 12000 (the Goal you want to make). == “=r= | o o o el =
By changing cell: $B$1 (the Price) 1 uness, y changing cell: | ¢as1] =
. . = 0K ] [ Cancel ]
Click OK...keep going. >

Data -> Data Tools->What-If Analysis-> Goal Seek

e 5 sas00
m 5 en

w3 417.30
»
»
»
" rrw Logs . Toon | Mg Sheetd ’) «
P
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©

Data -> Data Tools->What-If Analysis-> Goal Seek

T d -

Data: Goal Seek Options
3. What Do You See? The Goal Seek Status

shows the Target Value of 12000.

The Current

Value in Cell E25 is set to $12,000.

What Else Do You See? The Price in Cell B1 2 s

changed from $3.25 to 4.355717.

new Price you need to reach the goal of
$12,000 in sales. If you click OK, the new Price '

in Cell B1 will be kept.

This is the

Do This, Please: Click CANCEL to undo the B

changes made by the Goal Seek.

Memo to Self: The Price in Cell B1 looks odd 1

with all the decimal places. You can format Cell

B1 for currency if you wish.

e 2

ure 27

LN
L

une 23, 01T Vg I ]

une 24, 2011 Pigs S 4%

T Lot Egpn Pyt 200 - Mucapioh Excel

"% Goal Seek Status

.....

mennn| | Target value:
e s 2| | Current value:

Goal Seeking with Cell E25
found a solution.

12000
$12,000.00

2011 Prgs $ a4

E25

1 Price
2 |5tart

3

Increment

B
4.355717
100
3
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Data -> Data Tools->What-If Analysis-> Scenario Manager

g o >
Data Tools: What If Scenarios =~ ®# = wo e o e o == o .
Goal Seek changes one value. Itisauseful & # = & & & . ¥ = g qﬁﬂr q:ﬂr LQD E
tool for playing with the numbers. Suppose A 0 08 ptc Commtit| S SA MO 1 e et e e L L e -
you wanted to look up the best and worst (3 . o SumEsE Group Ungroup Subtotal
cases for your sales projections. You could [ — P — . . — - -
type in a robust initial sales number and a 2 suan 10 ; |
v)i/gorous daily increment for the best case. . - ' o e |
Then, you could type in more conservative S e Oeunthy oo+ g Goal seek... L
estimates for the worst case. i it Data Table... p

) June 6, 200 $ A 1 s ms
Microsoft Excel has a way to save that i meimtig (1B s M — —
information: What-If Scenarios. 2 Junes, 5 a3 193 anse

13 June 30, 200 $ 1 138 § amns

" June 13, 2011 M $ A M 5 A
1. Try it: Open the Scenario Manager a0 A%, we ON o 4
Select Cell E25. 17 mnel6 ey  § A3 138 5 som Scenario Manager L 1
Go to Data ->Data Tools->What-If Analysis. . 02000 .0 0. L2 J
Select Scenario Manager. i amire ¢ 13 w4 mn L Scenarios:

22 Jene 23, 2001 Pigs 5 An 0 5 S0
What Do You See? When the Scenario e 1s ==
Manager opens it will probably be blank: No =
Scenarios defined. =
Try This, Too: Add a Scenario : S S RO S S No Scenarios defined. Choose Add to add scenarios.
Click on Add. Keep going,,, e 5 ee—
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Add: Edit the Scenario
2. What Do You See? You will be
prompted to Edit the Scenario.

Please enter the following:

Scenario Name: Expected Price
Changing Cells: $B$1

You can click on Cell B1, the Price, or
type the reference if you wish. This is an
Absolute Reference.

Click OK. Keep going...

Data -> Data Tools->What-If Analysis-> Scenario Manager

£ el . AL g s Pogs JE10 + Wharesoy Emd o i 2
9 wran Fage Lo Pt mda i rera re
o4 " | —
ot vl Gl R et s Flligy Cadn Pisiy iy
[ - BB SLMAFEET m
A c [ £ F s " [ ; [ o &
1 |Price : 5
3 |saart
1 Indrement 3
4 ——
[
5 e Produn e uanity Riresue bt L =S
& v 1, ML Pegs g BRI 00 & EELM S e
v 3, WL Pegi P Y 308 4 BEids Eprnd Pre
] st 3, JOLL Pags i RIS 210 & §8789 o .
3 st &, 00U Pags F 1% § ¥An S =
10 e T, 001 Pag 4 L % wam T T —— g
11 Suned, WL Pag i R 135 L A _. .
13 Sehed, WL Pag i 130 % 43240
13| sune 13, HILL Pagi i s 2138 3 4mnE
18| une L3, HILL Pagi i s 40 § 48400
IS fure 4, JLL Pagi Y 45 5 a4TLI = L
18| Jure LS, MOLL Pagi 1 150 5 AE70
17| mnels LR § L3 ma 5 Mam Edit Scenario 7 —_—
18 june LT, MILL Pl 5 LI 0 5 smm
19 june20, MLL P i LI s 5 LA
x June I8, HILL Pagp & LB im § =3 - .
I8| fune 23 OLL Pag 5 LI T 5 AT = Scenario name:
ke Jurne 21, HILL Pag & LB I 5 MO0 .
Fil g M, HILL P £ & LB R 5 LIS ExpEEtEd PrII:E
F g 37, WIIPSI. F LB 0§ @170
] Changing cells:
Frd =
2 $B%1 5]
] ) . .
= Ctrl+dick cells to select non-adjacent changing cells.
WA W] Gumrery gl g | P e daeed P
P T Comment:
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Data -> Data Tools->What-If Analysis-> Scenario Manager

) Vﬁq- v B il o RRARRIT  ogg gt Pugs JUO « Morresolt Eael Sion T g T s b e o0 8
Enter the ValueS B e et Pegelaes  Femetss  Outa  Reew  View
3. Try This: Enter the Values al L9 ' ,
When you are done editing the Scenario bl e A Oua toun
and click OK, you will be prompted to i . | ssumEs)
Enter a value. Please type in 3.25. f— R—— . " " — . . . —
1 St 100
. . . 3 ncrement s
Click OK, again and you will return to the ¢
. 5 Due Produt et Guantity Rewvesue
Scenario Manager. §  Junel, 2011 Pags § 1 W0 § 300
? June 2, 2011 Pugs $ s M 5 ML -
B June 4, 2011 Pugs $ A8 110 § 1% SCEHEI'iCI VBIUES
1 . Jned, [ -] s ™
'I;]hls step m:;kes arllbenchmark. It rec_(IJ_Lds e N — .
t e sp_reads eet the way we started .e e :: S s e ‘ o Enter values for each of the changing cells.
Price is $3.25. In the next pages, we will 13 meewsaiegs 5 333 ms § amn
Add a Scenario for Worst Case and on for » wwnsise @ on ws o L $8S1 |3.25
the BeSt Case Scenario_ 18 June 13, 2011 Py $ 1 10 $ %
v June 14, 2011 Py $ 1 155§ s
I une 7, 2011 Py $ 1 00 $§ 00
. - : . oK [
Each of these examples will change one & 020l 0L Ll G0 [ ]
i 1 2 June 22, 201 4 ™ s ]
Reference Cell-the Price in Cell B1. Atthe = “==7ime © = 77 =7
end of this lesson, we see how to create a = wwmmnre s 35 s s
Scenario with more than one reference R R S — Y
Cell. » )
z Scenario Manager
Pl
. n
So, keep going. » Scenarios:
WA u]| Sowwery Legs  Eooe | P Dheetd Sty D
L Expected Price “
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Data -> Data Tools ->What-If Analysis -> Scenario Manager

A" v . T Logs Tyt Pogs 2000  Macrenomt Emcel i e : 4
Add Another Scenario b hmien R 0w e = i
At this point, the Scenario Manager has one . -8 : —
Scenario: the Expected Price. Here are the B
steps to Add another Scenario. w - £ e
A L 0 F " K LY ~
1 Price
4. Try This: Add Another Scenario | — -
The Scenario Manager is open. 4 T )
Click on: Add S| Meimting 8 a5 M3 50 Meemeem
y une 2, 2011 Pgs S 3 WS S ML Best Caee
s une 3, 2011 Pgs $ A 1o § W% pr——
You will be prompted to fill in the blanks:  ETER R rE - — — -
Scenario Name: Best Case 1 wnesihgs S s uss soexs flo o
- 12 uned, 2011 Pgs $ s 130 § s Crasted Sy sBeh on 429,041
Changing Cells: $B$1 1B e nimgs s 335 uss amrs ||
You can click on Cell B1, the Price, or type -
the reference. This is an Absolute Reference. = s s 18 10 .
| hnetd, 2 ¢ = = Add Scenario
. . &) une 20, 20 $ 3 88
Click Ol_(. When you c_Ilck on OK, the B w23 TS W —
Scenario Manager will prompt you to entera & “ainie Do =
new value for each reference cell. ) e g s 1w |DestCase
24 une 27, 2011 Pags $ 1> 1%
M | Changing cells:
Try This, Too: Enter the Scenario Value = 881 e
Scenario Value for $8$1: 5.00 = £
. Ctrl+dick cells to select non-adjacent changing cells.
. R T g
Keep going... e 2 Comment:
Created by eBeth on 4/258/2011 -
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Data -> Data Tools ->What-If Analysis -> Scenario Manager

[T B . . - ST 0ge gys Prge 2010 + Motresolt Il oo T e T ol B o - o) 5
Add Yet Another Scenario B e D heiew e 0m e e e
Now there are two Scenarios: Expected Price = * : ] S
and Best Case. Here are the steps to Add the g T ks 0 A Comaind ek
Worst Case Scenario. When all 3 Scenarios £ . 5| s
are done, you'll see how it works... and it fmm—— L - . ; . - ; : .
really does work well. 2 sn -
4
- . S Due Produet  Net Quantity Revesue
5. Try This: Add Yet Another Scenario 6 meritegs S 1 0 S s
H H 7 June 2 2011 ™ $ A M 5 ML
The Scenario Manager is open. T S T T ’5 o Val
Click on: Add 3 uned, 2011 Py $ s 1S § CENano values
10 June 7, 2011 Pugs $ A 120 § Mo00
11 Jare 8, 2011 Pugs $ A 1% § 408 ;
. I 3 uned,? s 1 $ an Enter values for each of the changing cells.
You will be prompted to fill in the blanks: B e 13 a3 M4 em an
Scenario Name: Worst Case [ miven 13 aul was o 1 $8s1 |2.00
Changing Cells: 3831 . i miieien [f a6l o1 e
You can click on Cell B1, the Price, or type 18 meernoumg  $ 33 30§ mm [ =
the reference. This is an Absolute Reference. o “w==ire &= e s =es
2 ane 20, 2011 Py s A5 m s 0
21 ne 22,2010 P $ 1 s san
. . June 20, 2011 Pags $ 15 W0 $ 00
Click OK. When you click on OK, the June M, 2011 Pugs $ 1 s

0
Scenario Manager will prompt you to entera & T ETe e ARSI
new value for each reference cell. » .
7 Scenario Manager
Pl
. - » |
Try This, Too: Enter the Scenario Value » Scenarios: ’
. . T AL L DL ) =
Scenario Value for $B$1: 2.00 — Expected Price m Add... -
Best Case
Keeeeeeep going...
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Data -> Data Tools ->What-If Analysis -> Scenario Manager

- . BT Lags Egps Pogs 2810 - Mecreseht Encel s e :
Show the Scenario MR - oo tema e ve e e S
The Scenario Manager has three different &80 8 4 g t A" o WU &8 o N % W W
Scenarios: Best, Worst and Expected. How N I A e ST e e A S 87 6
does it work? Say you wanted to show off the o - K
Best Case Scenario. Here are the steps. B — ’ R —— — wlelol? !
6. Try it: Show the Scenarios 4
Select a Scenario: Best Case F
Click on Show. :
[ Show ] [ Close ] »

tA une d, 2011 Pgs :. 5.00 :;H s t:l\":
The Price in Cell B1 changed from $3.25 to : o s o
$5.00. All of the formulas in Column E e

updated and used the new Price to calculate

8338388838388 8388%3

the Revenue. Yeah! £3.00
Try This, Too: Show Another Scenario : "“E
Select a Scenario: Worst Case 0.3 sam
Click on Show. 2 D E
The Price in Cell B1 changed from $5.00 to .
$2.00. Boo Hoo. » EIP"CE
- ———— LS R
And Try This: Show A Different Scenario . 3 Increment 3
Select a Scenario: Expected Price. a
Click on Show....Very Good. .
5 |Date Product Net Quantity Revenue
i] June 1, 2011 Pigs 5 5.00 100 S 500.00
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A Different Scenario

Data -> Data Tools ->What-If Analysis -> Scenario Manager

1 A v

Say you wanted to create a Scenario that e

changed everything: the Price, the Start and S it B
the Increment. The next couple of pages o

show how to add more than one reference S
cell. shant 100
1. Try it: Create a Different Scenario Sl -1

The Scenario Manager is open.
Click on: Add

You will be prompted to fill in the blanks: S unesa 2ous

Scenario Name: Change Everything = -

Changing Cells: $B$1

You can click on Cell B1, the Price, or type S| aeers 0

the reference. This is an Absolute Reference. *

Add More Cells to the Scenario:
With your cursor next to $B$1,

Type a comma (,) and add $B$2, the Start »
Type a comma (,) and add $B$3, Increment =

Click OK. Keep going...

S Sa¢
S S
S S8

$ se

833838383

883888

Logs Fggs Pogs 2900 - Macresont Encel

-
R

Quantity Revesve
0O 5 S00.00

e e
Crange [.evtwg

Owrgry (ohs

L o ]

Cot ik colls 15 St nor-acacent changrg crl

gt
Croaned 3y sfeth on 4290018

EEEk

M S

e
150

Add Scenario

L]

Scenario name:

Change Everything

EEESSES

Changing cells:
£B51,8652, 5653

Ctrl+dick cells to select non-adjacent changing cells.

Comment:
Created by eBeth on 4/29/2011
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Data -> Data Tools ->What-If Analysis -> Scenario Manager

Z] - - - M STT g Fyge Pogp X0 - Motrosalt Enced o s s S | B e ~ o ¥
MOI'e Than One Value e Meme Dust Pegrlagowt  Formeis | Oue | fedew  View . 0 oo
When you click on OK, the Scenario Manager =~ ° ’
will prompt you to enter a new value for each s hapspen Rt ry 2
reference cell. a - £ s

A < o £ ¥ L] L ] ] . L . N ] »

1 [price —_—
2. Try i;: Edit the Values | — =
Scenario Value for $B$1: 6.00 1y SEPUR T —
Scenario Value for $B8$1: 200 6 snerupg  $ S0 0% so0m
Scenario Value for $8$1: 20 e LI ) G rscenaﬁu — 2 g*

* Jone &, 2011 Pags $ so0 us ¢ s
Click OK to return to the Scenario Manager. & .imnos L 20 22

g o ::. e Enter values for each of the changing cells.

m ane 10, J011 P s 3.00 s s e 00
Try This, Too: Add One More Scenario M el P 30 M0 S WO L 881 |6.00
Click Add 15 une 4, 2010 Pigs § 500 W 5 T

. e 15, v 5 0 $ 7 '
Ick on B e 18 sl =it wass e $882 | 200

) ne A7, 2008 g $§ S0 10 5§ 00
You will be prompted to fill in the blanks: i eenmns s sl s mal 8 (20
Scenario Name: Change Back | $ 18 e ma
Changing Cells: $B$1, $B$2, $B$3 3| nmedmimg  $ S0 s s s

:: e 27, 2011 s $ S 1% :“:‘;: .
Now, Try it: Edit the Values =
Scenario Value for $B$1: 5.00 =
Scenario Value for $8$1: 100 »

W 4h | Sewevory  lege  Egge | Pgs Shaet) Shewtd 03

Scenario Value for $B$1: 5

Keep going...

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Data Tools What-If Analysis
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Data -> Data Tools ->What-If Analysis -> Scenario Manager

[Fig” | v - LT Logs gy Pogs 2010 - Mucopse B o e G . O
Show and Tell B = o i fem o= [ ,,1 = - S Q-0
. . : > TR A o 8 b # ] 2
3' Try It: Show the New scenarlos = - §l sem ras 'l’rY"-’) :um :u:‘ Cone :-u- .\».;1 .« .'v«.n ',,;;-.zn
Select a Scenario: Change Everything DT A= = it AR 2 3
Click on Show. w - £ s
A ) (4 o 3 ¥ G " ' ) X [ v ~ L+ P
[ show | [ Cose | e .
1 nirement N
4
The numbers in Cells B1, B2 and B3 R
changed. All of the formulas in Column E [ -hmdonm 1§ eul ¢ ime
L) Jone 3, 2001 W [ X8 280 140 00
updated and used the new data to calculate Bl seqaming s e 2§ 15me
0 e 7, 2011 W S & 230 5§ 188000
the Revenue' 1 June s, 2011 n-: S 400 %0 § :.nuw
 +] Janed, 2011 g S 40 320 § 15000
. . 13 une 10, 2011 s $ 400 340 § Los0.00
Try This, Too: Show Another Scenario i Seshivhg (3 661  S¢ M Owerg oo, [WELEL B 4
Select a Scenario: Change Back 6| neersmiimg 3 6% s imee |  [Cremimaemyminn
Click on Show. fmamee i Siaee
The numbers in Cells B1, B2 and B3 pe30, 201 s 5 600 460 § 27000
changed back. All of the formulas in Column e P T L= | om
E updated and recalculated the Revenue. RUUNE I3 8, 58 3 L1000
24, 2011 Pugs $ 00 540 § 324000
27,2011 s $ 400 60 4 13000
That'z Stce\n(arios: a useful tool for ar:jalﬁ/zirlg A B = b] E
our data. You can save your spreadsheet. . _‘
y y P 3 1 |Prlce 5  6.00 |
»
R T T T 200
ety
3 | Increment 20
4
5 |Date Product Net Quantity Revenue
6 June 1, 2011 Pigs 5 600 200 5 1,200.00

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.2. Apply data analysis: Data Tools What-If Analysis
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Summary

This lesson began with a discussion of the
simple Outline Tools: Group, Outline and
Subtotal. The purpose of these tools is to
organize and visualize the data.

The lesson continued with the Data Tools.
Our What-If Analysis included Goal Seek, for
when you already have an answer in mind.

The other analytical tool is the Scenario
Manager. We walked through several
different Scenarios that changed the
Reference Cells.

Well, you done good.
Go get two cookies.

Data

i Ol e me i ol BRIRRGATIT | g Eogt Pugs 010 « Mucoprol Ented o T e N o o o e &S0
T S L TR e— Dats  Review View [7] oo
Conrattiom r— ¢ ’ - E
R e ALITR I S 25 F B @ i
i1 Sen e l Tetto  Remove E
VAt Cobumes Duphcatel I L =] o
(et Ltarom Cute e ) et & P :
L - AL Group Ungroup Subtotal
A 3 [S o E ¥ G " ' ) = =
5 Price
2 stant %0 5 io M |
3  Incement 0 2CENaro dnager...
4 Scenano Manager 5]
5 Dwe Product  Met Quantity Revenve —— Goal 5eek...
6 unel 2011 g $ 600 00 § 120000 apecind Pres e —
7 June 2, 2011 ngs S &% 20 5§ 132000 Sowt Cane
8 aneliihgs S 600 M0 $ 144000 e Data Table... P
£ June §, 2011 Pugs $ s00 20 § 156000 Owrge Stk g T T
10 June?, 2001 s $ 600 20 § 1,680.00
1 uned 2011 s $ 600 30 § 1,800.00 Pre—
12 uned, 2011 s $ 600 120 § 1920.00
13 sune 10, 2011 Pgs $ 00 340 § 204000 Aganry
14 june 13, 2011 hgs s e B Lu
15 wewoaung s sxocenano Manager 2 E
16 June 1S, 2011 Pgs $ e
17 June 14, 2011 Pgs s oo
18 june 17, 2011 Pygs S s Scenarios:
19 June 20, 2011 Pygs $ A —
20 une 21, 2011 Py ¢ s |Expected Price i Add...
21 June 22, 2011 g $ e =
22 une 23,2011 Py $ Best Case
23 une 24, 2011 Pug ¢ so |Worst Case DEIEtE
: Jure 27, 2011 Pugs $ Chanlﬂﬁ' E'u'Er thlrlﬂ =
> Change Badk =
»
) .
0 -
D -
Rty 73 e v

Changing cells: |$B$1,$B$2, 8843
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Practice Activities

Lesson 2: Work Smarter, Not Harder
Before You Begin: Download the sample spreadsheet: Brown Bag Lunch Sales Team.xlsx

Try This: Do the following steps

1. Open the Spreadsheet: Brown Bag Lunch Sales Team.xlsx

2. Sort the spreadsheet by Product in ascending order

3. Create a Group with the Detroit Agents

4. Hide the Detroit Agents.

5. Filter Products so only Coffee & Donuts are visible.

6. Use the Goal Seek function on John Cook (Northern Michigan Market).
Set the value in column F to be $65,000 by changing the project income (Column E).
Click OK to accept the Goal Seek.

7. Save this file as YOUR NAME Works Smarter Practice
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Test Yourself

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

a. Sort helps find patterns

b. Filter focuses on just part of the
information

Tip: Advanced Excel page 51, 52

2. When the filter command is applied,
the header row contains drop down filter
options.

a. True

b. False

Tip: Advanced Excel, page 53

3. The status bar displays how many
filtered records there are.

a. True

b. False

Tip: Advanced Excel, page 54

4. The Group command creates an
outline in the side of the spreadsheet, but
does NOT calculate totals.

a. True

b. False

Tip: Advanced Excel, page 66

5. Which of the following are true about
Subtotals? (Select all correct answers.)
a. To use the subtotal, data must be
sorted first

b. The command is Data-> Outline->
Subtotal

c. The subtotal function creates totals for
each group in the column

Tip: Advanced Excel, page 58

6. In the Outline a + indicates what?
(Select all correct answers.)

a. There is more data to see

b. All data is displayed

c. The outline can be expanded

d. The outline can be condensed
Tip: Advanced Excel, page 64

7. Which of the following are Outline
functions? (Select all correct answers.)
a. Subtotal

b. Group

c. Sort

Tip: Advanced Excel, page 66

8. Which of the following is true about the
Goal-Seek command?

(Select all correct answers.)

a. OK keeps the changes

b. Cancel rejects (or undoes) the
changes

c. Apply keeps the changes

Tip: Advanced Excel, page 70

9. To enter multiple values for a What-if
scenario, which is the best tool?

a. Goal-Seek

b. Scenario Manager

Tip: Advanced Excel, page 71

10. A What if Scenario can only change
one (1) reference cell.

a. True

b. False

Tip: Advanced Excel, page 77

¥ ;
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Analyzing Data Visually

PivotTables: What Happened?

Advanced Excel Objectives
In this lesson, you will learn how to:

1. Identify the steps needed to create a PivotTable
2. Use Row Labels to filter the data
3. Use the Field Settings to Count Values

4. Pivot the Table!
5. Format the PivotTable and Pivot Table Reports

Congasite Frutl anedl Ve : : 100
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14
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14
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18 Fducational it Flatter : : : 0 v;:"'“:m-“
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Lesson 3: Pivot Tables: What Happened?

E PivotTable Tools->Options
1. Readings PivotTable Mame: Active Field: g= ¥ Group Selection Al ‘W =
: Read Lesson 3 in the Advanced Excel . = = |Z A —
. PivotTablel Product « Ungroup [
guide, page 83-116. -z | Z] Sort | Insert
Ff options = ‘@Y Field Settings = | £3] Group Field - Slicer =
Project PivotTable Active Field 3 | Group Sort & Filter lJ EJ
A spreadsheet that works with PivotTables in PivotTable Tools->Design -
Excel. This lesson shows how to present data
visually, format data as a PivotTable and display == == = |- ===
the Totals. === == === ¥ Row Headers Banded Rows —I====
| Zjl====Z=
5Ubt9t3|5 Grand | Report Blank [ Column Headers Banded Columns | | =l====
Downloads Totals = ' Layout ~ Rows =
Sales Data 2010.xls Layout | PivotTable Style Options |
Brown Bag Lunch Sales Team.xlsx —_J _J _J iJ EJ

Menu Maps

This lesson demonstrates the Pivot Table Tools Design and Options Ribbons.
. PivotTable Tools ->Options-> Show-> Field List, page 90

. PivotTable Tools ->Options-> Show> Field Headers, page 93

. PivotTable Tools ->Options-> Active Field-> Field Settings, page 96

. PivotTable Tools ->Design-> Layout-> Subtotals, page 104

. PivotTable Tools ->Design-> Layout->Blank Rows, page 105

. PivotTable Tools ->Design-> Layout-> Grand Totals, page 106

. PivotTable Tools ->Design-> Layout->Report Layout, page 110

. PivotTable Tools ->Design-> PivotTable Styles->Style, page 111
. PivotTable Tools ->Design-> PivotTable Style Options, page 112
From the Insert Ribbon

Insert->Tables->Pivot Table, page 87

2. Practice
Complete the Practice Activity on page 117.

3. Assessment
Review the Test questions on page 118.

O© oO~NOOTPARWN-
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The Right Tool for the Task

The Data Tools are: Sort, Filter, Group and Subtotal. A PivotTable combines all of the best Data Tools
together. A PivotTable presents the data in a visual, interactive format. PivotTables summarize, sort, compare
and filter the data. For some reason, most people teach PivotTables as an advanced topic. In this lesson,
"advanced" doesn't mean difficult: just more steps. The Computer Mama sez formulas can be difficult. This is

actually fun. Try it.

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

=ICRERE -
Home Insert Page Layout Formulas Data Review View
= ¥
= Calibri ln A 5= g%]- Fr | S Wrap Tex
F'ETStE .f B 7 gv._v.&vév E == EEE @MHQEB{
Clipboard T | Font M | Alignment
Al - I

m
-
[}

A B C D
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Start Microsoft Excel

What Do You See? Is
there a Title Bar that says
Microsoft Excel? Yes.

Is there a Home Ribbon
with the Clipboard, Font,
Alignment and Number
Groups? Yes.

If your screen looks simila
to the example on this
page, then you are ready
to get started.
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Before You Begin

The purpose of this lesson is to investigate
the PivotTable Options in Microsoft Excel
2010. You can use a spreadsheet that you
created or download a sample spreadsheet if
you wish.

1. Try This: Open a Sample Spreadsheet
Open a sample spreadsheet: Sales2010.xIsx
Go to the Original Data sheet.

What Do You See? This sheet shows the
product sales for Charlotte' Website. The first
row is BOLD: it is the Header Row. There are
many rows of data.

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

Gownment Catenng  Bosakdant Butet 2122011 Conree
Cowmment Catenna  Frut and Vesoes 831152011 Conrse

File -> Open
[FHR® R R g, T it IO + Mt rosoht Ent @ e e N AR B . ek
_ Meme et Pagelaedt  Fametis Das  Rewew View c@osn
J\’ anw 10 AN Tmigl B et Ganecst . rﬂ U , - ? o] E;f
iy Bl U G A EEE RE Heacm $% 0 WA Gt fema e e St e 1
Chpboard Port . drgrement . Nty . Shybes -
Al - £ woren
. A L] C o E F G L '

) o Category _ Service _Product Dste  Seles Rep Amoust —
1 Janwary Fock Towner Prvate Catern)  Cold Plamer 1122011 Alex § 150m

3 Janwary Dardese Daws Prvate Catern)  Cold Plamer 11572011 Adex § 150m

4 Felvruary Marmony and Me Sush Coporme  Caterry)  Banguet Q2RT20Y1 Alex § S0m

5 February Database Corgultants Coporme  Catern)  Cold Plamer 21072019 Alex § S0m

& February Marrory and Me Sush Copormte  Caterwy)  Edble Frunt DAT0YY Alex 5

7 March  Database Conaullants Coporste  Caterng  Cold Plamer 3052019 Alex 5

& March  Harmony and Me Sush Coporste  Catesryy  Edble Frun S350 Alex §

4 March Casem Provate Caternyy Edble Frun S3AT201Y Alex 5

10 March  Nagers Vaboe Prvate Caterryy Salads and Secp 03232011 Alex s

11 Apdil Legreces Productions Prvate Catesry  Povate 4122011 Alex 5

12 Apdil Madatyn bheched Private Caterry  Povate 3201 Alex 1

13 April Harmory and Me Seash Coporme  Catenng  Povate ST 2011 Adex s

14 Apdil Harmorry and Me Seshy Coporste  Catesng  Povate SAT2011 Adex s

15 April Waker Serth Private Caterryg  Prvate 4302011 Alex s

18 May Harmorry and Me Sush Copoeste  Catesng  Frut and Vegpes 05262011 Alex s

17 July VGs Prvate Caterrg  Bonaidast Buflet STRE011 Alex s

18 July  Robet Carch Prate  Caterng  Povate 1RO Alex s

19 February Bay Couty Gowmment Caterng  Boaskiant Bulet 821127011 Conrse s

s
s

- A B c D | E
EE‘; 1 |Month ={Ilient Category Service Product
2o 2 January Rick Towner Private Catering Cold Platter
o ER January Darlene Davis Private Catering Cold Platter
=y 4 |February Harmony and Me Sushi Corporate  Catering Banguet
5 |February Database Consultants Corporate  Catering Cold Platter
6 |February Harmony and Me Sushi Corporate  Catering Edible Fruit
7 March Database Consultants Corporate  Catering Cold Platter
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Insert a Pivot Table

A PivotTable summarizes data and
displays the results. It is a reporting
tool that works very well. Here is how
you start.

2: Try This: Insert a PivotTable

Go to the Monthly Sales spreadsheet.

Select all.
Go to Insert ->Tables.
Click on PivotTable.

Keep going...

8,

e
.
-

Insert ->Tables-> PivotTable 2

LB ol 7 T B i gl 5 O et St FH ot Uit = el Erytf B Sl g Wi OO % 1 () |
Il ot Fran L Pt ada Erdra rm o ﬂ o a

il e Bl (o N Qe - . e OO o

L e metmars ; ] e .i. Home Insert FPage Layout
Al - | Wiongh

__.- i I [l | I Im| o= i El=l ﬁ'ﬁhapes'
2 Prie 5 DJ f il HE =
N Fimats : ' T2 smartArt
%Hlnuﬂ hﬁmm Copoiits  Cleseg Coidl Plater m::m : PivotTable Table Picture ClIFI Ff
"4 [February  Hurmory and Ma Sushi Comparabe  Cateseg Edible Frat BTN Alix 5 4 Art (st Screenshot
L s =
e Tables IMustrations
2 Cremone o ety Bt v st b st
£ @ et s Labie o 1arge
% T g | Moty Sader T B
= | b T T T
2
]
B Lrratcnon ame
18 i i s wedr et P v b el
7
=
[ ][ cmu

Dy Commtry Gawrmment Caeang Coslops and Tes  BLERT011 Conne 5 60000

Dy Commiy GpTeTens ey Hon Plane BLTRTNTT Conn L]

Dy Commgy Gt Caenng Frat g Wegpes BLO0TITY Cones 5 60000

Dy Comsty el Catesng Frad pred Weggad D501 Conve ¥ OEO0m

Bawy Commmy Goapmeral Coesng Breside Dol 0SR20 Conves § EOx

By Comsmy Gowreresen Camenng Coles ool Tea DE'IL0Y Corwee § B0 0

Bary Comsmry Gowrersin Caesng Breaidet Bulel 05167011 Corves § B0 )

Bary Comsriry Govrersin Coesng Frod s Wegges 05182011 Corves § B0 00 -
W 48 W] Honthly See o Ootomer e Sheet] |t T B L
tne 3 P L T e T O

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables
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Create a PivotTable

3. Try This: Choose the data

If you selected the entire Monthly
Sales sheet, Excel will display the
Table or Range: 'Monthly Sales'!$A:$H

In words, that means "name of your
spreadsheet” ! "all of the data in
Column A through Column H."

Try This, Too: Where do you want to
place the new PivotTable report? The
choices are create a new PivotTable in
a new worksheet or place it on an
existing worksheet.

Select: New Worksheet.
Click OK.

Keep going...

Insert ->PivotTable

[ A T R i 5 oG C utrrnts Schet 1910 Parst Tobr - Mecaproht Exced W el T e o 0 T

E‘ Mome et Pegelapet Fasmetes OMa  Revew - 9 o
; | T L EXe JEEF 3
P o 2 : $ ] o
Ty B drghaen, Tty Seatirey Filer Lty Tewt tymbady
Al = % | Morth s _J
A | 8 | el £ Y ROt [ e P T WS 3 e
oo Cliemt Service Product Date  Sales Rep Amoust
Janwary Rk Towser Private Catesng Cold Platter V122011 Alex § 150m
Uanwary  Dardene Dovs Prvate Caesng Cobd Plater 1152011 Alex $ 1200
February  Harmeny and Me Sush Copoate  Cateseg Banguet 02072011 Alex 5§ S0m
F“l Database Corguitants Coporate  Cateseg Cold Platter 2M02011 Alex § %Som
Harmerry and Me Sushe Corporate GI“E‘F'- C22T2011 Alex § 100m

Create PivotTable ‘P’ L&u

Choose the data that you want to analyze

(@ Select a table or range
Table/Range: |'r'~-1|::ar1ﬂ'1l1,-I Sales'1SA:5H

(71 Use an external data source

eylslslsizlokicisizislelnlv -iv§~|~l- |

Choose Connection... |

Connection name:

Choose where you want the PivotTable report to be placed
@ Mew Worksheet
(7 Existing Worksheet

|1 g [ [ e e [ o [0

Location:

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables
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Hello, PivotTable

4. What Do You See? When you
click on OK, Microsoft Excel will
create a new, blank PivotTable in
new worksheet. The Pivot Table
Tools should be available. There
are two PivotTable Ribbons:
Options and Design.

The Options Ribbon includes:
PivotTable

Active Field

Group

Sort and Filter

Data

Actions

Calculations

Tools

Show/Hide

The Design Ribbon includes:
Layout

PivotTable Style Options
PivotTable Styles

Keep going, please...

Insert ->Tables->PivotTable

(2]l ¥ r o I oncrre Satey 1D P T o S Wit o B PO e e
“ = el P Ly [T Dta Ersrn Wirm [ P g & ﬂ = @ 8 a
—t e 0D B B BE G o =
Fopmess - - s | e e v | [ Pt B, i+ R
Pl daeyw Faridd | [ S B Pl | Dl Ratabrry [ | Tt | e
a Al - ya ¥
& B c [] E F g H i ] L ¥ Povoi Tabla Miskd Lt -x
: ‘Decxcam heich i o g A=)
3 ongh
4 — | et
L] Wi hesiled . marrt b
» ™ PivotTable Name: Active Field: &= % Group Selection Al m —
p = Zv (z]a]| | |=
:‘: PivotTablel Product A Ungroup |
- mE ~ z Sort Insert
h © Pfoptions - | D Field Settings = £3] Group Field il Slicer =
: PivotTable Active Field Group Sort & Filter
15
L | | o ety brtween arem beiow:
: o Rt i 1 S e
xn
Fi
Fri
Fil
M
S e
* Row Headers [ Banded Rows “I===Z=
Frd _—— ———
= ==z
-] subtotals Grand | Report EBlank | [ Column Headers [ Banded Columns =l====
:" — < Totals = Layout ~ Rows - S
[ RE ] Layout PivotTable Style Options

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables
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PivotTable Tools ->Options-> Show-> Field List 5

E LE] il = 7 o T Comirrot s T Pt b W el WO [N TP O POV, W 0 |-

1 1 el Fean Page Liyiel Fimalii s Frera Virn [= R Tiige & @ B | —
PivotTable Fields WER -~ o e e =@

: 5. What Else Do You See? There are e L o | i B " s i
three parts to a spreadsheet: Labels, s o o1 i1 e 3 a1 it L
Data, and Formulas. In this example the a : & . d
labels includes Category, Service, | e s S S LS LSS G G e e e 0 s
Product, Date, Sales Rep and Amount. : bl a-
These labels will become the fields in the ?."w
PivotTable. - R | 1

T Tl ferem tha PivnTabie | -
PivotTables use fields to organize and ; f— | [y
calculate the rows and columns. These L3 | !
fields come from the labels in the firstrow = 4
(the header) in the spreadsheet. 5 PivotTablel ]
Look for the PivotTable Field List on the .. 6 | Tobuild areport, choose | B e
;.iglf(ljt side of yomir screeln.bH?vg do the » 7 | fields from the PivotTable | _
ields compare to your labels? a 8 Field List
Keep going... 2 £ B i

» 10
What If You Don't See It? The Field List : B e — d
can be turned on or off with the = 12 | = oy  prr—
PivotTable Tools. If you don't see the e = 8 e .
Field List: e 45 :
Go to PivotTable Tools ->Options. 14 ( ; .
Go to Show-> Field List. 15 ' =

16 ]

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Show the Field List
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of,t' PivotTable Tools ->Options-> Show-> Field List
E - v Cuntomar Saes 210 Pt Toble - Mcpsel Excel W0 [T ST TG PR
PivotTable: Add Fields ey e
: Creating a PivotTable begins by adding ot __| (moses ; : | | L
fields to the table. Every table calculates |
something: SUM, COUNT, AVERAGE, a - £ | how Labets
etc. In this example, we'll answer the 4 . el ¢ 1l b 1 el F 1 elnll 1oL* :
question: what did you sell? 2
—m | A | B c
6. Add Fields to the PivotTable - p——
Go to the PivotTable Field List. et
Select: Product. 3 esitie frurt
S 3 [Rowlabels -1
What Do You See? Look at the new 1 s mason 3| Banquet
PivotTable on the left side of the B 5 |Breakfast Buffet PivotTable Eield List v )
spreadsheet. The Products should be 16 Grand Toul
displayed in the PivotTable. z 6 |Coffec and Tea B
1 7 |Cold Platter Choose fields to add to report:
Keep going... a 8 |Cookiesand Tea [[Manth
L, o, 9 |Edible Fruit [ Client
by’ 10 |Fruit and Veggies [[ICategory
Y 11 Hot Platter Di“::’ﬁct
12 Private
lads and S == |[oate
13 |Salads and Soup [Sales Rep
14 Sweets ] Amount
15 |(blank)

16 |Grand Total

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Add Fields

Advanced Excel 2010 Page 91 of 298



PivotTable Tools ->Options-> Show-> Field List
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PivotTable: Row Labels WER - e rweies e T RYTYT
7. What Else Do You See? Please —mTmmt o d, e " tycu st
look at the bottom of the Field List. - e I W bim — e S e B m:;m

- At - B | Row Labels. =]
The Product field was added to the | — s [ el e | el rlolw i1t 1o | x[ ¢ 1M -
Row Labels. 3 o —mn

4 Banguet o

5 Baeakfar bufter

i ]

Keep going... & fcotte s s =3

§ | Cossdiirt a6l Tird o —

5 Edibhy Frodt I dermnurt

13 lﬂl[lﬂ’m -

11 mal Hatter

13 | Priwide

13 Saledy and Soup

14 Sweels

1% [lank]

14 Gerand Total L

:: Drag fields between areas below: on e

o W Report Filter 7 coumnlabel: T 1

::

e )

1] = L wahon

: | et =

Frl

H

Fal

:uuu Sherl - Merty Gl Cutbore L ; | Defer Lawonut Lpdo Exlsr

— 4] Row Labels T Values T N e )

Product -

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables
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PivotTable: Field Headers
Row Labels are Filters. The top row of
the PivotTable is the Row Label: this is
the Field Header. You can use the Field
Header to display all of the products in
the PivotTable or just a few if you wish.

8. Try This: Filter the Data

Click on the Row Labels.

Select: Edible Fruit

Select: Fruit and Veggies.

When you click OK, the PivotTable will
display those two products.

Try This, Too: Show All of the Data
Click on the Row Label:

Select: (Select All)

Click OK. Keep going...

What If You Don't See It? The Field
Headers can be turned on or off with the
PivotTable Tools. If you don't see the
Field List please try this:

Go to PivotTable Tools ->Options.

Go to Show-> Field Headers.

PivotTable Tools ->Options-> Show> Field Headers

2
3 |Row Labels
4 |Banguef 21 sortAtoz
5 |Breakfas%| sortztoa
b |Coffee s More Sort Options...
7 ColdPla
— ) < | Clear Filter From "Product
8 |Cookies
— Label Filt
9 |Edibler|  TTEE
£Fruit and Value Filters
11 |Hot Plat; |Search
12 |Private -[H] (Select All)
13 |Salads a -] Banguet
14 |Sweets -] Breakfast Buffet
— -] Coffee and Tea
15 |(blank] -] Cold Platter 1
16 Grand T -] Cookies and Tea
17 -] Edible Fruit 2
E -[+] Fruit and Veggies I 3 |Row Labels
E ~[_1Hot Platter 4 |Edible Fruit
= E E”}falte - - 5 Fruitand Veggies
E & |Grand Total
=l OK Cancel
B [ J | 7
23|
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PivotTable: Field Values

PivotTables need data. When you add
Values, you can do calculations. The
following pages will focus on the options
at the bottom of the Field List.

Before You Begin: When you review the
data in the sample spreadsheet, there are
a couple of fields that make sense to use

to COUNT or SUM the Values.

There are many Products in each
Category. This is a many-to-many
relationship.

There is one Amount for each sale. This a
one-to-one relationship.

1. Try This: Add a Value
Go to the Field List

Drag and Drop Amount to the Values.

(Yes, it may say Count of Amount.
Keep going...)

PivotTable Tools ->Options-> Show> Field List

Ha#-t-= by St 10 oot Tl - b Enl W [T T TP MR, o s
S | 3 TR
e e Wi Felsrh. Change Duis .'uf ey ||o:
Fowmees @ i L s | Saear - v PeeiTabde i Ferie Do, & Sois -
PFrvd Tabls dafioyw Funld ey e B Pl Dl Bgtuirry L Funre
a3 . | RowLabeiy
L B 8 [=] E F ] H 1 1 K L
1
2
3 Labst b
T
3

Breakfuit Bufet
& Collies ard Taw

T | Codd Mlatne

§  Cosvbiurs afed Tara
¥ Eslibdg Frudt

10 Froft and Vg
11 | st Matnar

12 Priwide

11 Laledi snd Soug
14 Swewts

14 [Elank]

14 Grand Total

1

L]

Drag fields between areas below:
" Report Filter 3 Column Labels

B Sherll Moty Sk Criteateir L

E:?&‘-E'&':H:‘-’ZL‘-’::?HE

]

1] Row Labels = Values
Product - Count of Amo... =
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PivotTable Tools ->Options-> Show> Field List

a— —
PivotTable: Values i s omesame o TH o o S — —
2. What Do You See? When you add the ~ mwwe  res , T R e e - e
Value, the PivotTable will automatically et s — N ] I o B ety —
count the records for each row. There is a - : T .
Grand Total for all of the Products, too. 2 . . R ——— am— _;-"
e —
Count is the default field value. Whatare & == | A | B sl
the other options? Keep going... & Cotfee and Tea 1 ol
2 e
3 |R1}w Labels '!{:Dunt of Amount
4 |Banguet 11
13 e 5 |Breakfast Buffet 15 .
16 Grand Total
: 6 CoffeeandTea 2 2 e et e e
] o gt Finer T ok e
- 7 |Cold Platter 7
8 |Cookiesand Tea 1
9 Edible Fruit 14 U it I e
10 Fruit and Veggies 5 -
11 Hot Platter 3 L
wsyee 12 |Private T — Aot
13 Salads and Soup 1 B ’
14 [Sweets 3
15 (blank)
16 |Grand Total 68
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One . PivotTable Tools ->Options-> Active Field-> Field Settings
E [Z] = m T Cuntorner Sues 2010 Pt Table - ool S (PO o o o T B &0 3
Edit the Field Settings R e toume e e = [ (B S
H - - - » ) . " o el - P
: 3. Try This. Change the Field Settings e ‘ - S f{ wd S vemanc < —
Select Cell B3: Count of Amount. ===l Rter=- RS POTY - AN AP ] Pt~ Sl s~
Go to PivotTable Tools ->Options. " - £ | Count of Amount , .
Go to the Active Field group. : A . CD RINC. ) OAR 8 NN S5 ISl AR N U et s ; x
Select: Field Settings. : S
1 Row Labels — —
4 Banguer un Ot
S Breakfust Buffet 15 t:»cnn
offee and Tes 2 - e
PivotTable Mame: Active Field: g= 3 cotd paoar 7 [ Ve e Sy LV s fT—
= § Coclkies and Tes 1 - St o
PivotTablel Count of Amount R - e
== e Pom—
“f options - D Field Settings -~ e > == Sk
. e 12 saacs s R T
PivotTable Active Field 14 Sweets 3 dota Fom e setecred faké g
15 (Slenk) S~ -
16 Grand Total ™ _
v —
. "
Keep going... - I ;
2
X n Yt et —
Memo to Self: In this example, the easy =
way to open the Field Settings is to B
double-click the Count Of Amount Field %
Header on the PivotTable. 7
Pl
n
n
AN Sheet] Morthy Saes torrer Lk Heet) ")
Resy 3
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Value Field Settings
A PivotTable can use these functions:
Sum

Average

Max

Min

Product

Count Numbers

StvDev

StDevp

Var and Varp

4. Try This: Choose the Calculation
Select Sum from the options.

The Custom Name should update to Sum
of Amount.

Click OK and keep going...

Memo to Self: You can summarize the
values as a percent of the row, column,
group or total. You can also display the
values as the difference, % of difference
or running total if you wish.

