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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:
Word 2010 Core: Exam 77-881
— Excel® 2010 Core: Exam 77-882
Specialist PowerPoint® 2010: Exam 77-883
Access® 2010: Exam 77-885
Outlook® 2010: Exam 77-884

. Microsoft*

0.0ffice

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:

[m Required
= ANLL e Word 2010 Expert: Exam 77-887

Il 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
WwWw.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

Tha Indigrrrepdaile Guide bo

, Microsolt Excel 2010

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: Intermediate Excel

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

1. Managing the Worksheet Environment
1.1. Navigate Through a Worksheet
Navigate with Named Ranges. Pg 88

1.2. Print a Worksheet or Workbook

Print: Print Selected Worksheets, Pg 168
Print: Print Entire Workbook, Pg 167

Page Setup: Headers and Footers, Pg 159
Page Layout: Sheet Options, Pg 165

2. Creating Cell Data,
2.1. Construct cell data,
Cell Data: Paste Special, Pg 57

2.2. Apply AutoFill,

AutoFill: Copy the Data, Pg 20

AutoFill: Fill a Series, Pg 18

AutoFill: Drop Down List Options, Pg 19

2.3. Apply and manipulate hyperlinks,
Hyperlink: Create a Hyperlinkl, Pg 198
Hyperlink: Modify Hyperlink Options, Pg 195
Hyperlink: Modify Hyperlink in a Cell, Pg 193
Hyperlink: Remove a Hyperlink, Pg 199

3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats
Cell Data: Paste Special, Pg 57

3.2. Merge or split cells,
Formatting Issues with Merge, Pg 45
Format Cells: Unmerge Cells, Pg 44

3.3. Create Row and Column Titles

Page Setup: Print Titles, Pg 156

Print Rows that Repeat, Pg 156

Print Columns that Repeat. Pg 156
Headers/Footers: Odd or Even Pages, Pg 164
Headers/Footers: Different First Page, Pg 161

3.4. Hide and Unhide Rows and Columns
3.5. Page Setup Options for Worksheets
Page Setup: Orientation, Pg 149

Page Layout: Page Scaling, Pg 166

Page Setup: Margins, Pg 150

Header and Footer: Scale and Align, Pg 161

Intermediate Excel 2010 Page 7 of 230

4. Managing Worksheets and Workbooks
4.1. Create and Format Worksheets

Worksheets:

Insert Sheet, Pg 190

Worksheets:

Hide Tab. Pg 188

Worksheets:

Copy. Pg 25

Worksheets:

Move or Copy, Pg 186

Worksheets:

Move or Copy, Pg 186

Worksheets:

Rename Sheet, Pg. 185

Worksheets:

Group, Pg 192

Worksheet: Tab Color, Pg 187

Worksheets:

Hide Tab. Pg 188

Worksheets:

Unhide Tab, Pg 189

4.3. Manipulate Workbook Views
View: Normal, Pg 148
Print: Print Preview, Pg 157

View: Page Layout. Pg 147

Keep going...There's more...



O Microsoft Excel 2010 Study Guide: Intermediate Excel

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

5. Applying Formulas and Functions
5.1. Create Formulas,

5.2. Enforce Precedence,

Formulas: Order of evaluation, Pg 218
Precedence Using Parenthesis, Pg 219
Formulas: Evaluating Formulas, Pg 220

5.3. Apply Cell References in Formulas

Cell References: Absolute, Pg 37

5.4. Apply Conditional Logic (<,>,=),

Edit Defined Conditions, Pg 100

Use a Series of Conditional Values, Pg 102

5.5. Apply Named Ranges in Formulas
Formulas: Define a Named Range. Pg 89
Formulas: Edit a Named Range, Pg 95
Formulas: Rename a Named Range, Pg 89

5.6. Apply Cell Ranges in Formulas

Define a Range with the Formula Bar, Pg 88
Define a Range with the Mouse, Pg 89
Define Range with the Keyboard, Pg 224

6. Presenting Data Visually

6.4. Apply Sparklines

Sparkline: Insert a Sparkline, Pg 178
Sparkline: Change Type, Pg 180

Sparkline: Customize the Axis, Pg 184
Sparkline: Format Styles, Pg 181

Sparkline: Show/Hide Data Markers, Pg 182

7. Sharing Worksheet Data with Others
7.1. Share Spreadsheets

Save and Send: Send Using Email, Pg 208
Save and Send: Save to Web (SkyDrive),
Pg 212

Save and Send: Send as XPS, Pg 217
Save and Send: Change File Type, Pg 214
Save and Send: Create PDF, Pg 215

From the Excel 2010 Expert Exam 77-888
1. Sharing and Maintaining Workbooks
Save: Save As Template, Pg 203
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From the Excel 2010 Expert Exam 77-888

2. Applying Formulas and Functions
Formula Auditing: Trace Precedents, Pg 42
Formula Auditing: Trace Dependents, Pg 41
Formula Auditing: Trace Errors, Pg 45
Formula Auditing: Find Invalid Data, Pg 137
Formula Auditing: Find Invalid Formulas, Pg
45

Formulas: Correct Errors in Formulas, Pg 39
Formulas: Iterative Calculations. Pg 222
Enable Automatic Calculations, Pg 221