PivotTable Tools ->Options-> Active Field-> Field Settings 4
" Rl . Cunttrmas Saes 2010 PovetTobde - Wil Exced 905 [IIPRRPIVORPUIRI o Tl e e Sy
Pt abie Mame  Actve Peid . A weei By« i PweChen D e vt
Pvedabie] Conrt ol deamngnd ‘ ‘ 8 7'-/ "1 g PR
e L R Joet Oumprivis  Gom' oo Mome | o e e i
" . - : F 4 r«-".—- of Amcurt — " - . v
B 8 [ 0 £ F 6 Ll

AIPONES T
4 Banguet
5 semnseutier | Yalue Field Settings

& Coffeeand Tea

7 Cold Platver

§ Cocliesand Tew

Source Mame:  Amount

Custom Mame: |Sum of Amount

= p— Summarize Values By | Show Values As

14 G“‘lﬂd

v summarize value field by

2 Choose the type of caloulation that you want to use to summarize
= data from the selected field

- -
» Count =
2 Average |i|
» Max

2 Min

- — Product -
e

] (o ]
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Sum of Amount

5. What Do You See? When you change
the Field Settings from Count to Sum the
PivotTable will update the calculations.

The example on this page shows the
sales amounts, although the numbers
may look odd because the amounts are
not formatted for currency.

Do This: Save Your Spreadsheet

Go to File-> Save.

Browse to your documents folder.

File Name: My Name Customer Sales.
Click OK to save the file.

PivotTable Tools ->Options-> Active Field-> Field Settings 5
£ A0 I Commmen ek B0 P T T Mo G RS OSSN R < - o
n Meme Dt Pegelapest  Formetss  Duts Aesew - = Q=98 | —
T =39 B B0 @ ST0TIT ST e
Fowens s semmys e Lo e S
A 8 5 [ ¢ ; W I ;
o T A |
T
& Costies and Tes 12
I':I Row Labels - |Sum of Amount
4 Banguet 2150
J 5 Breakfast Buffet 17470

z 6 CoffeeandTea 1200
2 7 |Cold Platter 2980
— 8 |Cookiesand Tea 600
u 9 | Edible Fruit 4250
. 10 |Fruit and Veggies 2500
» 11 |Hot Platter 1110
B o sl 12 | Private 600 .
e 13 Salads and Soup 50

14 [Sweets 630

15 (blank)

16 |Grand Total 33540
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PivotTable: Column Header
We began this PivotTable to answer the
question: what did you sell? The next
question would be: Who bought what?

In this spreadsheet, the clients are tagged
as Corporate, Education, Government
and Private in the Category field. So, how
many Breakfast Buffets were served to
our corporate clients? Who bought what?

The Category field will be added to the
Column Header. Here are the steps.

Before You Begin: Select the PivotTable.
The PivotTable Tools should be available.

1. Try it: Add Another Field
Go to the PivotTable Field List.
Drag the Category to the Column Label.

Keep going, please...

PivotTable Tools ->Options-> Show> Field List

L] ol e T Gt Soes 110 Pt Tobke = Wi o N T T Y W s -
n Mot eet  Pegelapet Farmetes OMs  Revew - Cptrans Deuge Q o8
Pt abie Name  dctove Peid - P 3 5. i | Ul Summarce Vatwer By < I PviCran o fets et
PovelTabied Yo of dmeord » = - SN nd 18 o Vet A ¢
- } Wuet  Betweh Crange Duts s Select  Mow
Fomens « Oyt temngs i Prisses . Soumee v v PwolTable 4 P Rowy & Sets «
T NN R R RS SRS T =
A B £ Sum of Amount
A ] < o 3 F 6 " ' ) K (o PvotTable Fuld Lat v x

- B

2 | | Cvocue S 1o 2de % report: 5 R
) e Jcchmn ubes - |~

4 Row Labels *jC . Private (Dlank) Grand Fotal Qrt

5 Banauer 0 2100 ns ’:‘""‘

& Breakfast Buffet “800 20 16180 100 1N ed

7 Coffeeand Tea 1o 10 e

8§ Cold Pay v ax 0C 0 S o

3 Cosk &0 &0 " y—

10 ot &000 100 42%0

1 'n . 2800 300

0w 200 1110

% B 00 (o)

M b %0

13 20 0 L

18 (=l

A 4w Drag fields between areas below: o bedown

» ’ 1 ok Ly
» “W Report Filter 7 Column Labels e
n

2 Category b

n

o I e

B Som o et~
2

n

2

n

» [

L G5 Row Labels ¥  Values S 5

Product - Sum of Amount ~
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@ PivotTable Tools ->Options-> Show> Field List 2
Column Headers | A | B c - - F S a—
2. What Do You See? This PivotTable 1
now has a Column Header that 2
shows the Categories in Columns.

There is a Subtotal for each category: 3 |Sum of Amount !COI‘"“" Labels -
Corporate, Educational, Government, 4 Row Labels v | Corporate Educational Government Private (blank) Grand Tota
Private. These are the Column 5 |Banquet 50 2100 2151
Labels. 6 Breakfast Buffet 400 810 16160 100 17471
What Else Do You See? Cell B3 is 7 |Coffee and Tea 1200 1200
the Filter for the Column Labels. 8 [Cold Platter 2050 630 300 2981
K ) 9 CookiesandTea 600 601
eep going-- 10 |Edible Fruit 150 4000 100 425¢
Memo to Self: These numbers may |11 Fruitand Veggies 100 2400 2501
look odd because they are not 12 Hot Platter 210 900 111
formatted for currency. 13 | Private 100 500 601
14 Salads and Soup 50 5t
15 |Sweets 420 210 631
16 (blank)
17 Grand Total 2850 8170 21470 1050 3354
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One . PivotTable Tools ->Options 3
£ A ST Commes S 110 Pt o G S S S - -
PIVOt the Table M~N;~~MT: Pogelapodt  Foometss  Dots  Revew ,—,...‘ l,:.,:. Deuge . :mol" &0
What is a PivotTable, anyways? To Pivot  mwwe el " AR (:'{ :; i she v L o5 Bamens
means to move the data from the Rows cybeoroll] it o et it 1 e 111 i T
into the Columns. This is cool. a . £ sumot Amount ¥
- 8 < o £ F G L '
1
Before You Begin: Select the PivotTable. ! -
The PivotTable Tools should be available. « waie Private (bank) Grand Fotal
5 Banguer S0 20 nso
& Breakfast Buffet 400 820 16180 106 1
3. You Gotta Try This: Pivot the Table! [ “rre™ e -
Go to the Field List 3 | Coskies and Tes 000 00
. 10 Edibde Frat 1% K000 1m0e 4250
Drag and Drop the Category Field from 11 Frust and Vegges 10 o 2500
the Column Labels to the Row Labels. e L - o
14 Salads and Souwp w© 0
. 13 Sweets 420 e (3 )
Make sure the Category is ABOVE the 18 (2larn)
Product field. J— Drag fields between areas below:
» “F Report Filter 4 column Labels
Really, keep going... 2
n
M
bl
Bl
n
»
Pl
0
M A W] Sheetl - Meerhly Sales
e, 2 § Row Labels ¥ Values
Category - Sum of Amount ~
Product -
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of,t’ PivotTable Tools ->Options

L) o e % I e ks 10 et ol cioso W PSSO SOSO S S R« - )
PivotTable: Display [

ProtTabie Name  Actve Faid

4. What Do You See? There are four ot oo : . B SN ) o
X Oomans - o ! ad Chras = . Louwn . v SedTabie [ T S T et enters

Categories. Each Category has a Rt |

M3 Redew  View wians | esk

¥y

a

o

£

H

g

f &3
T
a
F
‘l
£
| 8
&

Subtotal. The names and the sum of the a A | B |
amounts for each Product sold is listed in - - 1 —p— s —
alphabetical order in the client categories. 2 mettm (D)7
3 [Row abels 2
4 Corporate
What Else Do You See? The Row Labels in  :  smm = [Row Labels '!5“"' of Amount
Cell A3 have Filters. You can use the filterto | 2" 4 | = Corporate 2850
show some or all of the Categories. 3| reesvepd s Banquet =0
11~ tducational
This is a good place to pause and try that - Breakfast Buffet 400
again. Try switching the fields from the Row ~ *  “«mee 7 Cold Platter 2050
Labels to the Column Labels. Look at the 18 wottle | @ Edible Fruit 150
P|votTab.Ie and see which way is easiest to 8 Govereert [ g Fruit and Veggies 100
read, which way makes more sense. - [y
2| cootiessndtes 10 Private 100
Then, Save. % e 11 | =@ Educational 8170
B o 12 Banguet 2100
Memo to Self: These numbers may look odd 3 cogpimer | 13 Breakfast Buffet 210
because they are not formatted for currency. = fasers
B i Cold Platter 630
peec ey 15 Edible Fruit 4000 =
16 Hot Platter 210
17 Sweets 420
18 | Z Government 21470
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PivotTable Design

There are two sets of PivotTable Tools. The
following pages will walk through the
PivotTable Tools Design Ribbon.

Review the Design Ribbon

The Layout Group lets you format the:
Subtotals

Grand Totals

Report Layout

Blank Rows

The PivotTable Style Options are:
Row Headers

Column Headers

Banded Rows

Banded Columns

Keep going...

PivotTable Tools ->Design-> Layout

BTt Bulfat
ol Platier
Editdi Fruit
Friail s Wi

Pitwila
& Erlaaial

]
]
]
4
5
&
*
E
3
19
1
1 Bafguet
it
14
1
15
17
1
1
E]

Brearlut E=—==
ol bar % Row Headers [ Banded Rows S====
Iditde Fre == = = =
Mot Platts : : : : :
e oUbtotals Grand | Report Blank | 7| Column Headers [/ Banded Columns S=E===
- Goweimma = Totals =  Layout = Rows =

Newaklant
Coblra o Layout PivotTable 5tyle Options |

an Cookis SSTTET =

Fe ) Frsit and Veggien Pt )

i Hot Platter W00

M ST 30 LJ e T vakes

B | = Privete L) g = ol it ™

Ful Beraitant Buthet Hel Frathe® -

I Tl Platter 00

e Editde Fruit (-]

Fal Private Sk

o] Sdgeds aredd Boesp 5 - AR

W AR W] shet] Mok Sals o Culbomer Lt Shaed T o = 5

L = |
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Design Layout: Subtotals
By default, a PivotTable displays the
Subtotals at the top of a Group. You can
change the Layout with the PivotTable
Design Ribbon. Here are the steps:

Before You Begin: Select the PivotTable.
The PivotTable Tools should be available.

Try it: Change The Subtotal Layout

Go to PivotTable Tools ->Design.

Go to Layout-> Subtotals.

Select: Show all Subtotals at Bottom of
Group.

What Do You See: The Subtotal options
include the following:

Do Not Show Subtotals

Show all Subtotals at Bottom of Group
Show all Subtotals at Top of Group
Include Filtered ltems in Totals

PivotTable Tools ->Design-> Layout-> Subtotals

e T e e 010 B T Ry Evocl R A N S - ted]
N - - — u_r
{J @J —§;| —_gé‘ ¥ Row Hea I3iit
e s B === geas
sneus [SUbtotals| Grand Report Blank 7| Column F -
Fr o Totals = ' Layout ~ Rows - ; - T —
- = Do e b i et s ot
o we=sl | —==| Do Not Show Subtotals ——
[ .lfm.
7| Cotd Pl = 'I;:;.-.
s ween] | =ZZ|  Show all Subtotals at Bottom of Group —
? Frail asd —— o Baregnt
13 Priwala
1L = [ducatiena
13 Dareyuet =25
1w mestes| |(==22| Show all Subtotals at Top of Group
14 coldpit| | —_C e

== e,

t‘: E:'Hm” - 3 Row Labels - | Sum of Amount

= [t e 4 | = Corporate

B e £ 3 Banguet 50

n Codd Pyt -]

B - ] Breakfast Buffet 400

- S W W . 7 Cold Platter 2050

Y- TR, —* Edible Fruit 150
9 Fruit and Veggies 100
10 Private 100
11 Corporate Total 2850
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PivotTable Tools ->Design-> Layout->Blank Rows

Layout: Blank Rows F o B ."J]rlqw [T —
This PivotTable is an Outline with a A4 Edem— E = ‘ 7| Row Headers Banded Rows
couple of groups: Category and Products. e T
You can add Blank Rows between the w |l el Sublotals TGEEE’I“’ LREFmt"t Blank | [ Column Headers || Banded Columns
groups to make the PivotTable easierto | D [——— wey Tt
read. - Layout === - —
§ Tﬂm L tess 879 —:=| Insert Blank Line after Each Item
a i —
Before You Begin: Select the PivotTable. | .7 - -
i i 7| Cold Putier 053 A
The PivotTable Tools should be available. e = . Remove Blank Line after Each Ttem |
Frgit and Veggier
Try it: Insert Blank Rows S o . ;
Go to PivotTable Tools ->Design. — =
Go to Layout-> Blank Rows. i: Mg*"“‘,*' - e 3 |Row Labels Sum of Amount
Select: Insert Blank Line after Each ltem & coire - 4 = Corporate
What Do You See? The options for the o] o 5 Banquet 50
Blank Rows include the following: B fweets ax
Insert Blank Line after Each Item ﬂ Eaducational Total M ] Breakfast Buffet 400
Remove Blank Line after Each ltem B omenemt — 7 Cold Platter 2050
- [ipvindind . 8 Edible Fruit 150
= el . 9 Fruit and Veggies 100
T — | 10 Private 100
i’?‘ | Shewt |, Mooty S Custores Let  Shestd G 11 cﬂrpﬂrﬂtE‘ Total 2850
Resay T
12
13 | @ Educational
14 Banguet 2100
15 Breakfast Buffet 810
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PivotTable Tools ->Design-> Layout-> Grand Totals

Sl e I Contiras Sl 2018 P T = W ol R Ry O N et
Layout: Grand Totals Mo e =1 = . e G
The Grand Totals can be added to the e e = ‘ —:éé‘ 7 Row HE:s (3:::
Rows, the Columns, both or neither. | #seimmscome Subtotals| Grand || Report Blank 7] Columi
< Totals =| Layout ~ Rows ~ i ot P -

Before You Begin: Select the PivotTable.
The PivotTable Tools should be available.

J T o Bowars s Colaman

2
s 5 .ﬁ:-nmmuw

4 Meww

5 Bang || O bor Gl dey

Edit the Field List, please.
Row Labels: Products

| SSR—— saa
¥ | Colfes and Ted
4  Cold Platted 2050

Column Labels: Category 3 | Covsies and e 1
Values: Sum of Amount . e w2 i
Try it: Change The Grand Totals Layout - g 3 Sum| ==
Go to PivotTable Tools ->Design. | et 4 Row
Go to Layout-> Grand Totals. J— - Bang |=-:
Select: On for Rows and Columns. 1 ===
E:] A |Rraal
What Do You See? The options for the .
Grand Totals include the following: =
Off for Rows and Columns E
On for Rows and Columns =
On for Rows Only =
On for Columns Only ] et R T P G SR
Fasy ]
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On for Rows and Columns

On for Rows Only

On for Columns Only

2400
900

210

21470
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Layout: Filter the Blanks
Well, you have been patiently waiting for
this lesson for pages and pages. How do
you hide the blank lines? Here are the
steps to Filter the Blanks, at last.

Before You Begin: Select the PivotTable.
The PivotTable Tools should be available.

Try it: Filter the Blanks

Click on the Row Labels in the PivotTable.

Unselect: (Blank)

Click on the Columns Labels, too.
Unselect: (Blank)

You should see Filters on the Column
and Row Labels in the PivotTable.

So far so good.

PivotTable Tools ->Design

T {mwmhrﬂwmm- b R
“ - aF . aiod O
SortAto - :
L LR
. k -t * %] sprtZtoA
i - < Mare Sort Options... =
L L 3 . PeonTabie Fald L - N
: "\ Croces feid oo wid o repore: i
) Sumolamount  Columnlibel | —
- et Label Filters 3 i
Walue Filters k e v
patsifmen Salen Rap
|Sear|:h P| e
Bpdcd | oM (Select All)
oo [ Corporate
e (] Educational
. Government e e
[ Private oy
= — || il W (blank) -
=)
] L o Labain T
F=] Froduct L Sum ol Bwcamt &
5
xr
m
F-
n . 7
4 4 b | Shestl - Monkd Gaes - ustomer (s St FD
e 3 Sum of Amount [Column Labels v‘r!
4 Row Labels -1 | Corporate Educational
5 |Banguet 50 2100
6 |Breakfast Buffet 400 810

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Filter Blank Rows

Advanced Excel 2010 Page 107 of 298



O le

Ta
o,,:° PivotTable Tools ->Design-> Layout
Erde-E Cunterrmt Sates 20 : - —
PivotTable: Report Layout MR e o Snime N b tom L
There are several Report Layouts that you : ;}, e ;J,, ;l_ el 5555 :
should consider. The goal of any PivotTable is to L p PR Ak Sl ationss s
display the data. Depending on the data, some w - £ cohemn Lobels _
of the layouts make sense while others seem 4 . " T — . .
confusing.  —— e
4 Row Labels T larmsary Fobruary March Aprill May June doly August September Geand Total :Qﬂ
Before You Begin: Select the PivotTable. The - B = - |
PivotTable Tools should be available. A e I - o
1. Try This: Edit the Field List » M'p"’ o -
Row Labels: Category, then Product 12 Corporste total um e we e F—)
Column Labels: Month - [——
Values. Sum of Amount :: ::::::' — 230 210 a0 &0 1o 40 2200
- et Drag fields between areas below: O e et e b

Keep going, please...

M W] Sheetl - Monthly Sees O el

- i Rowlabels E  Values 0@ s
Category ~ Sum of Amount
Product -
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Ta
o,,:' PivotTable Tools ->Design-> Layout->Report Layout
L6 e 8 T Cunmoms S 10 P bl < W e WO PO SSY S N - ]
PivotTable: Report Layout T T e W] e 0- 2
2. What Do You See? The PivotTable now | & | 1 fmee e —
has subgroups for each Category. The L s e A s Sats Opsase
monthly sales numbers are calculated and o - B Cohmn Lobets : =
displayed in the Columns. 2 . . R— .j'."
; sum of Amourt [Coburm Labess -]
What Else Do You See? The Column and ety February March Aprll May hune July Augist September Giand Total e ey v
Row Labels have Filters. The (blank) data o bane ) ) e ,
has been filtered. - [rrr—— e ai— oo
OK, that's the setup for this PivotTable. Let's :? :\:'.:'.'-d-.l.....‘ - : o
investigate a few of the Report Layouts. Keep - '
going, please... e o 1o e a» 20 @ nw
Memo to Self: These numbers may look odd ~ # e 3 |Sum of Amount [column Labels '!
because they are not formatted for currency. e 4 Row Labels -T| January February March April May
- [ 5 | = Corporate
: f;::'ﬁ: - | B Banquet 50
l v B Breakfast Buffet
2 Hot Platter
B Sweets 8 Cold Platter 950 1100
) Government Total
—— | & Edible Fruit 100 50
10 Fruit and Veggies 100
11 Private 100
12 Corporate Total 1100 1150 100 100
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3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Report Layout
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y
o::° PivotTable Tools ->Design-> Layout->Report Layout
LA I o Sy 0 Pt e o S PSSO . s
Report Layout Options W@ -~ -« wooe o o — ‘
3. Try it: Change the Report u:fj_ ;;J_, ,;J, ;]- ke R =3 | Row Headers
Layout Mo e S |
Go to PivotTable Tools ->Design. o & sweomen= L, | SUBHGELS Tifaﬂd, l““ﬂf,t“, RES:,T, W| Column Headers 8
Go to Layout-> Report Layout. 8 A L] e o e o ay
Select: Show in Outline Form. | —— Layol =3 ]
- L'm B3 | = Show in Compact Form
What Do You See? The Report i b A —
i i 7| Oreskiesi O ol Kt B L st ==
Layout options include the 3| cucmm M bo 130 = e
following: B w s | =3
Show in Compact Form N o 2 .
13 - tducational 1900 % W0 —==
Show in Tabular Form e 3 |Sumof Amou | = -
Repeat All Item Labels B “ 4 Row Labels
1 Editle Frun 1%00 10 40
Do Not Repeat Iltem Labels u - 5 | = Corporate Repeat All ltem Labels
Keep going... - [— s s O | Banquet -
n Broakfast Sulfet 00 —==
B cotesmate o 7 Breakfasl | = po not Repeat item Labels
B ron ot vegpes o ot Cold Plat] —
3 :::ﬂw - 20 - ;: n .
§ 3 Sum of Amount Month @
= 4 |Category |E| Product Januar\r February March
5 | = Corporate 1100
] Corporate Banquet 50
7 | Corporate Breakfast Buffet
8 Corporate Cold Platter 950

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually

3.3. Apply and manipulate PivotTables: Report Layout
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r
B PivotTable Tools ->Design-> PivotTable Styles->Style
A ;————.WW b5
PivotTable: Styles T: S J”-j:_ e ) ) 29-0a
A PivotTable can be formatted with Styles. ;.;:... et B 7 Covmn st [ et o = E=
l.n-u Forid "l Wr Gyl s :

Before You Begin: Select the PivotTable. The o . | Sum ol fecuert
PivotTable Tools should be available.

1. Try it: Format the PivotTable Style
Go to PivotTable Tools ->Design.

Go to PivotTable Styles.

Select: Pivot Style Medium 3.

What Do You See? The PivotTable Styles
formatted the Column Headers (Sum of
Amount, Category, Product) as well as the
Row Headers (Corporate, Educational, etc.)

Keep going...

Banzuel
Corpoang Breakfuns Baftet

Coapoang Cold Platter

Conponing Edibis Frait 1
Conporine Frult and e

Corporane Brivae

Edutanianal Banguet
Edutatianal Breakfu: Bulfer
Edutatianal Cold Platner

BHYEEREHEEGER S EEEERES w0 b w e
g &
:

1

Ecdibhs Frait
Edutatiznal st Mt
Educatiznal Sl . z- zz
: I -
Géreirement Breahfint Buft Mo thh E
o B 10y Ei Product January February
Gerwirremmt Frat ared W
- 6 Corporate Banguet 50
k1 Priwate Dreakfint Bufie
e past el | Corporate Breakfast Buffet
s 2  Corporate Cold Platter 950
9 | Corporate Edible Fruit 100
10| Corporate Fruit and Veggies
11| Corporate Private

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: PivotTable Style Options
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One PivotTable Tools ->Design-> PivotTable Style Options->Style
E LE] ol e TR G St 10 P Mecoro £ I T YT TR U ] 2
H H - Womt  Dwent  Pegelaet  Fermetss  Duts Rewew  View | Cptiany | Depge s Qo
P|vo_tTabIe Style O_ptlons . Sl R D] v 7o S—— — e e— — .
The PIVOtTabIe Style optlons Oﬁer qUICk Subtotas Gaand  Repot  Blak & Counumn Mesdery Banded Cohamas ?:-;-:-? §55588 SRS R . SEEEE BEEEE ?;-?.;J: . T
formatting choices. Here are the steps. e et J

. . . ) e “ " || Row Headers V| Banded Rows -
2. Try it: Edit the PivotTable Style Options . 1 - -

1
giligt;heof';'vacg;rea'?'féls >Desian i | Column Headers || Banded Columns = =
- et
G !V S Obpti Ig ' : Garpa i . 4 Catwgary 7
o to PivotTable Style Options. B — FivotTable Style Options | e
Select: Banded Rows. 7 Copornme  aresktast bt o !
8§ Corporite Cold Platver 0 1100 Ses e
k] g Edibbe Frus 00 0 Soveont
. 10 E::: :uz ns \'lcnm . 100 .
What Do You See? In the example on this B Cospons Srivese ™
page, the Rows have been formatted witha | .. ——
bottom border. 14 tducatcnal Banguet 20 210 ) 420 210
15 Cducational Broskfant Boftet -0 210
. . 1‘7 :::::::: :::::1::: 1%0 210 a i.l: 30 420
OK, that about does the discussion on e T nofl| S e———

PivotTable Design Ribbon.

mMonth [Ef
Memo to Self: If you select Banded . v F T
Columns, the Columns will be outlined with £ Product January
vertical borders as well.

February

» ] Corporate Banguet 50

e el N8| Corporate Breakfast Buffet

e 2 8 | Corporate Cold Platter 950
9 | Corporate Edible Fruit 100

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: PivotTable Style Options
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PivotTable Tools ->Options-> Sort & Filter
L e O s e oo G T - -t
. o-s 4

PivotTable: Sort & Filter e ST TS R
. . . s b3 ] "o R0 R G e = T
A ang time ago, in the previous Iegson, we .;.:. e L o I ot et S Oargeims O R il e R —
reviewed the Data Ribbon: Sort, Filter and e ey it ity
Group. This lesson will finish up with the . £ | w00 -
A 8 < . — F 6 M ' ) X . ™

same simple options for a PivotTable: Sort &
Filter and Group.

Sarn of Aot

Private Breakfasr BuMet

Before You Begin: Select the PivotTable. .

The PivotTable Tools should be available. nats Caba pune
1. Try it: Sort & Filter the PivotTable O —rT

Select Cell L5. 12

13 Corporate

This is the Subtotal for the Header Row. g
Go to PivotTable Tools ->Options. D, Comporse

Go to Sort & Filter. 17| Corporate
Click on Sort. 3 topee orvete

25
n Fducational Ranguet |
n Fducationael Breakfart oMot |
— D Fduxcationsl Cold Platter
%l % E — M Educasional Ecible Fryt
| = 2 Educanional Mot Parser
2§ Educational Sweet
Z) | Sort Insert - - f
Slicer = 7] © Govesrme I
I Gowerrment Breastart B Met | 2{15{]
Sort & Filter M Gowernment Coffeeand Tes | |
A M Sheet] Mor sy ey Custiovres Lot e
P 150
Keep going... 100
100

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Sort & Filter
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o::° PivotTable Tools ->Options-> Sort & Filter
E @e-oie Cuntermas Saes 210 PoetTobde - Moot Ercel [T e e — . o
PivotTable: Sort & Filter e e L L 2
: 2. What Do You See? You will be prompted  mwe  svios 1 L B e e oL P
to choose the Sort Options. By default, the a2 14511144 11334 A 11 1 et st e ot R
Values are sorted as follows: o . e | .
Smallest to Largest < B C . s " ' ] X L R = T .x
Top to Bottom ‘ ?:.:--m-m 3'{
Click OK to accept the defaults, please. ;:«._'. " | : a

What Else Do You See? The Subtotals for
each group (Corporate, Educational, etc)

Lr—d! : - : ; ' ' : B
'| Sort By Value M

1
2
I B
4
s
£y
7
k)
k]
10
u {
were sorted Smallest to Largest. ﬁm Sort options Sort direction
“
Look Again: The Totals for each productare = || B
00 gain: € | otals 1or eacn product are = — | = = .
NOT sorted Smallest to Largest. 1s ] © Largest to Smallest © Left o Right |
15
0 | | Summary
2 —
7] | Sort Category by Sum of Amount in ascending order using 300
o - values in this column:
» 1 Grand Total 100
» I i 500
Pl
: -:' | 5{'
— I Ok I [ Cancel ] e
50
400 400

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Sort & Filter
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PivotTable Tools ->Options-> Group-> Group Selection

PivotTable: Groups e e ———— 1

The last example in this lesson is Group. It is - ::Q d ,_f—lo_;i__ o ﬁ Bemvmen:  yourien- (R

another way to edit how you display your e b peseers N RO .14 N ey LI

data. Grouping is a way to Show or Hide the ¥
T e e ™

Rows that you select.

Before You Begin: Select the PivotTable.
The PivotTable Tools should be available.

,.
3
3
-
3

Try it: Group the Data

Select Row 5 through Row 19. In this sample
spreadsheet, this is the sales data for the
Private and Corporate Sales.

- s8EsEl

Keep going...

Memo to Self: PivotTables already have
Groups. The Groups have a plus (+) sign if
the rows are hidden or a minus (-) sign if the
rows are displayed.

Government Breakfast Buffet 600

Government Coffee and Tea
25 | Government Cookies and Tea
26| Government Fruit and Veggies 600

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Report Layout
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PivotTable Tools ->Options-> Group-> Group Selection

PivotTable: Summary 12| 4 - _ = D | E 2
2. Try It: Group the Data - ——
Go to PivotTable Tools ->Options. 2
Go to Group-> Group Selection. 3 — Y
What Do You See? When you click on _ all Categ il P d Janua =l =
Group, you should see an Outline on the left -l = Priva U0 U
St o o Lo e B en | 18 pavete sreakfot e
this page, we are on Level 2. OK, thFa)t will g Private Cold Platter 300
do... 8 | Private Edible Fruit 100
_ _ 9 Private Private
PivatTable Tools, In the next lesson, we wil gh| erivate I 50
review the options for PivotCharts. 11
4 = Corporate 1100 1150
OK, OK. AIIez.aI'Iez in free. You done good. 13 Corporate Banquet 50
Go geta cookie! 14 Corporate Breakfast Buffet
15 Corporate Cold Platter 950 1100
16 | Corporate Edible Fruit 100 50
17 Corporate Fruit and Veggies
18 | Corporate Private
19
p. 8 © Educational 1900 630 1020

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.3. Apply and manipulate PivotTables: Report Layout

Advanced Excel 2010 Page 116 of 298




Practice Activities
Lesson 3: What Happened? (PivotTables)

Before You Begin: Download the sample spreadsheet: Brown Bag Lunch Sales Team.xIsx.

Try This: Do the following steps
1. Open the spreadsheet: Brown Bag Lunch Sales Team.xIsx.
2. Go to Sheet 1. Select Row 1 and remove the Filters.
3. Select Sheet 1 and Insert a PivotTable on a New Worksheet.
4. Use the PivotTable Tools to Show the Field List.
5. Edit the PivotTable Field list as follows:
Select the Field: Market (It should be placed in the Row Labels, by default).

6. Drag the Field Sales to the Values (It should be placed in the Values as Count of Sales) .
Change Count of Sales to Sum of Sales.

7. Select the Field: Sales Agent (It should be placed in the Row Labels, by default).

8. Move the Field: Sales Agent from the Row Labels to the Column Labels.

9. Format Columns B:G for Accounting.

10. Save this as YOUR NAME What Happened Practice
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Test Yourself

1. Which Ribbon has the command for
creating Pivot Tables?

a. Home

b. Insert

c. Data

d. Review

Tip: Advanced Excel, page 87

2. Which are the Table Tools Ribbons?
(Select all correct answers.)

a. Options

b. Design

c. View

d. Format

Tip: Advanced Excel, page 89

3. Where do the Pivot Table fields come
from?

a. Entered in the Pivot Table dialogue box
b. The spreadsheet labels

c. Default in Excel

Tip: Advanced Excel, page 90

4. The row labels in a Pivot Table are filters.

a. True
b. False
Tip: Advanced Excel, page 93

5. Which of the following are functions a
Pivot Table can use?

(Select all correct answers.)

a. Count Numbers

b. Sum

c. Average

d. Max

e. Min

f. Product

Tip: Advanced Excel, page 97

6. Which of the following are true about
subtotals in Pivot Tables?

(Select all correct answers.)

a. Default is to show the subtotal at the top
of the group

b. Command is Pivot Tables-> Tools->
Design> Layout-> Subtotals

c. Subtotals cannot be removed

Tip: Advanced Excel, page 104

Advanced Excel 2010 Page 118 of 298

7. Which of the following is an option for
Grand Totals? (Select all correct answers.)
a. Added to Rows

b. Added to Columns

c. Added to both Rows and Columns

d. Added to neither Rows or Columns

Tip: Advanced Excel, page 106

4

8. Which of the following are report options?
(Select all correct answers.)

a. Show in Compact form

b. Show in Outline form

c. Show in Tabular form

Tip: Advanced Excel, page 110

9. A Pivot Table can be formatted with Styles
a. True

b. False

Tip: Advanced Excel, page 111
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Excel 2010: Analyzing Data Visually

T.
r;'f Pivot Charts: What Do You See?

. . ] . [y T T T PO - e
Advanced Excel Objectives B ——————— .
In this lesson, you will learn how to: b
1. Analyze data visually with a PivotChart : R =t
2. Create a PivotChart and Show the Field List Chart 1 - & g
) [ € ] E F ] H o PvotTabls Fuld Lt L
3. Edit the Value Field Settings S A e — R
. . . . . — —
4. Filter the data in the PivotChart T . S e =
5. Edit the Chart Layouts - o—— S | Hicm
T Orivine | _ [ — ) I-ﬂl"
6. Apply a Chart Style \ s andionl 3| Active Field #= Expand Entire Field = |& Zv:’.’.?
— |
7. Use Slicers. e _
2 Product == Collapse Entire Field | Insert Refresh  Clear
L, — Slicer = i -
2 Active Field Data Show/Hide
14
:.J ‘Zrag ey beberer e brine
1 o Rapt e inwm -
i -
=
Fil
. L) omFebe. E v
::“: ety - S o ) T
7
e |
- e
© 2011 Comma Productions - SR Tt Pt Tabe by Catepry R R TN - y B e e
L IO e (= &
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Lesson 4: PivotCharts: What Do You See?

1. Readings
Read Lesson 4 in the Advanced Excel
guide, page 119-159.

Project
A spreadsheet that uses PivotCharts to
present the data in an interactive format.

Downloads

Sales 2010.xIsx
tbICustomers.xml

Brown Bag Sales Data.xlsx

2. Practice
Complete the Practice Activity on page 160.

3. Assessment
Review the Test questions, page 160.

PivotChart Tools->Design

o @ E

Change Save As Switch Select | | |-lWlW | UR IR — -
Chart Type Template  Row/Column Data
| 3 |  Type 2 | Data 4 | Chart Layouts
el =) —J

PivotChart Tools->Analyze

e c = . = m— - rl
Active Field: “i'g Expand Entire Field = E %
Product ™= Collapse Entire Field  Insert Refresh Clear
Slicer = < =
Active Field Data (show/Hide

s

S
Menu Maps

This lesson shows the PivotChart Tools.

. PivotChart Tools ->Analyze ->Show/Hide->Field List, page 124

. PivotChart Tools ->Design ->Data->Switch Row/Column, page 132
. PivotChart Tools ->Design ->Type-> Change Chart Type, page 135
. PivotChart Tools ->Design ->Chart Layouts, page 137
. PivotChart Tools ->Design ->Chart Styles, page 140 N
. PivotChart Tools ->Analyze ->Active Field, page 143

. PivotChart Tools ->Analyze ->Data-> Insert Slicers, page 149 _—
. PivotChart Tools ->Analyze ->Data-> Refresh, page 153

8

ONOAAPRWN =
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Analyzing Data Visually

Most people do not read numbers well. However, they can read a graph and compare the information. A PivotChart offers the
same flexibility to manipulate the data as a PivotTable. A PivotChart is a graphic representation of the data in the PivotTable. A
PivotChart, like a PivotTable, is interactive. You can filter and focus on the data until it shows what really happened.

e VStart -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

.| - T
Home Insert Page Layout Formulas Data Review View
Calibri -1 A A = == 8- =i Wrap Tex
Clipboard s Font P Alignment
Al - j 2
C D E F G

Advanced Excel 2010 Page 121 of 298

Start Microsoft Excel

What Do You See? Is
there a Title Bar that says
Microsoft Excel? Yes.

Is there a Home Ribbon
with the Clipboard, Font,
Alignment and Number

Groups? Yes.

If your screen looks similar
to the one on this page,
then you are ready to get
started.
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Before You Begin

A PivotChart is based on a PivotTable: they go
together. This lesson begins with a PivotTable.
After the PivotTable is set up, we will review
the PivotChart options in Microsoft Excel
2010.

You can use a spreadsheet that you created or
download a sample spreadsheet if you wish.

1. Try This: Open a Sample Spreadsheet
Open a sample spreadsheet: Sales2010.xIsx
Go to the Original Data sheet.

What Do You See? This sheet shows the
product sales for Charlotte' Website. The first
row is BOLD: it is the Header Row. There are
many rows of data.

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

File->Open
LA T ————————T e, F10 Pt TV e o W . .
n e | Do Pogelovent | Formiss  Dits  Redew | View Q- d
. : Aot T Ar "ug » o e Tea Fe—" r‘z ,g » - T l : }"
Pute , Bl7 U Z A EER BE EHapedlownr 3% ¢+ WY :;::':.::::m: Tasd Ouiste Fermst Sedt 1
. A.l £ Norsh - —-— ' ' .
1 W‘—]cum . (m;oq s«-[:ko P«:-do(l( M‘ s.l:n., Am:.u I ’ T —
1 Janwary Rk Towner Prvate Catenng Cold Plamer WI22011 Alex § 1500
1 Janwary Darterre Doy, Prevate Catesng Cold Plaster WIS2011 Ales § 150m
4 Febrwary  Marmony and Me Sush Coporate  Caesng Banguet 0207/2011 Ales § S0m
S Febrvary Dutabase Corsultants Copoate  Catesng Cold Platter 021072011 Ales § S0m
& February Harmory and Me Sush Coporste  Cstesng Edble Frt 02772011 Alex $ 100M
T March Database Consuiamts Coporste  Catesng Cold Platter 03052011 Alex $1100 00 .
& March Harrrorry anvd Me Sush Coporate  Catesng Edble Frat 03052011 Alex § S0m
9 March Carve Proate Catesng Edbie Frut 03072011 Ales § 100M
10 March Meyers Vilue Provate Catesng Salads and Secp 00232011 Alex § SOm
11 Apdl Legrecos Praductions Prvate Caterng Edble Fratt BA22011 Alex § 150M
12 Apdil Madiatyr Mdchet Prvate Catenrg Edbie Frut B4132011 Alex $ 15000
Blio® Vil et Copme Cosieg EdMFea MGt AN  § 800 [
15 April
16 May C D E F G H
17 July
» s Category Service Product Date Sales Rep Amount
o Private Catering Cold Platter 112/2011 Alex $ 150.00
2 o Private Catering Cold Platter 1/15/2011 Alex $ 150.00
M March -
» waen Corporate  Catering Banguet 02/07/2011 Alex $ 50.00
% May .
#wr Corporate  Catering Cold Platter 02/10/2011 Alex 3 950.00
2% Corporate  Catering Edible Fruit 02/27/2011 Alex $ 100.00
wns - Corporate  Catering Cold Platter 03/05/2011 Alex $1,100.00 © *
Corporate  Catering Edible Fruit 03/05/2011 Alex $ 5000
Private Catering Edible Fruit 03/07/2011 Alex 3 100.00
Private Catering Salads and Soup 03/23/2011 Alex $ 5000
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Insert-> Tables-> PivotTable->PivotChart

Create a Pivot Chart e T T T e

2. Try This: Create a PivotChart 2 B . R A TN Wl Kt

Go to the Original Data spreadsheet. iy : e i e ot SR iy 2
Select All. -

Go to Insert->Tables->PivotTable. _r o [ o [ T Tl xliTuluk

Click on PivotChart.

PivotTable| Table |

Choose the data that you want to analyze
i PivotTable

i@ Select a table or range
|5 PivotChart

Table /Range: |'Driginal Data'l §4:5H|

(7 Use an external data source

HEEHEHEEEE R S !

You will be asked to confirm the location
of the data and whether you would like to
place the new PivotChart in a new
spreadsheet.

| Choose Connection... |

Connection name:

Choose where you want the PivotTable and PivotChart to be placed

@ Mew Worksheet
(7 Existing Worksheet

Keep going, please...

= Do Do o e e e e e o i

Location:

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts

Advanced Excel 2010 Page 123 of 298



uary

PivotChart Tools ->Analyze ->Show/Hide->Field List

Hello, Pivot Chart BRI = o e
3. What Do You See? There should be a QE.:E' E ;Im h'_l, :: hﬁ L‘ h‘a i‘ L‘ h‘

new, blank PivotChart, Chart 1. Ablank "™ "7

Fatmadas fata Frern em [ [ Farmar

P Ligeimati U\ﬂm

P REE WWW Laramu

: 3

m

Thari ] - &

PivotTable should be on the left side of N

A B < (<] E F G H i 1 L3 L L

a PooiTale e Lt

L

the spreadsheet. 3 —
: Chart1 1 ‘Dececam e -2 o g R
L] _ Mo
The PiVOtTabIe Field List ShOUld be on ': ::ﬂ'.ﬂlm;;:*:! T bt bl i Pt Sl st Thbii e coms L Bt ikl Fid Lt ;,‘
the right side. . ity - l.:
What Else Do You See? There are four | -~ LLL : ; o
PivotChart Tools: N EEE T
Design n ?
Layout :
Format .
Analyze : T:nh:_:":mm
Keep going... a
;: YwotCha PivotChart Tools —
What If You Don't See the PivotTable = -
Field List? Please try this: :: ulas Data Review View Design Layout Format Analyze
Go to PivotTable Tools ->Analyze. :
Go to Show/Hide-> Field List m -
=-rellly W1 :ﬂjzuf
= =

Chart Layouts

Chart Styles

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts
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PivotChart Tools ->Analyze ->Show/Hide->Field List

S

uary

(Z] ol xR Comirr s T PLtChart W o WO [ 00 T ) PR -1 il
PivotTable Field List I e e
You should see a PivotTable on the left :EE, :F‘ o o s A e ekl kd bk b kd S
side of your spreadsheet but there will not "= === = e T g et 4
be any data in the Chart, yet. Thart 1 5 i _ ,
A B : =] E il H 1 4 K L LY Pwvoi Toble Fasld Lt - "
1 | R Lty - S—
Cooms hech b 8l et A
PivotCharts, like PivotTables, need data. | .o | —
We will select the Fields and Count the 2ot and -
Value with the Field List to create a & |costiesn Chart 1 v Bewes .
PivotTable Report. : :L-'.'L.E'f;‘ A B -
4. Try This: Choose a Field it was L |ROWlabels [~ _ i
Go to the PivotTable Field List. n e | 2 |Banquet PivotTable Field List v X
Select: Product. 5“3 |Breakfast Buffet
What Do You See? The PivotTable : 3 | Coffee and Tea i
should display each Product. The - 3| Cold Platter [ElMonth
PivotChart has a Product Filter, butthe 6 Cookiesand Tea [Ccient
Chart is still blank. a 7 |Edible Fruit [[[category
Fol S i
Keep going = 8 |Fruit and Veggies ;:f::ct -
= 9 Ho_rt Platter [Date
= . 10 Private : [|Sales Rep
== 11 Salads and Soup [ Amount
12 | Sweets
13 |[{blank)
14 Grand Total

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts: Edit the PivotTable Field List
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PivotChart Tools ->Analyze ->Show/Hide->Field List

wl A T onpoens ettt RO Papt P < Moy o vl PR [ o e G O M-

LT

w View Drign | eyl Fema
=1k I 1 I o I a
£

s

- | Count of Amount

@
Add a Value MR - o e e o
Look at the bottom of the PivotTable Field :E!, :‘F‘ = s g
List. There is only one value: the Product =~ =" == == o= e
is in the Axis Fields. So far so good. Chart 1 ; &

1 l-wl.li:h . CMQ:M : .
PivotTables and PivotCharts calculate: e sutet -
COUNT, SUM, AVERAGE. This is done 4ot and A
by adding a field to the Values. & |cosisan

Pesrr 1 Row Labels
5. Try it: At.id a Value _ _ o emeee 2 |Banguet
Sglégtt'h:r:cl);ﬁ?able Field List. i ewes | 3 |Breakfast Buffet
Drag the Amount to the Values. = wwato 4 |Coffee and Tea

o 5 |Cold Platter
‘c’i\"halt Dc:j Ym::See’: Tfhi Valuetv_va?h s & |Cookiesand Tea

isplayed as Count of Amount in the » ] ]

PivotTable as well as the PivotChart. a 7 |Edible Fruit

F 8 |Fruit and Veggies
Keep going... @ 9 |Hot Platter

o 10 Private

- 11 Salads and Soup

wa 3 12 Sweets

13 |[{blank)

14 |Grand Total

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually

3.4. Apply and manipulate PivotCharts: Add a Value
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£ L

s if = ©

()
ol Chart
Vst il

' Fvvot Tuble Fusld Lint -

S
Dnceoam ety b 3 e -
)
et
.
& F‘b‘:l
l‘!-:h.-.
11 I - 1 —_ o Bevesgml
15 j:.a":‘?-. b
N 4 Drag fields between areas below:
“ Report Filter ] Legend Fields ...
7
1
14
5
3
& 1] AxisFields (Ca... X Values
1 - Product - Count of Amo... ™
3 ——
BB
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PivotChart Tools ->Analyze ->Show/Hide->Field List

A e ﬁ-mmw
Edit the Value Field M e e neoe b b
By default, the Value was displayed as .:E. ﬁ ﬁ o | % i A i l ] I g Bn 0 ks j =

Count of Amount. In this example, et by it Fo T Beire
Amount is money: how much was sold? Chart] - i - -
This data would make more sense if the | sy - comotimen St b SRR
Value was displayed as the Sum of the e - ot ot dma e B e Az
Amount. 4 CoMlos ard Tes 2 Total ot

§ | Cobd #air ey

s cenens | S Move to Report Filter —
6. Try it: Edit the Value Field | Rl Per _ -
Go to the PivotTable Field List. s sune | H2]  Move to Axis Fields (Categories) . S ot
ggléoctt:hgo\l,;ltuoefsAmount. e | [ Move to Legend Fields (Series) b"'q.;“ a*j“'f &
Click on Value Field Settings... ot | £ Move to Values : ;
K . » Hide Value Field Buttons on Chart l: .

eep going... A et g Bt

b Hide All Field Buttons on Chart ? T
Memo to Self: The Field options include: % Remove Fickd T
Move to Report Filter n PP T
Move to Axis Fields (Categories) = @5 Value Field Settings... |
Move to Legend Fields (Series) S '

: ; Product v Count of Amo... ¥

Hide Value Field Buttons on Chart H o SntoLemg ]
Hide All Field Buttons on Chart = Nt
Remove Field — __“;__:-;;r_::m r-:-'.:: D o
Value Field Settings... - : —

[] Defer Layout Update Update
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PivotChart Tools ->Analyze ->Show/Hide->Field List

CRa

Value Field Settings e e e =
You can choose the type of calculation ,,‘,, 5" ,;;’ - Y i Ak l I o I o l Il l m l B .:...
you wish to use to summarize and display =~ " e o v T T
the data in the PivotTable and PivotChart. Chart 3 . £ .

mm:o. - Count d.uu-n ’ ’ i ' : - : : . . ‘. :::‘: - ;‘J"'
7. Try it: Edit the Value Field Settings R . Gomatheme I

Go to the Summary list.
Choose: Sum.

What Do You See? The Custom Name

should be Sum of Amount, now.

Please click OK and keep going...

Coffee and Tea 2

Cold Platrer ’

Cookies and Tea 1

Edible Frut oo Fickd

Frot and Vegpes y =
ot Hatter Source Mame:  Amount

10 Privece

11 Sela®s and Sowp
12 Sweets

13 (dlank)

14 Grand Total

-
| Value Field Settings

AR e

Source Mame:  Amount

-

entom Name:  Sum of Amourt

Custom Mame: |5um of Amount |

Ll ™

e e vakee Seld by
|| Ovtme P e of Goloieton Bt 1ol

Summarize Values By | Show Values As

summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

I[ Cancel

Mumber Format
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Home ->Number

LEL w9 = T Comomar S 010 RcatCrt = Mo G WO TR o T 1o RPN PR 0 - 55 bl
Sum of Amount _‘ et B Pegelapet  Farmetss  OuMs  Redew  View | Deign Laes Femat u;." =0 ioﬁg o
H Caste: Body 1 AN Tmy @ - . N . 5| a f- v _; “r
8. Try it: Format the Data mj‘j B s R G A BB R Sueacon| § % o | W] comttens fomat e | uet Baen roma| B ’_‘ s
Sum of Amount is money-sales data. el | s | P - R TSRO v~ RSO et~ omi 8
Select Column B. Chart1 . ~ -
Go to Home->Number. e O —r T e E— t 1 e 1 & 1 14 | & @ @ B
Click on Currency. 2 Banguer s 21500 — "l Cemtiamaitomet (D)
3 Breakfast Buffet § 17.4%0 ' g o
4 cot tal -
Select Column B, again. B cnel A | B o
Go to Home->Number. 7 1 Row Labels |E| Sum of Amount owe
Click on Decrease Decimals twice. 2= 2 |Banguet g 2150 | mm o e it
1n sl | “ﬂ' PP ..
Try This, Too: Save the PivotTable uwe 3 |BreakfastBuffet 3 17,470 G e
Go to File->Save As. waw 4 |Coffeeand Tea 5 1,200 J ?39 I 2 : -
glame tShe wosrkbook: MyName PivotCharts. ﬁ’ s |Cold Platter $ 2 980 Report Filter Legend Fields ...
ve. Save. Save. ¥ —
ave. save. save “ | 6 |CookiesandTea S 600
Very good. % | 7 |Edible Fruit g 4,250
8 Fruitand Veggies 5 2,500
9 |Hot Platter 5 1,110
10 :"Ivzte 45 2 ﬁ i AxizFields (Ca... X Values
alads and Sou
< t P $ 630 S Product - Sum of Amount *
weets e
(blank)
Grand Total 3 33,540
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PivotChart Tools ->Analyze ->Show/Hide->Field List

Z W elirets =
Add Another Fleld “‘. Fiuint ] !’url-r\."-."- T.--.'.-- :--.. Brten  View Drign Lyl Feme l"u.‘_-lr > I :ﬂ i B
At this point, our PivotTable has one field B s e o e e e L I R S &g ard
in the Axis (the Category) and the Sumof ... . : e M) e b T e 1
Amount for the Value. When you add Chart 1 C £ _ _ _ J
another field to the PivotTable, you add e e L B = S S —
another layer of complexity to your chart. 2 ik Ziompente. . Ciucaliemed Gormment. Frivte. fenk) rue Vo e =k
4 Breakfun Baflet 5 450 £ g % 16180 5 158 £ 174m et
5 Codfes ard Tew 1. b 1,00 R Cabmgary
This lesson will add a field to the Legend, ~ « crmer s s w s : e Bbwrn
(the Series). This will create a Cross-Tab [ fteamers o e ame Do e
PivotTable. It will also change how the 3 |Frutand vegpes 3 W d 3 2 ot
data is displayed in the PivotChart. s 8 w0 Ve s e
12 Saledd il S 5 5 g L]
Before You Bedin: Select the PivotChart g uans $ a3 mo o Crag fields between areas below:
efore You Begin: Select the PivotChart. =i AT 5 e Report File Legend Fields ...
The PivotChart Tools should be available. = .~ 0 200 HEEE - 7 ReportfFiter [ Legend Fiekds
.L; Bok 0 Category -
1. Try it: Add Another Field b a
Go to PivotChart Tools ->Analyze. 4| e 1
Go to Show/Hide->Field List S B . I )
Select: Category a . IPER . P
Drag Category to the Legend Fields. = .f:;* & f.-*‘ f“:ﬁ I ST
= & F o o & 1 AxisFields (Ca... X Values
Keep gOIng'" ?:Iq = .-.rn:jn-v:."-r- St 7 - Maethly Sawi - Cuitteres Lst - Sheetd % A —= Prudu'd: i Sum D'F Amount ¥
Resgy T
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PivotChart Tools ->Design 2
(2] o v T Cicmers ok TR FLcarCHar e Decoes o G [ o - 2l
PivotChart Displays e seenmcs s R
2. What Do You See? The PivotTable o B e | | ] 8 < 7 0| | | 4 L
has the following Column Labels: g i - -
Corporate, Educational, Government, and Cail - A | B | C | D | E
Private. There is a Filter on the Column . sumetsmeuntcomaie 1 Sum of Amount  Column Labels | ~ |
Labels as well as on the Row Labels that =~ @ mowiabets - coporate. —— . .
list the products sold. Lnoam 8 2 Row Labels |E|Corpnrate Educational Government Private
<o s 2 3 Banguet 5 50 5 2,100
‘r’n";‘;tbglggggy:gg 'fﬁ)%?omﬁep'vo‘c“art Limnm . 4 BreakfastBuffet  $ a00 $ 810 $ 16,160 $ 100
3 Fruit afed Ve 3
PivotTable. In the example on this page, ~ ==« 3 Coffee and Tea 5 1,200
the PivotChart was moved down and | Sl a S & Cold Platter 5 2,050 5 630 5 300
resized wider to see the columns better. .. “in T T
1% Carand Total ] amn 3 RIM § nAM fLEe § wm
Keep going... o S R
1 S W Rt T G Pkl .
= iE - —
:‘; . ;{:i llelda-u-:r-l i
- W Ryl SN =, Somran e T
o - kol ‘{"; vs' .,;* -*'& l# & a.f -.‘-* "é #_.;.“r& .,-‘F GP'& Bibianki I = [t vanan =
- < * 4:; ‘ :d‘p a* & f
F:] T
» Pl - - - d ™| 7 Dot ot e
W e W] Sample Pwotiusl | Sheetd - Mosthly Saws - Cuttores Let - sheed % U = ] ¥
- [ =] R= R R ¥ =)

f"“f

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts

Advanced Excel 2010 Page 131 of 298



uary

PivotChart Tools ->Design ->Data->Switch Row/Column

E e -

PivotChart Design =

The purpose of creating a PivotTable or ':,i }ﬁ
PivotChart is to analyze the data visually. ==
Sometimes the data may be easier to Chart 1

understand if the Rows and Columns are

&

P Page Liyies
=7 g
i

— il

Swiith Lk L o

Fromm'Colomr, Dty
Gath

I3
]

o Saprry ol Arvepaie Coluren Labels -

©ow T Cuntieres Sates NG PacetThant + Moririoh Encel TR

o B

Fue] Loyt

o

E

& H

i Vit Prt-e Ly Tawmit FEEs
SEE T YNNI
. - 1l [

et Wy

i

b ‘ e
- Chast

-

Powd T pitly Pl Lot

(Thecse Beids & e b crpart
Mord
et
o Calpgoery
A
o Pruhal
e
Sl By
o Mrmrard

D

Coffee and Tea Cold Platter

switched. By definition, this is how you 2 fowisheh - [Nongd . Sroubioe bulel Cuflessm Ton COM Pielor Conkies mmaTon G IVl Frot o Vogsite it iy
"inOt" the table. o |Esunnisnsl 3 Lee T PR L 4000 s o
§ | Gewwiremaar L] 15188 3 1,30 L] & 1 1480 & E 4
& Privabe L] 100 ] kil -3 1m0
Before You Begin: Select the PivotChart. | = P T i il
The PivotChart Tools should be available. 2
3. Try It: Switch Rows and Columns |
Go to PivotChart Tools ->Design. | i
Go to Data->Switch Row/Column. | o | —
) 5 A B C
— = 3
i_'l L—'M1 = 7 1 Sum of Amount Column Labels |~
h Fr ]
_ = ° 2 |Row Labels |~ Banquet Breakfast Buffet
Switch Select e
Row/Column Data = . 3 Corporate 5 50 5 400
Data 7 4 |Educational S 2,100 $ 810
o 5 |Government g 16,160 5
What Do You See? The data has been LN -
switched: the products are displayed in il 6 |Private 5 100
the Columns and the Categories are 7 |(blank)
shown in the Rows. Keep going...! 2 Grand Total $ 2,150 $ 17,470 $
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2,050
630
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=
4
3

e

Data: Switch Row/Column

4. What Else Do You See? When you switched the Rows and Columns, the PivotChart was updated as well. This PivotChart uses

4

a

color and position to display the sales data. Each product listed on the Axis can have up to four columns of data. The Sum of Amount
is displayed on the left, formatted as currency. What Do You Think? Can you read and understand this PivotChart? Keep going...!

PivotChart Tools ->Design ->Data->Switch Row/Column

i

Sumn of Amount

$18,000.00

$16,000.00

$14,000.00

$12,000.00

$10,000.00

$8,000.00

%6,000.00

%4,000.00

$2,000.00
$0.00 -

Category ~

B

- - |-

Corporate Educational Government Private (blank)
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Product -
B Banquet

B Breakfast Buffet
B Coffee and Tea
B Cold Platter

B Cookiesand Tea

B Edible Fruit

—_
B Fruit and Veggies if

P!
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@ PivotChart Tools ->Design

Filter the Data PR F——
Filters let you focus on key information.
Say you wanted to analyze just the 54,500 5
three new products. Here are the steps.
$4,000
Before You Begin: Select the $3,500
PivotChart or PivotTable, please.
$3,000
A Product '
5. Try This: Filter the Data $2,500 - .
Go to the PivotTable. : § Edible Fruit
Click on the Column Labels and select: $2,000 B Fruit and Veggies
Edible Fruit
Fruit and Veggies 31,500 m Hot Platter
Hot Platter 1,000
What Do You See, Now? The $500
Computer Mama sez it is easier to —
compare a few products than the dozen 5 ' *
or so products that were displayed on Corporate Educational Government Private

the previous page.

Category ~

Memo to Self: This step is easy if you
click off "Select All," first,
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Design: Change Chart Type
The following pages will go through the
options on the PivotChart Design Ribbon.

Our discussion will include how to edit the

Chart Type, Layouts and Styles. We will also

Move the PivotChart to a different
spreadsheet.

Before You Begin: Select the PivotChart.

1. Try it: Change the Chart Type

Go to PivotChart Tools ->Design->Type.

Click on: Change Chart Type.
There should be a gallery of Chart Types:
Column, Line, Pie, Bar, etc.

Try This, Too: Select a New Chart Type
Go to the Column category.
Select: Stacked Column.

Click OK. Keep going...

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

Mot Weent Pegelaot Formetss Dt Revew  View  Desgn | Lot Fomsr
X 1 ™
__J ot " | 2 e

Change  Sewe As Swbh  Seledt T ids 1 ‘.
Chart Type Template  Row'Column  Dets

Trioe Cate Rt Loty Lotafopa

Chart 1 &

A 8 < 4] 3 F G H a PivotTable Fld Lat -

1 S of Amount Colurmn Labels 7

1 Rowlabels - Edible Freit

3 Corporate 5
4 Educational 5
5 Government

& Private s

7 Grand Yotal $

il

L]

10
1
#]
13
14
15
16
17
13
19

I:!?)i:‘.;‘ﬁ’t:‘ﬁ:ﬁz

o of St
4500
%4 000
$2.500
$3.000
$23m
$2 000
$180
$Lo00

530

2

1% s
4,000
$
300
4% §

o
s
240 §

Onange Ohart Type
G Tengletes

Al Couen

& ™~

E ™

Sovple PaatToble | Shewt) -~ Monthly Sales -~ O

Fruit and Veggles Hot Platter Geand Total

Croome A 13 9 % reart: D~
s 30 -~
o 5 4am ot
W 5§ 130 EpCstugury
$ 300 4:-:-: "
'Ua o
ll ] J!
h n%) %8 iBaf 08 ” |
i) /s8] 108 89 ) ad) A4 |
% i Aliaalilea '
# ﬂ l}l‘ ._!_'_ g e bt o e
Lime W Raport e 21 uagend Pk .
] J "::!:\ LA A Paat -
| ] v ] v P v
Change Chart Type -
L@ Templates Column
e 0 i |[m8 )88
|ﬁ Line
& Pie
_ i) JoB] 03] |
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S

Chart Type Options
2. What Do You See? The PivotChart
should update to the new Chart Type.

The Stacked Column format
simplified the PivotChart. Instead of
three columns for each customer
category (Corporate, Educational, etc)
there is only one that shows how the
Products add up together. Keep

going...

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

$4,500
$4,000
$3,500
$3,000
$2,500
$2,000
$1,500
$1,000

Sum of Amount

Category ~

Corporate

Educational
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Product Y4
W Hot Platter
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Design: Chart Layouts

Microsoft Excel 2010 has a library of
Chart Layouts: templates that format the
Title, Legend, Data Tables and Axis - & =2

Labels. Here are the steps.

Before You Begin: Select the PivotChart.
The PivotChart Tools should be available.

1. Try it: Change the Chart Layout
Go to PivotChart Tools ->Design.

Click on: Chart Layouts.

: - —

e T

e gg—
Chart Layouts

There should be a gallery of Chart

Layouts. Select: Layout1.
Keep going...

:

PivotChart Tools ->Design ->Chart Layouts

[ LR b
n = el Fage Lapna [TTTEY Data Frera em [ (T Primar Araidr & ﬂ oW 8
% @ 0L a0 TREIE .
2= =
I = -
uu;“y:- fwrhs St e = . l I I I I ||
Frint Gl - . -~ - ™ | Chasl Wyied Lt i
Chart 1 I -2 [
& [ m— r— E F S M | PhvotTabia Field Lint -x
1 Sumod Amgurt Colamnlabels T | g% 0 | gHu B Ru el
1 Aowlabels - Edible Frait = - - Toal Dxes ekl ek bermprt: L]
1 |Coeparase 5 = 5 150 et
4 Edumtional 5 ap0 | ROE 5 a0 —
5 Gvememan =5 e ‘w
& |Privace: 5 ] 5 Mo
T Grand Total 5 40§ 586 § 110 §  Pae -‘m""""" o
. e g
:u S i L At
1 Chart Title P
L: D — == -
::q amm N :E
15 FILT) . R
18 3T ] - - -
i¥ L
1 P — — """:I":"_du_
14 pLs ] - I: i
5 | g T | =
Fil B - E — T —1 - =
2 ¢ - — - T=T=1 —— | ]
ay Carporate Cfumcoral  Gowermersnd o
[ - — — E e
- | == - - v || ol g+
s e s
2 — — - Grand Total
M
M4 b M| Sample PugiTable | Chewtty [ Mpethly faies . Cuptnmar | 5 250 =
- afs s 4210 ©E
- -
5 3,300
5 100
5 2,500 5 1,110 § 7,860
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7‘.,"’ PivotChart Tools ->Design ->Chart Layouts
E (]

Chart Layout Options Sum of Amount
2. What Do You See? The PivotChart @ )
Layout formatted the Stacked 2
Columns. It is easier to see the data }New PrOdUCt Salesﬁ
bands on the wider columns. $4,500
Try This, Too: Edit the Chart Title $4,000
Double Click the Chart Title. $3,500
Type: New Product Sales. $3,000 7
Very good. That was Chart Type and  * $2,500 ¥ Hot Platter
Chart Layouts. Keep going...! $2,000 TP —
1,500
> ® Edible Fruit
$1,000
$500
s-

Corporate Educational Government Private

Category v
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PivotChart Tools ->Layout

Fde= '_WWMW

H M H n I Wrarl Fage Lapna Fatmuia Data Frora iea [ -|.r|w Fasmar Arakdr & ﬂ =@
PivotChart: Layout Review e E 0 5 & 4] ol ] s ) B e
The Chart Layouts offer several pre- Bfomasormen 2 e : i Lol

: : Sronwunmige oo TP IR T e T ST ] i e
formatted templates. Each object in a i ks [ L - P o —
PivotChart can be edited by hand as well. Chari 2 L .

A B [ [E] E F ] " ] & [Pevot Tabls Fuald Lat
o Saprry ol Arvepinn Coharen Labels 7 E
We covered Chart Design and Layout S S m—————
extensively in the Beginning Guide to djsatenn - s Do
Excel 2010. The PivotChart Layout Tools & s s 10 s e —
are the same. e o
& ey B
z S ol Beonrd B
10
PivotChart Tools ->Layout include: i New Product Sales
. n
Current Selection | | s 1
. 5400
Insert (Picture, Shapes, Text Box) S| ae
Labels 4| || $aom el
1 FLMG HH Pt
Axes u :“;: (YR — u:r":u:':m:"::mw .
Background /I B Y- i
Analysis T —
. 2 - —
Properties - R— J—
e Caegary = 1 L) somPuih Cn.. L vsle
. . . . = = = - = | o e ™
Our discussion continues...keep going. =
=
el
3

e, (1] (2] (o] (] (] ] (] (] & i

=]
Chart Axis Legend Data Data Axes  Gridlines Plot Chart Chart
Title = Titles = = Labels = Table = < = Area~ Wall~ Floor
Labels Axes Background
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@ PivotChart Tools ->Design ->Chart Styles

A R e e
Design: Chart StyleS “ P >....:_. '“'a_r:-;_ A Femsist  Dis  Bresew  View | Drige | el Feme  Aeakar : @@ a
The Chart Styles format the Data ‘} e BRIy IS gl BN BN BB mE o= ¥
(columns or pie pieces), Shape Fill and g et A s : ——
Shape Outline, Background and Axis. Dhart 1 £
& B

<
0 Saprry ol Arvepin Cohuren Labeds 7
Ao Laberls - Edibde Frait Fiui g
- i L]
]

il i B HEE

Chart Styles

Before You Begin: Select the PivotChart. | I e
The PivotChart Tools should be available. - el 400

Db e e Sl

& Pitwale 5 0 ——
Try it: Select a Chart Style i -
Go to PivotChart Tools ->Design. A Ey—
Go to Chart Styles. 2
There should be a gallery of Chart Styles. .-
Choose one that you like. -
i 1Tr g by b bener e beioe
o aport P
That works. =
:E;: I L) dom Pk Cn.. L walon
:':
i** B M| syvpl ProtTatl | Shesld - Mosthl S i irre Lok Thaetd o * A F ] ¥ - ol
= <+ gl i | ; ; i —
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Design: Move Chart

By default, a PivotChart is usually created
on the same sheet that has the
PivotTable. You can Move a PivotChart to
a different sheet if you wish. Here are the
steps.

Before You Begin: Select the PivotChart.
The PivotChart Tools should be available.

1. Try it: Move a PivotChart
Go to PivotChart Tools ->Design.
Go to Move Chart-> Location.

2. What Do You See? You will be asked
where you want to move the chart. You
can move the chart to a New Sheet. You
can also place the chart as an Object in
an existing sheet.

No surprises here. Click CANCEL and
keep going, please.

PivotChart Tools ->Design ->Move Chart-> Location

El -0 lm Custterar Satet B1G Poopt b + Mcririaty Erl 000 [ - A
“ *‘ ;r: = " ] @ [ - -
C=H i y - = 2 =
e AP R RE E I R LR =
et Typa Templais  FosnTColumey  Datis i = Chas
Trr [ EPue! Liysinalti £ hadt) Wpbri e
Char 1 - I
& B € ] E F & H
0 Saswod Armgaind Coluren Labels 7
1 R labely - Exlibds Frsit (FuR and Veggies Hat Panor Grand Totsl
3 Coeporae 5 s 5 L ] T
4 Edutational 5 400 £ Mo 5 4
§ | Gwvermenaan £ 140 5 il il
Brivate 5 e Mo Lhart
i Fonal § A 5 L 5

| e shaen p st e chart o b peond

[l Do (e

dii| *pwin

]

T -

Lanonl

Mowve Chart

P [ aiain Fondd Limi

Thomes Frid o i b report:

Hordf
Carst
o Catogosry
S
4 Pendut
Tuts
sl
¥ sl

o O

“JTJHJ (7) New sheet: | Chartl

|l

Sheet2

@ Objectin:

Choose where you want the chart to be placed:

Clhmm+D
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PivotChart Tools ->Analyze

E ik e ST s S U AR Ui o WO T o IR - -
AnaIySiS TOOIS . - -'.z ““” Iv._.,;._..-. .nj, : o v,-: Wew | Drign e Feme | deaie @ o B
One of the newest tools in Excel is the mostee Bt 8108 = <.
Slicer. The Slicer can be found on the e 1
Analyze Ribbon as part of the PivotChart Chart 3 L d
Tools. We'll start with the options for the | ... st commmiaes = . : " . . - S —
Active Field and then work with the Slicer. D Mowishel GMatmA St vegps ot eloar Gund st s 1
4 tﬂ\.ﬂ“l.';’\ll % 4000 i g Fali - 4230 JD'-:
Before You Begin: Select the PivotChart.  « s s w | MR N Cowar |
The PivotChart Tools should be available. [ ==t 5 ase 5 2 5 e 5 s bos
1. Try it: Review the Analyze Tools I: New Product Sales
The Analyze Tools include: n s 1
Active Field ‘ i o
Data -
and Show/Hide. e
Keep going...!

Lt s T vslon
Cafogoe - S o Sl

- ol (=
_________| Adtive Field #= Eypand Entire Field — -=r32 .
Sarmple Pwok Tabis — I_l

Product ™= Collapse Entire Field = Insert Refresh  Clear Field Field
- Slicer = - - List |Buttons -
Active Field [Data Show/Hide
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Analysis: Active Field

Start with the simple tools: You can select
any field and show additional data. The field
that you select is called the Active Field.

You can use the Active Field to Expand
(show) or Collapse (hide) more details. Say
you wanted to see who sold the Fruit and
Veggie products. Here are the steps.

2. Try it: Select a Field in the PivotChart
Click on the PivotChart Legend.

Click on a Field: Fruit and Veggies.

Keep going...

Memo to Self: Expanding or Collapsing a
field is easy. Selecting the correct place on
the PivotChart can be frustrating!

What should you look for? When you select
a Field, the Analysis Tools will display this
field as well as any other that you have
enhanced.

PivotChart Tools ->Analyze ->Active Field
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Product "E Collapse Entire Field
Active Field
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Data

Show/Hide
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PivotChart Tools ->Analyze ->Active Field

Ana|y5is: Use the Active Field h ....} et Page Lapos ...t,..h = ...‘.. Wew | Desgn  Laee | Fomsr | Ansbae cQcd
. . . e L N (e v -] — | ~
3. Try it: Expand the Active Field ~ B et Meten o | e | -
. bt T Comapse tntwe iy Iviot Refresh Caar -::‘.

Go to PivotChart Tools->Analyze. T ki e 7 3

Go to Active Field. Crart 2 . p

Click on Expand Entire Field. oy e ¢ ° ! . _ . R — _J
3 Rowlabels - EdibleFrait  Fruit and Veggles Mot Patier . Chooee S 12 add 80 repart: 2
3 Corporane H 1% § 0o $ | Show Detasd | - -

What Do You See? You will be prompted to peosm— 3 - vaon o 0% ] o e et g e s s e Dot

choose which data you would like to show. 6 e S 200 ) i e——— sorece
7 Grand Youl % § L] | [Pl -~y ’

- e

Our question was: Who sold what? If you choose
Sales Rep, the PivotChart will display the names
of the people who sold products.

Try this, Too: Select a Field for the Detail
Show Detail: Sales Rep.

? Yetween wrem betow:
P 1 Lagend Pk

Fradat .

| Show Detail

Please click OK and keep going... Choose the field containing the detail you want to show:

Maonth a | | et
Client ~
Category
Service

S of Ao v

Date
ez

Arnount M - *
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Expand Active Field
4. What Do You See? There should
be a new filter on the PivotChart
legend.

=
4
3

New Product Sales

The example on this page shows

which sales rep sold what products. Product

This is an interactive PivotChart. You Sales Rep

can filter the information by Category . ™ Hot Platter - Elizabeth
(Corporate, Educational, Government, *

Private), Product and Sales Rep. ¥ Hot Platter - Connie

* Fruit and Veggies - Connie

N
‘ ® Fruit and Veggies - Alex

* Edible Fruit - Elizabeth

But wait, there really is more....

Corporate Educational Government Private
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PivotTable: Analyze

5. What Else Do You See? When you edit
the PivotChart, you are modifying the
PivotTable as well.

The Column Labels show new subtotals for

each product. The subtotals calculate how
much product each sales rep sold.

The PivotTable was formatted automatically
with banded columns.

Rename this spreadsheet PivotTable by
Category and Save your work.

Memo to Self: As you work with the tools
you should keep in mind the purpose of this
chart. What story are you trying to convey in
a quick, effective visualization? Would it be
easier to see the data as a PivotTable?

Keep it simple and easy to read.

PivotChart Tools ->Analyze

I L A

o
it

Eible Frui Total  Fruit and Veggies

3 Row Labels Alex thirabeth Aden Connie Connie
¢ s 150 s 15 100 s 200
’ $ a0 § 4,000
$2400 § 2400 S
] %00 ) 00
$ 2% $ 400 § auw s 100 $2400 § 2500 $
)
10
1
12
) [m of Amorc
1
13 New Product Sales
14 ,
:

A B

1 |Sum of Amount Column Labels -T
» 2 = Edible Fruit
“ % 3 |Row Labels |~ Alex
T 4 Corporate 5 150
- 5 |Educational
Do b |Government
7 | Private 5 100
2 |Grand Total 5
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Analyze: Slicers

Slicers are a new way to filter the data in
PivotTables and PivotCharts. The
previous pages walked you through the
steps of building a complex PivotChart
with multiple filters. It is effective, but
rather clumsy to work with.

The next couple of pages begin with a
new PivotChart and demonstrates how
you can use the Slicers.

1. Try it: Create a new PivotChart
Go to the Original Data spreadsheet.
Select All.

Go to Insert-> Table-> PivotTable.
Click on PivotChart.

You will be asked to confirm the location
of the data and whether you would like to
place the new PivotChart in a new
worksheet. Click OK. Keep going...

Insert-> Table-> PivotTable->PivotChart
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Modify the PivotChart
2. Try This: Choose a Field
Go to the PivotTable Field List.
Select: Month.

Try This, Too: Add a Value

Go to the PivotTable Field List.
Select: Amount.

Drag the Amount to the Values.
You should see Count of Amount.

And This: Edit the Value Field Settings
Go to the Values.

Select: Count of Amount.

Click on Value Field Settings...
Summarize Field Value by: SUM.

Keep going...

PivotChart Tools ->Analyze ->Show/Hide->Field List
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Use Slicers to Filter the Data
Before You Begin: Click on the PivotChart.
The PivotChart Tools should be available.

1. Try it: Insert Slicers
Go to PivotChart Tools ->Analyze-> Data.
Click on Insert Slicer.

5 &
— '-5 )
— B

Insert Refresh Clear
Slicer = =

Data

What Do You See? You will be prompted to
select the Fields you want to include.

Select the following fields:

Category

Product

Please click OK. Keep going...

PivotChart Tools ->Analyze ->Data-> Insert Slicers
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Hello, Slicers!

2. What Do You See? At the top of the
Slicers is a Header. Next to the name on the
Header is a Filter.

Below the Header you should see a list of
Items. You can use the Items to filter your
data. To the right of the ltem list, on the scroll
bar, is the Clear Filter button. Look for three
lines stacked like a Slicer.

So, How Do They Work? By default, new
Slicers display all of the data. If you click on a
Item in the Slicer-say Breakfast Buffet-the
PivotTable and PivotChart will show only the
data for Breakfast Platters.

Memo to Self: You can select more than one
Item by holding the CONTROL key on your
keyboard as you click on the ltems.
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Slicer Tools
Slicers, like Charts, Shapes and Pictures,
have their own set of Tools.

The Slicer Tools include:
Slice

Slice Style

Arrange

Buttons

Size

Before You Begin: Click on the Slicer.
The Slicer Tools should be available.

3. Try it: Format the Slicer
Go to Slicer Tools ->Options.
Select a Slicer Style: Dark 6

What Else Do You See? You can use the
options in the Arrange group to bring a
Slice in front or back if you wish.

Rename this spreadsheet Slicers and
Save your work.

Slicer Tools ->Options-> Slicer Styles
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PivotChart Tools ->Analyze ->Data

[EI®° R R el o
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update the information in the Table or e oS - — - .
Chart. A 8 c o £ ¥ G H ' ] X Tt
52 July Mametown Community College Educatonal Catenng Sanquet 07202011 Ekzabeth  $ 29000
. . 53 August Hometown Communty College  Educational Catenng Edibie Frut 08102011 Ebzabeth § 29000
Before You Begin: Go to the Slicer 54 August  Hametown Communty Colege Educatonal Catering Bresidast Buset 08172011 Elzabeth  § 29000
spreadsheet. Select the PivotChart. The I s .  [mirnanas [t e
X : o y Colege oiog > : .
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1 Try it. Add More Data 61 Sep b Cx y College Educatonal Catering Basgost 09202011 Ekzabeth § 29000
G.O to th.e Monthlv Sales sheet 62 Sep Hametown Car y Colege Educationsl Catering Edible Frut 09202011 Elizabeth  § 29000
Yy . 63 Sep C y College Educational Catening Cold Platter 09302011 Ekzabeth  § 29000
Select the last two Rows: Row 68 and 69, [SkiMey __ HemstowTomstiplirmy _Gowmmest Evet Sreshost Sullt | 6002011 MM $4008.00 1
5 June Hometown Townshp Lideary Government Event Breaktast Bulet 92011 N 32400 0 l
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The data in this example has been 72 @ (- ——
updated. There are now two more :
Breakfast Buffets in the records. ~
m -
Did the PivotTable update? Let's find s 68 | September Hometown Township Library  Government Event  Breakfast Buffet

out...

? "E September The Lawyers Group

Corporate  Event

Brealkfast Buffet

70 |September Hometown Township Library
71 |September The Lawyers Group

Government Ewvent
Corporate  Event

Breakfast Buffet
Breakfast Buffet

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts

Advanced Excel 2010 Page 152 of 298



=
4
3

Ta
k,
Tboa

Refresh the PivotChart

2. First, Review the PivotChart

Go to the Slicer spreadsheet.

Did the PivotTable or PivotChart update?
Maybe,..maybe not. What if it didn't?

OK, Try This: Refresh the Data.

Click on the PivotChart to select it.

Go to PivotChart Tools ->Analyze ->Data.
Click on Refresh.

What Do You See? The data for the Breakfast
Buffet has updated. The sales subtotal has been
updated to include the two, new sales.

PivotChart Tools ->Analyze ->Data-> Refresh
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Analyze External Data in Excel
You can use PivotTables, PivotCharts, and
Slicers to analyze information outside of a
spreadsheet. The External Data can come from
Microsoft Access, from the Internet, or from a
server or mainframe. Microsoft Excel can also
connect to a SharePoint server.

The following pages will show how to connect a
PivotTable to a mighty Microsoft Access
database that has a table of customers,
tblCustomers.

1. Try This: Insert a PivotChart
Open the a new, blank spreadsheet.
Go to Insert-> Table-> PivotTable.
Click on PivotChart.

Go to Use an external data source.
Click on Choose Connection.

Keep going...

Memo to Self: This lesson uses a sample
Microsoft Access database. If you are not
familiar with Access, or if you do not have
Access on your computer, you may not be able
to practice these steps. That is OK.

Insert-> Table->PivotTable-> PivotChart

" - T Bt - Mureact el T P ——— T
Mt et Pegelaed  Femese  Oata  Review -

ad ® & )

F' R
Create PivotTable with PivotChart m

Choose the data that you want to analyze

= (") Select a table or range

12 Table/Range: Bz

= (@ iJse an external data source!

1 Choose Connection...

19 Connection name:

Choose where you want the PivotTable and FivetChart to be placed

A | © New Worksheet

> (@) Existing Worksheet

27

» Location: |Sheet11$a$1 E.5
»

= aK ] [ Cancel ]
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Insert-> Table-> PivotChart->Use an External Data Source

Connect to Other Data i :
When you click on Choose Connection, [ gyicting Connections N ——— | 2 w3
you will see a list of data connections. By e
default the list shows All Connections. ||| Show: [l Connections E‘
1 ’
The Existing Connections can include: Select a Connection:
All Connections 4 N .
Connections files in the Workbook . FBTStGmers
Connection files on the Network 2 S P
Connection files on this computer s =ction f ' 1
2 <No connections found>
If you don't see you data source listed, : nection files on t
you can Browse for More. < j Charlottes Employees =
. 2| [Blank]
2. Try it: Browse for More - % Charlottes Employees Office Address List
At the Existing Connections window. - 7 [Blank]
Click on Browse for More. 2
Keep going...! 3 %  Customers tbiCustomers [
x 51 [Blank]
= Levell5_FrontRowVideoTakeTwo tbiCustomers
= |55 [Blank]
= ol = | MSN MoneyCentral Investor Currency Rates
wa 5| | [EXE) [Blank .
[&owseforMore...] [ Open ] [ Cancel ]
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Select the External Data
Microsoft Access databases have Tables
as well as Queries. When you connect to
an Access database, you will be prompted
to Select a Table or Query.

3. Try it: Select a Table of Query
Select Table: tbICustomers.
Keep going...!

Memo to Self: A Query is a way to use
formulas and filters to present the data in
your tables.

Insert-> Table-> PivotChart->Use an External Data Source
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CustomerMamesd) 11/3/2010 5:26:25 PM
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Ratings50) 11222010 5:09:02 PM
RecentMoviess0 11/4/2010 11:49: 16 AM
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Analyze the External Data

4. Create a PivotTable with External Data
The following steps add fields and values to
create a PivotChart using the Access table.

Try This: Choose a Field
Go to the PivotTable Field List.
Select: City.

Try This, Too: Add a Value

Go to the PivotTable Field List.
Select: CustomerlD.

Drag the CustomerID to the Values.
You should see Count of CustomerID.

What if it says Sum of CustomeriD?
Click on Sum of CustomerlD.

Click on Value Field Settings.

Select: COUNT

And Try This: Change the Chart Style
Go to PivotChart Tools ->Design.
Choose a Chart Style.

This works. Keep going...

PivotChart Tools ->Design ->Chart Styles

A LD o T Geekd s Macreselt Evcel TN s - o
n g — Page Lapontt Formots Oata Rrven View Origr Layonst Foomat Ararae Q & 8
oW, @ 5 : [
it e e B A Bl Bo Bn 0o B, 1
art 5 4
4 ) < [ £ F B ' ) € PavotTable ik Let
1 Row Labels Count of Customento = _j'a
1 Adamawnlle e Croose S 1o 8dd = report: -
3 Amytown 1 Adrem |
4 Commarce Towsshg » s e
5 MyTows 150 7 vy
& Grand towl m ’f":‘:‘"’
; Connt of Cmtomer D ,::‘:"
1 Total >
L‘: 00
1 -
“ f’:
15 - I
18 -
2 200
= 150 Drag fields between areas below:
» % . “F Report Filter % Legend Fields ...
2 Azavr e A - Commerce Townahp MWyTo
n .
—
A B
1 Row Labels - | Count of CustomerlD
2 | Adamsville 244
3 Anytown 1 " ds ( - |
B Axis Fields (Ca... Values
4 |Commerce Township 76
Ci - Countof Cus.., =
5 |MyTown 450 ty
& Grand Total 77

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
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Refresh the Data

Data is dynamic. Say business is good
and a lot of new customers were added
today. You can use the PivotTable or
PivotChart Tools to Refresh the data.

5. Try it: Refresh the Data
Click on the PivotTable Grand Total.

The PivotTable Tools should be available.

Go to PivotTable Tools ->Data.
Click on Refresh.

The options include:
Refresh

Refresh All

Refresh Status
Cancel Refresh

You can also manage the Connection
Properties if you wish.

Very good.
You do NOT have to save this example.

PivotTable Tools ->Data ->Refresh

S Ceugn
Pvotable Name  Active Peid > .
et abiey Yo of Curtomed . “‘” —d -] -4 Y = e o
¥ = 0"“ i} B il Sort ;::' mo::um C-'. Tehect Ll 4
Preedtobio Ate b e Sod & Plmer a3 e
L & 3vre0s 3 e
: A B < o E O
1 Row Labels Sum of CustomenDd 3
2 Adamsvile 620 Castion Ropumin
3 Anytown m
4 Commerce Townshp DA
5 MyTows 164,330
© G o
L4
: Sum of Cutomer D
10 Total
1n
2 180 000
1 160 OO0
14 140,00
15 120,000
14 100 0 [
17 80 o0
u = l
it g
Lo 20000
2
:2 Adev e Arviown
3
Y] e.*
)
2
)
Pl
»
»
N s v Sheety Sheetd | Shewtd | T
noty 23

Exam 77-888: Microsoft Excel Expert 2010
3. Presenting Data Visually
3.4. Apply and manipulate PivotCharts: Manage an External Data Source
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Summary
This discussion began by introducing the

methods and options for displaying your
data in a PivotChart.

There were several new Toolbars used in
these pages. However, the PivotChart
Design, Layout and Format Ribbons are
very similar to the Table Ribbons we
worked with in an earlier spreadsheet.

The new Slicer filters for PivotTables and
PivotCharts works very well. That's one
the Computer Mama will use at work.

Well, that was a loooong discussion.

You get a cookie.

%= Eypand Entire Field

= @?ﬂ;

Insert Refresh Clear

== Collapse Entire Field _
Slicer = - -

FRRUNNEBEENSCREERES e v v e,

H

|
i

|

i

Data | Show/Hide

B L Bring Forward ~ &~
LY send Backward - E*

— IEI E[_;. Selection Pane -
] Arrange

Advanced Excel 2010 Page 159 of 298



Practice

Lesson 4: What Did You See?
(Formatting PivotCharts)

Before You Begin: Download the sample spreadsheet:
Brown Bag Sales Data.xlsx.

Try This: Do the following steps
1. Open the spreadsheet: Brown Bag Sales Data.xlIsx..
2. Select Sheet 1and Insert a PivotChart on a New Worksheet.
3. Use the PivotChart Tools to Show the Field List
4. Edit the PivotTable Field List as follows:
Axis Field: Product
Values: Sum of Amount
5. Use the PivotChart Tool to the Chart Design:
Change Chart Type: 3D Pie
Chart Style: Style 6

6. Filter the Row Labels to show Breakfast Sandwiches, Coffee
and Tea, and Fruit and Veggie.

7. Use the PivotChart Tools to edit the Chart Layout:
Legend: None
Data Labels: Outside End
3-D Rotation: edit X to be 50

8. Save this a YOUR NAME What Did You See Practice.

Test Yourself

1. Which Ribbon has the Pivot Chart
command?

a. Home

b. Insert

c. Data

d. View

Tip: Advanced Excel, page 123

2. Which of the following are Pivot Chart
Tools ribbons?

a. Design

b. Layout

c. Format

d. Analyze

Tip: Advanced Excel, page 124

3. When inserting a new blank Pivot
Chart, a Pivot Table is also created
a. True

b. False

Tip: Advanced Excel, page 125

4. Rows in a Pivot Table cannot be
formatted with currency.

a. True

b. False

Tip: Advanced Excel, page 129
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5. When the rows and columns of a Pivot
Table are switched the Chart is switched
as well.

a. True

b. False

Tip: Advanced Excel, page 133

6. Which of the following are Chart types
that can be applied to a Pivot Chart?
(Select all correct answers.)

a. Column

b. Line

c. Pie

d. Bar

Tip: Advanced Excel, page 135

7. Pivot Charts have Styles

a. True

b. False

Tip: Advanced Excel, page 140

8. A chart cannot be moved to a new
spreadsheet after it's been created.
a. True

b. False

Tip: Advanced Excel, page 141



uary

Excel 2010: Sharing and Collaboration

Talre

One

Form Design: Working Overtime

-

Advanced Excel Objectives Click CANCEL and try again!

In this lesson, you will learn how to:

B

1. Enter data and fill a series

2. Enter data in a reference list SEIimd i TElE

3. Create a drop-down list f

oK | [ Cancel ] [ Help
4. ldentify options for Data Integrity and Validation
5. Install the Developer's Ribbon
6. Create a Control with Visual Basic for Applications | A B C »]
1 Accounts Monday |~ |Tuesday |~ |Wednesday ~
2 - 8 8
3 Our Clients
Select a client
4 from the list.
5
il

© 2011 Comma Productions
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Lesson 5 Form Design: Working Overtime

[: Data Ribbon

1. Readings > SrE  @r FEO @I
. ot [ 7E
: Read Lesson 5 in the Advanced Excel E* = — EI';- %? IﬂL %1_ ﬁ m=

guide, page 161-193.

Text to Remove Data Consolidate What-If Group Ungroup Subtotal
Columns Duplicates Validation = Analysis = < <

Project .
This lesson shows how to create and | lJ Lol | Lo
modify forms, enter data with Combo Boxes
and form controls, ensure data integrity Developer Ribbon
using data validation.
= = Record Macro — '.\E ] E f % Properties

Downloads I—E=3_'2 E Use Relative References {.} = | — Q:'J View Code
Time Sheet 2010.xIsx (Complete) Visual Macros _ AddIns COM | Insert Design _

Basic ‘i\, Macro Security AddIns - Mode 7 Run Dialog
2. Practice Code [ Add-Ins [ 3 [ Controls
Review the Practice Activity on page 194. _J

Menu Maps

From the Data Ribbon.
1. Data ->Data Tools-> Data Validation, page 171

3. Assessment

Review the Test questions, page 194.

From the Formulas Ribbon.
2. Formulas ->Defined Names-> Define Name, page 175

From the Developers Ribbon
3. Developer ->Controls->Insert->Combo Box, page 187
4. Developer ->Controls ->Properties, page 189
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Creating Forms in Excel

Time is money. The Computer Mama gets paid by the hour, so she has to keep track of how long it takes to
complete each task. The technical term is billable hours. Suppose you work for the same Accounts every week.
What if you could just choose the Account from a list? Choosing the answer from a list has two benefits: the data
entry is faster, and it is spelled correctly. This lesson shows how a little time invested into creating a form can save
time again and gather accurate information.

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

FIE™ B RS eRal = . e start Microsoft Excel

What Do You See? Is there a
Title Bar that says Microsoft

. - Excel? Yes.
Calibri 11 A A = %] P | SiWrap Tex
_ ' Is there a Home Ribbon with

Home Insert Page Layout Faormulas Data Review View

F'Ejte j B I O~ _ - | {a}v év = = | ‘EE 'EE @MEF;EB{ the Clipboard, Font,
Clippoard Ta | Font M | Alignment él;gﬂrpnsinz(zgd Number
Al - F
If your screen looks similar to

_L‘ B c D E F G the one on this page, then you

1 1 are ready to get started.

2

3

4

>
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Begin with the Labels

There are three parts to a spreadsheet:
labels, data, and formulas. Let’s begin with
the labels.

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

1. Try This: Enter the Labels

In Cell A1 type: Monday

Use the AutoFill Handle to fill in the series.
In Cell G1 type: Total

If these are labels (and they are):
Select Row 1.
Go to Home->Font->Bold.

Try This, Too: Format the Column Width
Select Columns A:G

Go to Home->Cells->Format.

Click on Column Width.

Enter the width: 12.

So far so good. Keep going...

Home->Font->Bold

.T :. Cadnen AN "miy ® Sl Cenent rl: w l L it u ; 9( }?
Paute g W BB A EEBE BE® Hwopebdonn- % ¢ W92 'x:.:mw: Iniat Cwiete Format ",:'.;: 1
Chpboad o Ford 3 dbgrment . N 5 e Comy ta1erg

Gl - £ Total
& L] < -] 3 F o H | ] K L - N ] L4 Q
L Monday Tuesdsy Wednesd Tharsday Fridey  Saturday [fosal | a
2
3
4
S
b
’ A B i D E F G
s —
s 1 Monday Tuesday Wednesday Thursday Friday Saturday |Tnta|
0
1n 2
2
18} 3
14
1S
18
v
T
"
2
n
]
n
M
>
L
L)
Pl
»
»
M4 N sheet] Sheetd | Sheets %,
Ry T
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U AR T ——————— et . et o T————— . g g

E y
Home ->Edit ->Sum

Calculate the Hours MR et hmam tewe se toe = — . s
We need an equation to add up all of our &+ A= e e waloa, BT A
hours. All good equations start with “=." e s | g == p =il ] | 2
COUNTSS - XV £ sSSUMAZFY
2. Try it: Calculate the Sum IR T e w1 1 4 [ x 12 lulhle
In Cell G2 type: =SUM(A2:F2) 2 s s s Jswwoasa]
3 e e )
Try This, As Well: Verify Your Work 2
Say you worked 8 hours on Monday, ? - - =
Wednesday and Friday. - ___COUNTIFS ~E R A =Sumiaxry :
In Cell A2, C2 and E2 type: 8 » A .m:} & __c L “;;? Fri:lme — W# H !
) 2 ay nesday  Thu ¥
Does the Sum equal 247 2 2 - r i {sumpzra]]
1‘: 3 | SubAnumber], [numberZ], ..) |
Keep going... » 4
: E F | & | w [ 1 |8
3 Friday Saturday Total % :
= 8 | =suM({A2:F2) e
- [ SUM(numberl, [number?], ...] ] 1
%gsv-ﬂigi = e
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AutoFill the Formula

3. Try This: AutoFill the Total

Select Cell G2, the one with the formula
for the Total. Use the AutoFill handle to
copy the formula down to Row 12.

Keep going, please...

Home ->Edit ->Sum

I i [ ]
- Yoot Page Laponst Formtes [ Rovrn View s@oon
™ 4 e AN gyl @ e Tea Gerest . r“ & L}g :- A?‘ " E 9' ﬁ
e B I U G B A B B Hueencowc §c% v A Cndbees fema G e O fema ] feed eed 3
Chobonrd . Pord . dbgrment . Noaminey . Shybes Coln toang
G2 5 SUMAZFY
A L] C o € ¥ & " 1 1 . L - N o
1 Monday Tomesday Wednesday Thesday  Friday Satwday Total
2 ] L 9 3
3
4
s
£ 3
b4
s
’
»
i
2
1 "
"
Iy i
"
w
"
"
2
b1
z £ | =sum(A2:F2)
M
s | C | D | E F G
2 Wednesday Thursday Friday Saturday Total
bl
» 8 8 24
N s W] sheet: Shestd

i
A
(=]

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.2. Apply AutofFill
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Home ->Styles->Format as Table

=
4
3

P b Re—cw——
Format the Spreadsheet = = 5= —— ro};

- Catpn AN ®m . = W tewt Pa— - .‘- : "E I .
Seloct Cells TG 12, SN B A BEE R s s 48 G e 5 g
Go to Home->Styles->Format as Table. — o o —

Click on Table Style Light 16. - 2

Monday  Tuesday
s

And Try This: Format the Rows
Select Cells A1:G12.

Go to Home->Cells->Format..
Click on Row Height. ’
When you are prompted type: 20. a

R

What Do You See? The Cell formatting "
makes it easy to pick the right Row. The =
Row Height was increased to make the ”

Rows big enough to write in by hand if 1
someone uses this form as a print out. 4
Keep going... u

W Mo Tunwe Sty

e | =sum(A2:F2)

E D E F G

*;-Wednesda',r - |Thursday |~ |Friday - |Saturday | = |Total

a8 a8

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats
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Formulas ->AutoSum ->Sum

.- T ————— - -
AutoSum the Hours h ' v *1

et Page Loyt

=
4
3

This timesheet will calculate the daily total. hf‘:’" “z,_,l;‘,,?u ? — ? »Ee. E ﬁj :j . G s e i ] W A
For example, how many hours did you work " = w0 T e s P | s B Ottt /"’""""'..‘f.':",m | — ;‘ 5
on Monday? R [*
Cownt toumberi | < (] L3 F G L] ' J « L L N .

5. Try it: AutoSum the Data 1T 'M" " I R W "
Select Cell A13. ) Lt 0
Go to Formulas ->AutoSum ->Sum. : .

b} o
What Do You See? The formula in Cell A13  * o
is =SUBTOTAL(109,[Monday]) : X
What Else Do You See? The AutoCorrect 1 ° "
options allows you to select the following: - a— .
Place Formula in Table Total Row >
Place Formula Inside Table 1
Place Formula Below Table. =

» 12
Pick Place Formula in Table Total Row. a 12 | 8l ~
Keep going...! »

C 14 T - i
Memo to Self: You may have been - - —— 15 &  Place Fermula in Table Total Row -
expecting a formula that looked like this: ma 3. 16 _ - 2o (= s
=SUM(A2:A12). = ' Place Formula Inside Table
This is a Table, so the function is different. s O Place Formula Below Table

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas
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E Tk
One . Formulas ->AutoSum ->Sum
E (2wl D= 0w T Yo Sheet 209 < Mcnsseh Excel PRI e e R ™ ]
AutoFill the Formula e R S T T
: You Can use AUtOFi" to Copy the formula h'.;: Arm l:uU1V francel t?l 'a: Dute & L>EA E Meee 2 » ':i“.':'“mﬂ‘ i h::—; Calcutation ™
to all of the Cells in Row 13 from Colurmn SR s s e e e e e R e e S s e | A 6
A through Column G. o - £ | xSUSTOTAL(1OM.(Totel)
A L3 < 4] £ F L] H ' ) K L ~ N .
3 Monday - [Teesdey - |Wednesday - |Thurday - |fidey - |satedsy -|toest - [
6. Try it: AutoFill the Formula 2 . 3 . »
Select Cell A13. 3 0
Use the AutoFill handle to copy the - .
formula to B13 through G13. = p
? 0
What Do You See? The Total Row in a . 9
. . ’ 0
Table has options. When you click on a - ]
formula in the Total Row, you can choose 0
which function you would like to use. B - - - . - —3 0
“ "
Keep going... - 0
z 0
"
2 0 24| -
;i Mone
" Average
» Count
ad ) i Count Mumbers
;:.; -':.v—.m Sheet]  ‘Shestd . Mae
Min
StdDewv
Var
More Functions. ..

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas
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Insert Columns
Suppose we work for more than one
company. How can we show that?

7. Try This: Add a Column

Select Column A.

Go to Home->Cells->Insert.

Click on Insert Sheet Columns.
There will be a new, blank Column A.
Click on Cell A1 and type: Accounts.

Try This, Too: Labels Should Be Bold
Select Row 1 and make the labels bold by
going to Home->Font->Bold.

And Try This: Labels Should Fit

When you insert a Column, you may see the
Format Painter. The options include:

Format Same as Left

Format Same as Right

Clear Formatting.

Click on Format Same as Right
Rename this spreadsheet: Timesheet.
Keep going, please.

Home ->Cells ->Insert-> Insert Sheet Columns

AN e e T T SRR | e et 110 + L seref Encl NN I WO o
- ‘4 Cate 1" Ar "mg » o weap Tea General 'E -‘ B i . :_- }r })

T BRI B 0:-A BEWEE Bumacom-; 3% 2 | WS SSSEE KL, | T O | Qs 7
i . PR i . Pttt

Al - £

L < 1] € F G M ' ) K L v N
] ¥ by - |Teesdey [~ Wednewday - | Theruday - Friday o setwedey - Totst = 1
2 € Formmat Same 2a Lot s s 24
5 B fommat Same s By o
0 Do Formaming
El o
- o
L o
7 [
5 o
2> o
w o
n 0
¥} 0‘
I.' . . § . . =
15
"
1 1
L)
o A | B C D
= (]
n
2 1 - lay |~ |Tue&dav - |Wednesday| ~
n —
24 () Format Same As Left y
» 2 L 2
2 —— .
el e Format Same As Right
e I | .
(0 Clear Formatting
4
3

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets
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Data Validation

Data Validation is used to ensure data
integrity. Data Integrity means the user
typed in the value that belongs to the cell.

Data Validation compares what the user
types and alerts them if they typed something
that did not match.

For example: Did your users enter today's
date instead of number of hours in the time
sheet? If they make a mistake Data
Validation would alert them with an error
message.

Better yet, the message would give them
enough information to correct their mistake
and try again.

1. Try it: Practice with Data Validation
Select Cell B2.

Delete any sample data, please.

Go to Data ->Data Tools-> Data Validation.

Keep going...

Data ->Data Tools-> Data Validation

 Wemaemee gy TR P S o BB =5 i 5
Fraite  Bemsw s
G bl i, (Sragie ey Wik

[T P

[
Sarrm & e Ted s Gl
=

*.-' . : r = E*E |ja
IE :i--: - ey - [ty | EE- — =

3 [ (] T

: Text to Remove Data

. Columns Duplicates Validation =
. Data Tools
L ] L

- ;

. ]

EI ) L] [] L) 1] [ H,

=

("

-

=

= A B C

Monday |~ |Tuesday

Srmap Lmgrr Lria l
[ - ]

- 't ‘.
BosD

>
hm )
X
Consolidate What-If
Analysis =

i1 12 i

10 ‘.
%.‘I . 3
BT e . L

B iy

D -
Wednesday| -

= 1 |Accounts

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: Data Validation

Advanced Excel 2010 Page 171 of 298




7.
o::° Data ->Data Tools-> Data Validation

'-'-ﬂr'-ﬁ

. | Bl Fui
] el Fage Lapinam [TETEY Data Frern View Do

2l A tenmmen o) _':_..- r,. . = mm = J:- E? Ll h,:J

Data Validation: Settings

=
4
3

2. What Do You See? Data Validation a . : | 2™ 3 st | E B =
has three tabs: Settings, Input Message e e L gt s e e | 1
and Error Alert. n - L d
A [ c ] E : [ H [ 1 ] L W N
1 Acrounts Mosday v |Temadsy  |Wednesdey = Thenday | = |Fridey v |gatendey - [Toksl [=]
What Else Do You See? By default, 2 1 [ 1 | 1 H
Microsoft Excel accepts Any value: you - ’ . . . . g .
. L]
can enter an equation or type the words to Data Validation M
Good Night, Moon. =
T :
. 1 | Input Message | Error Alert |
Keep going... s
1 Validation criteria
: Allow:
k] &
Any value Ignore blank
. | -]
1% Data:
i
t: |I:netween v |
i
Fil
Fr
Fi}
2
]
F-
4 W] Tt Rt heets =¥
Lo |
Apply these changes to all other cells with the same settings
o ][ oo

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: Data Validation Settings
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Data Validation: Settings
Pick a Number from 1 to 10

Here is an example that allows a Whole
Number between 0 and 11.

3. Try it: Enter the Validation criteria
Allow: Whole Number

Data: between

Minimum: O (that's a zero)

Maximum: 11

Click OK and keep going...

Data ->Data Tools-> Data Validation

[Z] d ® e T Teme Shee 209 « Meowseh L i S Wi . Wb sttt .. 50

Foe —— Yoot Poge (o -s
A

Gt Ebernas Cula

Fomuiss O Redew  View | Otsyr @

Dara v

iegsvankd

1

|

—

" -

&

¥

Data Validation ?

Settings | Input Message | Error Alert |

Validation criteria
Allow:
|Whule number Izl Ignore blank
Data:
|between Izl
Minimurm:

0 s

1 =

Apply these changes to all other cells with the same settings

o] [ons

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: Data Validation Settings
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@ Data ->Data Tools-> Data Validation

(" R v Tore et X80 + Mecrenaht bued | SR SRR S SRR A AR v
TeSt the Settings “ Mome et Pogelarewt  Fomeiss  Oats  Revew  View " ‘A 0 >
4. Try it: Enter an invalid number i ' -
Go to Cell B2. 0 e s 49 S L 4
Type: 12 . k| u
Click Tab or Enter to leave the cell. A . € 0 ; f s " : ! ¥ . M —

¥ |

What Do You See? Well, it's a Microsoft
error message: completely accurate but not

exactly clear. ploh bnf =) g
, g 3 ;
There are three error options: , —— ] g
Retry: leaves the wrong number in Cell B2. 1 - - - ; ‘ e
Cancel: Clears the wrong number in Cell B2. = | ¢ 4
Help: Opens a Help article. 8 , = 2 . 5 < = -
Say this is the first time you saw this error z;
message. How would you know what each 1 r
button meant? Keep that in mind... — Microsoft Excel

p—

D |:/ .. The value you entered is not valid,
: . -

— A user has restricted values that can be entered into this cell.

Click CANCEL. Cell B2 should be empty.

So far, so good. Let's investigate a different i
validation criteria, please. Neety . 3  Beka i [ Cancel ] [ Help

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: Data Validation
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@ Formulas ->Defined Names-> Define Name

T ————.. s 1§ 8 < T —————— .
Create a Drop Down List B e T h & e = S —
You can use Data Validation to create a Drop .. y &y Nl T g € ¥ =8 & =9 W w

Down List that looks up the values in a table. This i 1
Timesheet will lookup a list of clients in a Table. The Cleets = £ Arm Actor

clients will be names of cities in this example. e L e leolelrlelulelslelslulanlol ‘e

Commectors M- G 20earitd  Comamen Dugcater Varcaten - Ananyun -
wreitiney et BV Ber Cole Towe .

There are 3 steps to creating a Drop Down List
1. Create the reference table

2. Name the reference table

3. Use the Named Range in the Validation Settings.

e e s

=

1. Try This: Create the Reference Table

Go to a blank spreadsheet. Enter the following: " Clients v J< | Ann Arbor

In Cell A1 type: Ann Arbor 1o Fr—— __

In Cell A2 type: Chicago - l—-+>— B C D E 2
a

=

In Cell A3 type: Detroit 2 Ann Arbor
In Cell A4 type: Flint ;
In Cell A5 type: Brighton Chlcago
In Cell A6 type: Boston Detroit
In Cell A7 type: Houston Flint
In Cell A8 type: Denver Brighton
Boston =

Houston
Denver

2. Try This, Too: Name the Reference Table
Select A1:A8.
Name the Range: Clients.

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.5. Apply named ranges in formulas

Advanced Excel 2010 Page 175 of 298



=
4
3

Tag
e

Data Validation: Settings
Before You Begin: Rename the Sheet
Double-click the tab.

Rename the sheet: Accounts.

3. Try This: Create a Drop Down List
Go to the Time Sheet.
Select Cell A2.

Go to Data ->Data Tools-> Data Validation.

Allow: List
Source: =Clients

Keep going...

Memo to Self: All equations begin with
equals. (=). Clients is the Name of the
reference table.

Data ->Data Tools-> Data Validation

A -
- - anetton Ot o
A 8 < (4] [ 3 f G - ' J

3 Accounts Monday - |Tuesday - |Wednesdoy - Therday - |Fridey - |setendey - |Total -
2 I l 8 8 H s »
3 Jr:wnvm " v ) 0
4 i
3 | Data Validation
2 ] e
L4 t
E | Settings | Input Message | Error Alert |
» e
10 | ] = Validation criteria
1 |
o= ‘ Allow:
- B — List Ignore blank

i El
= Data: In-cell dropdown
17
— between
19
‘: Source:
a =Clients S
::;
»
45 ] Temeshewt AEcotS Sheet)
s

Apply these changes to all other cells with the same settings
0K ] [ Cancel
b

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: Data Validation Settings
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Data Validation: Input Message
Who wants to be successful? Yes, anyone who
fills out your form hopes to complete the task
quickly and correctly. So, use the Input Message
to teach them how to fill in the blanks. Here are
the steps:

4. Try This: Edit the Input Message

Go to the Input Message Tab.

Please type the following:

Title: Our Clients

Input Message: Select a client form the list.

Keep going...!

Data ->Data Tools-> Data Validation

€ ol T L 2610~ WirestA €l T T
2. 93 Rkl e Onr N g o 80 =2 B 2 °d E é

from From from PomOther  Desting  Sedash fl St rew Tetta  Semowe Owts Comschdete What¥ Group Ungeoup St
Actels Wed  Ted  Souces*  Conmeddors At Cobumen Duphcate: Vebduton * ey - . .

A L

A 8 < o £ ¥ G - ' 3 L ‘
1 Accounts Mo-dl' _"I'u'ﬂd" _‘ww_‘"—\d" _IMJ' _‘wq _‘Tu Ihd
2 . 1 5 s »
3 [ Dute vustunon v ﬁ] o
- | =¥ 3 b
s -| Data Validation L g
® e
7 -4
s ¢ m Input Message | Error Alert
N Ly
1 | Show input message when cell is selected
n
2 : When cell is selected, show this input message:
14
- o Title:
s ——] y
- Our Clients
"
) Input message:
2
2 Select a dient from the list. -
n
3
Fal
%
 —— - il
hoty )
Clear all [ K, ] [ Cancel
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Data ->Data Tools-> Data Validation

Data Validation: Error Alert

=
4
3

The Error Alert prompts people to fill in the A o v : w ¥ ¢ < B A &= 8 49 A
right data. The Error Alert has a Title, Error . Bt N ot et~ RPN 5
message and a Style. A . “
A 8 [3 [ 3 ¥ G - | ) 3 L ~ _J

3 Accounts Monday  ~ [Tuesday = |Wednesday - Thenday - Friday * |saturday - |[Totat -
5. Try it: Edit the Error Alert 2| |- f s | P 2
Go to the Error Alert Tab. : ‘ J'Mvmr - ) 0 .
Select the Style: Information ‘ ~ wowe [ Data Validation 2 -]
Title: Click CANCEL and try again - J No—
Error Message: Select a client from the list. ? - :

s = | Settings | Input Message | Error Alert
Click OK and keep going... 10 | Show error alert after invalid data is entered

a _J , When user enters invalid data, show this error alert:
Memo to Self: There are three Styles of = o Style: Title:
Error Alerts: Stop, Warning, or Information. = Information IEI Click CANCEL and try again!
Each one has a different symbol and a 1
different sound. Something as simple as = Error message:
picking a name from a list is Information, not 2 Select a dient from the list. -
a Critical Stop with every bell and whistle 2 pr—
firing....really. -
The Computer Mama has a theory that the S —
more you help your users, instead of scaring
the wits out of them, the more they will be
inclined to use your forms.

o ) [
b
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Data Validation: Try it
What Do You See? The Input Message
has a title and little bit of help.

What Else Do You See? Cell A2 has a
Drop-Down list.

6. Try it: Select a Name from the List
Go to Cell A2.

Select Brighton from the list.

Click TAB on the keyboard to go to B2.

Very good. Keep going...!

What If It Doesn't Work? There are two
parts to testing a Drop Down list.

1. Can you see the list?

2. Can you click on a list on the list?

If you cannot see the list, then the name
for your reference list is spelled wrong or

you forgot to include the equals (=) sign in

your Settings.

Data ->Data Tools-> Data Validation

AN G T TTTRTI T qag Sheet MO « Mo reset (ool WIS W WO i
n M- D Poge Loy Formets Data  Review View Q "B
a0 G L @¥—— @D ¥ EE 2 4 B EEE
:«f:‘ from Prom Prom( 3 l ot ree "leM c':,:::; ::;:;.‘ '»Co::’“ Conicesae HI:::.‘I_ Jc.w .h)_"z‘ Subtote
A2
B 8 [t 3 f 6 L] ' ) 3 L v -
3 Accounty Monday Wednesday - Thenday - Friday Samarday Total -
3 | I * s 1} »
3 Owr (hents [
4 i ‘4 -y o
s o
k) n
? A B C }]
J
= 1 Accounts Monday |~ |Tuesday |~ |Wednesday ~
1 r
2 2 .l b 8
= 3 Our Clients
16 Select a client A B
17 4 .
18 from the list.
15 1 Accounts Monday
b)) 5
= 2 |Brighton T|
n 6 Ann Arbar —
P 3 Chicago
s Detrait £
] “ 4 |Fint
Brighton
3 |Boston L
Houston
b |Denver
7
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Data Validation: Errors

Data ->Data Tools-> Data Validation

What happens if you type a name that is NOT = °

on the list...as many users do?

7. Try it: Type the Wrong Name

Go to Cell A2.
Type: Lansing.

Click TAB on your keyboard to go to B2.

What Do You See? If the data does not ey
match--hence it isn't valid--then you will be O woroirmren

prompted with your Error Alert. " Co] (cmm | (0w

What Did You Hear? Did you hear a little e ! : 5 -
chime when you tabbed out of Cell A2? »

What Are the Options? If you click OK you :j: B :
will return to Cell A2, but leaves the wrong = Click CANCEL and try again!
name there. If you click CANCEL then you =

will return to Cell A2 and it will be empty. 2 A

Click CANCEL, please.

- >

< JLICILACIC)

Select a dient from the list.

- E ok | [Can::el ] [ Help ]
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Data ->Data Tools-> Data Validation

=
4
3

Data Validation: Summary h,‘ ol R R e B = 4 T
You can Autofill the Data Validation-- Da fo=__bEdcc “=le S== @&=___ 1 SEsas, o 8
including the Input Message and Error iy i , il N e N Rl
Alert--to the rest of the cells in Column A. az - B
A 8 < o £ F G L U ] L] L

1 Acoounts Monday  ~ Tuesdsy = Wednesday * Thenday Friday Saterday -~ [ Totsl v
8. Try it: Autofill the Data Validation 3 ' . s 2
Select Cell A2. ) O CBents o
Use the Autofill handle to copy and paste : e :
the Data Validation from A2:A12 o p

’ [J
Do This, Too: Save Your Work : :
Go to File->Save. | d
File Name: Your Name Time Sheet n 0

12 o

;; = - o s s : B Y

15
You done good. »

13

- |

: 12 |Ann Arbor E

: 13 | Our Clients 8 0 8

nl 14 Select a client

L from the list.

16
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0'70 - . Beent Pagelaot  Femmetss  Dats  Review View
E 24D L W I v@ T, & 2 B B W WE &
- - from From  From  Poom Other Cmitng Svan Sont e Testto  Remow Data Coraatdsts What 8 Groep ngrowp hastat
Introduction to Form Design T e et P e e~ AP
: Microsoft Excel has a more sophisticated set a - £ Acwounty
of Form options on the Developer Toolbar. ‘E“ S U S TR —— 1
This lesson will introduce the Developer . r f‘m _l e v...... L o ;J
Tools and Form Controls. 3 , , . . . . . ° —
4 ! | | | | | | o
1. Before You Begin: Make a Copy - | :
Right-click the Timesheet tab. ? ! ¢
Left-click Move or Copy. . | L
Check: Create a Copy - " i ' .
£ n ' | 5| ‘ ’ |
What Do You See? There should be a new 2 L
spreadsheet named Timesheet (2). :.: - 16 Insert... )
P - 17
Keep going... = o e 1 G Delete |
= Mani E Bename i
20 Move or Copy... 1
21 3= View Code |
22 (&g Protect Sheet.. |
23 Tab Color y |
24 Hide |
_25 Unhide... s
26
_:] Select All Sheets

4 4 » ¥ | Timesheet 7 Arcounts7-smeetd ¥J
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Ta
o,,:° Data ->Data Tools-> Data Validation
[0 RAAE - el SR ZLII Vg Drctt 210 - bhatrora En o o~ i Tl Wb o ticatio o B
Still Before You Begin e e e = @0
. . 5 -~ & - 8l Ax 5 - . . 3 a 2.
The spreadsheet that we just copied has cells & . * = 0 & ° gl P L R R
formatted with Data Validation. Here are the =™ ™ [0 o oo = Qe e | N " R L 2
steps to remove those settings. as - £
E ) S o E F G L) J ) x L “
. . . 3 Accounty Monday - |Tuesdsy - |Wednesdey - [Fhuordey - leidey - saturdey - [votad |
2. Try it: Change the Validation Criteria ] . s s » |
Go to Timesheet (2). N e o . . : .
. a4 from the St P ] . )
Select Cells A2:A12. o L= Dvesee | Data Validation Een x|
Go to Data ->Data Tools-> Data Validation. .= 1| = o
Click on Clear All. 7 i -
. | = Settings | Input Message I Error Alert |
. . s _
Click OK. Keep going... » | == || validation criteria
. 1 r:_@ Allow:
- o List Ignore blank
5 ::.. In-cell dropdown
v Wh:_:le number
19 Decmal
x List
2 Date
[ =y
n Time 2.5
M
= Text length
» : Custom
[T] apply these changes to all other cells with the same settings
% [ o
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rako

One File ->Options

[ R
Find the Developer Tools

By default, the Developer Toolbar is not ::
visible. You can make the Developer -
Tools available in the Excel Options. 4 ooe

Protet

3. Try it: Edit the Options Racest wedboek

Go to File. This is the Backstage View. e
Click on Options. Keep going...! SN

Chack fae
faswsen +

Viersans «

o et Page Lot

Poomoioe Ot Poreen

Information about Time Sheet 2010

C ' Users' oBeth D wovents' Tumne heet 2310 aia

Permissions
Anycre can open, copy. and change vy pat of tha werkbock

Popertes ©

Prepare for Sharing

Before harng the fde be amane That & (ontpns
Dt urrard propertes. proder path and mathor 3 narre
Conment that pecple with Sesbaitus s unsbie 12 read

Rt Datey

Versions
Help
| |ﬁ Options | @
ke Exit
Manage
Versions -
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Tag
e
One

Customize the Ribbons
You can choose which Commands and
Ribbons you wish to display in Excel.

The Main Tabs include:
Home

Insert

Page Layout

Formulas

Data

Review

View.

4. Try it: Customize the Ribbon

Go to Customize Ribbon.

Go to the right column, the Main Tabs.
Check: Developer

Click OK and keep going...

File ->Options->Customize Ribbon

Excel Optices

General
Formulai
Proofing
Save
Language

Advanced

Quack Access Toolbar

|

' Customize Ribbon
l Adddns

|

Trust Center

)

;ﬁj Customize the Ribbon.

Choote commands from

Popular Commands

‘ All Chart Types.
Borders

I Calculate Now

Center

Conditsonal Formatting

Connections

Copy

Custom Sort

Cut

Decrease Font Suze

Dedete Cells.

Defete Sheet Columns

Detete Sheet Rows

E-maut

Fill Color

Filter

Font

Font Color

Font Size

Format Cells

Format Painter

{5 5] |

»Huw > FehRYr bl

freeze Panes
Increase Font Size

Customize the Rgbon
Main Tabs

Main Tabs

=l ¥/ Home
& Chpboard
* Fort
* Ahgnment

Main Tabs
=l [ Home

Clipboard
Font
Alignment
Mumber
Styles
Cells
Editing
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Memo to Self: By Default, the Developer Tab
is not visible. You need to click on the check
box to make it available.

[#] Insert

Fage Layout

Formulas
Data
Review
[] view

[ Developer

[#] Add-Ins

Background Removal




E y
o::" Developer
The Developelj Tab e rnrs T — e
The Developer Tab is placed at the far et e, DB bt | LT et e Pt | Dommssateas Dewen | D
right of the Ribbons, g ety ) s i ol L et i P A 51 5
A2 £
. . A [} (3 ) £ ¥ 6 H ' ) X L ~ ~
5. Try it: Review the Developer Tools . p— P N S P Y P S
The Developer groups include: 2 B B s »
Code 3 ! o
Add-Ins 2 1 .
Controls . [ \ °
XML ? ! , o
Modify C l | °
Very good. Let's build a form. = ‘ ‘ d
u I —— — : J
Home Insert Page Layout Formulas Data Review View Developer

_ B Record Macro =l . @P‘rnperties — -EMapF‘ererties E’Impnrt =
F B KK ] el

ﬁ Use Relative References R @View Code % Expansion Packs fi,r‘rj Export

Visual Macros | Add-Ins COM | Insert Design | Source @ Document
Basic & Macro Security AddIns - Mode # Run Dialog %Refresh Data Panel
Code Add-Ins Controls XML Maodify
A2 - f |
F A B C D E F G H
1 Accounts Monday |~ |Tuesday |~ |Wednesday = |Thursday |~ |Friday - |Saturday |~ |Total -
2 8 8 8 24

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
4.2. Insert and manipulate form controls

Advanced Excel 2010 Page 186 of 298



B
Onc® Developer ->Controls->Insert->Combo Box
E A T e S5t X1 - Wronc o T W WA - .
Add a Combo Box i =23
: Microsoft Excel has several methods for @ dwessmmen = 5 L ? T trowmran ars R
enabling the user to select an item froma = " s | F e @ femig g et 1
list. Data Validation can be used to create a2 : - Sy
an In-Cell Drop Down. Visual Basic o = vy = = :'j"';"::?irh.,' - oy = vy T ——
programming is another method. . oo Ad2 % .

1. Try it: Add a Combo Box
Go to Timesheet (2)

Select Cell A2.

Go to Developer ->Controls.
Click on Insert->Combo Box.

R RN
eloleleolole lale ¥ |t

Keep going, please. u # & properties

a : - — E__Q

__:.f:l Gl view Code E -

= Add-Ins  COM Insert |Design ) Source
. Adddns || = |Mode B RunDialog

. | Add-Ins | Form Controls |

a I =f~ gE

a nvE,

n c [ L EE SR E - r-
= Acti Combo Box (Form Cnntrnl]l_
R

,_‘“““" — ] Il L A cEm Y Friday (
o sloAdR%
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Create the Combo Box
After you select the Combo Box Control, you
need to draw the Control in your

spreadsheet.

2. Try it: Create the Combo Box
Drag the size of the Combo so that would fit

in Cell A2.

What Else Do You See? The Combo Box is
a Shape. When you select the Combo Box,
the Drawing Tools should be available as

well.

Keep going...!

Developer ->Controls

D R g T S T e ————
Lo}

. View Oevrioper [r— -9 o8

——

LD G0 8

yeant

et hages

Pogelapout  Fomglss Dats  Rew

. D

e

o Bng Porward = |5 Abgn -
& Sens Bacwars - 1]

L, Yeecton Pane & [~ 20
Lreron Se

i ox

Shape Wtet Wpe A ey
Deop Down 2 2

A L < 4] € 6 L ' J L] L ~ -—
I Accounty  Mosday - Teewdsy - |Wednesdsy - Thenday - Fridey * | Saturday Total - |
al =l s [ s » |
3 [ |
Kl o |
3 0. |
L o |
L4 o
4 o |
’ 4 |
10 o ‘
1 o ;.
n o |
" . : § : . : "‘ ,
15 |
16 |
17 '
13 |
» Drop Down 2 - S | f
n |
2 A B C D
2 .
= 1 |Accounts Monday | |Tuesday |~ |Wednesday| - |*
AW Temew
tenme | bl 8 8

3
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@ Developer ->Controls ->Properties

- * Tme Shaet X060 - Mecrorsh Excel
Edit the Control Properties B~ e e e —_—
All Combo Boxes need a reference table to s i Wnereierwes L B Pvencom 2 Qe £
look up the values. Earlier in our lesson, we " Mg i s —
created a table and named the range Clients. OropOown2 %

“ 8 C D E ¥ O L
. . . Lifcoounty, =~ Mesdey " llemwiey = Wedmendey s Sendey ey  —lteterdey —ots

3. Try it: Edit the Control Properties 3 SN S = ~—) =
Click once on the Combo Box to select it. : == — [ :
Go to Developer ->Controls. : e e .
Click on Properties. ‘ v | A ] .
What Do You See? Each Control has : o [ .
Properties that you can edit. The Properties 1 ! °
include Size, Protection, Properties, Alt Text 1 :
and Control. 3 3 ! n >
Try This, Too: Edit the Input Range :g "
Input Range: Clients - Format Control
Click OK. Keep going...! | Size | Protection | Properties I Alt Text |

= Input range: Clients 2.5

Ferst e | | Cellink: 3

Resy 7

Drop down lines: | &8

[] 3D shading
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@ Developer ->Controls

Test the Control - , S s

4. Before You Begin: Deselect the Combo | | = @vewnene 0 00 70 T et T S S I SPONGEBO8
When you are working on a Control, you i =t W= e e i SHHREPINTS
should see Handles in each corner, just like - ccounty

when you select a picture or chart. This is the
Developer's view.

When you deselect the Combo Box. (Click on
anything else) the Combo Box will look and
behave as it should when a user clicks on it.

Try This: Test the Control
Go to the Combo Box and select a Client.

What If It Doesn't Work?
There are two parts to the test:

1. Can you click on the Combo Box and see ..
the list of reference names? » 1 |Accounts Monday |~ |Tuesday @~ |Wednesday -
2. Can you select an item from the list? 2 2 - 2 2
) n Ann Arbor
If you cannot see the list, then check the = 3 || Chicage
spelling of the Named Range. - Detroit b
sixslimet 4 || Fiint —
: -
Memo to Self: This control does NOT 5 "
include the equals (=) sign in the Input | Houstan
Range, just the name of the Named Range. 6 || Denver 4
7
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E Home ->Copy

Copy the Control e O e R S e
This littte Combo Box works, now. Here T e AR —— ' AR TR ,{sﬂ
are the steps to copy and paste the s il il T 5
control to the other Cells in the Time OopOown2 - “
Sheet. A . £ 2 £ ; s " : ‘ : : wolon
[‘.‘%‘“—TIM ;:""“'! ;."'?""‘f"l_'..""“'l, —dtiiioy ,,;""'"',"! midi -l ;.
5. Try it: Copy and Paste the Control 3 R o
Right-click the Control to select it. You - - .
should see Handles in each corner. . = o
Go to Home ->Copy. 7 o
Click on Cell A3. L . o
Go to Home-> Paste. - ‘ :
:, T A B C D
i?;te the Control in Cells A4 through P t - 1 Mﬂuntlsl JMD"{IH"" - |Tue5dav - WE‘d"E'S'dH‘f -
' B 2 !Erighton - | l 3
Do This, Too: Save Your Work : . b cut
Go to File->Save. » 53 Copy
Type the File Name: MyName Timesheet = 4 :
Click on Save. = i Paste
: 3 Grouping L4
Very good. ‘ BIN] Tenashent () SR O Order »
Resty T
7 Assign Macro...
8 ‘%— Format Control...
5 |
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Developer ->Controls

Controlling Data Entry =~ M8 = = fes mee o s T -
What Do You Think? Makinga . @esemsene D0 000 oo T S D
Combo Box with Visual Basic is i T L el
similar to creating a Drop-Down list al - | dwmunty
. H H & ] 4 5] E F 5 H i i L] L kY ]

with Data Validation. | P VST S S P S e SR .

: { prgrem— = l‘. ‘. i ". i L)
Data Validation is a simple, user- s | o
friendly tool. Designing Visual Basic . we- 0
applications takes some thought. Qe 5

[ = o
Programming adds a responsive ? %II g
element: What happens when a user * —_[ 8
selects something from the list? = —T 8
What if a user enters something that * ] o
isn't on the list? = - - - : : = :

" -3 Record Macro £ " i g?' Properties

. 1 == ﬂ = |‘\"| l M

Both methods look up the dataina  « =2 [ Use Relative References F 33 T T, = View Code
reference table. Both Contro!s s Visual Macros _ AddIns COM | Insert Design _
enable the user to select an item 7 Basic /14 Macro Security Add-Ins > Mode 1 RunDialog
from a list. = Code | Add-Ins | Controls

= Al - J | Accounts

= A B C D E

1 |Accounts Monday |~ |Tuesday |~ |Wednesday ~ |Thursday |~
w
2 8 8
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o::° Developer ->Controls )
r -
Summary = B ¢
: Our lesson began by creating a timesheet 1 |accounts Monday |~ |Tuesday |+ |wednesday
that looks up the clients in a reference
table. We designed two different Combo 2 > 8 a
Boxes and tested them. Ann Arbor
3 | Chicago
L . . Detrait
This is a good introduction to Form 4 || Fint
Design. Our discussion continues with a B Grichton =~~~ ||
beginner's guide to Macros that can be 5 |Boston
found in the Appendix at the end of this Houstan
book. 6 || Denver
T (- i
If you enjoy programming and developing Click CANCEL and try again!
forms, it is an excellent field to consider
following up with additional training. Form A B e _ _
Design and programming pay well. Ih JI Select a dient from the list.
1 Accounts Monday -
QK Cancel Hel
You done good. 2 IIIZ| E i [ ] [ == ]
You get the cookie this time. -
3 Ouwr Clients 4

Select a client
from the list,

Advanced Excel 2010 Page 193 of 298



uary

Practice Activities

Lesson 5: Working Overtime
Before You Begin: Start Microsoft Excel 2010.

Try This: Do the following steps

1. Open the MyName Timesheet that you created earlier
in this lesson.

2. Go to the Timesheet and select Cell H13. In this
example, it is the Cell that Sums the total hours worked.

3. Go to Home->Styles-> Conditional Formatting.
4. Select: Highlight Cell Rules-> Greater Than...

5. Format Cells that are Greater Than: 40
With: Green Fill and Dark Green Text

6. Click OK and test the formatting as follows:

Enter sample data in the Time Sheet so that each day of
the week, (Monday through Saturday has 8 hours. The
Sum in Cell H13 should be 48, which is greater than 40.

7. Save this as YOUR NAME Working Overtime Practice.

Test Yourself

1. Data Validation alerts a user if the

typed data does not match the set value.

a. True
b. False
Tip: Advanced Excel, page 171

2. Which of the following are options for
Data Validation?

(Select all correct answers.)

a. Settings

b. Input Message

c. Error Alert

Tip: Advanced Excel, page 172

3. Which of the following are options for
Data Validation error message options?
(Select all correct answers.)

a. Retry: leaves the error

b. Cancel: clears the error

c. Help: opens Excel’s help menu

d. Ok: Accepts the error

Tip: Advanced Excel, page 174
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4. You can Autofill data validation
a. True

b. False

Tip: Advanced Excel, page 181

5. Which Ribbon has the commands for
Form Controls?

a. Developer Ribbon

b. Insert Ribbon

c. Data Ribbon

d. Review

Tip: Advanced Excel, page 186

6. Which of the following is true about
Combo Boxes?

(Select all correct answers.)

a. It's a shape

b. It has Drawing Tools available

Tip: Advanced Excel, page 188
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Excel 2010: Sharing and Collaboration

Take

%) Prepare to Share
Advanced Excel Objectives B — —
In this lesson, you will learn how to: N3 e e P E & W x5 20T
1. Use the Review Ribbon to proof a spreadsheet T3 IEc A DA | BEREE| Do fexiaa e O 2 0
2. Insert, edit, view and manage reviewer's comments ™ . | produt
A L] < o 3 F 6 H i

3. Track the changes that each reviewer makes and
accept or reject those changes

1
2
3
4
4. Compare two similar versions of the same 5
L]
L
k]

Breabfast Buftet |

spreadsheet and combine them into one file Brrvate coMplamer | 30
5. Apply protection and sharing to spreadsheets and rete et 505 |

to workbooks prior to sharing your work Y ecamanis|

6. Restrict Permissions on worksheets, workbooks 13 Corpore :

with Passwords and Digital IDs

Protect
Workbook -

© 2011 Comma Productions
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Permissions
Q Only you can open this workbook. Other people cannot read it.

ﬁ Protect and Share Workbook

SIS

& Allow Users to Edit Ranges

Protect Protect Share
Sheet Workbook Workbook L2 Track Changes =
Changes
[ ot v tie ek
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Lesson 6 Sharing and Collaboration: Prepare to Share

1. Readings
Read Lesson 6 in the Advanced Excel
guide, page 195-243.

Project

This lesson shows how to prepare a file for
sharing including: proofing, comments, and
tracking changes. The lessons will show
how to protect and share a spreadsheet or
a workbook.

Downloads
Customer Sales 2010 PivotChart.xIsx.
Time Sheet 2010.xlsx (complete)

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

3. Assessment
Review the Test questions on page 244.

Review Ribbon
e
%

Spelling Research Thesaurus | Translate Edit

lJ iJPrnnfing iJ |La iJge| s iJ

Review Ribbon

i R

Protect  Protect Share
Sheet Workbook Workbook L4 Track Changes =

Insert Page Layout

.

Formulas

@ Protect and Share Waorkbook
e Allow Users to Edit Ranges

Data Review View

\%a’ ﬁ E E i3] show/Hide Comment

T Show All Comments

Delete Previous MNext .

| | | Changes |
1w 8
Menu Maps

From the Review Ribbon.

. Review ->Proofing-> Spelling, page 200

. Review ->Proofing-> Research, page 201

. Review ->Proofing-> Thesaurus, page 203

. Review ->Language-> Translate, page 205

. Review ->Comments, page 215

. Review ->Changes-> Protect Sheet, page 206

. Review ->Changes-> Protect Workbook, page 207
. Review ->Changes-> Share Workbook, page 208
. Review ->Changes-> Track Changes, page 211

OCONOOOAAPRWN -
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Menu Maps
From the Backstage
1. Eile ->Options-> Quick Access, page 220
2. File ->Info-> Properties, page 223

3. File ->Info->Check for Issues, page 224
4. File ->Info->Permissions, page 229




Sharing Data and Working Together

My mentor, Fr. Paul, talked about an old church where the sisters kept all of the vital records on index cards for
over 40 years: thousands of births, deaths, marriages and family details. The records were stored in boxes and
trunks in the basement of the rectory. Who could ever find anything in those boxes and boxes of index cards?
How could anyone ever connect the names and the families?

Information is vital to a community as well as a company. However, people need a way to access and use that
data. Otherwise it is just noise. This lesson looks at the options for sharing and collaborating.

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010
F 0~ (v o S —

Home Insert Page Layout Formulas Data Review View

i &

__=1 ; Calibri 11 A A= g%]u Pav lEEWrap Tex
F'Eftelqj B J U~ - &d-A- E=E = EE HMergea
Clipboard s | Font M | Alignment
Al M Jx
E F G

A B C D
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Before You Begin

This lesson uses a sample spreadsheet
which is available online. You can create your
own spreadsheet if you wish. When you are
ready, please start Microsoft Excel.

1. Try This: Open a Sample Spreadsheet

Open a sample spreadsheet:
Customer Sales 2010 PivotChart.xlsx

Go to the Monthly Sales sheet.

What Do You See? This sheet shows the
product sales for Charlotte' Website. The first
row is BOLD: It is the Header Row. There are
many rows of data. The example on this page
has been sorted by Column C, Category.
Please keep going...

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

0 Augest Homatoen Communty Colege Caucatons Caeang Eveaitast Dufet
Pivet Tatle By Categery . Sievple PuotChart [ Skoes | Monthily Seles

.« 4w

Rosy T3
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File->Open
(] ol 9 o TG ;S 10 PoetChur  Wereroh o R - -
i Yoot Poge Laponst Formatas Oata Reven wew Orriaper ) &8
.\ L] | - 1 AN iyl B Feeetem Ganecs h: & .M’ :- ? P: ’i 9’ }?
Paite ‘; B 77U 2 %A EEE BE Huwpbscown- % * 23;:@;:::_”;:_ Wiant Cwite Fomat :".::’l;;: 1
Chpbonrd o Pord . drgrment Nnmbrar . e oty taarg
Al - & WNomh
A L) < o [ 3 ¥ G L ' ) L3 L L

3 [oenJciient Category _ Service Product Date  Sales Rep Ameunt : .i
21 Febrwary  Marmony and Me Sush Coporte  Catesng Banguet 020772011 Alex $§ SOm
1 Febvrvwary Database Cossultants Coporate  Catesng Cold Platter 0102011 Ales $ SOm l
4 Felruary Marmony and Me Sush Coporane  Catesng Edble Frt 022772011 Ales § 10 |
S March Database Corsuants Corporate  Caesng Cold Platter 030572011 Ales $1.100 0 |
. W

T A

2 A B c | o | E
»w 1 |Month IClient Category Service Product

1 da T . E

ure 2 |February Harmony and Me Sushi Corporate  Catering Banguet

L — .

ure 3 |February Database Consultants Corporate  Catering Cold Platter
B W—

“w 4 February Harmony and Me Sushi Corporate  Catering Edible Fruit
w5 |March Database Consultants Corporate  Catering Cold Platter
~~ 6 |March Harmony and Me Sushi Corporate  Catering Edible Fruit
2a» _ | . . . . .

» % 7 |April Harmony and Me Sushi Corporate  Catering Edible Fruit
M N

Bin & April Harmony and Me Sushi Corporate  Catering Edible Fruit
23y ometown Commuty Colege Edwcatons Coweg Banguet 617212011 Exzabuntll T v

2 Mty Momatoun Communty Colege Educatonss Catesng Danguet OI2V011 Ehzaty

9 Augest Momatown Communty Colege Coucatons Caesng Cdbie F s M0 BNy

TR0
Castormer L

2 ”/
1t
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Review: Proofing
Microsoft Excel 2010 gathers all of the
proofing tools on the Review Ribbon..

2. Try it: Review Your Spreadsheet
Go to the Review Ribbon.

What Do You See? There are four
groups on the Review Ribbon:
Proofing

Language

Comments

Changes

Keep going...!

Review ->Proofing

Edae
Bl = ™" s femas O tees  Vew  Oeeaper
VOB 3 s 2 @

2 Ve A8 Commmert

e R e TR TR C rres Sokes 10 BaretCnent Moot Escel TR WA e

) C -
ohdtliyd‘l\vv-kul'vql
B ) s Uners 1o e Ranger

Soueg Revemch Tveoess Bavote  Wew  {remrre R e e ST Snk Changes'= 2

Pooteng Lngeaze cmm—ed Ohangey

Al B £ Nonth

3 ] C ] € F G L] L ) X L ~ ~
3 Boeh  JChiemt Category _ Service Peoduct Date Sales Rep Amount h
2 Febrwary  Marmony and Me Sush Copovate  Catesng Banguet 020772011 Ales § 0w
3 Febvrvery Database Consultams Copovate  Catesng Cold Platter 02102011 Ales § %SOm
4 Febrwary  Marmory and Me Sush Coporane  Catesng Edble Frat 022772011 Alex § 10M
S March  Database Consultans Compoute  Caesng Cobd Platter 13052011 Ales $1.100 00 |
& March Harrroery avd Me Sush Coporte  Catesng Edble Frt 03052011 Ales § S0m
T Apdl Harrrerery avd Me Sushe Coporate  Cateseg Edible Frot MAT2011 Alex $ Sm ;l
& Apdil Harrrerry anvd Me Sush Coposte Cateseg Edble Frot DAT2011 Ales § S0m |
3 May Harrverry and Me Sush Copoute  Cateseg Frot and Vegpes 05262011 Alex § 10M |
10 September The Lawyers Growp Coporste  Evert  Breatdast Bullet SITV2011 N § 4000
11 Janwary Heerwtown Communty College Educstonsl Catesng Edible Frat WMS2011 Ekzabeth 5150000 |
12 February Hometown Communty Colege Educatonsl Cateseg Sweets 02052011 Ekeabeth  § 21000
13 February Hometown Communty Colege Educstonst Catesng Edible Froe M22011 Ekzabeth  § 21000 r
14 February Hometoun Communty Colege Educatons Catesng Sweets 02182011 Ekeabeth  § 21000
15 March Hometown Communty College Educstonsl Catesng Edible Frutt O3S0 Ekzabeth  § 21000
16 March Hometoun Communty College Educstionsl Catesng Bresidat Buflet 03192011 Elzabeth  § 60000
17 March Hometosn Communty Colege Educatonsl Catenng Edble Frut OLI02011 Ekzabeth  § 21000
1 Apil Homwtosn Communty College Educatonsl Catenng Blanguet CSN82011 Ekzabeth § 2000
19 May Hometown Communty College Educatonsl Catesng Blanguet 052V Ekzabeth  § 2000
20 June Homutown Communty College Educatonsl Catesng Edible Frut 060011 Ekzabeth  § 21000
1 Jene Hometoen Communty Colege Fducatons Catesrg Elanguet 0GUN0TT Exzadeth $ 20
2 June Momatown Communty Colege Educatonsl Catesng Blanguet 00202011 Exzabeth  § 21000
2 Jene Homatown Communty Colege Educatonsl Catesng Cold Platter 6202011 Ekzabeth  § 21000

Home Insert Page Layout Formulas Data Review View

=1 Show/Hide Comment
57N
7% Show All Comments
s 3pelling Research Thesaurus | Translate Edit  Delete Previous MNext ..
Comment i Show Ink
Proofing Language Comments
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@ Review ->Proofing-> Spelling

Government Catering Fruit and Ve

. . 47 |Ma Bay Count:
Review: Spelling e Mry ) F -
Most people see Numbers when they think of SRR e

spreadsheets. However, our products and 49 |Ju -
customers names are Text. So, you need to 50 | Ju Mot in Dictionary:

proof and spell check your spreadsheets. 51 | Ju Meijers| [ Ignore Once ]
Try it: Check the Spelling 52 Ju [ Ignore Al ]
Go to Review ->Proofing. 53 | Ju) I

Click on Spelling and Grammar 54 | Adl [ Add to Dictionary ]

25 |
= - Change

w @ I_|J 26 Meijer [ ___ ]

Spelling Research Thesaurus 57 94 [ Change Al ]
58 | Juj

- [ AutoCorrect ]

Proofing 59 (J

Excel will review the Spelling in your data

h - ! ’ Options... ]
and alert you when there is something that 62 [J

§| Dictionary language: |English {U.5.)

does not match a word in the dictionary. 62 'M

You can choose Suggestions from the list. Ell'u'lar{:h IMEUHS Value

|Private
| |

You can also Ignore or Add to Dictionary. 65 |April Leprecon Productions
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Private Catering Edible Fruit

ies

Catering Salads and Soup
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Review: Research

Sometimes it is better to look something up,
rather than just guess at the right answer. You
can use the Proofing tools to Research the
spelling as well as the meaning.

1. Try it: Research a Word

In this sample spreadsheet, there is a client
named Harmony and Me Sushi. This example
will research the word "sushi."

Select Cell B4.

Go to Review ->Proofing-> Research

The Research Pane should be available on the
right. The default search option is Reference
Books. Select: All Research Sites.

Search For: Sushi

What Do You See? The Research results on
this page shows answers from Wikipedia, an
online encyclopedia, as well as many other sites
including a South Park cartoon video about
sushi.

Review ->Proofing-> Research

.

Poge lapint  Formetic  DMs  Rewew

9 > » - 2 a B G2 Mroted and thare Workdook
v '11 L-J > 'J = &8 3 Vv AR Commerty 3 B ) savw Uren 10 L0 Ranges
T Protedt  Protedt  Shase
Comment v Shert Workbook Workbook J el Changes «

Pretng Unaveze Comments nanae

(" . £ Harmony and Me Sushi

A L < ] [ 3 F 1) L] ' )
1 Momh Clienmt Category  Seevice Produnt Dusre Sales Hep  Amount
2 Janwary  Fock Towser Prvate Catesng Cold Plamter V122011 Alex § 1500
3 Janwary  Darene Davs Prvate Catesng Cold ™ S e
+ Fetvuary [y e T Juseus cmwg | 4 Bing (1-10 of 17600000) | |
S Febtrvary Database Corsultans Coporste  Catesng Cold
& Fedruary Harmeory and Me Sush Copote  Cmesng Est|  Mext
7 March Catabase Corautanty Coporate  Catesng Cold
& March Harmorry and Me Sush Coporte  Cateseg Edb) .
ot Coane e cong el OING
10 March Megers Value Prvate Catesng Saln
11 Apdil Legrecon Productions Provate Caterng ESb - -
12 Apdil Madahyw W chel Provate Catesng Edt e SI.IEI'II - Wiklpﬁd-lﬂ, thE
13 Apeit Py and Me Sush Copose  Catesng Editd free encyclopedia
14 Apdl Harmony and Me Sush Coporste  Catesng Edbl

i = 1=

15 Apedl Waker Serth Private Catesng Edb) Sushi {?L,-\ %FL %El; E’F;
15 May Harmony and Me Susk Coporste  Catesng Frot - == .
17 July VGs Prste  Catesng Bresl Fil, &L, FTisa
1 July Robert Carch Prvate Catenng Edbl food of Japanese origin
19 Fobruary Bay County Government Catenng Breal ..
20 Febroary By County Goverement Cotedng Bresi consisting of cooked
21 February Bay Couty srerart Catenng Frat wnegared rice l[shan}l
22 March Bay © = Cateang Cofle . .
23 March iog Conk combined with other

Mot £

ingredients (neta
en.wikipedia.orgwiki/Sushi
4 The Sushi FAQ - The
Definitive Guide to
Sushi and Sashimi
The Sushi FAQ is devoted
to sushi, sashimi, and
related japanese food.
Learn all about sushi and
sashimi and its health

henefits. as well a8 how to

-

Advanced Excel 2010 Page 201 of 298

Search for
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Review: Research Options

Microsoft Office 2010 uses the Internet to find

answers. By default, the Research Pane may
show only one web site.

You can edit the Search options to show:

All Reference Books (Dictionary, Thesaurus)
All Research Sites

All Business and Financial Sites

2. Try This: Edit the Research Options
At the bottom of the Research Pane you may
see a link for Research Options.

When you click that link you should see a list
of the sites you can use.

If you don't see the site you want for your
work, you can also edit this list. The options
include Add Services, Update/Remove and
Parental Control.

Please click OK and keep going...

Review ->Proofing-> Research-> Research Options

3 i 48 Commenty B ) savn Urers 10 L Banges

Ipetrg Rpearth Treiswrat  Tanaare hew Potet  Protect rare

Comment bk Shert Workbook Waorkbook J et Changes

Poetng aeaze ] ez

= - £ Harmony and Me Sushi

A L] < -] € F 6 L ! ) 3 - Resewch
Moseety Cliemt Category  Seevice Peoduct Date Sales Rep  Amsunt M s
Janwary Rk Towner Private Catesng Cold Plater 122011 Alex § 15000 e
Janwary  Darkene Davis Frnate Catesng Cold Platter 1152011 Ales 5 15000 [Py S———

02072011 Alex § W0m

5 %0m -
WP Gy T
sty Tat ol o o

February Database Consultants Corporate  Catesng Cold Platter 021072011 Ales

1

2

3

4 Febrvary Iua’lo Caterrq) Bangust
s

s Fediuary  aroog et Me Sl LGosdke  eccn LabeFud LN Aea A WG
4
1

™ v - o o L Conrrar Sates THO ParetChort = Mo Eaced S e S 98
n Mt Bt Pagelaptdt  Fermeiss  Dus  Revew  View  Devviege "R R
v ‘11 u ‘a-'h _J _J ,,_J _J J » B G2 Mreted and thare Workbeok

a
.

7 March Database Corsuitanty Kesearch Options - — - e o wantrg fr more
= aradudgton

March '.‘."("f."wsu‘ To achvate & server S mearching, seect e heck Dox smoceted Wt St servoe. g
3 March Cavion
10 March Meyers Vikoe e
38 Aprt Loprecan Producting coorare oe @ few Academa Toatce
12 Apeit Wadahyr Wdchell 4 trcata Sctonary: Englet Por® Amerca) o
13 Aprit Farrrerry and Me E-Jv- Ircata Dcsonery: Inghe X 4
14 Apdl Farrreery and Me 5.41} frcwta ctane s frenc \
15 April Walter Srmth v g Assstare UL ‘
16 May Harmony and Me Sugll R Wadtpeigtahinfum '
1 VGs . +
"] m Robert Carcd . "”': s f‘f" i
19 Fobruary  Bay Coumy v -v-..,: {: . r
20 February  Bay Counsy ¥ Thesarus french Prance) L
21 February Bay County ¢ Mesars ewh Dremretore tt] N
22 March  Bay County 7V Mersens "
20 March By Couny Rrraerh Sres \
24 March By County Al L s gt e Eweris Comtrod. '
5 March Dy Conntry — —
o Ny Consery
n ::: . " Cont b 7
-l Thesaurus: English (U.S.) ® i
e Thesaurus: French (France) s e
.”.m —_ . ¥ L) Pesew coos

S E . . .
— Thesaurus: Spanish (International Sort) 1 '

Tranelation

Research Sites

[ﬁdd Services... ] [updatememuue... ] [Earemﬁl Contral...
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Review ->Proofing-> Thesaurus

Research: Thesaurus ? EREES Lo o e e e
o en . 3 ¢ g & 2
A Dictionary, like the research answers on Y Rl e ;;" it . o o B @t e tot g
the previous page, offers the correct spelling, — T e e B e 1
definition and pronunciation of words. @ . £ private
_ A L] 4 o € ¥ G L ] ] K ‘- Rmearch ‘
1 Mosh Cliemt %CM.M Dwte Sales Rep  Amcunt f Soarch o
A Thesaurus looks up words that are related. o> 72070 T N e g8
They can have a similar meaning. These are Febuary ey mi b s Copoe Caterg Bwast Recearch - X -
B »
. 5 February Database Corsultams Coporate  Catesng Cold Platter
synonyms. The Thesaurus can also list WOrds — « rewany twmery st s Covome Convng Estie P search for: # Thessar taghth (US) -
ta- 7 March Database Corsuitats Coporate  Ca Cotd Platter . N+ Secded (ady)
that have mean the opposite: the antonyms. [ [ [ e o o i, .
$ March  Casse Privste  Catesng Edible Frat |F‘r|'u'ate | Snd
. 10 March  Megers Vi Private  Catesng Salacs and { Smcte g
1. Try This: Use the Thesaurus ‘l; :: Lovvca':::.l-an x: 2:"‘ Em;: | Thesaurus: English (U.5.) IZ“ ::vvd
Select Cell C2, or any sample Cell that has | A SRR S e R - [ —
. : 14 Apeil tarrmerry avd Ma Sus! c Catesng Edible F -
the word: Private. Jen  emethie O SMasEh R |@Back |~ | (@]~ | et et
Go to Review ->Proofing. e Menymsthilt e KowiaRoh 'y R (adi) Secvive
. v} VGs rvate Ca Ereatdnt ﬁEI‘Fﬁd - "
Click on Thesaurus. B ot S ey P N
19 Fetruary Bay Couty Government Catenng Breatdant By Reserved o
20 February  Bay Couty Governmere Catenng Breaidant By .
—_— 21 February Bay C Government Cat Frat and Ve - Porte . "
w @ I__= I 22 March n.wz.:: Governmant c:: [Srp— secretive e m'";;'
Mar soverrerene Coskms
= 25 March Bay Coure, Govemmere Cats Frat and Ve —
Spelling |Research|Thesaurus s u"‘ oo Comee Snamnes c‘::h‘"“ Tightipped ot
27 May Dary County Govermmane Catenng Breaitast ° e
P’ . ~ . . Gt Pl % s R
Proafing Biome o Covt ot Catpmn Bl B Self-contained - Po——
W Jene By Conwrey Governmane Catenng Frt and Ve . v -“:'
= 4% W] Sarle PuecTibh | Puer Tik by Citegery . Sample Pustcht ! Unrevealing |
i Resy 73 2D 00w (- . 0
Keep going please... Forthcoming (Ankonym) 3
4 Confidential (adj.)
Confidential
Personal
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Thesaurus Options

2. What Do You See? The Research Pane will
display words that are related to the one you
searched. You can click on any word to see
additional suggestion. You can also use the
Back button to page back to a previous word.

When you find a good word, click on the option
arrow on the right side. The Thesaurus has
three options:

Insert

Copy

Look Up

You can Insert a word if you wish.

Review ->Proofing-> Thesaurus

114" il bt bl i
[ e Page Layonst Formates Oata Reven ew Corrraper a@eoon
3 = -2 > - - 2 3 B | R veted and thare Wortbook
7 ‘11 u 2, @4ada O Show A8 Comments q B o arw Uters 10 0 Ranger
Speting Resewch Thetserss  Tancete  New 1 ' Protedt  Protedt Shas
Comment 3 S Shert Workbook Workbook J T Ohenges ©
Moetng Lgunge { smmenty Rangey
Q . £ Private
A L] C [+] [ 3 ¥ G L] ' ) ‘o Raasrch ‘
1 Momh Cliemt . Service Product [ Sales Amscunt B sewch o
2 Janwary  Fock Towser Mevng Cokd Plater 22011 Alex § 150m o ]
3 Janwary  Darene Davis Privite  Canesng Cold Plar- asrmosnasnsl =_szane | —r——rTrom ~
4 February  Marmony and Me Sush Coporste  Catesng Banguet Rﬁﬁarch - X :
S February Database Consutans Copoute Caesng Cold Pl (@eei~| @
& Felruary Harmony and Me Sush Coporte  Catesng Edble Fi | ¢ Reverved (ad)) i
7 March Datsbase Corsultants Coporste  Cimesng Cold Pla Search for: " . I _=
& March Harmerry and Me Sush Coporste  Cateseg Edble Fi . - Seod £ proant
S March  Casse Privete  Catesng Edible F |F'r|'u'ate | ; T Ly Copy
10 March Meyers Vatoe Provate Catenng Salads o O e
11 Apeil Legrecan Praductions Private Catesng Edible Fi . - IZI P
12 Apeil Madshn Mdchel Prrate Catenng Edible Fy | Thesaurus. EnghSh {US:I | ey
11 Aprit tarmony and Me Suste Coporaste  Catesng Edble Fi > Forthcomerg Ao P
1 Apeil Harrmoery and Me Sushs Coposte  Catesng Edible Fi [@Eadq|v] |@|" | + Castiontiol (adg)
15 Aprit Waler Senth Prvate Catenng Edble Fy Carfderasl
16 May Harmory and Me Sush Coporste Catesng Frot and Pa—
17 2ty VGs Pruste  Catesng Bresiia 4 Reserved (adj.) - s
1 July Roowt Carod Prvste  Catesng Edible Fi Gt
Governemart Catenng Bloeaiday |RESEF'I.I'Ed B
Governmunt Catenng Breaitay Seoret
Govermant Catenng Frut and Sed bt
Gowmment Catenng Cofles
Corvmmnt
Govemmare Catenng Cosloss
Govarmmant Catesng Mot Plas Tlgh
Governmare Catenng Frut and — g l-‘))
4 Pty
Governmane Catenng Frut and Tlgh otagnd

Govemmare Catenng Dveaictas

Dot Tuble by Citegery .~ Sivple PwstChurt
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Confidential
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Review: Translate Text
You can use the Translate option to translate
your text into a different language.

Try This: Translate Selected Text
Selectany sample Cell and type: Banquet.
Go to Review ->Language-> Translate.
Choose a Language.

%
8%,

Translate

Language

What Do You See? The Research Pane
should bring up different translations.

Memo to Self: The Computer Mama sez it
would be a good idea to have a professional
review your translations if you are not fluent
in the language. There are legends about the
translation mash up that happened when
WANG computers introduced their desktop
computers in the United States in the 1980's.

Review ->Language-> Translate

[E] d e oo T C s S W10 PetCoun + Aoeioh o TR |- 5
_ ame  Weet Pagelapet  Farmelie OMa  Revew View  Deviaper Qoo
7 v - P - - 4 . 3 e | GRveteat and Share Wortbeok
v *11 LJ iy —J —J = N 3 Whow A8 Comments e 9 Ll @ 280 1en 10 Lo Banger
Speting Ruesrch Thewserss  Tunciete  New te 7 . Potect  Protect  Shas
Comment 3 S Shart Workbook Workbooa J 1ol Cheages ©
Poetng _nguage E Cemment nenzen
il - £ Barquet RESEEH:"I - X v
A 5 < [ e -x
1 Mowh Chiemt Category  Service Product , Samch
2 Janwary  Fack Towner Prvate Catenng Cokd Platter SEErCh ﬁ:'r' et 2
3 Janwary  Darene Divs Private Catenng Cobd Plater 0 rcarts Dctonary: anch  |w
4 |February  Harmeny and Mo Sush | |Eanquet | e
S February Database Consultants Coporate  Catesng Cold Platter (Boeck =] @
& Fobruary Harmeny and Mo Sushi Copoite  Cametng Edible Frt | Encarta Dictionary: French IE“ o Uncarts Dxtionery:
7 March Database Comsultants Coporste  Cateseg Cold Platter 2
4 March Harmorry and Me Sushy Coporste  Catesng Edble Frt "
4 March Cartse Prate Catesng Edible Frut [@Bﬁd{ |T ] |@ |T | g
10 March Meyers Vihse Prrate Catesng Salacs and Se ARDESND ~AN0h
1t Aprit Legrecon Productions Private  Caeing Edble Frut — S
12 Apdl  Maduyn Machet Proate  Caesing Edble Frot 4 Encarta Dictionary: - s e
13 April tarmoey and Me Sush Copoume  Caesng Edible Frut French e sarres
14 Apdil Harrrerry and Me Sushy Coporste  Catesng Edble Frut G D) vt
F 3
15 April Water Smth Private Catenng Edible Frut P hi!I'IIIlIEt 1 som ontagees o
ra o 470 adma St
dew grandies pussercry
banquet [bdks ] -
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Review ->Changes-> Protect Sheet

[ & 9~ o - o . P IR Cumemer Sokts JU0 PuetOnt « bincopsolt Exte oo T’ Sapn + oo aliPorsee. . o R
Prepare to Share B e _wen Seis new me b o et o 9-es
Say you are ready to send this workbook 2:13 i—uj 3 f oo ;J s snconmets D e et o aner
around the office for comments and i TR e R s T bR R e 1
review. Before you send it around the a1 . £ | Month
office you may wish to consider if you T A S R SR — : . L T B
should Share or Protect your work. Let's damusry _ ek Voutar Phste _Cuemg CiPume | VI A 5 _t5808

1
a
. . 1 Janwa Dartene Doy Proste « T
think about Protecting the data. When YOU  « ruey ey mitte s commnf frone e W) | Protect Sheet |2 e
Protect a sheet or workbook, you are s oty v o oo |t et s st
. . ~ ~ Pasonard © Urorotect theet
restricting what users can or cannot do. RS Secunten. Seg . Protect worksheet and contents of locked cells
9 March Cavme Frrvate Adge sl mers 3/ #a wortsheet b P d to tect Sh t
. rc — . 7 T . =
1. Try it: Protect the Sheet | e ey | LT S P ==
Go to Review->Changes. el et and || Sty ‘ |
Sesh Yt ok
. Agril e, Mo Sunl (> ~oer 10wt i
Select Protect Sheet s a..-: N St ) ey ::‘:::‘ Allow all users of this worksheet to: i
16 May Marmony and Me Sush Corporand [ - - . . . . . "=
. VGs . praesanmaanes Pl select lodked cells
What Do You See? You will be prompted 1\ 5 1 Pl - 7| Solect unlocked cels i
to Protect worksheet and contents. By ~ * fetwen Bo oy = =
: 20 February Bay County Gowemment Catenng Braaitast Bt 02122011 con | ||| Format cells
default, when you Protect a worksheet all = resany 50 o, Gowmes Catmng Frvt an Vogges 132011 Comed | =] s )
H 22 March Bay County Gowervnent Caterny) Coflee and Tea  0VY7/2011 Conesl — ormat columns =
of the cells will be locked. You can select . ww oo, Govnmas Cataeng Cockus maTea 08252011 Coned | | |[] Format rowes
which options you would allow your users = wee = 2 o Gy e suzsat o | (] fcert columns
to do, such as Insert row or Format cells. & way 5oy cone Gowernent Catesng Frst and Vegpes 05252011 Conee Insert rows
27 May Buary Cow Gowernent Catesng Beaskdaw Buflet 05262011 Conl = .
Blaene  BuyC Gowmmen Caterey Cofos sedTos 052011 © || Insert hyperlinks
You can enter a Password to unprotect =% g Suomnon Contp Ruton e o0rngecs Contl (| Dzt cobumns 1
the sheet, or not. Tre smen | Delete rows -
—

Click CANCEL and keep going, please.
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Protect the Workbook

Every Microsoft Excel Workbook has a
structure. The workbook structure includes
sheets that are visible, others that are hidden.
The structure can also include the size and
position of the windows.

When you Protect a Workbook, you prevent the
users from finding hidden sheets or changing the
data. Workbook Protection is applied to the
entire workbook and all of the spreadsheets
in it. Before you lock the Workbook you can
choose cells you would like unlocked so the
users can enter data.

2. Try it: Protect a Workbook
Go to a Review ->Changes.
Click on Protect Workbook.

What Do You See? By default, there is
checkmark to Protect the Structure.

You will be prompted to enter a Password. Write
it down. Not even Microsoft can unlock a
Workbook if you lose the Password.

Click CANCEL and keep going...

Review ->Changes-> Protect Workbook

-9

4 1.1'L'J'

" Page Laponn

. L Cunvras Sahes 10 PastONt - Mucappol Evced  Sibonmin g

- Oata Frern -

2 EHEmEamE2

voge

% S AR Comnerds = D | @ 530w Ve 10 £t Ranger
Spelng Ameach Theisarss  Tuanciate  New Frewoa Newt Protect| Proted | Shaee
Domment hm b Shert Workboot Workbook _J 1em (hanges «

Moetng [y— et Aanget

Al . £ Womh

A ) [ £ ¥ G -
T Seevice Product Date Sales Hep Amount
1 Janwary Fock Towner Catenng Cold Plater W10 Ales $ 10w
1 Janwary Dartenne Dawes. Catenng Cold Platter 152011 Ales $ 10
4 Febrvary  Marmony and Me Sush Caterrg Banguet 020T/2011 Ales $§ SN
S Febrvary Database Consultams Catesng Cokd Plater 021072011 Ales § B0
& Febrvary  Marmony and Me Sush Catenrg Edbie Frut Q2212011 Ales § 10
7 March Database Corsultants e e $1.100 0
& March Harrrorry and Me Sush g iy - § Sm
5 March Catse Provate - § 10
10 March Meyers Valoe Provate 3 § 0w
11 April Legreon Praadutams Provate o § 150
12 Apdil MNadatyn Wt ¢ el Private 2 § 150M
13 April Harrmoryy and Me Sush Componrany e § SOm
14 Apdil Harmorry and Me Sush Copongll | r—— . § 90w
15 Apdil Waler Senth Prvate 0 $ 1000
15 May Harrreery anvd Mae Sushs Corpor st - $ 100M
17 July VOs Prvate Catesng Breaidast Buflet  0TOG2011 Alex § 100
15 July Rotwrt Carcd Provate Catesng Edble Frut TR82011 Ales § 10m
19 February Bay County Goverrvreet Catesng Breaidast Bt  (Qgamnss s —
20 February Bay County Goverrerert Catesng Brestdiaut Bulet K
21 Februaty Buay County Goverrerart Catesng Frot and Vegpes
22 March Goverreraet Catesing Coles 0d Tea 03
23 March Govwrnrert Catesng Coskoss and Tea 04
34 March Gowererwes Cuteeg M Pumwe 04 | Protect workbook for
25 March Cnarmmet weg Frot and Vegpes 04
24 May Bay County Goverrerart. Catenng Frat and Vegaes (5 Structure
27 May Bay Couty Goverrerart Catesng Breatdast Buet 05 =
2 June Bay County Goverrerwet Catesng Coles and Tea 06 |:| .
2 June Bay Countty Goverrnmwrt Catenng Breatdaut Bulet 06 ﬂlﬂdﬂws
¥ June Bay County Governement Catesng Frat and Vegpes 06
-‘.:.- . 5 Sample Pwor Tane Puor Table by Category Samgle Puot(har Sheans | of EESSWUrd {ﬂl:ltlﬂr‘laﬂ:
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Share a Workbook

This discussion began by reviewing the
steps to Protect a sheet or workbook.
The next pages will look at how to Share.

3. Try it: Share a Workbook
Go to Review ->Changes.
Click on Share Workbook.

What Do You See? By default, there is a
check mark to allow changes by more
than one user at the same time. The
Editing tab also displays who currently

has the workbook open.

What Else Do You See? Before you
Share a Workbook, it will be marked as
Exclusive: only one person can edit it at
a time. After you Share a Workbook, it will

no longer be listed as Exclusive.

Keep going..

Review ->Changes-> Share Workbook

Mot Bean Pegelatet Fasmetsc  Duts  Revew

View Decvioper

Spetng Arsrarch Theisonas  Tarclste  New Pesions Mot
Comment it —an
Poeteg Langoage  pmmenty
Al - 5 Mo

Rk Towner

Darierve Davs
February  Harmony and Me Sush
February  Database Consultans
February  Marmony and Me Sush
March Database Consultams
4 March Harmorry and Me Sush
3 March Catwe

10 March Veers Vv

11 Apdil Legrecon Productons

13 Apdil Harrveery anvd Me Sushe
14 Apdil Harrrorry rvd Me Sushe
15 April Water Seth

16 May Harrvorry arvd Me Sush
17 July VGs

28 June Bay County
2 June Bay Courty
0 June Bay Courty

Editing | Advanced

also allows workbook merging.

Allow changes by more than one user at the same time. This

Who has this workbook open now:

eBeth (Exdusive) - 6/17/2011 4:03 PM

P

)

m

]
!

J [ cance
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Advanced Sharing Options
In addition to the Editing options, there are
Advanced options when you Share a
Workbook. Let's review them now.

4. Try it: Review the Advanced Options
The Advanced Sharing options include:

Track Changes: You can keep a history of
all the changes and specify how many days
you need to keep in the log..

Update Changes: By default, the changes
are updated each time a file is saved. They
can also be set to update automatically.

Conflicting changes between users: You
can choose to be asked ore let the last saved
change "win."

Include in personal view: The Print and
Filter settings are both included by default.

Click CANCEL and keep going...

Review ->Changes-> Share Workbook

View  Devviaper

- | ?E
- - »® E
Y @ B 3 @St AN Wokbook ? -
Lpatrg Brirarc h Thassarss  Tunciete  Wew Prevsat A e ——— rrese—.
omep~

e | L | e [ ——

Al B Mormh i Advanced :

= = Bl
3 oo Jcliemt
2 Ldonsary  FOCk Towmar Track changes
3 Janwary Dartene Dawes.
4 Febrwary  Marmaony and Me Sush o 2 - | & |
- g @ Keep change history for: |30 |5 days
& Febrvary  Marmony and Me Sush - -
7 March | Daatase Consurams () Don't keep change history
4 March Harvorry and Me Sush
3 March Catie
10 March Meyers Vahoe Updatt d1anges
1 U L Com Pradut —~ .
e @ When file is saved
13 Al Harrverry anvd Me Sushe -
18 Apl  barmeny and Me Sush () Automatically every: | 15 minutes
15 April Waker Senth
| Moy Hmony snd e Sustd @ Save my changes and see others' changes
17 July VGs - - -
18 July Rotwrt Carcd

19 February Bay Coumy
20 February Bay Couy
21 February Bay Coumty

22 March Bay County
3 March Bary County
24 March Bay County
2 March Bay County

2 May Bary Courty
27 May Bay County

24 June Bay County

2 June Bay Courey

0 June Bay Countty

W 40 w| Sample PuotToble - Paor Table by Citegery
Pooty T3

Just see other users' changes
Conflicting changes between users
@ Ask me which changes win
(7) The changes being saved win
Incdlude in personal view
Print settings
Filter settings

J [ conce
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Review->Changes-> Protect and Share

[Z] @ N - i T —— et oG Cugaorrets Sehes 1010 PargtONrt » Mecopsal Exced Tl S’ B = sl . =01 .8
Protect and Share n -t : et :f.....».; Formetss  Ous  Revew  View  Devieper - - : Qoo n
e . . A? 11 L.J 5 _J _J :J :J 4 8 U :) ] G Proteat and Lhare Wertbeoh
If you are editing this workbook ina group or ¥ "7 == T = e e S | ot 5‘...:}::.....»."
department, you can Protect and Share your — T | i R = 5
workbook. Here are the steps. a1 . £ | Mot
A L] < o £ F G Ll ) X L (" “
3 Boen  Jotiea Category  Seevice Peoduct Date Sales Rep Amount ' -d
. ik T . Camen 11272 . §
5. Try it: Protect and Share | g Pte By Btifane | wiieintee 14 WMl f
Go to Review->Changes. 4 Febuary Mamony ;Mo S Copoote  Coesng Bangue QUM Mex 5 W
5 Febrwary Database Consut C e Caesng Cobd Pt 01072011 Ales § 0w |
Select Protect and Share. S Febmary WamemymiMeoSun  Copeme Coog EdbeFnat  @ZICSVI A § 10000 I
T March DCatabase Congui, C Can Cold Plant; 3052011 Alex $1.100 0
What Do You See? Wh P e L =TT ) |
March Canse — e — 0 |
at Do You See? When you Protect an e e __ e .
Share a Workbook, this option turns on the 10 AprH  Logrecon Productions ¢ Bory e ve pegm . »
. . Apeil " ™ e aes o rertbock e Fen ey Sarge ¥ s S om berg 0
Tracking and prevents folks from turning the 770 === et = 4
TraCking Off 14 Apdil Harmorry and Me Sushi U e ed, & pasesin § Sl D Do e 0 1 ST T e\ 0
15 April Waler Senth | u . ﬂ
ut e | Protect Shared Workbook 2 [t
What Else Do You See? You can enter a 18 daly ot Caved | — —
Password as well. The Password is optional. [ [== ™ == Protect workbook for
21 Febe Bay C B H
) ) ) - [¥]isharing with track changes:
When you click OK this workbook will be \;I'his shares your workbook and then prevents change tracking from bei
Shared. Click OK and keep going... emoved, | - = 2 2

If desired, a password must be chosen now, prior to sharing the waorkbook,

Fassword (optional):

o [ conm |
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Review ->Changes-> Track Changes->Highlight Changes

Hdn-&s oo hant s
H . Mome  Meet  Pagelaedt Fermetss Dats  Revew View  Devieper -9 & o
Review: Track Changes s e m A @ E | Do o s
You can Track each person who reviews this ¥ "= == = = ! 3 v 18 Commerts -
. Comment 3 $hm e 2 Ve Onangey
spreadsheet and if they made any changes. it — A T e 6
Al - & Nomh Ad  ApreptRegea Cranges
. . . A L] < -] £ ¥ G L] ' ) X L L ~
Each reviewer's changes can be highlighted o [Bioe—Jciem Cotegory _Seevice Product Dote  Sales fep Amouse —J
in a different color. If you choose to Track | gy = B — e 1 %|
Changes, you can see which changes were ~ « fewer jwmey il b Copomn Covg et B0 M5 G0 .
ebrvary e s porane  Caesng Co o 10
made, who made the changes and where you Slabmay Ve milhoSu  Copome _ Caung EbtoFot 00T 3 Unprotect Shared Workbook
se Coe s opate  Caesng C - L -
can flnd thell’ changes. 1 March Marmvarry vt Me Sush Coporate  Catesng Edible Frt 0305/, 1 .—I . § . ~
. Piate  Caledng Edble P s t;_fﬁ Allow Users to Edit Ranges
) 10 March Meyers Vako Private Caeseg Saiads and Seep 032, Protect Share
6. Try it: 'I:rack Changes W :: lw«v::.(‘.lms :::: 2:2 E::::: ‘::i:'-.-".."-:lrkh-:l-:lk Workbook _h'?} Track Changes *]
GO tO ReVIew->ChangeS. 13 Aprit beanrrorry avd Me Sushe Coporane  Camesng Edible Frott T Ch Ié} H hl ht Ch
Go to Track Changes->Highlight Changes. % [o=p=iwss s comiinrne i ——
15 May Harmeny and Me Sush Coporate  Citesng Frot and Vegpes 0526/ Klﬁ Acceptll'ﬂej ect Changes
. 17 Jaly VGs Prrvate Cm Breatdayt Buflet  0T/06/ -
Keep going... Slay et Gt Pome Cmeg Emurea | 0
19 February Bay Coumy Cowrrrert Catesng Beaidan Bt 02121 G H | I | J |
20 Febtruary Bay Coumty Geverrnrrt Citesng Brestdast Bulet 02127
21 Fobruary  Bay Cowty Goerers Comeng Frot s Vopes 213, Sales Rep  Amount
22 March Bay County Goverrvrwnt Catetng Colles and Tea 0017/
23 March  Buy County Goverrvrnt Caeing Costons and Tes 04267 A | oy % 150.00
24 March Bay County Coverrvreet Catosng Hat Plame L LR
25 March Bay County Geoverrement Catesng Frat and Vegpes 04302011 Conme § 60000
24 May Bary County Governmert Catesng Frut and Vegaes 05252011 Conme $ 6000
27 May Bay County Goverrerert Catesng Breatdant Bullet 057262011 Corvee § 600
25 June Bay Coursy Governmwrt Catesng Cofles and Tea 06142011 Conne § 0M
29 June Bay County Gowrrrwnt Catenng Breaidant Bullet 06162011 Conme § Om
20 June Bay Countty Goverrmart Catesng Frat and Vegpes 06182011 Conre $ 60000 =
W 4w Samgle PuctTable - Pwot Table by Category | Sample Puptihart  Sloens | Monthly Sakes - Cusnt THI B ] »
ety 7 WO s - *
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Track Change Options

7. What Do You See? You will be prompted
to choose which changes you would like to
highlight. The options include:

When: Since | last saved.
The other options are All, Not Yet Reviewed,
and Since Date...

Who: Everyone.
The other option is Everyone but me.

Where: By default this is blank.
You can select a range of cells to Track.

What Else Do You See? There should be a
check mark to Highlight changes on
screen.

Click OK and keep going...

Review ->Changes-> Track Changes

b TR C gupernat Sabes X01D Pttt [Shonedl] - Mtopsolt Encel oo i o il

2 - .
i Mot e Pegelagtt  Farmets OMs  Resew  View  Devviepe
A : . J
B 3 @tatat

T

Posteg eaze sty Aange

Al - £ Nomh

A L] c o £ ¥ G "
1 mu«u Category  Service Product Date Sales Rep Amount
1 Janwary Rk Towner Prvate Catenng Cold Plater 122011 Ales § 150m
3 Janwary  Darene Davs Private Catenng Cold Platter 152011 Ales § 150m
4 Febrvary  Marmony and Me Sush Coporate  Catesng Banguet 020772011 Ales § Sm
S Febvory Database Consultams Copoate  Catesng Cold Plamter 021072011 Ales § ¥om
& Febrvary Marmony and Me Sush Copoate  Catesng Edble Frtt Q272011 Alex § 10
7 March Database Consuams v T — ) 100 00
& March Harmorry anvd Me Sush v 2 . —__ “m
4 Mach Catse 9 - " - 100 00
10 March u"‘.‘ Vihoe . PP e B ‘:J r')J
11 Apdil Legrecon Produtaong e it aad - 150
12 Apeil Madatyn Mache = 4! BT
13 Aprit varmeny ana M ]
1 tpit wmery wi M Highlight Changes
15 April Water Senth T R | 1
16 May Harmerry and MW
17 Ml VG 3 e -
= h:" - Track changes while editing. This also shares your workbook.

19 February Bay Couny
20 February Bay Coumty
21 February Buay Couty
22 March Bay County

23 March Bay County
24 March Bay County
2 Narch Bay Courty
26 May By County
27 May Bay Courty
24 Jene Bay Counsy
2 June Bay County

Bay Countty
| Sample Puot Table

Highlight which changes
Wwhen:  |Since I last saved
] whe: Everyone
[ where: ||

Highlight changes on screen
[ List changes on a new sheet

i L ][]

Jr

] ’ Cancel
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Review the Tracked Changes
So, what does Tracking look like? In this
sample spreadsheet there are 7 records for
"Cold Platter." Let's Find and Replace "Cold
Platter" with "Pita Platter."

8. Try it: Make Some Changes

Select Column E: Products.

Go to Home->Editing->Find and Select.
Click on Replace.

You will be prompted to enter the following:
Find What: Cold Platter

Replace With: Pita Platter

Click Replace All to make 7 replacements.

What Do You See? There should be a
border around the cells that were changed.

When you run your cursor over the
highlighted cell you should see the name of
the person who changed the data, when it
was changed and what was changed.

One more time, keep going...!

Home->Editing->Find and Select-> Replace
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4

5

; March Database Consultans b beee o E
5 March Harrverry anvd Me Sush S ——

5 March c Provte Catenng Edble Frot

10 March Provate Catenng Seladhs and Soup 03

11 Apdil Prrvate Catenng Edible Frat

12 Apdil Provate Catenng Edble Frat

13 Aprit Corporste Catenng Ecitle Fratt )
14 Apdil Coporste  Catenng Edible Frat

15 April Proate Catenng Editle Frat

16 May Harmory and Me Sush Coporste  Catenng Frat and Vegpes

17 July VGs Proate Catenng Breaifant Bt &7

15 Jaly Robert Carcd Catenng Edible Frat

19 February  Bay County rrert Catenng Breaitant Bulet 82127

20 February Bay County wrwrt Catenng Breaidant Buflet 02127

Fobruary Bay County wrert Catenna Frat and Veoses 831152011

i S ooty o Catering Banguet 02/07/2011 Alex 3 50.00
— o Catering [Pita Platter | 021102011 Alex $ 95000
2% May Goverr . _ .

’ s Catering Edible Fruit e C——aan-nn
a:'.:. Goven) ; g = eBeth, 6/17/2011 7:58 PM:
et e Catering [Pita Platter ﬂ[l Changed cell E7 from 'Cold Platter’
1e e sserciee weisencess Catering Edible Fruit 0]te 'Pita Platter.

Catering Edible Fruit 0]
CEtEring Salads and SUUP [ rrr——————— o) =g
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Accept or Reject the Changes
As you review the tracked changes, you can
choose to Accept or Reject those changes.

9. Try it: Select Changes
Go to Review ->Changes-> Track Changes.
Click on Accept or Reject Changes.

You will be prompted to select which changes.

When: Not yet reviewed
Who: Everyone
Click OK.

Try This, Too: Accept or Reject Changes
The options include:

Accept

Reject

Accept All

Reject All

Accept All Changes and Close the window.

Very good.

Review ->Changes-> Track Changes-> Accept or Reject Changes

g—f—-“mm

Mome  Been Pagelaent  Feemets  Dats  Rewew View  Deetiope

v

A B 3 aatata piisa— B
[T e S—— r 5 = @ B
From 8 :
Peate — Select Changes to Accept or Reject - LIQ
02 - & Pits plamt - B
A ] .
| [re—— ol | Which changes
1 Janwary Rick Towner Pr
S [Jomsary  Owtene Dods P When: | Mot yet reviewed| |E|
4 Febrvary  Marmony and Me Sush Co
5 Febivary Database Consulams Co
& Febvary tamemmiMesen oo | || Who: Everyone IEI
7 March Database Consultans Co
4 March Harmarry arvd Me Sush Co . ==
3 March Cavioe Pr D WhELE' [Ras
10 March Mevers Ve Pr
11 Apdil Legrecon Productaons Py
12 Apiil Vadatye Wi hed Py
13 Apil u.»l"«,- and Me Sush Cy [ Ok ] [ Cancel ]
14 Ageil Harrmeery it Me Sush Co
15 Apdil Walter Senth Py
15 May Harmerry anvd Me Sush Corporate  Catesng Frat and Vegpes 05262011 Alex § W0
17 July VGs Provate Catenng Breaifast Buet 07062011 Alex § W00
18 Jaly Retwrt Of ] . @ h
15 Fetuary  Bay Cof ficcept or Reject Changes " - [ g
20 February Bay Cou
21 February Bay Couf
@ Mach - Bay G| Change 1 of 7 made to this document:
23 March Bay Couf
4 March 8wy Ced | | pBath 6172011 8:12 PM: -
25 March Bay Cond =
2 MNay Bay Couy
ﬁ" 4 | |Changed cell E2 from ‘Cold Platter' to 'Pita Platter'.
Bay Cou
Bay Conf E
Bay Cod
Sample Pwet |
[ |
L
|
I Reject ] [ Accept All ] [ Reject all ] [ Close
|
b
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Review ->Comments-> New Comment

L) ol D0 O T e Sy 1010 PaetOun s Mhcmon B [EPOPRN SR
ReVleW: Add a Comment [ o ] I-i.. : - :.;..‘...,‘ -/m - ‘....T ..v:.. ew  Devetopsr r,.; N,.‘, e cQ@owvB
How do you scribble your observations or z.;...,,..ltj... — ::' — S s o e o B e e ton g
corrections on a spreadsheet? In Microsoft R DAL e B T S ——— 1 L 1
Excel you can use Comments to share your ™ . £ produt
thoughts with your team. 4 A . € ° . . ¢ . ' ! ¥ : " —

2

3 B
Before You Begin: The examples on this R —
page are from the Sample PivotTable. 6 bt Sreaktast butter | ] I [ ] 1 " w0

B Y —— i S—— -
1. Try This: Add a Comment 2o Lalets mnd s : t = *
Select Cell B4. n 1n00 1% i 0 100 ] s
Go to Review ->Comments. e m— W 1 ! j ! ! j — —
Click on New Comment. B e Combloser s Ik S et b

18 Corporste Frut and Veggws : : : : : m:: =
What Do You See? A new comment willbe  w & A B C D E
placed in your spreadsheet. The comment on . prws 1
this page shows that it was added by eBeth. 1 == =

2 Governmed 2
Keep going, please... ] sovewns =l Sum of Amount

el 2 [EE0TY Product E lay

= 5 ELGEE

o 6 | Private Breakfast Buffet

7 Private Cold Platter 300
8 Private Edible Fruit 10

Exam 77-882: Microsoft Excel 2010 Core
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Review ->Comments-> Edit Comment

-~ Yoot Page Laponsn Pomtan Oata .

vV aom 3

Spetng Areach Therssrss  Tanciate

Review: Edit Comments
When you create a new comment, your

fdt  Oelte Previows Nt

o i te a3 @

Vw2 Commerts

View  Oewiaper | Oplianr  Oeuign

Protect  Protect Shaw

{ R fveted and Share Werbook
J
B o snww Uvens 10 L0 Ranger

cursor should be in the balloon, ready to type. PREEI0RN PR | v WO e it e 2
H h Edit th . £ | produs
ere are the steps to Edit the Comment “ v J ( - - _ - " : - - =
2. Try it: Edit the Comment i
Select Cell B4 (The one with the Comment). ]
Go to Review ->Comments. 6 Provate Sresktast Butter | 1 [ 1 30, 7™
Click on Edit Comment. 2 o e B o —~ -
Type: The rows are FILTERED to show only =~ » e Salads and sous | I ! ! s
our new products o = T T S r—
12 Cerporste Sanguet 0, | | | ©
13 Corporste Broakfat Duftet 0 X
What Do You See? A Comment is a special ~ #  coo ol stater ) ] ! - .
Text Box. You can edit the Comment to make . o i e M ot m— —
it taller or wider if you wish. e B4 . (- = |
Keep going... A B C | D E

o s i
9Teﬂalafth:
: P d The rows are FILTERED to
Sum of Amount yshow onby our new products
Category Product
8 Private
Private Breakfast Buffet o
Private Cold Platter 300
Private Edible Fruit 100
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4
3

7.
a
7‘;,:° Review ->Comments-> Edit Comment
Faa-wT e
H Mot Beet Pagelat Feemetse  DMa  Revew  View  Deveeper c@QP=on
Review the Comments YW % e R Ee—— @ g
Look again at the Review Ribbon. The B el e ] e oot e et [Bomapane
Comments group has a couple of useful R P e, i "“ srTen """?,,{,,"""" el 3
buttons for navigation and display. Commentd < £
d A L < o £ F 6 H ' ] L] L M
1
Before You Begin: Select 2 or 3 different i
cells and add a Comment (e.g. Comment1, ¢ —
Comment2) to each one. . Bresktast Butter | [ e
7 Prrvate Cold Matver 30
8 prvate Eaibie Frut | 1] *0 T 150 I s
3. Try This: Review the Options A i — i =
Go to Review ->Comments. 1 = Corzonste 00 e k0 i ‘ o)

. . 0 | | %
Navigate around the Comments with the e m— ; ; ' 3  —
Previous and Next options. - 1 - — - | — .

18 Corporste Frust and Vegges | | 1 100 | 1 0o
1w
What Eilse Do You See? When you selecta  » i TV VTV
Comment you can also Delete it. O Govesmment 20 2e0 S0 @10 a0 0 100 214%)
Government Areakfat Bofet | | | m‘ uw‘ uso' | lJ&; 16160
Gowernment Coffeeand Tes | | | = 1 | 00| 1 | | 1200
Gowernment Cockies and Tes | l | 600, l | | | 1 | &
Gowernment Frust and Veggees | l 00| e, 1 00, s, 1 | | 2a
Gowernment Mot Platter l 1 | 600, 1 | | | 00, | k23
. [ T m— —— - I ————_————- |
- Home Insert Page Layout Formulas Review View Dev
v 0 5 5 £ g Qo
a
| & [Hﬁ Show All Comments
Spelling Research Thesaurus | Translate Edit Delete Previous MNext .0
Cnmment _\_'j Shﬂwlﬂk
Proofing Language Comments

Exam 77-882: Microsoft Excel 2010 Core
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Show/Hide Comments

Say your workbook has Comments from
several Reviewers. You can choose which
ones should be shown or hidden.

4. Try This, Too: Show/Hide the
Comments

Go to Review ->Comments.
Click on Show/Hide Comment.

What Do You See? There should be a small
triangle in the upper right corner of the cell
that has a Comment.

OK, that completes this discussion on the
Review Ribbon: Proofing, Language,
Comments and Changes.

SAVE your changes, please.

Review ->Comments-> Show/Hide Comment

P R e —— LT T L T
L~ ]

a@eoon

1050
e
30
#C

£

AR

Mot Beent Pegelaet  Famelss DM Reven  View
7 ‘11 u :"5 A )_\J :J u .fw-ha Drmme~t w‘l G Urorotedt Yharrd Aonidech
2 U 8 Comments 7
Spelng Arearch Thetasrss  Tanvete  Tat  Debrte Previoss Nedt tect  Shaee
Comment 3 Svm e « Workbook J Tl Ohanges +
Poetng Lngeaze Crmment Aanger
2 - 5~
‘ A ] < 0 £ ¥ e
| - -
/ i The r
: et
1 B Bl ot new products.
4
S
6 Prvate Breakfas: Bufler | || ! ! 300
7 Prrvate Cobd Matver | 300, | | | | |
& Private Eibie frut | 1 | 100] 400 | 30
3 Prrvate Salags and Soup | | | Lo | |
0
1 o
1 Cerporste Banguet
13 Corporate Breakfust Bufler |
M4 Corporate Cold Platter {
13 Corporate Tible Frust | | | | !
18 Cerporate Frust and Vegges | 1 | | 1 100
7

[Coducaonsl 06w 1 —————
- - - =il L Clair Dickson:

» -
——— - 1200| |cCheck records to verify
22 Gowernment Cotfes and Tes qua nt[t!'r_ ThlE SEams
3 Gowernment Copkies and Tes | | |
M Government Frut and Vegges | 00 lowy.
3 Gowernment ot Platter l
¥ Gowernment Sweets l L
n e ning
23 Grand Total 200 B a
n 300 900
w0
M 46 Samphe PrvotTable - Pavor Table by Gregery - Savple PastOaet | 21{]
e |
1350 2860 33540
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A R RSN C isteras Sies 2018 et et [Shoee] T Ui vose £ o TR WA - et

— T~ Peent  Pagelapeut  Famelss Duts Revew View  Developer s@oo 8
f: :‘ Cante AN g B o e Tea Ganen ;— 5 > :l: ; /‘ f }s
= h:u Bl L DA EFEEBE B8 ivew $*% * ¥ - :n_ \u.« Ov:-ulov.‘. i IMA.
Working Together a8 o 4 sapmes i s iitin e A bt~
Say two people need to work on the same file o - £ | produst
at the same time. How would you compare the | A * £ ..o L ¢ ' e " ' ! X [ My s 1
. . Sobeth: The rows e ] Swossee i
two files and merge the changes? Microsoft 2 a3 TERED 5 oo o 1t e
Excel 2010 has a tool you can add that s . T T by aupu sescerdli M’,,.,,,_,.,.,“—J
automates the steps: Compare and Merge - e ! ! ! ! — - [e——
Workbooks. 7| Priwate Cold Mater : 300, ! ! | v ! | ] Chart | Bample PustChasy
& Prvate Edible Frut | | | 10c, 200 | | 100, ‘ Prtapie) (acer
3 Prrvate Salass and Soup | | | %, ‘ Chaet | fShony
1. Here are some thoughts to consider: 5 | -
n Banguet ! | i Wamings
13 Cerporate Breakfunt Boflet I 5 pues tante tows
H e atter | { { \ 4\ ] Tan
Where are you sharing your work? g ————T1 I — - . i : 4 T
For the best results, you need to save all of the = oo Feust an Vegges | | | | ) ! ! —-—
. . 7
shared copies in the same folder on the server. . g 00 o 10 20 20 18 %50
»
b ] © Govesnment 1200 2800 3700 510 8680 100
Where is the command button? B Sellmi A, i 00,35 w0, - fe—
You also need to customize the Quick Access — # ownmest  cosesancies | ] - | I I e
e TeTIe! Frut and W -t nto ek Tare
and add the Compare and Merge e  —— —=—= —
Workbooks button. This option is NOT - [ ] I I ! 1 I D e ORI
. . - . : Pyt
available in the Review Ribbon by default. 2 Grand Total 200 »® [z 1o 5510 e ot we | ';g:z"::;::'w
L4 - 2 y
. . ) 2 - TIEl Protect and Share Workbook
Working With the Same Shared Copies — EEE I@ @
Compare and Merge Workbooks only works Protect  Protect - g Allow Users to Edit Ranges
H H rore rote are
with copies of the same Shared workbook. It Sheet Workbook Workbook o Track Changes ~
cannot be used to combine workbooks that are -
not Shared. Ee

Keep going...

Exam 77-888: Microsoft Excel Expert 2010
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Add a Command to the

Quick Access Toolbar
Here are the steps to customize the
Quick Access Toolbar and add the

Compare and Merge Workbooks button.

Before You Begin: The sample
workbook, Customer Sales 2010
PivotChart.xlIsx, is open and Shared.

2. Try This: Add Compare and Merge
Workbooks to the Quick Access
Toolbar

Go to File ->Options.

Click on the Quick Access Toolbar tab.

Customize the Quick Access Toolbar
Choose commands from: All Commands.

Select Compare and Merge Workbooks.

Click Add.

The Compare and Merge Workbooks
command should be displayed on the
right side. Click OK. Keep going...!

File ->Options-> Quick Access Toolbar

[Fi0"
“ meme Dot Pegelayest Fosmetes » tt.
viaom 3 auaan?

7 Ve 58 pmemerdy

Ipelng Arearch Thewsarat  Varciste  New

Conmast ) Vot

Poateng

c’ - 5 o

geage R

Choose commands from: (i)
All Commands

l Command Button [ActiveX Control) "
Comments -
Compare and Merge Workbooks...

[k Compatibility b

4% Compatibility Checker

E Compress Pictures...

F_él Conditional Formatting L4
Connection Properties...

I@ Connections
Connections -

HE Consolidate...
LA . o

[a]

Exam 77-882: Microsoft Excel 2010 Core
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Workbook _J Mk Ohanges «

Nege
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A tamee Aabose

<< Bemove

Customize Quick Access Toolban (i)
For all documents [default)

& save

¥]  Undo
(¥ Redo
.i' Compare and Merge Workbooks...

Modify...
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Quick Access Toolbar ->Compare and Merge Workbooks

—— et Page Lipost Formatec Dats Rreen View o-::« -
Compare and Merge 5@ B 2 @S e
The Quick Access Toolbar should have a L L R A e o ol
new button, Compare and Merge RS | D WD i B e 3
Workbooks. In the image on this page the o - £ | sanuary
custom button is to the right of the Undo and e — T T pw—— pu—
Redo arrows. 2 e Toweer Prrvate Catesng Fita Platie 11272011 Alex $ 15000
3 Oaws Private Catesng Faa Plane WVIS2011 Ales § 150m
4 February Marmeny and Me Sush Coporate  Catesng Banguet 020772011 Ales § S0m
— S Febrvary Database Corsultans Coporate  Catesng s Plan 02102011 Ales § BS0m
ET H 9" G 0 | D : caner cevon miMeSan Copeae Cmeg EstFne QUM Nes 3 100 )
7 March Catabase Corsutants C C s Plat 03052011 Ales $1.100 0
1 &::h Harmorry and Me Sushy ;z:: C:::: Edble Frat 03052011 Alex § S0m
Home Insert Page Layout 3 March  Cawe Prste  Coeteg Edible Frut UMOT/2011 Al s 10000
March Meery Provate C Sslads and Seup  02V011 Alex § S0m
i‘: Apdil l-wvc:?wlm‘ Provate C:: Edble Frat . D220 Alex § 150m
. . . Apeil . e Private (¥ Edble F 4132011 Alex $ 15000
3. What if two people edit the same file? Py e T A e st e .
Say there are two people who go to the same [0 Dottt e T O e L
folder and open the same Shared workbook. By Nomeayoslobli__KCopem Costa ok i Veate Abe: I8 000
18 July Robert Carcl Provate u: Edble Fruat 12011 Alex $ WM
. - ¥ Bay G G ’ Broatdant Buflet 021272011 Conme $ oM
Say User2 clicked on Find and Replace to get - rawer o o) R e e g i e
all of the Pita Platter sales and format the data |25 =5 st S A L
orange. User2 then SAVED her changes. it __ o Crut oo D | E F G H
i Swomy sesrew Service Product Date Sales Rep Amount
Keep going... 7 ey Doy Coumy Gewnmw Catering Pita Platter 1/12/2011 Alex % 150.00
B e Dy Conarmy Govermem
2 e Doy Conwery Govarmima H H
Memo to Self: Some of these examples I Eater?ng Pita Platter 1152011 Alex 3 150.00
cannot really be tested if you are working e (-atering | Banquet 02/07/2011 Alex 5 5000
alone. Catering Pita Platter 02/10/2011 Alex 3 5950.00
Catering Edible Fruit 02/27/2011 Alex 5 100.00

Exam 77-888: Microsoft Excel Expert 2010
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Quick Access Toolbar ->Compare and Merge Workbooks

Updating the Shared File BBl v i fema mn e | Sen Smime

. .I u :.; _J ';J :J :J 4 z J Q.r-w«wumam
4. What happens when you click on v ..,3‘.,.....,. . sl 0 Je et i
Compare and Merge Workbooks? il 55154 | e | S i Tt
User1 and User2 both made changes to - £ | Mone
the same workbook. Say User1 went to T - g g : I |
the Quick Access toolbar and clicked sty P s P Peaieciie | SESWPa 8 Se
3 Janwary  Dadene Davs Prvane Caterng Pea Plamew 1152011 Alex $ Ww
Compare and Merge Workbooks. 4 February MumenyandMeSusn  Coporate  Catwing Banquet WA A 5 0%
5 Febwuary Database Consultants Corporate  Caternng Pra Plame Q20201 Adex $ W
& February  Marmony and Me Suis Corporate  Caterng Editie Fast Q22772011 Alex S WM o
1 1 ' 7 March Database Consultare: Conporat: Ca Pea Planw TIRE201Y Alen 10
MlcrOSOft Excel WI” u_pdate US’er1 S Copy k] Ilu:h ummw&.; C«wl: ch Eo‘(n Famt QIR52011 Alex § S
of the spreadsheet with User2's changes. o o o LT T T
. . . . IC s Ve I~ - =
A small window will pop up confirming that . ses e Poscrons Prvate ‘
12 Apil Uadaty= Wcret Pr
your workbook has been updated. | e s ) s — | k
14 Apdil Harmeny and Me Sush Corporate —— |
. 15 April Water Seth Proaee 3
That was it: Excel compared both My Foneymihfti e e B
. 1 VGs - i I Alex
versions of the Shared workbook and 18 ey Rebet Cet Pase  Coweg EdMeFan  BNMANx 5 W08
' 19 Febe Bay C. Governerert C Eveslfast Bl 02122011 Conrne § M
updated User1 S COpy. ) rmm Mtx: Caverrrrant tx Brestfast Bt 02122011 Connse $ WM
21 Febeuaty Bay C C 2 2132011 ) B L S— -,
. 22 March Bay C
That's that...Let's take up a new topic. 2 Mach 8wy cof Microsoft Excel - _ﬁ
24 March Bay C

2 May Bay C
27 May Bay C -

2 June  BayC The warkbook has been updated with changes saved by other users.,

2 Jure Bay C

20 June Bay G -
u 4 ] Savgls Pwst B
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File ->Info-> Properties

=
4
3

I e — T T )
Document Propertles  —— 2
Every file has Properties. The basic Properties ::., I.nflmndhf)ﬂ .ghn..n Customer Sales 2010 PivotC hart .
include the name of the file and when it was = A C———————— 1
created or modified. =F Onte . -
_ :‘"' AryTea 8% opan (ofy Ind CNeNge By §o% of 1ha workdock - a
1. Try it: Find the Properties Recest vt —
Go to File ->Info-> Properties. - .
Prepare for Sharing
Pret 71 Before oy Thes Tde. be oware That & Chstmns
What Do You See? The Properties include: il R —
Size T s
Tags S ~~LT Size 22.7KB
Last Modified I Ehinntaints [E S Add a title
Created p— T - :| :l 1 t--_
Last Printed ags Add atag
Author Categories Add a category
Last Modified By
Related Dates
Keep going, there's more... Last Modified Today, 11:36 AM

Created 5/30/2011 6:32 AM
Last Printed Mever

Related People
Author eBeth
Last Modified By eBeth

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Document Properties
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@ File ->Info-> Properties

- . » T Cunmorrar Sates 2010 PastChant - Maspoh Brcd 0w o 0
Edit the Properties ? - - oot Poge Layna Formuts Data Feven - v g 9o
Most of the Properties are updated by the a :" Information about Customer Sales 2010 PivotChart
computer when you SAVE a file. Some of the .. R D————— - — 2
Properties can be customized. = Owse ——
2. Try it: Open the Advanced Properties ncon -
Go to File ->Info-> Properties. New e e
Click on Advanced Properties. _— sn | Drevers feg) (el " SPR——
Save & Sesd o - - ———
What Do You See? A Property Sheet with 5 = | Customer Sales 2010 PivotChart Pro perties m
tabs should open. The General tab displays N
the same basic information that was available - —
; ' te G || Summary |Statistics | Contents | Custo
in the Backstage View: name and dates. N e Iﬂl s | Coinis | Dot
Trv This. T Edit the S Titles Customer Sales 2010 FivotChart
ry This, Too: Edit the Summary
You can edit many fields on the Summary Subject: Mew Product Summary
tab:
Title Author: eBeth
Subject
Author Manager:
Manager . . :
Company Company: | Charlotte's Website
Category
Keywords (that's metadata) Category: | Sales
Comments
Keywords:
Type some sample data and keep going... Comments: | Marked as Final 6/18/2011

Exam 77-888: Microsoft Excel Expert 2010
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File ->Info->Check for Issues-> Inspect Document

Inspect the Document =
Prior to posting your work on a shared network
drive or on the Internet you should Inspect the e

Properties for metadata or personal 3 ome

information.
Pecent

3. Try it: Inspect the Document -

Go to File->Info. i

Go to Check for Issues.

Click on Inspect Document. i
Help
) Cptions

Inspect Document 0 e
| @ Check the workbook for hidden metadata

or personal information.

What does it do? Keep going to find out...

Page Lpsst

Protet
Aoasock

B

Chack for
Tosen +

Vasape
Veruson

Formlss Dats  Resew  View  Deveioper Q

Information about Customer Sales 2010 PivotChart
Clsery’ alet Diox

wrvanty Cystiorvas ey XI10 Pactnl hant abse

Permistions EPTErI TR
Anycre can opan copy and ChAange ey 5a% of tha wertdock

opented

Pregare tor Sharng

Befire thareny the Tde be onare AN & (otans.

s RO s
. Prepare for Sharing
Before sharing this file, be aware that it contains:
Comrnents
Check for ) ) ,
r—— Document properties, printer path and author's name

Truricibla nhiarte

£ "':I Inspect Document ies are unable to read
=7 Check the workbook for hidden properties

or personal information.

=l Check Accessibility

|_ Check the workbook for content that people
with disabilities might find difficult to read.

% Check Compatibility

Check for features not supported by earlier
versions of Excel.

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Check for Issues
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The Document Inspector
4. What Do You See?
Meet the Document Inspector.

This tool reviews your work and looks for:
Comments and Annotations

Document Properties and Personal
Information

Custom XML Data

Headers and Footers

Hidden Rows and Columns

Invisible Content

If the Document Inspector finds any
metadata or personal information, you will

be prompted to ignore or delete it.

Memo to Self: Hidden Data cannot be
removed in Shared Workbooks.

File ->Info->Check for Issues-> Inspect Document

& - Cumtormes Sabes X0 ProatChad | Smred] - Mucorsoh Ercel - ) 1
n o " 9° Loyons - s Review PR - @
il Soe E
Information about Customer Sales 2010 PivotChart
u - C vy’ et D wwvent( C wstorves Sabes X003 PrvatC bt abia —v— E—
& Open = = T———r 4
d One . S —————
a9 L] Document Inspecior L
Y A e < . . ——
Protect To check e document fr B selecind coriert, S Irepect.
Recet ATADOC -

¢ Comements and Armotations

Fuepects fe document Y commerts ard ré avetston

' Document Inspector
N ..

| To chedk the document for the selected content, didk Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers and Footers
Inspects the workbook for information in headers and footers,

Hidden Rows and Columns
Inspects the workbook for hidden rows and columns,

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Check for Issues
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File ->Info->Check for Issues-> Compatibility Checker

" s 2008 PranChan -
Check Compatibility n‘ mome  Deent  Pege Loyt : - ..;. Dats  Re .: ..I, Cowepe - - 0=
Microsoft Office 2007 and Office 2010 arein & .=, " *° Z== o == == S, G o 28 S
a new file format: XML (Extended Markup it s Pl et BN
Language). All new files now have four letter M : Microsoft Excel - Compatibility Checker M

extensions. For example, Excel 2010
workbooks are saved as myname.xIsx.

The following features in this warkbook are not supported by earlier
o versions of Excel. These features may be lost or degraded when opening
this warkbook in an earlier version of Excel or if you save this workbook in
Cod lazer an earlier file format.

The format is so different that older versions
of Microsoft Office cannot even open the new
files without a free add-on. People are slow to
upgrade their systems. So, there may be
some Compatibility issues.

T Rl

[ Select versions to show ~

EES

Summary QOcourrences
5. Try it: Check Compatibility Significant loss of functionality (% J
Go to File ->Info->Check for Issues. =
Click on Compatibility Checker. Some formatting on charts in this workbook is not 40
supported in earlier versions of Excel and will not .

e . be displayed. Find  Help
Compeatibility issues are grouped into 2 Location: 'Pivot Table by Category', Shapes Excel 97-2003 I
categories: Significant and Minor loss of o 5 r——— ‘book
functionality. What do you lose? The new Some formatting on charts in this workbook is not %0

LA supported in earlier versions of Excel and will not .
Themes and Styles are not supported by 28 Grand ot | be displayed. Find Help I
earlier versions of Microsoft Office. New = Location: 'Sample PivotChart, Shapes Excel 97-2003  ~ | |
functions such as Sparklines and PivotTable e ey pe ] Check ity wh i thi Kbook
Slicers are not supported, either. ST T L D TETET L AL T f
Copy to New Shee Ok
(Aw, you never let me have any fun.) — — ___ =

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Check for Issues
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Accessibility Checker

Computers have always helped people with
disabilities access information. Since the
early days of Windows 95, computers could
read text out loud as well as type what was
said. The assistive technology needs your
input, though. For example, pictures and
charts should have Alternative Text (Alt Text)
that describes the graphic.

6. Try it: Run the Accessibility Checker

Go to File ->Info->Check for Issues.
Click on Accessibility Checker.

What Do You See? The Accessibility
Checker should be available on the right side
of your screen. The Inspection Results will
list Errors and Warnings.

What Else Do You See? Select an Error or
Warning and look at the bottom of the
Accessibility Checker. There should be a
summary of the problem and suggestions for
how to correct it.

OK, SAVE and CLOSE this workbook.

File ->Info->Check for Issues-> Accessibility Checker

Breakfast BoMet

Cold Platter 300

Eaibbe Frut

Salad and Soup

I i
12 Corporate Banguet |
13  Corporate Broakfust Buflet
14 Corporste Cold Dlatrer [ ”
13 Corporste Cible Frut u
18 Corporste Frut and h'v“c\‘
I ]
I i
Gowernment Broskfat Ruttet o
Gowernment Cotfee and Tea
Gowernment Cockies and Tes |
Gowernment Frut and Veggees | o
Mot Mlatter |

1]

M
35 Gowernment
»

Gowernment

Sweets

24 Grand Total

M4 N samphe Preot Table

ey O

Pt Tatle by Gtegery

Sarrphe P

Z L L T TR RN C ot cener Sakes X118 PretC oot e .
i L 1" A "ge 7w Tea Sanacst » a E ."} ——
9 -
Pocts ’ 7 U »-A-EE® e % P L% et Deiete Format 3 .'::,’_.&,
boad ot et [ »ie o sy
= - £ Produst -
A 8 0 £ ¥ [ " | K o Accessbiity Chacker b
e b £y
! ten

Pot™atiel (Lampre PvotTab
PvotTablel Mol Tabe by ©
Cran 2 Prat Tadle By Categ

Exam 77-888: Microsoft Excel Expert 2010
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Accessibility Checker v X
Inspection Results

¥  Emrors

E Missing Alt Text
PivotTablel [Sample PivotTab...
PivotTable2 [Pivot Table by C...
Chart 2 [Pivot Table by Categ...
Chart 1 (Sample PivotChart)
PivotTable3 (Slicers)
Chart 1 (Slicers)
Category [5licers)
Product [Slicers)

/1% Warnings
E Blank Table Rows
PivotTablel [Sample PivotTab...

Chant | Gample ProtTha®

Pvet®anie) (aary)

Chart | (5

g Naers

ProtTatiel Lampse PactTan

A3t Fedormance. -

How T P

To remces Sent 10wt from »
- PvotTatie
1150 1) et the Peortpnie

2 On Whe PvetTable Toaty

.
wmove Blank L aftew facn >

W s - +*
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File ->Info->Permissions->Protect Workbook

=
r o 1
3

[F1™ -
Permissions and Protection 'l“ e e e MR W e
Security and permissions can be set at many :: Information about Time Sheet 2010 R D
levels. Earlier in this lesson we looked at how ... W —— @ Permissions
to Share or Protect a sheet or a workbook for i o ) R Lﬁ,l? Anyone can open, copy, and change
changes and comments. The following pages B v con coem cony s chamge sy gt ot
will discuss Permissions using the Microsoft ... v . Protect |
Excel 2010 Backstage properties. i Workbook ~
) _ _ e ) | comaeyeattsmcesnncms|| = ——_— -
Before You Begin: This lesson will use a = Suemen propenes v peb s ot | | B85 ol e e
different sample file that has NOT been - e ‘ ‘ sl ks it vead-oully
Shared or Protected. '
Cptsont e D -

:im 3 Y ———— ; i(l =) LEn(ry(pt with Password ' f

1. Try it: Review the Permissions e ﬁl} Require a password to open this !

Open the spreadsheet: Time Sheet 2010 workbook. |

Go to File ->Info->Permissions.
Click on Protect Workbook.

Protect Current Sheet

Control what types of changes people can
make to the current sheet.

What Do You See: The Permissions are:
Mark as Final

Encrypt with Password

Protect Current Sheet

Protect Workbook Structure

Restrict Permission by People

Add a Digital Signature.

Prevent unwanted changes to the structure £
of the workbook, such as adding sheets.

B
\—L:a Protect Workbook Structure
.ﬁ

Restrict Permission by People

Grant people access while removing their ’
ability to edit, copy, or print.

Add a Digital Signature

T

‘-A

Q Ensure the integrity of the workbook by
adding an invisible digital signature.

Let's review these options. Keep going...

Exam 77-888: Microsoft Excel Expert 2010
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@ File ->Info->Permissions->Protect Workbook->Mark As Final

EFd S U0 Vet O} ¥ Wecosso Gl Wi = - b
Permissions: Mark As Final e .
Say the spreadsheets are proofed, corrected :\., Information about Time Sheet 2010
and ready to go. When you Mark as Final e S Semmmt e ot St 2
you are indicating that this file is done: do not . o A e
edit it anymore. B P e rerneck e e e g e —
2, Try it: Mark As Final New
Go to File ->Info->Permissions. o

Go to Protect Workbook. Save 8 Send s i O
Click on Mark As Final - _—

J COptsont E Lo ]
What Do You See? You may be prompted to e | sl
SAVE your work before it is Marked Final. ey
A second message may pop up saying that . Permissions
this step will make the file Read Only. j%y 3 This workbook has been marked as final to discourage editing.
Keep going.. Protect

Workbook ~
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File ->Info->Permissions->Protect Workbook->Mark As Final

[ " 240 [Pand-Ordy) = Mcresat —
Mark As Final: Edit Anyway [0 T T S0 mr s .
3. What Do You See? If you return to the - . m
Home Ribbon, you will see a yellow security A n c : ' ; G " i ; « i v 3
banner at the top of the spreadsheet fiplecaunts ploadey - [fusadey - Woednsadoyi {Tursdoy [-loeidey - ltatwdsy ltewl L
indicating that the file has been marked as : . " - . ” ]
final. a 0
5 o

What Else Do You See? There is an option | .
to override the author and edit the file ‘ o
anyway. s e
If you click Edit Anyway, the file will no i: t’
longer be Read Only and you can change the . ' , d ]
data. : . ° . o s ¢ n
So, this is not secure. o
Do This, Too: Remove the Read Only - - -
Click on Edit Anyway. Keep going...! Home Insert Page Layout Formulas Data Review View Developer

o Marked as Final An author has marked this workbook as final to discourage editing. Edit Anyway

Al - Fe
A B C D E F
1 |Accounts Monday |~ |Tuesfda',r - |Wednesfda',r - |Thur5rda',r - |Frida'gr -

8 | 8 | 8
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File ->Info->Permissions->Protect Workbook->Encrypt with Password

Password Protect a File

Adding a Password to a file increases the :; Information about Time Sheet 2010
security. This is called encryption. o Coee e ———— 4
Passwords should not be easy to guess, oot it —
such as your name or birthday. You should ecest mectbech -
choose a password that is at least 6 New
characters long and includes letters and s
numbers. [y w—
Save & Send s -t =
4. Try it: Encrypt the Document ::M —— S M—
Go to File ->Info->Permissions. 3 b B || B
Go to Protect Workbook. b T
Click on Encrypt with Password. L e
What Do You See? You will be prompted to Encrypt Document
enter a password. Anyone who opens your _
file will be asked for a password as well. Encrypt the contents of this file
Password:
Click CANCEL. Keep going... ssnsns
) ) Caution: If you lose or forget the password, it cannot be
Memo to Self: Microsoft takes security recovered. Itis advisable to keep a list of passwords and
seriously and strives to meet Department of (ERAATE | their corresponding document names in a safe place.
Defense standards. There is NO UNDO if you {Remember that passwords are case-sensitive.)
forget the password!
Ok ] [ Cancel ]
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User Permissions

The security settings shown in the previous
pages are "all or nothing." Either the file is
locked or it is not. The Permissions are
applied to the sheet or to the entire
workbook.

1. Introduction to Permissions by People
Permission can also be based on Users and
Groups. When you Restrict Permissions by
People you can decide who has access to
your file. The Permissions are authenticated
by Digital Signatures: each person has a
secure ID that identifies them.

So, this process has two steps: getting a
Digital ID, and then granting Permission to
Digital IDs that you trust.

A Digital Signature shows who signed this
document and if it was changed since it was
signed. It is a method for determining if the
email, spreadsheet or document is authentic.

Keep going...

File ->Info->Permissions->Protect Workbook->Add a Digital Signature

SO e TR A TR qve Sheet X40 + Mot rervtih ool WETRINNI SR T 1
Form ¢ Sreen - S— %)

X d
n e Dot Poge Lapewt . e
"

Information about Time Sheet 2010

pryn rrants Twne Shoet 2010.sse

Permissions

L"
- [
Recent Wertboch

<8 uﬂlbj'(\d

Lrerwd o Fonsmend

Save & Send e Bs aoe omabie 16 ad
Protuct Cument Shaet

rulp
) Cptins L Proden) Woekboo Ve e

e T

N Bt Penmesscn by Pecple

R it

-H Restrict Permission by People

|__@ Grant people access while removing their  *
ability to edit, copy, or print.

I»,  Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature,

Exam 77-888: Microsoft Excel Expert 2010
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Create a Digital Signature

A Digital Signature can be created in
Windows, not Word. The steps are given,
below. The certificate created with this
program is "self-signed," which means that
it is not independently verified by a
commercial signing server. So, this self-
signed certificate is for personal use, only.

2. Try it: Add a Digital Signature

Go to Start ->All Programs.

Go to Microsoft Office.

Go to Microsoft Office Tools.

Click Digital Certificate for VBA Projects

You will be prompted to enter a name for
your certificate. When you click OK, you
should see a little window that confirms
your signature was created successfully.

Please return to Excel and keep going.

Start ->All Programs->Microsoft Office->Microsoft Office Tools->Digital Certificate for VBA Projects

2

N I Create Digital Cerhi

! This program creates a sefsigned digital cerificate that bears the name you type
‘ below. This type of cerificate does not verfy your identity.

Since a seff-signed digital certificate might be a forgery, users will receive a security
waming when they open a file that contains a macro project with a seffsigned
signature.

Office will only allow you to trust a sefsigned cedificate on the machine on which it
was created.

A seffsigned cerificate is onty for personal use. K you need an authenticated code
signing certificate for signing commercial or broadly distibuted macros, you will
need to contact a certfication authority.

Click here for a list of commercial cedificate authorities

Your cerificate’s name:
|eBeth|

QK | Cancel

Exam 77-888: Microsoft Excel Expert 2010
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File ->Info->Permissions->Protect Workbook->Add a Digital Signature

Sign a Document g ' 7 : -
Here are the steps to add a Digital Signature = Information about Time Sheet 2010 J—
to a spreadsheet. We'll go to the Backstage. & Oven SRS Sign
3. Try "f: Add a Digital S.igr_iature _ ;": o See additional information about what you are signing...
Go to File ->Info->Permissions. Recest wedboet
Go to Protect Workbook. New o : o .

. . . . You are about to add a digital signature to this document. This signature will not be
Click on Add a Digital Signature. pret ‘ visible within the content of this document.,

Save & Send ey o . .

What Do You See? You will be prompted to Purpose for signing this document:
enter the Purpose for signing this - To encarypt confidential sales data |
document. The notice also indicates that this 4
signature will not be visible within the data. Veons* Signing as:  eBeth
Try This, Too: Type the Purpose
Purpose: To encrypt confidential sales data :
Click on Sign. [ Son | [ cancel |
You should see a Signature Confirmation.
Click OK and keep going... Signature Confirmatio

Your signature has been successfully saved with this document.
If the document is changed, your signature will become invalid.

[] Don't show this message again

o]

Exam 77-888: Microsoft Excel Expert 2010
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@ File ->Info->Permissions->Protect Workbook->Add a Digital Signature
Signed Workbook Permissions B o
. . . . e .
4. Try it: ReVIeW the PermISSIOns _— [nh:!m.atu»m about Ium-» \‘In-c-r 2010
When you Sign a Workbook it will be marked as . ... S 4
Final in the Permissions. 3 ome . e
2 b e nd ke ket b ¥ —_—
A Signed Workbook has a Digital Signature. It Racest Lypmnon
is an electronic seal, like a bee wax seal on N :
letters. The bees wax would be imprinted with Signed Workbook
the ring of the man who signed and sealed the @ This workbook has been signed and marked as final. It should not be edited. If
document. anycne tarmpers with this workbook, the signatures will become invalid.
View
What Do You See from the Home Ribbon? Signatures

A Signed Document will have a security banner
at the top under the Ribbons. There is a warning
that the document has been Marked As Final.

There is also a button to Enable Editing. , Permissions
i%l @ This workbook has been marked as final to discourage editing,
If anyone edits the Signed Document, the
security banner will warn that the signature Protect
would be invalid and it will be removed. Workbook ~

Keep going...!
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File ->Info->Permissions->Protect Workbook->Restrict Permissions by People.

@ O T R T 1t 11D - Vb vt R Wt
Restricting Permissions l? e
So far, so good. In the previous pages we 5 = Information about Time Sheet 2010 '
created a Digital ID and signed a document. o oven e ——— 5

The next step is to restrict permission to people o

Permisions

you trust. The people you trust will be identified B | sovenecocoem com: st chge ot of o bt ~—
by their Digital ID as well. Here are the steps. Racest oo~ ——

e | g
5. Try it: Restrict Permission by People e SRS

Start the process by going to the Backstage.

Save &

£ bmrypt wen Pasimces | & contaune
[ Rewuws s priiwen s 10 bpes they BN and st s Paeve

Braes sre unabie 23 resd

Go to File ->Info->Permissions. - e ot e
Go to Protect Workbook. :i e B R s darg e et —

Go to Restrict Permissions by People.
Click on Restricted Access.

Keep going...

2
2

L
© Gt progie acorss while semoving e *
SRy 1o £ copy. eo preet

Bertncted dcoen

Restrict Permission by People W
Grant people access while removing their r
ability to edit, copy, or print.

Unrestricted Access
Restricted Access

Add a Digital Signature Manage Credentials

Ensure the integrity of the workbook by
adding an invisible digital signature.

Exam 77-888: Microsoft Excel Expert 2010
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Microsoft Information Rights

Management Services

When you click on Restrict Permissions by
People you will be prompted to sign up for a
authentication servicer. You need a server to
effectively manage Users, User Groups and
Permissions. Some companies have their own sever
that checks users credentials. Microsoft offers a free
service online.

Information Rights Management Service

IRM is a licensing program, basically. You add a
Use License to each file you want to restrict and
indicate which people can use this file.

When you open a restricted file, you need to be
online so that you can connect to a server, show
your credentials, and download a use license. The
use license say what permissions you are given:
Read, Write, Edit, Save or Print.

6. Try it: Setup the IRM Service

Click on Restrict Permissions by People.
You will be prompted to sign up for the service.
Click NEXT and keep going...

File ->Info->Permissions->Protect Workbook->Restrict Permissions by People

“ " 'ﬂ

o So
[
iud Open

d Ose

Recent
Nea
Prt

Save & Send

) Optioms
%

22

e ee——

Information about Time Sheet 2010
3 > T e Poet 010 va 6
T . e )
N — . . 2

St i g Ehe ados s ne R s Masaguwrmart v e

I mation Raghts Marageeent (SO0 s b v o 15 BT Scate T et of peoge oo Teate o
RO COCe 3 8wl D TRTCE DRGSO OYGANIEIONE L T Swn [GHEE maragmment
worvers. Por Mcoeoft OMcs users wihout scomss 1 e of Sese servers, Moo Drovides & See M
service.

1f you chooee 12 wee s e server
T T e & Wirdows Lve 1D % use Tu serce

You documerts ard ¢ mal
serace. por Oedertah wd e Ghi rérmator by e documert o memage s revried
perewmor. are s Yo e seror. I fol shred

wil rever be sert 1o or shored ot Motesft. When usrg e

Dokt M 2ecA Gecde 10 end T b ace recEmre v heve scoe
-l by ot st Sroe monta, # Sher Mindows e 1D sccounts reman

M0 0t el rever Ge Bt Cortent pratecied By T serace ket regueed % &6 &
e
Do you waret 15 500 up Ao P parvice’
@ Yex, L want 15 g0 up for e See servce hom Mosesht
Mo, 140 not mart o use B servee Som Momo®t
e more ot S e servcy Som Mogeefl

Do you want to sign up for this service?

@ Yes, I want to sign up for this free service from Microsoft.

(™) Mo, I do not want to use this service from Microsoft

—__

The purpose of this service is to digitally authenticate
yourself with a Windows Live ID. Your work and your
emails are NOT stored on a server at Microsoft.
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@ File ->Info->Permissions->Protect Workbook->Restrict Permissions by People
Sign in to IRM - e et Pogelopsdt  Fometsc Dita  Revew View  Devviaper Q
The IRM service uses a Windows Live ID to a :“ I,’“""”"“'i”' about h”"i Sheet 2010
identify you. Getting a Windows Live ID is o Cvetateinbemsmens TSt 7
simple and free. Windows Live ID can be a 4 ome ‘ |
Hotmail and MSN Email account. It can also &
be the same Live ID that you use to log into P sl | Signin to Windows Live
your online gaming. i f‘}/)

. Type the e-mad address and password for your Windows Live ID. .

As you walk through the IRM setup wizard, M Conchfor
you will asked if you have a Windows Live ID e Back
or if you need to create a new one. il e

J Optioms y

0 e 2 Email address: |thecomputermama Bhotmal. com
That's it. The next step is to log into the Voo
Information Rights Management Service. o S
Enter you Email address and Password.
7. Try it: Sign in to the IRM Service " Save my emai address and password
Enter your Windows Live Email address. " Save my emai address
Indicate if this is Public or private computer. © Wiways ask for my email address and password

Sign in to IRM
Click Sign In and keep going, please.. A Picx o % Emempaik
Email address: |thecomputermama @hotmail. com

Password: Ilul [ ITXITTT]
Forgot your password?

Sign in

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks

1.1. Apply workbook settings, properties, and data options: restricting Permissions

Advanced Excel 2010 Page 239 of 298



File ->Info->Permissions->Protect Workbook->Restrict Permissions by People

aree
IRM: Select a User — ®

Seve £5 ¥
8. Try it: Select a User = Information about Time Sheet 2010 GF 2
The first user you should see in your IRM e S 8
account would be the one you just created. o ome .

- 3,‘ Aryore con open, copy. end (hange sy pat of T wodbock - aslESamen

You can click on Add to find or create more Racest et Poperser -

user accounts. Obviously, you can also select ..
a user and Remove their Digital ID. . @ et
Cne wrvent poipd
Content that ped

Gotect ore of e folowrg user accourts B Ceste or open cantent Wi
T2 ume o sccount ek A

Click OK and keep going...
(We're almost done...really!)

thecomputermama @hotmail.com (Windaows Live ID)

Always use this account
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File ->Info->Permissions->Protect Workbook->Restrict Permissions by People

1" e
IRM: Restrict Permissions W - e e
9. Try it: Restrict Permission by User ::
There are two levels of permission: Read and ...

Change. A User with only Read access can
"look but don't touch." Read access users
can look, but they cannot edit, copy or print
the information in your Microsoft Excel
workbooks.

To the left is a button to look up users who
have a Windows Live ID.

Keep going...

Where Have You See This Before? Just like
in Microsoft Outlook, an underline confirms
that this is indeed a valid email address (It is
spelled right.)

gu Read...

Users efleth Des

Formia

wevanty Tume oot 2010 e

Permistions

Aryore oo

Sregace tor
Betioe heng
Do urrny
e

Versions

) There

gu Change...

Sheet 10 Ntresat o R S ) T3]

9

Information about Time Sheet 2010

m open, copy. and change avy part of tha wertbock

4 Zestrct sermason 1 e worbook

Erder e emal adchesnes of uners i e Bead and Change bowes jevangie:
‘someore esamcte com) Sesershe sames i 8 semosiond, ). To seect names
Som P Addhen bock, O e Bead o Oharge Ber

& Reus LY

Lners et et permamor Car Tead T
workbook, but Canmct change, P or Capy
e

& Owee i emosimana @nctagd zn 'y
ad o e et Can (wad 31,
IOy COrtErE HOm_ W e Darge 1B T
oo, G Ao T

e Qptere.

lsers with Read permission can read this
workbook, but cannot change, print or copy
content.

thecomputermama@ hotmail.com

e
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File ->Info->Permissions->Protect Workbook->Restrict Permissions by People

Restricted Permissions “—4 S b P Fomer G R oo 9
What Do You See? The Permissions = m Information about Time Sheet 2010
shown in the Backstage view are Exclusive: ... F R T e R
no one else can open or read this file. o tou — -
_ iu'- 'IL"._ by veu 2an open thn sorkbeok. O people cannet resd &
What Else Do You See? When you go to the  nee e
Home view you should see a yellow security Mrw
banner that indicates Restricted Access. i 0 | o S o b st 8 o
_ o S 1 S chact b -yt i transasue
There is a button to Change Permissions. -
If you go to More Options you can set the A
expiration date for these permissions. Qe a Permizzsions
i ) i%‘ Q Only you can open this workbook, Other people cannot read it.

You can also include an email address so i
that someone can contact you regarding the Protect
permissions. Workbook ~
Very good!

o Restricted Access  Permission is currently restricted. Only specified users can access this content. Change Parmission...

Al - S | Accounts
A B C D E F G
1 |Accounts _Monda’gr - |Tuesday |~ |Wednesday| ~ |Thursday |~ |Friday - |Saturday |~ |Total
2 8 8 8
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Summary

This lesson began by preparing your work for
distribution or publication. The Review
options included Proofing, Tracking,
Comments and Changes. We considered
how to collaborate on a file and combine
different versions into one final workbook.

Share or Protect? The security options were
taken seriously. We looked at everything from
Read Only to Restrictions based on a
verifiable Digital User ID.

Well, you done good on this one. You get two
cookies if you wish.

- e Pags Ligdet [ PR Bata Fhera ew lrar ifme ﬂ ok

A
(ETTH

Information about Time Sheet 2010
A U B Dol it i, Tasn Wil 1] B

Tay ot Workbak

"l TP worttook ha o 1egrid and rmadioed i Sral. | should rot e edded. B

e Lymgy sedba Py el Bk, Fhag sgrd ey sl e grvag o gl - —
s
e Fropenas v
™ il
i Permibuican

-Hj‘ _'- Thrd slwbibinth bus, beawy sk el ot Pomal Vs o] darage gl

L Rrated Salri
Wortbook ———

Prapars dor Tharing
.'-_:] Bl thusg thet Ta, b4 i thit € comtmr
T LETab QrOgRTnt, proDd pubh diad et | st

danea Pacpie

o See additional information about what you are signing...

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Purpose for signing this document:

To encrypt confidential sales data

Signing as: eBeth

I[ Cancel

)
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Test Yourself

1. Which Group(s) are on the Review
Ribbon? (Select all correct answers.)
a. Proofing

b. Language

c. Comments

d. Changes

Tip: Advanced Excel, page 199

2. Spreadsheets can be spell-checked.
a. True

b. False

Tip: Advanced Excel, page 200

3. Which of the following actions can be
restricted in the Protect Sheet
command? (Select all correct answers.)
a. Format Cells

b. Format Columns

c. Format Rows

d. Insert Rows

e. Insert Columns

Tip: Advanced Excel, page 206

4. Which of the following are true about
the Protect and Share options?

(Select all correct answers.)

a. The Tracking is turned on

b. The Workbook is shared

c. A Password is required

Tip: Advanced Excel, page 210

5. Which of the following are Reviewing
options? (Select all correct answers.)
a. Accept

b. Reject

c. Accept all

Tip: Advanced Excel, page 214

6. More than one person can add a
comment on an Excel spreadsheet.
a. True

b. False

Tip: Advanced Excel, page 218

7. Which is true about Compare and
Merge? (Select all correct answers.)
a. Only works on a Shared Workbook
b. Command is NOT available in
Reviewing Ribbon by default

c. Works on any workbook

Tip: Advanced Excel, page 219

8. Which of the following are document
properties? (Select all correct answers.)
a. Size

b. Title

c. Last Modified

d. Created

e. Author

f. Last Printed

Tip: Advanced Excel, 223

9. What is the new Excel file format used in
Office 2007 and 2010?

a. xls

b. xlsx

c. .xlst

d. .exl

Tip: Advanced Excel, page 227

10. Which of the following is true about the
Mark as Final command?

(Select all correct answers.)

a. ltis to discourage editing

b. A file marked as Final has the ribbons
removed

c. A file marked as Final cannot be edited
Tip: Advanced Excel, page 231
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Advanced Excel Objectives
In this lesson, you will learn how to:

= record Macro

. : E Use Relative References
1. Use the Developer Ribbon to record, save and Visual Macros _
run a simple Event Macro Basic /B Macro Security
2. Modify a Macro with the Visual Basic Editor Code Legs Eqgs Pigs

3. Create a custom Macro Button and assign it to with Macros 2010

the Quick Access Toolbar
4. Run a Macro when a workbook is opened

5. Use the Developer Ribbon to record, save and
run an Action Macro to export or import data from
Excel

© 2011 Comma Productions
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@ Lesson 7 : Introduction to Macros

1. Readings
Read Lesson 7 in the Advanced Excel
guide, page 245-292.

Project
This lesson provides an introduction into
Visual Basic programming and Macros.

Downloads
Legs Eggs Pigs 2010.xIsx
Legs Eggs Pigs with Macros 2010.xIsm

Developer Ribbon

tblICustomers.xml
Brown Bag Sales Team.xIsx

2. Practice
Do the Practice Activity on page 293.

3. Assessment

Review the Test questions on page 294.

{E Record Macro

= EUSE Relative References '
Visual Macros | ) 4 lddIns
Basic (i‘-., Macro Security

Code !

Add-Ins
Add-Ins

_i%l M % Properties
==m ool view Code
Insert Design

- Mode # Run Dialog
Controls

3 2 8]

Review Ribbon

E %MapPrnper‘cies Eﬂlmpnr‘c -
E] Q:

fﬂ Expansion Packs ﬁ? Export
Document
““’i Refresh Data Panel

| XML | | Modify
5)8)7 3
Menu Maps

From the Developer Ribbon.

1. Developer ->Code-> Record Macro, page 251
2. Developer ->Code-> Macro, page 254

3. Developer ->Code-> Visual Basic, page 255
4. Developer ->Code-> Relative References, page
257

5. Developer ->XML->Source, page 280

6. Developer ->XML->Map Properties, page 281
7. Developer ->XML->Refresh, page 282

8. Developer ->Add-Ins, page 285

9. Developer ->XML-> Export, page 290

Source

Advanced Excel 2010 Page 246 of 298

More Menu Maps

From the Backstage

1. Eile ->Options-> Customize Ribbon, page 26:
2. File ->Save As Macro Enabled, page 269

3. File->Info->Enable Content, page 271

4. File ->Options->Trust Center, page 273
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@ Working with Macros

A Macro is a series of steps that can be recorded and played back in order. A Macro can be created by recording your menu
selections and clicks. There are several kinds of Macros, depending on the purpose and the actions. An Event Macro does
something when you click on a button or a cell. A User-Defined Macro is programming that makes the computer do the
work.

My mentor, Fr. Paul, wrote a financial database. He watched the church staff go through the process to create a new check
entry: 8 steps. Count them again: 8 steps. So, he created a Macro that walked through the menus automatically.
That's what Macros do: simplify the task.

Start -> All Programs ->Microsoft Office-> Microsoft Office Excel 2010

il 9 e B - T '
Home Insert Page Layout Formulas Data Review ‘»-‘iew:_

j & Calibri 11 A A = == ¥
N _Ié T - . e on
Paste j B I H - _ - {E:‘ - é - == = ;_E t_E E Merge &
Clipboard 1= Font ) Alignment
Al - I~

_k
m
(]
2
m
Bl
(]

"SS55R05 48
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Threg AddNewRow2 Macro: This is a PREVIEW of the completed lesson

. Sub AddNewRow2 ()
What is a Macro? |
Creating a Macro can be as simple as ' AddNewRow2 Macro
recording your mouse clicks as you go ' Another Macro that inserts a new row and formats it the Same as Above
through a process in Microsoft Excel, '
Word, PowerPoint or Access. The steps
are named and saved so that you can ,

repeat the process again with one click. R T T Yy . —

ActiveCell.Offset (-1, 0) .Range("Al"™) .Select

Selection.AutoFill Destination:=ActiveCell
x1FillWeekdays

ActiveCell.Range ("Al:A2") .Selj

All of the Microsoft Office 2010 programs
use Visual Basic for Applications (VBA)
to create and edit Macros.

. ActiveCell.Offset (0, 1).Rangel® e 1 ‘i‘”"*“'
‘N_hat Ar_e We Gom_g to Do? Selection.AutoFill Destinatioly : [t e er=
This lesson is an introduction to Macros x1FillDefault L ¢ a : =

and Visual Basic for Applications. It is not ActiveCell.Range ("A1:D2") .Sele
a comprehensive demonstration on Macro

. End Sub
programming.
As you go through these simple examples Record Macro
consider how you can program Excel to % E [I=piRelative References
make your tasks easier and efficient. Visual |Macros

Basic /Iy Macro Security

Please keep going... Code
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.
r;,::: File ->Options->Customize Ribbon
Li] d T
Before You Begin e —
This lesson requires some preparation. Here is = Irnfmm.)llt’m about Time Sheet 2010
a summary of the requirements: o D ———————
B G ~ Permissions
1. Enable the Developers Toolbar _ ;l‘u'" i i L
can be found in the Advanced Guide to Excel .. L EEE——————
2010 Page 184. - | .
2. Enable the M s 1 5 e fl | Gerera @ Customize the Ribbon.
. Enable the Macros
Formulas
The steps to enable Macros can be found on o
Advanced Guide to Excel 2010 Page 270. am 8 Ml | proofing LN E———
This lesson includes a discussion on macro R— Popular Commands
security levels. Save
il Al Chart Types...
3. Download a Sample Spreadsheet Langeage i Borders
The lesson has a sample workbook online Ad d @ Calculate Now
which you can download if you wish. You can — T Center
also create your own data from the lesson in - =3 e .
the Intermediate Guide to Excel 2010, Page { e ] 5 Condmo.nal C—
1. Connections
_ Al v Jf< | Date
P A . 8 | ¢ | o | e | F
1 |Date !Product Net Quantity Revenue
2 | Junel, 2011 Legs S 3.25 50 S 162.50
3 June 2, 2011 Legs S 3.25 55 S 178.75
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Still Before You Begin...

Try it: Open the Sample Spreadsheet
Open the spreadsheet you downloaded:
Legs Eggs Pigs 2010.xlIsx

Go to the Legs spreadsheet.

The Developer Ribbon is shown In the
example on this page.

What Do You See? The fields in the Header
Row are Date, Product, Net, Quantity and
Revenue. The Columns are formatted for
number: Column A is formatted for Date,
Column C is formatted for currency.

What Else Do You See? The dates in
Column A are a series. This series shows the
workdays and skips the weekends.

Keep going...

Memo to Self: You do not have to MATCH
the numbers shown on these pages. It is
more important that you begin with some
data and understand the options.
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File ->Open
e il Page | iyl Primatic Euata Frora Drerioper ﬂ « B8
o~ -—-cl o Pavoed Wpars G = 1 H regenn ; “..
|-'.ul. ch':l ﬂb:r s A I-::ﬂhl (ﬂu. Irfrv' it !-Ej! bl D-th-‘-'l"i
S B Riwith Sty FrrT . e Gy -
aad 4 e iy Llasly
&1 & | Daiw -
kS B [+ (] E F H i L] M (4] P ] =
LD Jeecdun ket Guamity Revesos
1 a1 W1 Legs & LB 005 1650
3 hane L, Wi Leg £ LB 85 IR
4 bav 1, Ml LeE £ LB B 5 15800
5 banve 8, ML1 Legs £ LB B i HiB
- Sune F, WL Legs g I R % IFRAH
¥ S &, 0L Legs g 53 B4 MR
8 bt S, M1 Leg g a3 B Oo§ oo
3 | purs 10, 2001 Leg i LIS B s
10] e 1, F0L e &% an & dwhan
11 Jufi 14, —
Py ; -7 Record Macro i— Py #  [& Properties
- = = =y & Prop
- ey — ﬁ Use Relative References Q‘J View Code
1 el Wisual Macros . Add-Ins COM Insert Design .
u wel Basic /I Macro Security Adddns | +  Mode @ RunDialog
B o] Code | Add-Ins Contraols
x Jure 27,0
o Al - Jx | Date
il
a A | B c E F G
o 1 |Date !Pmduct Met Quantity Revenue
= 2 June 1, 2011 Legs 5 3.25 50 5 162.50
=
e 3 June 2, 2011 Legs 5 3.25 55 5 178.75
TR
4 June 3, 2011 Legs 5 3.25 60 5 195.00
5 June 6, 2011 Legs 5 3.25 65 5 211.25
il June 7, 2011 Legs 5 3.25 70 5 227.50
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Record a Macro

The Macro Recorder follows your actions as
you go through a process. Let's start with a
simple Macro that inserts a Row and formats
the Cells the 'Same as the Row Above.'

What are the steps to add a row?

Select a Cell

Use the Home Ribbon to Insert a Row

Use the Format Painter to format the new Row
the same as the Row Above.

1. Try it: Record a Macro
Go to Developer ->Code.
Click on Record Macro.

What Do You See? You will be prompted to
type a name for your Macro.

Type: AddNewRow

(No spaces, please)

What Else Do You See? Your new Macro will
be stored in This Workbook. Enter the
description shown on this page if you wish.

Keep going...

Developer ->Code-> Record Macro

[1,.*| T LR T Eyts Pogt vth o res 2000 + Mocrosolt Eocel " IRRIISPRGRDT W TOTI O hde Y
n Mome Dot Pegelaeut  Fomesr  Dots  Reew  View  Dewelage Q-0 n
o s 7 Recend Macre F Mosene . Pmeent o
3 Fre bt teterenies 0 © ”~ ¥ View Cote S tiponsion oty :
veus Meoat Adédm COM et Tource Document
[ro £, Mars Seewnty aodim 9 nn ey . Fanei
st PP —. a bty
Al - £ Date
A 2 < o [ 3 ¥ G " | ) 3 L “ N ) P

' Product Nt Quantity Revenue J—
2 wne L, 2011 Legs $ s %0 5 N

3 une 2, 2011 Legs $ 3 55 1w

4 une 3, 2011 Legs $§ 18 ® 5 150

s une §, 2011 Legs $ 1 6 5 M

§  June?. 2001 Legs $ 1 n S 2150

7 uned, 2011 Legs $ 1 S p——y

’ Juned, 2011 Legs S s 0 s - - 1 & ~
S juneld, 2011 Legs s 38 15 5 2] o L_Ig
10 june il 2011 Legs $ 4 % s | Record Macro ‘

11 June 14, 2011 Legs $ A ® s oy

12 une 1S, 2011 Legs $ A o 5 19

13| sune 16, 2011 Legs s s ws s || Macro name:

14 june 17, 2011 Legs $ A% 10 §

15 june 20, 2011 Legs $ 3 us § 19 ﬁ-ddNEWF‘.DW

16 June 21, 2011 Legs $ 1 120 3§ !

17 june 22, 2011 Legs $ A% 18 § i

18 june 23, 2011 Legs $ 4 1% 3 Shortout E.E'!r':

19 June 24, 2011 Legs $ 18 §

x June 27, 2011 Legs $ AS M0 S Ctr|+

n s

» | Store macro in:

»

= This Workbook IZI 1
» |
b = =

= Description:

P

P A Macro that adds a new Row and formats it the Same as

4 o] Semvary | Legs Fogs  Pgs  Pgs etk Scenas Above

pety T

[ Cancel

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
4.1. Create and manipulate macros: Record a Macro
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Record the Steps

The Macro Recorder is ready, although
you will not see a little media player or
device.

Go through the process of selecting a cell
and adding a new row. The Macro
Recorder will follow your actions.

2, Try it: Add a Row

Go to the Legs spreadsheet.

Select Row 21.

Go to Home->Cells->Insert Sheet Row.

Use the Format Painter:
Format Same As Above.

Select Cell A21.
Use the AutoFill: Fill Weekdays.

Keep going...

Memo to Self: The Macro Recorder
tracks when the steps are right as well as
when you make a mistake. You may wish
to practice the steps a couple of times
before you start the Macro Recorder.

Exam 77-888: Microsoft Excel Expert 2010

Home->Cells->Insert Sheet Row

0" L A
oot Beent  Pagelapeut Fosmetes Dats  Review Veew Deetiape 1] 0
8 “ Catnn AN Smiml ® et Dwe h: B g T~ .
719 June 24,2011 Legs $ 3.25 135 $ 438.75
‘20| June 27,2011 Legs $ 3.25 140 $ 455.00
e |
o 22|t $5,866.25 —
5 ot 3 w0, 3
$ 2 Format Same As Above 4 -
L4 0 €
S fu ' Format Same 4z Below P S f
| o 2D e
2 e ' Clear Formatting E ﬁ%‘f {
14 junelr, 2011 Legs s in 110 3 13780 f"‘l ; g
15 sune 0, 2011 Legs $ 4 18 § m e g
B enmis 3 im  im) 9 <
18 une 23, 2011 Legs $ A 1% § anso oy
i teRiuis 4 A8, N1 :& 14| Junel7, 201 Fill Days N 5 5 ’\F
e 15 June 20, 201 Fill Weekdays | ki Ty "
16 | June 21,201 Fill Months p ki ,% L.
17| June 22, 201 _ . o
Fill Years 3 3 K]
18| June 23, 201 'k“ g‘ ‘n&
19 | June 24, 201 e ~ ) £
% 40w Sumeary | Legs g s Pgs wih Soenaos _ o ’ 2 P o <
ot @ 20 June 27, 201 = - \ \ k.
21 . SEHESH: W 1 \] g]
22 June 28, 2011 ~ :
23

4. Working with Macros and Forms
4.1. Create and manipulate macros: Record a Macro
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rhl‘o:

Stop the Recording
After you insert and format the new row, you
need to Stop Recording.

3. Try This, Too: Stop the Recording
Go to Developer ->Code.
Click on Stop Recording

Keep going...

Developer ->Code-> Stop Recording

i Yeen Page Laynst LT Data

Py T Recond Macre f

Breen Wew e o

| ;‘él{””w m_

Peoe| (@)

— 3 e Besator Beterenie =i

vessl Maost Asdiw COM  buet Des - )

Sosx £ Maess Serwnty ™ . S5top Recording

S~ s B I S |
": 5 (" 5 - L2 ﬁ Use Relative References | 5 i

| —— Visual Macros ) A

2| anel 2011 Legs s 1 %0 5 16250 Basic .& Macro Security

3 unel 2011 Legs S s 55 1M

4 uned 2011 Legs s 1 0 § 19500 Code

5 Juned, 2011 Legs S A @5 m

6 June?, 200 Legs $ A n $ w0

7 Juned, 2011 Legs s s S S M

£ uned, 2011 Legs $ s 0 § 20000

9 une 10, 2011 Legs $ s 53 ms

10 sune 13, 2001 Legs $ A % $ M0

10 une 34, 2011 Legs $ s " 3 wem

13 june 1S, 2011 Legs $ 1 0 § 1800

1 une 14, 2011 Legs $ s 08 § ML

14 june 17,2011 Legs $ 1 10 § 7%

15 June 20, 2011 Legs $ 1 us $ e "

16 june 21, 2011 Leg $ 1 120 § MO0

17 une 22,2011 Legs $ 1 135 § 06

M june2), 001 Legs $ W 10 $ 4230

19 Junedd, 2011 Legs $ 1 ns $ amm

20 _june 37,3011 Lems $ 328 340 § 43300

n

un<e $5.806.35

n

P

>

»

v

»n

» .

B -

W n] Sumrery | Legs Egoe Pgn P weS Scesaon Sheetd  Bheetd V) Bii” - . . L

] IR e () *)

Exam 77-888: Microsoft Excel Expert 2010
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Th s Developer ->Code-> Macros
reg

Find the Macro

Where is the Macro? You can manage o
your Macros with the Macros button. i AP

=
4
3

an - 5~
. . 4 A e
4. Try This: Find the Macro + owe [Rr—
2 , 2011 S s
Go to Developer ->Code-> Macros. Bl mesmag s as | —
4 June 3, 2011 Legs $ s =
h $ L
What Do You See? You should see e —{ AddNewRow
AddNewRow listed in the Macro names. 2 jj::;;:;;: : s AddNewRow i
The Macro options include: [ ienamue s 22
w0 ne 11, 2000 LS
Run 11 une 4, 2010 :: $ s
June 13, $ 2
Step Into T T
Edit M une 7, 2000 Legs $ a5
153 0,014 s 15
Create 1% ::n‘nu :: $ A8
1 22 018 $ 15
Del_ete 1t ::Jl, w01 :: $ A5
Options 13 uneM 0Ll S 3
bl June 27, 2011 L 3.8
Ei
The Description at the bottom of this =
example was added when the Macro was »
creatgd _and_ named_. You can .edlt the » Macrosin: | All Open Workbooks
description if you click on Options.. =
» Description
»
What Else Do You See? You can review =@+ o e i o A Macro that adds a new Row and formats it the Same as

the Macros in All Open Workbooks or . Above
This Workbook. Keep going...

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
4.1. Create and manipulate macros.
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Hello, Visual Basic!

The Macros are written in Microsoft's

Visual Basic for Applications (VBA)
programming language. Here are the

steps to Edit a Macro in VBA.

5. Try it: Edit the Macro

Go to Developer ->Code.
Click on Macros.

Select a Macro: AddNewRow.
Click on Edit.

What Do You See? The VBA Editor
should open in a new window. On the
left side should be a VBAProject.
Each sheet, and the tab name, is
listed in the Excel Objects.

Keep going...!

Memo to Self: This is the same VBA
editor that you can use in Microsoft
Access, Outlook, PowerPoint and
Word to program Macros.

Developer ->Code->Macros-> Edit

A

e I e LY
—3 |Efune Retatier Rereioairi

4 i Vo b o
o Fie i1 Wew et Foma Dowg B Do pddln fiedew b
EE-dd & AH S e o0 oas X5
cqred - Rt

& E BRI~ H

W Pt it airin

it ¥roael Fage Lapies Fatmadis Data Erera en

L7 RN

ﬁz-w-«h o

&
= (v g

o e N i e

a Microsoft Visual Basic for E E Macros ZﬂlﬂEsx - [Modulel [Cudei-

ications - Legs Eggs Pigs

| i#% File Edit View Inset Format Debug Run Tools Add-lns Window Help

Elg VBAProject (Legs Eggs Pigs wit

-5 Microsoft Excel Objects

B3 Modules

----- B Sheetl (Summary)

Sheet? (Legs)

Sheet3 (Eggs)

Sheet4 (Pigs)

Sheet5 (Pigs with Scenarios]
Sheetd (Sheet?)

] Sheet? (Sheet3)

--3¢"| ThisWorkbook

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
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PRl eE-d 4 @B o ponoak s EFE @ Ln2cl
Project - VBAProject | IIG-eneral} -
L3 _ =

Sub AddNewBRow ()

' AddWNewBow Macro
' A Macro that adds a new RBow and formats i

Selection.Insert Shift:=x1Down

Range ("AZ20") .Select

Selection.fntoFill Destination:=Range ("
Range ("A20:A21") .Select

Sub
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Review the Code

6. Try it: Review the Code
The Macro Code begins with:
Sub AddNewRow()

Where Sub means Subroutine.

The next six lines are Comments.
The Comments start with a quote
mark. These Comments include the
name and description for the Macro.

Selection.Insert Shift:=xIDown
This shifts the Rows down (x1Down).

The AutoFill is programmed for
Weekdays (x1FillWeekdays)

What Else Do You See? Look at the
Range for this Macro. There is a
specific Cell selected ("A20") and a
specific Range for the Destination:
("A20:A21").

That means our Macro adds a new
Row at Cell A20. We can do better...

Developer ->Code->Macros-> Edit

W Pt it e 050
it ¥roael Fage Lapies Fatmadis Data Erera en Lrariget
e gy T Rted Maarn \,‘;r' = &z A Prgene aﬁj
.-E —: e mrtar dereioain —gr b 4 o Caede

o Bl Bt Wew et Fomel Diwg B Tech bbbl liiedow  Help

L7 RN

ﬁz-w-«h

£

| Pt s}

BE-ud 4 @a¥ 9c ¢ o and 5%
P Wbz :

Scb AdstevRon ||

55 Maroas Enorl Oty
W] St | Carvmary)

W] St Fign w S
W] et (et
St [t

B e R

9 Mo ESd Sub
o in

,.
FEEEEEEE o wio e win

ERERECDE

Sub AddWNewRow ()
|.

' AddWewRow Macro

e Bange{=AI0EATL=} , Balean

' A Macro that adds a new Row and formats it the Same as Above.

Selection.Insert Shift:=xl1Down

REange ("RZ20"™) .5elect

Selection.ButoFill Destination:=Range ("AZ0:AZ21™),

REange ("RZ0:AZ21"™) .5elect
End Sub

Exam 77-888: Microsoft Excel Expert 2010

4. Working with Macros and Forms
4.1. Create and manipulate macros.
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Developer ->Code-> Relative References

Erd - o
Create Another Macro e e oy T 0=2
The first macro used Absolute Cell References. | = dvemwmmnn 0 50 5 i - ZETR—— b,&;,,
You can also use Relative Cell References when " = ] Record Macro - 7
you record your Macro. Relative References Az - = =9 .
means the new Row will be added below any Cell = S [E EPTRCHINEREIETRICE) e ——
. y 1 owe woduct | Visual Macros — i
that is selected when you run the Macro. i Basit /1 Macro Security
4 ,“-."OS 2011 Legs l:l:ld&
Before You Begin: Minimize Visual Basic. et s a]  m's e
You should see your spreadsheet. 13— e It
Delete the S le R T W + ¢ | Record Macro - &lg
Delete the Sample Rows e
o to the Legs spreadsheet. 5 e 5 s w4 | | Macro name:
Delete Row 21 and 22 (the new rows). Bl Menmnue (s a8 us$ s AddNewRow?
14 une 21, 2011 Legs $ 1 120 $ 2
. v Jurwe 22, 011 Lepn $ 1 125 5 ¥ .
Use Relative References 18 meenaniep  $ 23 w0 s 4 | Shortout key:
" une M, J011 Ley s A s 5 4
Go to Developer->Code. B e e 15 a1 sts <} Ctrl+
Click on Use Relative References. 1 |
Store macro in:
bi -
7. Try it: Create Another Macro This Workbook E|
Go to Developer ->Code.
Click on Record Macro. Description:
Type a Macro Name: AddNewRow?2 A Macro that adds and formats @ new row. This Macro uses
Store macro in: This Workbook. Relative References.

Description: Type a sample description.
Click OK. Keep going...

OK, ] [ Cancel

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
4.1. Create and manipulate macros.
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Developer ->Code-> Stop Recording

1" i ]
Record the Steps q‘ et | Bt Pegelogn Formviss Ot Resiew  View  Developer . o R =48
8. Try it: Record the Macro J e & o e Pt | | E 593X A
" " ! P o |B I R-|@ A EBE BE Hupetown- $-% » 22 ,::_:”'. "’::'.Hv‘: Wi | Ovite Format | Sed & Find &
Select Row 21 (the one with the Sum). Cgpessd = - . e U dmmR R Sy 8
Go to Home->Cells->Insert Sheet Row. az1 . . o wan et |
A ] < o € ¥ G " ! L3 L A3 | a
ODwte ot et Quamity Revesve e fh
U th F t P 1 t . : June L, 2011 Legs " $ A8 0 $ 1% B
s€e € rorma ainter: 3 Junve 2, 2011 Legs S 38 S S 1w
Format Same As Above. i Atus 03B 83 ma :
e d, Legs L S s ML
& June?, 2011 Legs $ ™ $ 22750 '"'i'"' 5 -
Select Cell A22. | R e ) B E < : f?a
AutoFill to A23: Fill Weekdays S oamemmien  $am 83 ms 9l .
) - 10 sune 13, 2011 Legs $ s %0 § M0 Delete Format {2 Sort & Find &
n June 14, 2011 Leg $ s ®" 4 wen - .
= = Filter = Select -
n June 13, 2011 Legn $ A 00 § 00
Select Cells Baz:E22. R Insert Cells Editing |
utoFill the values to B23:E23 13 meemlep M3 s § Inm
TR T Insert Sheet Rows P
! June 21, 2011 Ley $ 3 0 % a2%
GO to Developer '>C9de. 1: ,«.m.v‘ o ..:ﬂ-. $ ::s ju $ aam [ P | {
Click on Stop Recording. B rmies tin oo
n &mﬂ
2 LE Insert Sheet
Keep going, please... =
5
]
n
»
0 -
e w ey | Logs Eges  Pgn A ] »
oty 3 WG s - +
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Compare the Code

9. Try it: Review the Code

Go to Developer ->Code-> Macros.
Select a Macro: AddNewRow2.
Click on Edit.

What Do You See? The VBA Editor
should open in a new window. There
should be two Subroutines:

AddNewRows () and AddNewRows?2 ().

What Else Do You See? In this code
ActiveCell is used to create a Relative
Reference.

Try This As Well: Close the Editor
Go to File->Close and Return to
Excel.

Very good.

File->Close and Return to Excel

g it Peptlipld Famals Dew Bpew vew  Geresgen & igh o il
[P . [ Tr— = i # Fevepato  § Pmaea 1)
4 & B 9F Y E 5 L1
— —2 e Rtateer Betnromin . " gl Ve Coe & ity iy = b e
Wenisd BRI Aggdm  CORE an Dyugn Saan Deommnt
[ (s Mwtre Sotety dddden v Mode ' MenDuiey *] e Parai
e L ek g gy
] - & -
A B € ] E F ] H L] ! L] L L H L+] P ag ‘
Date Peodin Wt Auantity Bivesus q

!:sua::st:rzln;::ssa:a;::::s

dane 1, WL Legs § R 30§ 18230
— o L L Trp—, y
J:: (M e pEr Yew e Fpme Debeg Ben Jook it ekl - &N
Rl (=R S N N - 3= - e - IR "

FRATY | m—rrr— mllm =] [t o

et (=1 = 7

[ ub acdsiewrou ¢ =

Sub AddNewBRows ()

' BddWNewBRowzZ Macro
' Another Macro that inserts a new row and formats it the Same as Above

Selection.Insert Shift:=x1Down

ABotivelell . Offsec (-1, 0) .Range ("&Al1l"™) .Select

Selection.futoFill Destination:=ActivelCell.Range ("Al:A2"), Type:=
X1FillWeekdays

Activelell.Range ("Al:A2") .S5elect

ABoetivelell . .Offsec (0, 1) .Range ("Al:D1"™) .5elect

Selection.futoFill Destination:=ActivelCell .Range ("Al1:D2"), Type:=
®X1FillDefault

ABctivelell.Range ("Al:D2™) .S5elect

End Sub

Exam 77-888: Microsoft Excel Expert 2010
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Run the Macro
A good programmer tests every step. This
is a good place to Run the Macro.

Before You Begin: The Legs
spreadsheet is open. Row 22 is
Selected .

1. Try it: Run the Macro

Go to Developer ->Code->Macros.
Select a Macro: AddNewRow2
Click on Run.

What Do You See? A new Row has been
added to the spreadsheet. It is formatted
the same as the row above it and the date
is the next weekday.

This could be easier. Keep going...

Developer ->Code->Macros-> Run

[ T S Loy: Cyys g woh Mores 200 + Mecroreh Exca TR WA 77T 93|
a Oevesapes Q &0

Poge Lapont  Faematas Dats  Revew  View

3
128
1
128
15
1
Juned, 2011 Legs 18

Nt
Jone L, 2011 Legs s
$
$
s
$
$
$
June 10, 20118 Legs $ 31
s
$
$
s
s
$
$
$
$
$
$

1

2

3 Mne L 011 Legs
4 June 3, 2011 Legs
S Nne b, 2011 Legs
$ June 7, 2011 Legs
7 Janed, 2011 Legs
L

L]

10 June 13 2011 Legs
1n June 14, 2011 Legs
2 Mune 1S, 2011 Legs

15
L5
s
13 Mune 14, 2011 Legs
M unell 2001 Legs
15 une 20, 2011 Legs
15 June 21, 2011 Legs
17 June 22, 2011 Legs
June 23, 2011 Legs
une 24, 2011 Legs

3
15
35
L3
15

13
15

AMaTe Pt adde and Srmas 8 vew 1w Ths Maos et |
1 Ratatve Geferences. | | —

3.25 130 S

Bune 27, 2011 Legs
June 28, 3011

422.50

fEUNNRURUENINEGE

18 | June 23, 2011 Legs 5
Ny — 19 June 24, 2011 Legs 5 3.25 135 5 438.75
peowr ;2 20| June 27, 2011)Legs 5 3,25 1140 § 455.00
21| June 28, 2011Legs $ 3.5 140 $ 455.00 |
22 55,866.25
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@ File ->Options

Add the Macro to a Button e ... -
Macros are more User Friendly if they can be a : Information about Legs Eggs Pigs with Macros 2010 :
found on a button. The quickest waytoadda ... RO SR 2
Macro to a button is with the Backstage 3 ome .
Options. On the following pages, we will B rvereconcom comn nd chunge sy pat ot e
create a new Group on the Home Ribbon, Recest wedbeek S
then add the Macro to the Group. o
Pregare tor Sharng

Pt - Befire tharwny thes fde be owane That & (omtimns
2. Try it: Go to the Backstage R s g ey Sionuks somanlt SO P S s S——
Go to File ->Options e

e
Keep going...! e 3 .
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Th::: File ->Options-> Customize Ribbon
E ﬁu"'“' . Pt o Macren TETOTE)
Customize the Ribbon — et == i
:1 What Do You See? The Backstage will - " A0 -== - e e 0 BB e TR A
list the Excel Options. Customize Ribbon .~ = d inipinin L8t A AN i My T e 3
is the one we are looking for. _m . £ | Date
¥ A & < £ ¥ 6 " ' ) X L 0 N 0 » Q
i
3. Try it: Customize the Ribbon :
Click on Customize Ribbon. 4 -
Choose commands from: Macros. . 4] cumomze the misben
¥ Uhorie commandy Nem
L] Maoee
What Else Do You See? In the example P
on this page there are two Macros: u A Adiratom
AddNewRow =
AddNewRow?2 * o
Keep Looking: On the right side you will s + ¥ Baagreund bemees
see a list of the Main Tabs: Home, Insert, Y —
Page Layout, Formula, Data. 2 Cmtomttere: (SR
o Imgeatipot ©
So far, so good. We found the Macros. 5 r— | =
Keep going... »
5 | Choose commands from: () Customize the Ribbon: (&
<. |Macros EI i |Main Tabs EI
Fessty
s AddNewRow Main Tabs

Home

& AddNewRows2
[¥] Insert
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Add a New Group

Custom buttons need to be placed in a -
Custom Group. Here are the steps to
create a New Group on the Home M -8

Ribbon.

4. Try it: Create a New Group
Select the Home Ribbon on the right side.

Click on New Group.

Keep going...!

File ->Options-> Customize Ribbon-> New Group

9T o Mairen

-~ e Page Lapon Formotac Data Frea em Corigo
-
f Catpns AN Smiy @

BRIy L

S e Tea Cate

3|
fee

z
i
1

)-A. EEN nie il.'ﬁ.(m' $*% * 48 Conctonm '—.. (C.

£ Date

June 1S, 2011

June 17, 2011

June 29, 2011

IR NN NGRS EEEE R EE e ewalwn],]
E
¥

MNew Tab ] [ﬂmﬁmup] [ Fename... ]m_m_m_z —

Customizations: 6

Import/Export = |
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Hello, New Group

5. What Do You See? A New Group
(Custom) has been placed on the right
side on the Home Ribbon. By default, the
New Group has been placed last on the
list, under the Editing group. You can use
the Up and Down arrows to reorganize
the Main Tab if you wish.

Keep going...

Memo to Self: Say you changed the
order of the Groups on the Home Ribbon
but that made it more difficult to find
anything.

You can Reset the Main Tabs and return
the Home Ribbon to the way it is by
Default in Excel 2010.

File ->Options-> Customize Ribbon-> New Group

W with Macres
Wit e Pegelaet  Famets  Data  Revew View  Destieper

™ ‘ Caster AN "amy B Fwsten Duee . rﬂ a Lﬁ, bl = l 1 : ’r ﬂ
o
St . o« S A . . . Condtionst Format  Cob et Dmlu-c Jats head
te 7 L IV ] & A EB . B dvepscme $-% +» 422 - e *;" . - Q.
Chpbonrs Fant 3 abgrment . mbes e Com
a1 - £ Date
A L] [4 o 13 ¥ 6 H U ) L] L o N
Nt Quaraity Revenue |
Jone L, 2011 U 5 325 50 § 16050 |

Bl cuncmice the Rbben

1}

2

3

4

b

L]

7 uned d0it Cronte commans hom

& uned 0N Pootng Maost - -

s weetnoudl ., ) Main Tabs -
10 june il 2011 F Agrvv— 7 -
1 june 14, 2011 W— A saturntiom? = Home

QST St Clipboard

13 June 14, 2011

14 unet?, 20N Faont

15 une 20, 2011 —_
16 sunes 001 Alignment =
1 e 22, 2011

1 e, 2011 Mumber

» june 4, 2011 ¥

B nume2, 20 Styles E
21 jume 28 2011 Cells —
2 e 2011

a Editing E]
»

= Mew Group [Custom)

» [

2 Insert

2 | Page Layout

» e ge Lay o
0

"o | ey |

e E Hnﬁu Tab i [ Mew Group ] [ Rename... ]

Import/Export = |0

Customizations:
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r,,::: File ->Options-> Customize Ribbon-> New Group
Edit the New Group e — — L
New Group (Custom) doesn't really e el P, DAY A e P ¥ 3y oo zr.ﬁ
mean a whole lot to my users. Let's gl Sy X i 1 i Pormmng: o - - | 6
rename this Group. When you Rename a _m - £ Dute
Group you can choose a Symbol to help i <
Users find a Group as well as a Display 2 hnel 2001
3 June 2, 2011
Name. 4 wnedlon
: m:::: 5&" Cuntoemaze the Rbbon
6. Try This: Rename the Group - R (oot om .
Select New Group (Custom). 3| sunese, 2o Symbol:
Click on Rename. B mese s - HQOQA ! @ HLH -
12 uneds, 2011 v x
13 june 14, 2011 & T _*
Whet Do You See? A new window will 14| june 17,2000 DEm @ @ ERCRAREE e
prompt you to select a Symbol. e a v FHE7T2.83QTFT
Type a Display Name: Macros. -2 Y@pmL2OH 8009
Keep going... = BT soNNN
sees n e 28, 2011
> 9oms 2 OODOOEDOE =N
. SDULHE L8 6 %*
» AAX vROMT Bé Fi=
Frpanpen—. L \ogs Fage Pan " g i Sconaven “Shaetd Shaetd 1D b zD@E#'EﬂEiJﬂ%JB ¥
L
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Add the Macro to the Group

Here are the steps to add the Macro to your
new Macro group on the Home Ribbon.

7. Try This: Add a Macro to a Group
Choose Commands From: Macros.
Click on AddNewRow?2

Customize the Ribbon: Main Tabs
Select the new Macro Group.
Click on Add.

Try This, Too: Change the Display Name
Select AddNewRow2.
Click on Rename.

What Do You See? A new window will

prompt you to select a Symbol.
Type a Display Name: Add New Row.

Click OK. Keep going...!

File ->Options-> Customize Ribbon-> New Group

£° L Lk ot cres O
Mot e Pegelaeut Femetss Duts  Review View  Devtiape s P08
A e AN Seig B et Cune . h: B B - a ; ,r
acte . c| e A . . . - Conditionst Format Piet Driete Pormat ot & |
-y ®Wru- 3 A EE R RBE® Guepehcmnc § % @A e R s | o - 70
Cipbaard Fort % Abgrment 3 Toomber 3 oo Cenn Parog
Al - £ Date

L3 (3 r_n £ 3 ey i i 1 s I At N o L
Prodduct
; Jene L, 2011 Legs :ﬂ 3.5 9 Rename
3 wene2 2011 §igen ontom il
4 wned 201 g -
CREPT TR — Symbaol:
8 wnevaoudf —
7 » , M0 | f
Dol e ||| OOQA ! O HBNE@ -
mne o, 201t | .. ] L
soamln, |[|[DERReNARDes .
12 e 2011 4| Ao saverEs@rTaesEQY

‘:83333323&2255:55::

e 14,2011 O
une 17, 2011
hune 20,2011 g |
sune 21, 2011 O
mee2 200 Q)
mnezsdon |
sune 24, 2011 Y
nune 27, 2011
June 28, 2011
une 29, 2011

FTERPpm L2 L 8 0HLD

BELZOseellOM
O0O0O00C00C e mk .

DHEMESLEEEN
AAX vEEORT &g =
pimSoinodvan

m

Display name: |Add New Fow|

| ok

) (cance
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Home ->Macros-> Add New Row

e P |11 Eyn gy = o Uartn X33+ W mrreh Lol OO
Run the Macro n.& ‘ v M.. 'Mf._ b - X })06 .
What Do You See? There should be a L el M Y e aroad B e - T A A
new Macro Group on the Home Ribbon. .~ R i T~ o " =
The Add New Rows button should be in Az - % |
this Group. 1 Owte 5 »u:ut hﬂ( Quamtity e , ' " : : Q'.‘
2 wne L 2011 Legs $ 1 0§ s
3 wne 2 2011 Legs $ 18 5 S 1Imn
So, Try It: Click the Button B 8
Select Row 22.(the one with the SUM) & mermiig 5 33 M w0
Go to Home->Macros. e
Click on Add New Row. 3 june 1o, 2011 Legs s 1 & z e |
10 une il 2000 Legs $ 18 % 29050
11 une 14, 2001 Legs $ A4S % S wan
Did It Work? You should see a new Row 1 »eisies @on s me s % [?a @
that includes date, product name, price § ST Sas sam E - L
and quantity. The formula in the Revenue el s O~ Sort& Find & | Add New
column should be there as well. 118, 3 e T | e
$ 3 18 § 4w Editing | kacros |
What if it Doesn't Work? You may fin _eise
receive a message about Macro security. Rl
| o | =
First, save this spreadsheet as a Macro- |
enabled workbook. Here are the steps: |
e % e 219 June 24,2011 Legs $ 3.5 135 $ 43875 __ *
e R | ) ‘ :
Second, edit the Macro Security. Here are 20| June 27, 2011 Legs 5 3.25 140 5 455.00
the step: page 270. 21| June 28, 2011 Legs 5 3.25 140/ 5 455.00
22 L June 29, 2011 Legs 5 3.25 140 5 455.00
23 55,866.25
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7';*.
ree Home ->Macros
T :
Add the New Macro to the M et teme sewe e _tew tefe ST -
. B e R T SR e - KO P cani- | ra @
Quick Access Toolbar i Sy W Ee A EEE RE S $on o WA e e fw T E vy st
You can add your mighty Macro to the Quick @ - B ] sl meer Bas e b
. . Al - Dats Lustomice Quick Loorm Foslba i
Access Toolbar if you wish. - e = —T , : T T | -
LEse et wet Gty Sevesoe Cveiiasin 1he faaen |-|
. 1 B L JOLL Legs 5 1B L[] Vil 1hr Edibas,
Try it: Add a Macro to the Toolbar : ;.ne:.ﬁlltum i i:: : : ]:E
- - baned, |
Right-click the Add New Row Macro. 5 ;.nea.nuig 5 1B @5 HLs @ Eﬂ: Insert = T v ﬁ Eﬁ @
H H & v T, ML g kB W E N7
Click on Add to the Quick Access Toolbar. | =7 0 &0 0 3 Delete - | [g]~
_ T TN TR Cell | Sort & Find&  Add New
What Do You See? In the example on this S| anenmuig |3 15 3 s : ' bl i ' I
. 11 Jurse 14, X011 L
age, the Macro is shown as a round, blue T R T Add to Quick Access Toolbar
5
icon on the Quick Access Toolbar, to the right e T L T PR
of the Undo and Redo arrows. a3 ol tep £ L3 a8 g amm Customize Quick Access Toolbar...
Pur 20, H001 Leg g LB 130§ O ——
eI ML Leg 5 ks 15 e Show Quick Access Toolbar Below the Ribbon a
sufe 29, JOLL Lo L 130 % 43130 | -
P 24, 3011 Lagi g 1 155 4 4IRTR
Memo to Self: If you choose the other T e Customize the Ribbon...
. P 28, HO01 Lag i i 40 4 45500
option, Customize the Quick Access B ey -~y Minimize the Ribbon

Toolbar, the steps will be similar to the ones
we just walked through for the Home Ribbon.

T 5T O T

Home Insert Page Layout Formulas Data

' eesss————TT

— @ B Calibr %]I e
— =

Past T
aste I u-|:
J

-

FTHYHYEHEEHNNEEESEREEER

Clipboard = Font ra
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Thr:: File ->Save As

Save the Macro & b e ea famts Oun frien en Gemaer - :

. _~|_‘ caukn u A e B et [ B rﬂ g 5 semen - X W’ﬂ @

When you complete the Macro recordings you /= SR 1 b el e R e oDt 1 D il 8
need to save your work as a Macro-Enabled ey - __ : e R i 5 e e
file. Macros are code. It is different than the - - £ Date :
default Excel file format. This page shows how _— R O O N . 355 A O PAORT 5 AT LT O

1
to save your work. The next couple of pages 2] ol ol -
discuss the security issues. 4| el il g
5 g &, Hii1 Legs
[ ] g 7. LD Legs
H'N ¥ &, Hrid
Try it: Save the Macro Bl e s D
Go to File->Save As. 3| june i, 200 Lt
16| e 13 HILD Legs
I e b4, HIid Lege
What Do You See? The Save As window will [ =550 =
prompt you to fill in the following: 1 sune 17, 201 Legs
15| e 20, MO0L Legs
16| urer 21, HOLD L F—— E
- . 7 5 Pda nwrar Legeign -t i
Location: Your Documents library B 37,2000 g A —
19| pare M, ML L Setanrs allath
. . n Fufsl 27, 011 Ligkd Tnge: Acd aisg
File name: Legs Eggs Pigs with Macros 2010 & =mssnuw
ay Save [hambrad
o
Save as type: Excel Macro-Enabled Workbook =
.-l
n
Click on Save. 5
»m

Then Close the Macro-Enabled file Legs Eggs a2
Pigs with Macros 2010.
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File name: Legs Eggs Pigs with Macros 2010

Save as type: |Excel Macro-Enabled Workbook

Enabled
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File ->Info

Enable Macros in a Workbook E, P, e K - - oy :‘;05
. . ' Conte S ] s = »- o e Tea Cute *! IS J . £ "
The Macro Enable workbook icon has a security e T .: e _;:wm. e ke fﬂ { Pouse- @ & 0|
warning: an exclamation point. What happens R U] _ -~ i v ] R
when you open a file that has Macros? §) Socutty aming  biocses howt been Susbied. | Gnstie Comtant -
Al - £ Date v
A 1] < o [ 4 ’ o " ' J L3 L ~ N o > u.
X . 1 Peeduct Wet  Guantity Revesue 5
2 June 1, 2011 Legs $ A %0 $ %0
-:,' 3 Jane 2, 2011 Legn $ A s s nn
[ 4 Jone 1, 2011 Legs $ 1 0 $ 1900
'] 3 uned, 2011 Leps $ A © s s
* s Jane 7, 2011 Legs $ s ™ s W0
7 el 011 Legs $ 1 ™ s Wn
] e, 2010 $ 1 0 $ 000
L E P k] e 10, 2010 :: $ 15 5B s
eqs S FIgs une L $ $ m
n mne 15, 20118 Legs s 5 00 § W00
Try This_ Enable Content n ane 16, 2011 Legs $ M 5 MLE
- “ Mne 17, 2010 Legs $ 5 10 § ¥ .
Open the file you created in the previous lesson: e e PR
Legs Eggs Pigs with Macros 2010. 17 mneillep  $ 33 15 5 &6
] ne 23, 2011 Legs s 1B 10 § %
5] ne 24, 2011 Legs S 15 135 § 4aan
What Do You See? There should be a yellow R A
security banned at the top of the spreadsheet. By = wwemmie s s :
default, all Macros are disabled in Excel. = L} Security Warning Macros have been disabled. Enable Content

Who Do You Trust? Macros are code: code can “l
be programmed to run viruses or malware thatcan oo v

compromise your security and your privacy.

Only Enable Content from trusted sources!
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Security Warnings

Macros are a security risk. Microsoft Excel
also displays the security warning in the
Backstage View of the workbook.

1. Try it: View the Security Information
Open our macro-enabled workbook.

Go to File->Info.

Click on Enable Content.

What Do You See? By default, Active
Content, including Macros, are disabled
because of the potential hazards.

You can Enable All Content and make
this workbook a Trusted Document.

The Advanced Options allows you to
enable the macro for this session, only.

Click on Advanced Options and keep
going, please...

File->Info->Enable Content-> Advanced Options

0

2E
Eratie Y

et Femsr  Cets  Rewew we  Drwiope (7]

Heme  bnen Pay

i sove )
Information about Legs Eggs Pigs wath Macros 2010

»

Lave &y

« et eBet Documerty Logs Eggs Pugs wdh M res 2000 sbym 1
3 Oom

4 Oos

Recent Carton
N (nable AS Content
Noew \ Moy rAaSe 1%, & Mo | MTive (GPEent

D

Security Warning

Active content might contain viruses and other security hazards. The following
content has been disabled:

Enable
Content =

Macros

You should enable content only if you trust the contents of the file.

Enable All Content
Always enable this document’s active content

{make this a Trusted Document).

Advanced Options

Select which active content should be enabled.
This content will be enabled for this session only. )
== e e ey sepyenaerenge e palt of this workbook.

Protect
Workbook ~
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Security Alert-Macros

2. What Do You See? The Macros in the
workbook are disabled. When you click on
Advanced Options you will be notified with a
Security Alert for Macros.

What Are the Options? One of the Advanced
Options is to Enable content for this session,
only. That means the permissions are revoked
and the Macros are disabled when you close the
workbook

Click on: Enable content for this session.

Click OK, Keep going.

File->Info->Enable Content-> Advanced Options

" o mome Logs Ly ogs wath Moot 2000 + Micorsah Exc o R ——— =TT
n e Beet  Pegrlaptet  Fermetss  DMs  Revew  View S—- 9=908
n 3 - ) aniiw = - < B et I
B [ 1" ArN "mip » o Tewt Cate 'Iﬁ % b il o ’r ﬁ
o2 . o Ae & : . . D c rer C = ot & N
Ty WsE-H 24 BB FE Duopscow- $-% » U vwmrn‘vu‘:g:: it s 4o Pltn+ Tatet:
Chpbond Port . Lngrament . e e e terng

1) Sounty aveng  Macnt Rt S6en Saied Lrae Contert

Al -
A L]
2 [Product
2 Jane 3, 2011 Legs
3 Jane 2, 2011 Legs
4 Jene 1, 2011 Legs
3 Jone &, 2011 Legn
[ Jene 7, 2011 Legs
7 Jone 8, 011 Legy
: Jne, 011 Legs
b e 10, 2010 Legs
w0 ne B, 2000 Legs
1 Mane M, 2010 Legs
12 o iS5 2000 Legs
1 ne IS 2000 Legs
M une 7 2000 Legs
i e 36, i e
15 une 2L 2000 Legs
17 ne 22 2010 Legs
June 23, 2011 Legs
June M4, 2011 Legs
Mne 27, 2011 Legs
Nne 24, 2011 Legs
e 29, 2011 Legs

& Date

P rin
Minn i harve beers i M gl (el e o T ooty hacerds On
ol eralee T (et sdess i Al T wns e of P e

Warreng: It m sot poawbie to determne thet thes costent came from o
thes he

rowrce Yow comtent
womtent proveeies criticel hanctimabty and you rest #s sowrce.
M rfrmeton

Pie Pamc C:ers e Documents L ags 108 s i Macos 2033 den

T ]

@ Cratie cortert b B semmon

T A e L ook

Macros

P

—_—

Q

-

Macros have been disabled. Macros might contain viruses or other security hazards, Do

not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the

content provides critical functionality and you trust its source.
Mare information

File Path: C:\Jsers\eBeth\Documents'\Legs Eggs Pigs with Macros 2010, xlsm

(7} Help protect me from unknown content (recommended)

i@ Enable content for this session
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Thre File ->Options->Trust Center

@ il Ay »mh'.‘u
Macro Security | —— c9-08
The example on the previous pages showed ,_j a-
the options for enabling Macros when you S

open a workbook. 1) Socusty muning

& Pnah Ase
- Sebect [
34 r g e
Q HEp e pour Socuments dale dnd [our COmMEUr Tecire and healthy
Taeman

Ly
T —

Macro Security does not have to be "all or

1
nothing." Some Macros may be quite useful : —
while others are risky. . = General
y 3 e Help keep your documents safe and
Security can be managed in the Backstage . os Formulas
. 9 Trust Covter - -
View as well. :‘: Procling Protecting your privacy
12 nels on
1. Try This: Review the Trust Center 13 junets, 201 Save Microsoft cares about your privacy. For more ini
Go to File->Options. | see the privacy statements.
Click on Trust Center. 18| net, 201 Language
- 2me i a — Show the Microsoft Excel privacy statement
What Do You See? The Trust Center offers = oz P, =fficz.can D'Wéq’ tatement
several links to teach you how to protect your :; :::2:: PE—— Customer Experience Improvement Program
privacy and security. 2 ustomize Ribbon
B Quick Access Toolbar Security & more
Keep going... n
» Add-Ins Learn more about protecting your privacy and s
= Microsoft Trustworthy Computing
Trust Center
Microsoft Excel Trust Center
The Trust Center contains security and privacy s+
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Trust Center Settings

2. Try This: Edit the Trust Center
Settings for Macros

Go to File ->Options.

Click on Trust Center.

Click on Trust Center Settings.

Trust Center Settings...

What Do You See? The Trust Center
lets you review and edit the settings
for accepting macros from Trusted
Publishers, Trusted Locations, and
Trusted Documents. Microsoft, for
example, is a Trusted Publisher with
thousands of macro enabled templates
on their websites.

The Macro Settings by default
Disable all macros with notification.
You can also choose to trust macros
that have been digitally signed.

Microsoft does NOT recommend that
you Enable all macros.

File ->Options->Trust Center-> Trust Center Settings

i‘ e

Page Lapoat Formatss [ rven ew Coveniguer -9 oo
- ; . .
k== A e R . imm = = i ewets X @
! A - = e Tet Carain L.;, b »
": = » < ’n 'ﬁ C s X iz:trnv a e
. . . «As ¢ . . P endtonsl Fomst el wah  Add
g @IE- B A BER EE Suwnicomw- $-% » NI Fomatting = oa Table ~ Sytws = SIPOM® 2% Pagr Selds  Raw
- . ((-ulw Se— . B - - ) tonng Macray
Y Muﬂ — U
G o
Al —_— @ HED Loep your G3Cuments 1afe and ptur COMEUIY Ledure asd haslthy
P ormada o L ag
~

Pectng

Duabie o mocro wéhout rotiiegbon
© Desbie M Mot wih motiiianan
A0 M Dasbie of macro1 evcept Sgaly vored macron

Lrabie 08 macres il cevimmended PIREEy Sangerins (it (88

Derwrtoges Masre Lefhogs

Truc meters b Whe B4 poapect olyed) model

Trust Cér:lier

Trusted Publish
rusted Publishers Macro Settings

Trusted Locations -
(1 Disable all macros without notification

Trusted Documents @ Disable all macros with notification
Add-ins (7) Disable all macros except digitally signed macros

") Enable all macros [not recommended: potentially dangerous code can run)
ActiveX Settings

Macro Settings Developer Macro Settings

D Trust access to the VBA project object model

Protected View
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Run a Macro On Open

. . - Add-Ins Design
Microsoft Excel can be programmed to function ¥ £ greances Develanes -
. . A 3 ] E F ———
as an application. The spreadsheet can open : , - T T e T (= B¢ Map Properties [ Import
automatically to a form for data entry. Another 2 AL LSS L asurte hs 83 Balingw e _ -
import function is to refresh (import) data from . wasiss SMeanter s 3478 Marjore ane += Expansion Packs 8y, Bxport
H § | &1/ 2011 495 2 Riis Barwieity 18 At SUUF[E ¢a
an external data connection, such as a T i b e .;Refresh Data
database or XML. T | 62872001 808 & Al vl 41001 Sheradan R
& /382001805 T Alles e 185 XML
5 | &/3/3011 8905 E Asderian Cattiing 1700 Pabsa By T L AN | ey
. T [T T i ol ] St Towrifil L o 1y
The example on the following pages will illustrate ., Zummie e e — ———E— | vk
the steps needed to connect to an external L ey B L i o v
source, an XML file, and examines the tools for 14 aj2a/201 0 13 Attarian Mary 240 fecaacuniy MyTown LT
. . . o 4l 14 Avenill Fatrioa T180 Mackingm My Town Ml YL
working with external data. We will also createa . 15 Bachman Madiicn 2083 Five Lakee B ayTen M amed
1 H 17| & 18 Bachman Brasdoes EE7 Kafd Adsmyvila Ml Eai LY
macro that updates Fhe connection automatically !’ o Sacden  Bamd — e
When the Wor‘kbook IS opened_ it ] 1N Baibey Bryan 1114 DHiken RS Adsmiveilia L2]] ARaLS
0 15 Rair Darvelle 71 WorchanSer Dr by T Ml AR
Fi I Raker Corey AT Cancacte ©F ey Ty Ml AR
e 11 Ralcom FeREY 197 Lake Kapeasing B Wby Tomm i A
Fi 17 Balyeat Fllen 10018 Wilioweood Adamiveile Mi ARANE T g ran
M 11 Bangrodt Faty ] Bainbow Lane Wby Towm Bl FReer] :“_‘:_"m_
= -
2o/ LastMame - | FirstName | ~ | Address1 ¥ s e i
o 742 Welch David 2314 Lavelle Rd po) e
© 743 welch Pam 5196 W Pasadena Ave ¢ o 4
Randy T . ~ [ -
744 | Westnick Jeremy 6513 Mccandish
745 Wheeler Brandi 307 Chamberlain 5t
746 | Whitcomb Jeremy 2563 Lisa Dr
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Import data for an unlisted format by using the Data
Connection Wizard and OLEDE.
From Microsoft Query

Import data for an unlisted format by using the Microsoft
Query Wizard and ODBC.

[
[E]

This will Open or map an XML file into Excel.
Keep going...

" Rl _ .
Before You Begin: Get the Data ™ — =  Ea e A -
: o T8O 8 I tl Tl 3
You can ConneCt Excel to many Other sources 'r:-.:A m’ from '-:-C"!\-u l-:n\'; lo':n il ;,: Famar ( v.’m;“ i‘-‘—;w :u: ,>-x‘<:«ulv -v.rjl ,>4 u-,,..o '.s;r.x
including an SQL Server, an SQL Analysis T e v Comadim | 28" R TR T R 1
Service (such as the traffic data available from al B e W e T
your commercial website.) ,!j 8 A - —I— | ) « . Moow o ’ ———
2 y  Tooem XA Suts Separt
3 - Oper or map » WAL 44 mes Laooel
An XML file is data table of information. It is a 4 ] _
table so there is a table structure (the fields and . Gt Wt e
the relationships) as well as the data. B o ——
Ps) 2 ? o =i = ) @ \Gs] Connections 5 -'
. . . 0 ’ | : Z¥ |Z|a
Before You Begin: Open Legs Eggs Pigs with = o =i [ =1 ud 5 Properties
Macros 2010.xIsm Macro-enabled spreadsheet. . From  From  From Cuam@indy | Edting | Refresh - 2} Sort
" Access Web  Tewt | Sources = | Connections Allr == L &
Download the tbiCustomers.xml as well. u
18 Get Bxt o From SQL Server
1 .
The example in the lesson uses a customer table = Al (=EH ﬁrf; ESET‘;?TTC;E]IE E‘: Sijﬁlf:; I?f; t?ﬂe' Import data
that was created from a table in Access. = : - port
2 Fiy B ;] From Analysis Services
. ’ [ [4 Create a connection to a QL Server Analysis Services cube,
23' Ttry T:;I'S' kGeP: E)t(tergal ?at[a Cell A1 2 L ] e Import data into Excel as a Table or PivotTable report,
o to a blank sheet and select on Ce . s 2 — import
Go to Data ->Get External Data. » = Data Import
Click on From Other Sources. - 3 | e e A B N N SR R
lick on From XML Data Import. -
Click o ° ata port ” 5 From Data Connection Wizard
L. 5
]
7
B

[
oy il
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7
rh::: Data ->Get External Data->From Other Sources
R FTET o o P s Vo B0 £ W S =17 I
Select the Data Source ﬁl} T e r”’ T — .
2. Try This: Select the XML File S8 6 v Sy Nl T, &8 3 22
The next step in the process is to Browse " ™ = ‘oo oo o o e e e A

for the XML file. This screen shot shows
the XML file in the Documents folder.

When you are prompted, find and select
the sample XML file.
Click Open. Keep going...

Thoughts to Consider: Macro security is s
managed by Trust: Trusted Publisher, -
Location, or Trusted Document. Microsoft *
recommends that the XML file should be »

saved in a Trusted Location. -
2
>
»
. New Source...
nny
File name: tblCustomers v [XML Files v

Tools ~ [ Open v] [ Cancel
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@ Data ->Get External Data->From Other Sources

Get External Data

Where do you want to put the imported data?
When you click on Get External Data you willbe ...
prompted to choose a worksheet. :

3. This This: Choose a Worksheet
Go to the new, blank worksheet.
Select Cell $A$1. e

© DU he 1 4G oEeet

AsL

What Else Do You See? The other options = Tovrg oo

include adding the data to an existing worksheet. = e

This option would append the data: add to the » v | (]

existing rows. You can also put the data in a new

worksheet. 18
i r

: : n Import Dat

Click OK. Keep going... » . ek 2 —
= Where do you want to put the data?
» @ ¥ML table in existing worksheet:
= $as1] Fe:
= (71 Existing worksheet:
=
= =5As1 Fe

(71 Mew worksheet

| o) (2] (o
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Hello, XML Data Table

4. What Do You See? The XML data will be
displayed as a Table in Microsoft Excel.
There are filters in the top row on the fields.

What Else Do You See? The Table Tools
should be available. On the Design Ribbon
you should see two useful Groups:

Tools: for PivotTables or Remove
Duplicates

External Table Data: to Export or Refresh
the External Data.

Keep going...

Table Tools

e

- Yoot Page Ly

Tabie Namr

o
-~

Tablel 3" remant Cuptcater — 3

T Reae Babte ) Comvet 10 Range

Proertes
Al »
A

->Design

i Semmance win Peottabie ™ N X Megetsn 7 Header Bow Pt Cotumn =
x J St Bow Lot Conmn -
Liport Ratren e
. 7 BandedRews  Bended Conmen
Teeh Lelrral Tabie Dats Tote Sty Cotions
£ gerensted

i -
1 &/2/211805 1 Accardo James 976 S Ballenger Commerce Township Mi 43423 (820) 231 7ESS "!
3 &/20/2011808 1 Aderms James $180 Crafvon Dv Ltamsvite M {517) S55.8018
4 &/2/2011808 3 Mesander Uss 2478 Muwjone Lane MyTown L AE507.  (B10) 5551284
S &/28/2011808 4 Alen taverty 18 Mckeghan Wy Town L2 &5507.  (B10) S55. 2262
& &20/2011805 S Allen Timothy 3015 Grandtlane hd MyTown M 45512 (B10) S554%4S
7 &/28/2011808 b Alen Velma 4101 Shervdan R MyTown M &5532.  (E10) S55. 1048
& &/20/2001808 7 Allen Vichael "12ses My Tewn “i SE507.  (510) 559948
 4/20/2011808 & Anderien Cathenine 1729 Palmer My Town M SR04 (B10) S55 887
10 &/28/2011 808 9 Anger Dawre 518 Serech Comemerce Township MI 43423 (R0) 2513272
11 4/28/20118:0% 30 Aschen Jelfrey 803 Saw Gerass Trad Adamyvite Mi &5458 (M17) s
12 &/28/2001 808 11 Argentine Cusbeth 435 Allen Garders Adamweite M 45458 (A7) sssa0m
1 &/28/2011 805 12 Assaf John MyTown L SR04  (R10) S3s-maw
4 &4/20/2011 808 13 Attarin Mary 2408 MyTown i 4E%07- (810) 3559978
15 &/28/2011 808 M4 Averdl Patnoe 163 Mackinew MyTown M 45506 (810) 355931
18 &/20/2001 808 13 Bachman Madinon 2002 Firwe Lakes R MyTown M ARS04-  (820) 3558363
17 &/28/2011 808 36 Bachman Srandon BI87 Net Adamveite M 45458 (317) 35529
U &/20/2001 808 17 Batley Gerald €00 Pairson St MyTown L 4RS00 (BI0) 35587
e e — g e e R R
2’1”:31:2 Table Name: i Summarize with PivotTable @ Properties
2/ 81
wavxuss (Tablel E'E Remove Duplicates 4 COpen in Browser
A, : Export Refresh .
warmnse ‘3 Resize Table ._,fij Convert to Range - - £2 Unlink
&/20/2011 81 :
/2021185 Properties Tools External Table Data
&20/2001 84 -
&/28/2011 8% =
s Al - 5 | generated
Ry 7]

C

8 generated Bd customeriD B LastName Bd FirstName B8l Addres
2 | 6/28/2011 8:05 1 Accardo James 976 5 Ba
3 | 6/28/2011 8:05 2 Adams lames 9380 Cra
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Th,:: Developer ->XML->Source
E o e U e Vo i Mo U Grvio £ AW 7 R =~ -t
I ranl Fage Lapnm Pt madas fata Frera ea Lirroper [ & ﬂ o B8
Show the XML Source e & ] G0 b Iren [T S (@
Let's use the Developer Toolbar to show & @weswmssnmn 5 200 B8 T e 0 & s Stn
the XML maps in our workbook. ety e e T e iy 5
&1 » & geeented I
1)

5. Try it: Display the XML Source

i
Go to Developer >XML. X ety il
Ciick on Source. i o= = =f i
CRLTE T TEE 5 Allen Fieswsthry LS Gradblane B Wyl i a2 _J'lw
What Do You See? The XML Source will © i S T atoun S prveery
be displayed on the right of your XML s o — == o
table. This XML Source is similar to the 13 a/28/2001 808 30 s ey s sawcens AL SOUTCE O
Field List in a PivotTable or PivotChart. 5 {iinis e S ML maps in this workbook: -
e 3 dget T |da1ﬁmnt Map El
When we imported the XML file, Microsoft === it i EnPaieae =
Excel creates a map of the table structure = s 17 By Gl e Penonw B dataroot
and, by default, named it dataroot_Map. & iacae A T -3
et me s | 2 thiCustomers
The XML map includes all of the fields in = s 2 bebyust Eilen Wl | e = customerID o i e,
the table. You can drag and drop the S wemins vt e somretie B 20 = LastName e e
fields to the spreadsheet as you would to 7 - o e | =] FirstName R REUE
create a PivotTable. B vafiss - — s sessasaut B IR o =l Addressi .t e |
e s o v | L S Addressd i
Keep going... e ———— =-ig City YEE———
-] Value
..... r‘;l State
..... r‘;l Iil}
----- &l Phone
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Developer ->XML->Map Properties

2] e e TR\ i Fipgs Pegr veth Lt o A0+ Mot Enpl PO | R R - . e R
= Mt Pt Pglieee Pl Del Bpany  Vew | Dbt Exiign @ogd
XML M.ap _Propertles _ e & i DT [ S 3 g
6. Try This: Find the Map Properties o s BT ot e s & v s e P s
Go to Developer ->XML. L s i T T
Click on Map Properties. a1 - | prnaraned . -
[= F b -
1 ;-rm-r-nl -r.m:u.:--um-mr ﬂllumﬂ.ldd-nu ; = precpamr .
2 &IEA001805 1 dettirdn HrTv LERY SR Conermice Towsdhis M1 4B F—— -
What D.o Y9u See? The XMI- Map 3 | &/382001 8305 2 ASemis Fimmiri 'JI’:':I.'!I.:’“D’ Adarrriville * L] _, ‘:ﬂ
Properties include the following: L | YT ] ) Iélg = @ F==r
Name leamits . Map Propertics = s
XML schema validation st ' e 1 Frathame
Data Source: this option lets you Save the » Xaau—— Name: | dataroot_Map w204 2 ::wa...“‘“‘.
e . L] 1
data source definition in the workbook. | waamiem | %ML schema validation woe 2 vetee
Data formatting and layout LY ST : 1y 1 oo
9 y 'L: L:EJ::: 1' [ validate data against schema for import and export ‘L’f" | sy
15 &/ 383591885 1 AgE
What Else Do You See? The XML Ma 15 8/u/aen1 s Data source g
Properties determines what happens P e i I ==
P : ' pp 18 &/24/2601 8205 1 Save data source definition in workbook 4z
when the data is refreshed or imported. By ] =
53] 4001 a8 "l Data formatting and layout wiiod
. . LT P
There are two very different choices: B worroma v x Adjust column width el T
. Y] . 4 afafan1a0s SR P B
Overwrite the existing datq V\{lth newdata Il - Preserve column Mter el e
Append new data to an existing XML table = smsmuss ) L | —
77| 8/20/2001 108 ] PFEEEF'U'E number Formattlng 48207 | ot button on S Lnk Sookar .
| &2/2001 808 ABENE | [Cpses = | | s,

I OA 300 8905

The default is to overwrite (replace) the 0 w/2ai2en s {i| When refreshing or importing data:

data when you refresh or import.

So far so good. Click OK!

TR @ Overwrite existing data with new data

(7 Append new data to existing XML tables

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks

ARCER Wiy Mags for Espert

_[' I Tipm for mappeng WL
L]

1.1. Apply workbook settings, properties, and data options: XML Map Properties

Advanced Excel 2010 Page 281 of 298



=
4
3

T‘k
Th,’:

Automate the Update

The next step will create an Auto_Open Macro
that will Refresh the XML data automatically
when the workbook is opened.

1. Try This: Create a Refresh Macro

Go to Developer ->Code.

Click on Record Macro.

Enter the following when you are prompted:
Name: Auto_Open

Short Cut Key: Control+Shift+R

Click OK to start the recording.

Try This, Too: Record the Steps
Go to Developer->XML.

Click on Refresh.

Go to Developer->Code.

Click on Stop Recording.

Keep going...!

Developer ->Code->Record Macro

B I R
Mame  Bwet  Pagelmedt Femusi  Ces B Leveripn Cengn

owew  View
S v ] Retart Matrs J-) — 2 % # X teorves | ¥ T3 v hepenner  Pimpen o
D A e et Retererens 4P W W hvew ot i teserin Poas =D tiost -
Vel Masoes Adddne COM  Dreert Design Cocumeme
[ 1 Mare Lacuny Addia - Mose U Muntuig o Retvesn Duta Farei
Caade { Ade Contraby | o ey
Al - S generates

1

2

3 6182011 805
4§01 B0S
5 82011 805
6§01 805
7 &0 B05
& 6282011 805

ey Macro name:

282011 808 Auto_Open

282011 105

6/28/2011 808
&/28/2011 805
6/28/2011 8:05
&/28/2011 808
/282011 808
6/28/2011 £:08

Shortout key:
Ctrl+shift+ R |

6/28/2011 808

Va1 el |This Workbook

&/28/2011 808

/2872011 805
6/28/2011 808

Description:
&/28/2011 108

AR & Macro that will Refresh the ¥ML Data when the workbook is

L]
0
1
12
13
"
15
]
1
:: 6/28/2011 8:05 Store macro in:
2
n
n
o
24
-1
e

6/28/2011 808
37 /282011 808 DDEFIEd.l
&/28/2011 B8
» om0 808
30 &/28/2011 805

Jevnl Sy lem

featy 7
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Developer ->Code-> Macros

A0 T VT ey Cygs e v Mo 0107 Wacrevc il N~ R . - et ol

Test the Macro e el ¢-°%
In the previous step, we created a new Macro = e = ST L i L
and assigned a Shortcut Key. A Shortcut e Ty ] W - Rl B et ] 2
Key lets you run the Macro from the an . £ nmssiza
keyboard. Let's test the new Macro. T e S e pom—————
M3 wekh bam 5196 W Pasadens Ave MyTown i 45504 (810) 5555496 2acract mao -
144 Westrck Jerermy 6513 Mocandish Asamsvite L 48858 (S17) 5852008 - gr— 1
Before You Begin: Set up an experiment M3 Whesier Brandi 307 Chamberiain St MyTown MI essos. (eac) S5-2097 | e
136 Whincemd Jeverry 2565 Lsa Ov Commerce Towrahip MI 43423 (8200 2318173 & HCuomen
Go to the Customer Table. 247 White Commerce Township Wi 48023, (830) 281,961 1 Cumtomerto
138 Wh Sarvuel O 6027 Dets LS My 4550 0) 55N
SeIeCt ROWS 4 through ROW 771 : e 'h\‘:: lethe l’]ﬂ\\'"’:: . V\VZ:: :: &80 r(:(’) 5.\: My jm
Delete the data, 750 Willett Terry 5401 Glenn Ave Adamivite i 48458 (S17) 8882138 | Address)
751 Willams tarsa Levatey samvvile " (17 sss.a017 v v
:: \:\::Ma Mebisa ::; Minsetonks :nm :I :o): (:;m is;::u ) m‘:-"'
- - 753 Wilhams
2. Try it: Run a Macro with a Shortcut Key w766 Wyatt Robert 5269 Kimberly Dr
Type: Control+Shift+R. :”:‘:‘: 767 Wyden Kristine 2281 Baxter Toad
What Do You See? By default, the data was ... 768 Young Cathee
replaced when it was updated, not added. N 760 Young Elizabeth 4206 Woodrow
This spreadsheet had 770 customers before  #: weea 770 Zeek A
M) Woods
the data was deleted. There was 770 ot €€ aron
customers after the Refresh, not 774. % g 771 Elizabeth 555 Main Street
. e M A4k M| Symima Legs “Eags . Pigs Pigs with Scenarios | Customers
Save your changes.Keep going... Yoo _l y (Legs (Eggs /Pigs  Pig 1 £
mae  Ready | @ |
i ) m Elaabesn 555 Maun Street
Memo to Self: Remember, the first Row is <5 o] Somery e e Ve Pu wth Sconsnts | Qustomers 3

-

the Header Row. So, there are 771 Rows in
the Customer table when you include the
Header Row.
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File ->Open

0 O R ey Cyps Pogs wth Wocors 1D Wicoesc Eocl WO~ RSN = - - LM

Run a MaCI'O on open “ e | Bom ’...l..»»,,- Formetss T Raivr Vow | Dewieser
When Microsoft Excel opens a workbook, it ' ) ‘ .

’ ; L M A-EEE R $°% v (WY Contbonst Femat Ca .,
looks at the code in a file called Auto_Open. .~ A . e 11 i g LI i
There are some limitations to using this . B iome_ ;
method. The Auto_Open Macro runs before
any spreadsheets are opened or created, so  * % e i Conmers Tewpip I __4bcts-_ i) 2022006
you might see an error. P ) ) —
Before You Begin: Delete the XML Data 2
Go to the Customer Table. s
Select Rows 4 through Row 771. >
Delete the data. B
Go to File->Close. 1
Save your changes if you are asked. .
3. Try This: Test the Auto_Open i
Go to File->Open. ~
Find and select the Legs Eggs Pigs 2010.xIsx LastName « | FirstName[~ | Address1
spreadsheet 2 :

= 742 Welch David 2314 Lavelle Rd
What Did You See? The data in the v 743 ' Welch Pam 5196 W Pasadena Ave
Customer Table has been refreshed. » e Jeremy 6513 Mccandish

. B 745 Wheeler Brandi 307 Chamberlain St

746 | Whitcomb Jeremy 2563 Lisa Dr

Exam 77-888: Microsoft Excel Expert 2010
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Adding the Export Tools

Consider This: The previous lessons
focused on importing data into Excel and
managing it with the Developer Tools.

Exporting XML data requires downloading
a set of tools: the XML Tools Add-in. The
Add-in is available from the Microsoft
Download Center.

When you click Download, you will be
asked to walk through the installation
Wizard. You will also be prompted for
your Administrator password.

Getting the XML Tools Add-in is the first
step. Keep going...

Developer ->Add-Ins-> Add-Ins

Wadown M Mipssdects  Mdownlash sy ppen

B3 Excel 200

Qe liks

§ Oy

[y e————
L ]

# Mdelsar eiveedmn
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[ B Excel 2003 Add-in: XML Taols Add-in - InstaliShield Wizar =)

Welcome to the InstallShield Wizard
for Excel 2003 Add-in: XML Tools
Add-in

The InstaltShield Wizard(TM) will help instal Excel 2003 Add-
in: XML Tools Add-in on your computer, To continue, dick
Mext.




¥l

Developer ->Add-Ins-> Add-Ins

Tl o R Loyt Ege Pegr with Mietros 00T + Ietroott Emrel IR 1T ) R R e T
Add the XML Tools M o e e e e "8-e*
2. Try it: Install the Add-Ins 1 [ guosasranee & 53 50 W Gn (B gonmans ean B
Go to Developer ->Add-Ins-> Add-Ins. o O ] R oo B el et 2
Browse for the XmITools.xla. 0 . [ Add-Ins F L&M . -
Click OK. T . S | - T —
Keep going... Add-Ins available: I -

[] Analysis ToolPak

(] Analysis ToolPak - VBA
Eura Currency Tools

|| solver Add-in

¥mltools

¥mltools

Exam 77-888: Microsoft Excel Expert 2010
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Hello, XML Tools

Look for the Add-Ins Ribbon to the right of
the Developer Ribbon. You can use the XML . 7" o
Tools to Convert a Range of data into an e

XML List.

3. Try it: Convert a Range to an XML List

Go to the Legs spreadsheet.
Select Cell A1.
Go to Add-Ins-> XML Tools.

Add-Ins-> XML Tools ->Convert a Range to an XML List...

T o -

Comvet & Bange 16 4% I Lt

Click on Convert a Range to an XML List... . .

Keep going...

- s B T 1A, 5 o
P - l
y 0 T 6 £ G 6 0 1 ) « L ™ ¢ 0 Source -

1 Date Product  Net Quantity Revense [T 04 mage i 50 morkbock:

[ werdihes 5 ams 05 16250 dntarsor Map )

3 Jume 2 2001 Legs 5 axm 55 5 1M = r— —1

4 June 3, 2011 Legs $ A8 ® 5 1950 1 genersted

s June 6, 2011 Legs $ s 65 5 2112 o ’bf—*w‘

6 June 7, 2011 Legs S s S s -

7 s Millegs 5 338 %5 M B

L] June 9, 2001 Legs S A8 0 5 M0 | Addrew1

$  June 10, 2011 Legs $ An 85 5 M2 - ?ﬂt—?

30 June 13, 2001 Legs $ A ®0 5 MW v Sy

$ axm 9 5 WA ) ::,*

12 June 1S 2001 Legs S 18 100 § X500 )

13 June 16, 2011 Legs S 8 105 5 a0 i Phone

M e 1l 2001 Legs $ A8 10 § Wrse |

15 June 20, 2001 Legs $ A 1s § 9

36 June 11, 2001 Legs $ s 120 § 000 |

17 June 22, 2011 Legs s .

18 June 13, 2011 Legs $ ¥ML Tools ~

19 June 24, 2011 Legs 3

30 June 17, 2011 Legs . .

N JmedMullegs  $ Convert a Range to an XML List...

22 June 9, 2011 Legs s - Sag Pe
Create X5D files for the XML Schema at the active cell o s
Refresh all the XML Maps in the active Workbook ey
Display the active cell’s XML properties e

Exam 77-888: Microsoft Excel Expert 2010
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Convert Range to XML List

4. Try it: Select the Range

You will be prompted to select the Range. In
this example the Range is from A1:D22 (all of
the date, product and revenue data) but it
does not include the SUM in Cell D23.

What Else Do You See? You need to
indicate if the first row is the Header Row.
Yes, in this example the first row contains the
column names.

Click OK and keep going...

Add-Ins-> XML Tools ->Convert a Range to an XML List...

A D T o (B ot My P W rvish €l RIS - - e S

B o S Rt e O e e Oreeooe
e Connand il %
Al . = os| Convert range to XML List M
A ] <
{Date Product Reverne

i

2 June 1, 2011 ANl Products § LSID!
3 June 2, 2001 Al Products §  LES6.
& June 3, 2001 Al Products § 15004
$ June 6, 2011 Al Products § 1943,
L]

r

L]

L]

I Leas!SAS1:8D522 ;I

Juse 7, 2001 Alproduets & 28814 | — | Ize first row as column names?

™ Mo, first row contains data

June B, 2011 Al Prodects § 2231
June 8, 2001 Al Products § 23754
June 10, 2011 AN Products § LS38
0| June 13, 2011 Al Products § 2662
11| June 14, 2011 All roducts § 2806
12| Jume 1S, 2011 ANl Products §
13| June 16, 2011 AN Products $
34| Jume 17, 2001 Al Products §
15| June 20, 2011 AN Products §
16| June 11, 2001 Al Products $
17] Jume 22, 2011 Al Products §
15| June 23, 2011 All Products §
June 24, 2011 All Products § 1.9

¥ Yes, first row contains column names

[ Use Advanced Options
Advanced Options

L
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Data Formatting

5. What Do You See? You may see an error
message that the data contains formatting
that is incompatible with the format specified.

The conversion options are:
Use exiting formatting

Match element data type
Cancel.

Click: Use existing formatting. Keep
going...

Add-Ins-> XML Tools ->Convert a Range to an XML List...

Eras-ws Legs Fipgs Pogs worh Moo
Mame  Buet  Pageiiet Pemuisr  Duts  Revew  View eveligtr  Adedw =008
-
e 5
- £ Date
A 8 < o £ ¥ G H | ] x L “ N o "
| el 2om $ s 05 M0 i
3| Juse2 2001 Legs $ A% PR ‘
4| Jumed, 2001 Legs $ s 05 WS00| (et range o0 Lint z )
5| Juse s 2001 Legs $ s 6§ 11
6| Juse?, 2001 Legs $ s 0§ 2180 — l [
7| smenMiiiegs 5 138 8 Mam | tawspugr-pesz B }
8| Juses, 2011 Legs $ s 0§ 2000 Une st < o s |
5 | sume 30, 2003 Lags $ 3 TRt Yo, st o comdiars data [
30| Jume 13, 2011 Lags $ |
11| June 34, 2011 Lags $ |
12| June 13, 2011 Legs $ |
June 16, 2011 Lags $ |
June 17, 2011 Legs $ [
s e Tl m——— "
$ - |
$
$
$
s
$

The data that you are attempting to map contains formatting that is incompatible with the format spedfied

[ LIse exjsting formatting ] [ Match element data type ] k Cancel i

Exam 77-888: Microsoft Excel Expert 2010
4. Working with Macros and Forms
4.1. Create and manipulate macros.
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Developer ->XML-> Export

Export the XML T — s =
Now that the Range has been converted to = dewsss =0 5 T i T G i
XML, you can export the data as an XML file. = " AP A e i homnd 6
Al . £ Date
6. Try it: Export the XML i S ———
Go to Developer ->XML. :
Click on Export. s
Location: In this example the XML file will be . g
saved to the Documents folder. 2
File Name: tblProducts
Save as type: XML Files
Click Export.
Done and done...s00000.....
: File name: | tblProducts
'= Save as type: | XML Files
r e SR TTH L Authors: eBeth Title: Add a title
EISRINEREE @ ARIRRRIDNUENAEARNARNFTaartnd g HARRIAARDOnR RN SRR RRR RIS RRNRRRRENRRR LT AN Tags: Add atag Subject: Specify the subject

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Export data as XML
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Hello, XML
So, what does XML look like?

7. Try it: View the XML
Go to the Document folder
Double click tbIProducts.

What Do You See? The XML file will
open in Notepad. The data indicates
where the rows begin and end with the
<Row> tags .

Look at the date: that was the data
that Microsoft Excel warned about
during the XML conversion.

Alright, that was good.

Developer ->XML-> Export

~ mh
s ered S, =Gl

File Edit Format View Help

<?xml version="1.0" encoding="UTF-8" standalone="yes"?>
<Root xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-instance">

<Row>

<Date>40695</Date> _
<Product>Legs</Product>
<Net>3. 25</Net>
<Quantity>=50</Quantity>
<Revenue>162. 5</Revenue>

<Date>40696</Date>
<Product>Legs</Product>
<Net>3.25</Net>
<Quantity>55</Quantity>
<Revenue>178.75</Revenue>

<Date>40697</Date>
<Product>Legs</Product> -

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Export data as XML
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Summary

This discussion began with a brief introduction to
Macros. Macros automate many steps into a
simple program that runs Automatically, say
when a spreadsheet opens, or On Event, when a
user clicks on a button.

Our discussion continued with a review of the
steps to Import and Export data in Extended
Markup Language (XML.)

This is the beginning, rather than the end of the
options for customizing and programming
Microsoft Excel. And, this completes our study
for the Microsoft Excel certification exam.

You done good. You can get a whole row of
cookies if you wish.
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Practice Activities

Lesson 7: Working with Macros
Before You Begin: Download the sample spreadsheet: Brown Bag Sales Team.xIsx.

Try This: Do the following steps
1. Open the spreadsheet: Brown Bag Sales Team.xIsx.
2. Use the Excel Backstage Options to show the Developer Ribbon.
3. Record a new Macro:
Macro Name: GoBlue
Store macro in: This Worksheet
4. Record the following steps:
Select Column C (Product)
Sort: Product
Select Column D (Sales)
Apply Conditional Formatting: Light Blue Data Bar
. Stop Recording.
. Test the Macro.
. Add the GoBlue Macro to the Quick Access Bar.
. Save this as a Macro-Enabled Worksheet: YOUR NAME My Macro Practice.

0 N O O
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Test Yourself

1. Which of the following is true about Macros?
(Select all correct answers)

a. Macros record actions as you complete a task

b. The user must specify the start and stop to a macro
recording

c. Macros will record mistakes

Tip: Advanced Excel, page 248, 252, 253

2. Which Ribbon has the command for Macros?
a. Home

b. Review

c. Developer

d. Tools

Tip: Advanced Excel, 250

3. Office 2010 allows users to do what with Macros?
(Select all correct answers)

a. Add macros to the Ribbon

b. Create a new group to put a user created macro into
c. Use a custom icon for a user created macro

Tip: Advanced Excel, page 263, 264, 265

4. Which of the following is true about Macro Security?

a. Macros are disabled by default because they are a
security risk

b. Macros can be permanently enabled in a spreadsheet
c. Macros can be temporarily enabled in a spreadsheet for
only the current session

d. The settings for Macros are found in the Trust Center
Tip: Advanced Excel, page 271, 272, 274

5. Which of the following can be customized in Excel 20107?
(Select all correct answers)

a. Ribbons

b. Quick Access Toolbar

c. Document Properties

Tip: Advanced Excel, page 268
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Advanced Excel Skill Test

Before You Begin: Open a new, blank Spreadsheet in Excel 2010.

Please do the following steps:

1.Create a new spreadsheet for Computers Are Us.
Add the following labels:

A1=Date

B1=Product

C1=Price

D1=Quantity

E1=Total

Add the following data:
A2=January 5, 2006;
A3=January 6, 2006
B2=Budgie,

B3=Budgie,

C2=$350,

C3=$350

D2=10,

D3=5

Format Column C for currency

2. Select E2 and calculate the Total of the Price times the Quantity.
3. Select Row 2, copy it, and paste it to Rows 3 through 13.

4. Insert two new Rows above Row 1. Add the following labels:
A1=Start
A2=Increment

Add the following data:
B1=10
B2=2

5. Create a formula in Cell D4: =B1.

6. Create a formula in Cell D5 that adds the first day's quantity to
the increment in Cell B2. Select Cell D5 and create an Absolute cell
reference. Autofill the formula to all of the rows that have dates.

7. Rename the spreadsheet to "Budgie." Make a copy of the Budgie
spreadsheet and name it Expert.

Change the Product in cell B4 to Expert. Autofill it down to B6
(Change all of the Budgies to Expert)

Change the Price in cell C4 to $450.00. Autofill it down to C6
Change the Start in B1=5

Change in Increment in B2=3

Keep going...
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Advanced Excel Skill Test, continued

8. Make a copy of the Budgie spreadsheet and name it Summary.
Delete Columns C and D
Change the Product in Cell B4=All Computers

Create an equation in Cell C4 that adds the Total from the Budgie
spreadsheet and the Total from the Expert Spreadsheet.

9. Start a new spreadsheet in this workbook.
Create the following labels:

Enter the Labels

In Cell A1 type: Present Value

In Cell A2 type: Interest

In Cell A3 type: Months

In Cell A4 type: Payment

In Cell B1=$20,000
Cell B2=4%
Cell B3=48

10. Select Cell B4 and use the Function Wizard (fX) to calculate the
Payment using the PMT function. Remember, the Rate (Cell B2) is
divided by 12 to get a monthly payment.

11. Select Cell B4 and Goal seek to get the payment under $400 by
changing the number of payments in Cell B3. Remember the
payment in the Goal Seek is a NEGATIVE number.

12. Create a Best Case and a Worst Case scenario for the car
payment.

The Best Case changes the Present Value to $20,000 and the numbe
of payments to 48.

The Worst Case changes the Present Value to $16,000 and the
number of payments to 60.

13. Create a new spreadsheet in this workbook.
Add the Label: Sales Rep, Total Sold, Sales Goals and Bonus.
Add the names of three Sales reps
Add the amount they sold: $1,000, $2,500, and $4,600.

14. Create a Lookup table with two columns: Sales Goals and
Bonus.
The Sales Goals is formatted in currency.
The Bonus is formatted in percent.
The Sales Goals are $500, $1,000, $2,500, and $4,000.
The Bonuses are 5%, 10%, 15% and 20% of the Total Sold.

15. Calculate each Sales Rep's Bonus.

16. Save the file as Your Name Excel Advanced Bonus.
Please submit the Advanced Excel Skill Test to your instructor.
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Microsoft Office Specialist (MOS): Exam 77-882 and 77-888 for Excel 2010

AutoFill: Copy the Data, Pg 20
AutoFill: Drop Down List Options, Pg 19
AutoFill: Fill a Series, Pg 18
Cell Data: Paste Special, Pg 57
Cell Data: Paste Special, Pg 57
Cell References: Absolute, Pg 37
Format Cells: Issues with Merge, Pg 45
Format Cells: Unmerge Cells, Pg 44
Formula Auditing: Find Invalid Data, Pg 137
Formula Auditing: Find Invalid Formulas, Pg 45
Formula Auditing: Trace Dependents, Pg 41
Formula Auditing: Trace Errors, Pg 45
Formula Auditing: Trace Precedents, Pg 42
Formulas: CONCATENATE (Text), Pg 62
Formulas: Correct Errors in Formulas, Pg 39
Formulas: COUNTIF (Statistical), Pg 101
Formulas: Define a Named Range, Pg 89
Define a Range with the Formula Bar, Pg 88
Define a Range with the Mouse, Pg 89
Define Range with the Keyboard, Pg 224
Formulas: Edit a Named Range, Pg 95
Formulas: Edit Defined Conditions, Pg 100
Formulas: Automatic Calculations, Pg 221
Formulas: Error Checking, Pg 45
Formulas: Evaluating Formulas. Pg 220
Formulas: lterative Calculations, Pg 222
Formulas: MONTH (Date), Pg 69

Formulas: Order of evaluation, Pg 218

Formulas: PMT (Financial), Pg 77

Formulas: Precedence (Parenthesis). Pg 219

Formulas: Rename a Named Range, Pg 89

Formulas: SUMIES, Pg 99

Formulas: Time (Numbers), Pg 74

Formulas: Series of Conditional Logic Pg 102

Formulas: Use Arrays (Hlookup)Pg 125

Formulas: Using Lookup Functions, Pg 115

Header/Footer: Scale and Align, Pg 161

Headers/Footers: Different First Page, Pg 161

Headers/Footers: Odd or Even Pages, Pg 164

Hyperlink: Create a Hyperlink, Pg 198

Hyperlink: Modify Hyperlink in a Cell, Pg 193

Hyperlink: Modify Hyperlink Options, Pg 195

Hyperlink: Remove a Hyperlink, Pg 199

Navigate with Named Ranges, Pg 88

Page Layout: Page Scaling, Pg 166

Page Layout: Sheet Options, Pg 165

Page Setup: Headers and Footers, Pg 159

Page Setup: Margins, Pg 150

Page Setup: Orientation, Pg 149

Page Setup: Print Columns that Repeat, Pg 156

Page Setup: Print Rows that Repeat, Pg 156

Page Setup: Print Titles, Pg 156

Print: Print Entire Workbook, Pg 167

Print: Print Preview, Pg 157

Print: Print Selected Worksheets, Pg 168
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Save and Send: Change File Type, Pg 214
Save and Send: Create PDF, Pg 215

Save and Send: Save to Web (SkyDrive), Pg 212
Save and Send: Send as XPS, Pg 217
Save and Send: Send Using Email, Pg 208
Save: Save As Template, Pg 203
Sparkline: Change Type, Pg 180
Sparkline: Customize the Axis, Pg 184
Sparkline: Format Styles, Pg 181
Sparkline: Insert a Sparkline, Pg 178
Sparkline: Show or Hide Data Markers, Pg 182
Sparkline: Use Trendlines, Pg 182
Sparklines: Use Sparklines, Pg 178

View: Normal, Pg 148

View: Page Layout, Pg 147

What If Anaysis: Goal Seek, Pg 69

What If Anaysis: Scenario Manager, Pg 71
Worksheet: Tab Color, Pg 187
Worksheets: Copy, Pg 25

Worksheets: Group, Pg 192

Worksheets: Hide Tab, Pg 188
Worksheets: Hide Tab, Pg 188
Worksheets: Insert Sheet, Pg 190
Worksheets: Move or Copy, Pg 186
Worksheets: Move or Copy, Pg 186
Worksheets: Rename Sheet, Pg. 185
Worksheets: Unhide Tab, Pg 189




O Advanced Microsoft Excel 2010: Glossary

Microsoft Office Specialist (MOS): Exam 77-882 and 77-888 Excel 2010

AutoFill— function that fills data, usually in a
series such as predefined increments or months
pg.169

Banded rows— alternating color or shading of
rows to make reading easier pg.22

Combo box—a drop-down list of options created
using the form controls pg. 187

Comment—little notes added to a spreadsheet in
Excel that are indicated by a mark in the corner of
the cell and out of sight until selected pg.215

Conditional formatting—the color or icon
displayed depends on whether the cell values
match certain criteria pg.30

Data validation—tool that compares the user
input for match with predefined settings and
supplies alerts for incorrect input. Also can be
used to create drop-down lists pg. 171

Digital signature—digital coding that is intended
to validate the integrity of a filea single command
that represents a set or sequence of commandsa
single command that represents a set or sequence
of commands pg.233

Document Inspector—allows user to review the
document for personal or sensitive information
before sharingpg.226

Drop down list—a list of options that opens when
clicked, usually opening down. In Excel, it is
created using data validation pg. 7175

Goal Seek— a what-if analysis tool that allows a
user to find the input value necessary to achieve a
desired result pg.68

Grand total—a total for all subgroups and
subtotals pg. 706

Headers—material separate from the document
contents that appears at the top of the page pg. 14

Macros— a single command that represents a set
or sequence of commands pg.247

Object— any item other than text used in a file,
such as a shape, picture, Clip Art, etc pg. 139

Pivot Chart—chart created from the reconfigured
data summarized in a Pivot Chartpg. 123

Pivot Table—a tool that allows for summary and
analysis of large data sets by reconfiguring (ie,
pivoting) the data, often used for summary reports
pg.87
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Quick Access Toolbar—customizable toolbar at the
top of Microsoft Word pg.220

Range— a group of cells pg.21
Slicers—filters for Pivot Table data pg. 147

Styles— collection of preset formatting to be applied
to text or objects pg.21

Subtotal—a total for a given section or category that
is later included in a Grand Total pg.56

Table properties—includes name, range, and other
information about the table pg.41

Title bar—the bar at the top of a program that
includes the program name and, if applicable, the
current file name pg.13

Track Changes— when enabled, marks all additions,
deletions, and formatting made to the text. Also
allows reversion to original text pg.211

Trust Center—contains privacy and security settings
for that Microsoft Office program pg.274

What If Scenario—a prediction tool that uses the data
in the spreadsheet without making permanent
changes to the original data pg.771
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