Use Arrays (The HLookup Function Pg 125

Formulas: SUMIFS, Pg 99

Formulas: Error Checking, Pg 45
Formulas: Using Lookup Functions, Pg 115
Formulas: COUNTIF (Statistical). Pg 101
Formulas: MONTH (Date), Pg 69
Formulas: Time (Numbers), Pg 74
Formulas: PMT (Financial), Pg 77
Formulas: CONCATENATE (Text), Pg 62

3. Presenting Data Visually

3.1. Apply Advanced Chart Features
Sparkline: Use Trendlines, Pg 182
Sparklines: Use Sparklines, Pg 178

What If Analysis: Goal Seek. Pg 69

What If Analysis: Scenario Manager, Pg 71
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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 L) 2) =&
. . . Ridad Lasso T in i Baginang Wiold =
Orientation helps students start at the right place. The screen e, £330 157150 2 B & & F A= Bssaeiee- TP )
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. Craflen SLABEAA LSRG B 1 308 GO e e Ul Ot ; ’

Hewder & Fooler - —rr
Geaghics. and Qu Pt eases & Fool Symb

Drawing Tools->Formal

Notation There are "breadcrumbs” above each screen image. Like Dowmboads Pageimow  Releenor  Masngi  Reves

Hansel and Gretel, the breadcrumbs show the pathway to a button e — £ name Fi ‘é‘y A 7ot uenion =
or option. Our notation uses the following convention: e e |m| s | [ aoc| . Zoapeouiner ‘¥ B[ Zasgntes-
Ribbon->Group->Button->Options FatmtgMarkat? )]l s ¢ Shage ety 5 | Q?.‘-'T e e o
Menu Maps 3 Practice ?F':l?lﬂtlu'rﬂ:ﬂﬁ';;llrra:r Fis Insail 363 Deawing Tools

The Comma Method recognizes that there is a difference in how it v it hutlty o i 1 Inaack> Date d0d T Dape 67

men and women navigate the menus. Men typically have the ability Hs500, page 162 3 ptes » Qi P paos 140

to see the map first. This method of acquiring knowledge is called 3. Assessment 4 Lt Dostin by Shaga St

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 e

put those concepts under the label, “edit.” This method of learning 9 st SFostsr page 185
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)

. W = @rs re= A
- i g
J’} E? L2 T & .
Text to Remove Data Consolidate 'What-If Group Ungroup Subtotal

Columns Duplicates Validation =~ Analysis =
Data Tools Cutline 7]

i
)
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Excel 2010: Business Spreadsheets

Legs, Eggs and Pigs in a Basket

Intermediate Excel Objectives E25 - fe | =SUM(E6:E24)

In this lesson, you will learn how to:

1. Format data and content A B 5 D E

2. Fill a series with AutoFill 1 |Price 3.23

3. Learn how to calculate revenue with a formula = 2 | Start 100

4. Summarize the data 3 Increment 5

5. Identify Relative References a

6. Identify errors and troubleshoot equations 5 |Date Product Net Quantity Revenue

7. Use the Auditing Toolbar 6  Junel,2011 Pigs $—3.25—+—100 325.00
7 June 2, 2011 Pigs 3 35— 54 34125
8 June 3, 2011 Pigs § 3.25 110| $| 360.00
9 June 6, 2011 Pigs 3 35— 5 373.75
10 June 7, 2011 Pigs 535 1269 390.00
11 June 8, 2011 Pigs 335 1259 406.25

© 2011 Comma Productions
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Lesson 1: Legs, Eggs and Pigs in a Basket

Home
L | 1J 5} 4) 3
1. Read == s
: Read ?eassgl‘?isn the Intermediate Excel General N i =3 ﬁ 5?-’[ Ifl- E?( ’_!___\ év %ﬁ [ﬁ

guide, page 11-48. $ - % o | %08, Conditional Format Cell | Insert Delete Format Sort & Find &
’ " | Formatting = as Table =~ Styles - - - - 27 Filter~ Select~
Project | Number | Styles | Cells | Editing
A spreadsheet that calculates the daily sales for Formulas
three products and adds up the total on a 7 8
summary spreadsheet. == Define Name - %3 Trace Precedents 3] Show Formulas j b
£ Use in Formula - B I=ifTrarzvx& Dependents !@Errnr Checking 9 L=/
Downloads Name : 2 Watch | Calculation [T
Legs Eqas Pigs 2010.xIsx Manager ES Create from Selection ¢7w REmove Arrows - @ Evaluate Formula | \window | Options -

Defined Names | Formula Auditing | Calculation

2. Practice
Complete the Practice Activity on page 49. Men u Maps

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

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

. Home->Editing->AutoSum, page 24

. Home->Cells->Format, page 27

. Home->Cells->Delete, page 29

. Formulas -> Formula Auditing->Trace Dependents, page 41

. Formulas -> Formula Auditing->Trace Precedents, page 42

. Formulas -> Formula Auditing->Show Formulas, page 44

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

3. Assessment
Review the Test questions on page 50.

OCONOOOOAPRLWN -
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Calculating Sales

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

i o T
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Home Insert Page Layout Formulas Data Review View
Calibri -1 <A = g%]- Frr | S Wrap Tex
oF I |
Pste 5 B Z U-[E-| DA EEE|EE HWeges
Clipboard Ta | Font Fa Alignment
Al - I
C D E F G

Start the Program Microsoft Excel

What Do You See? Is there a blue
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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Enter the Labels

Hello, Excel. There are only three
parts to a spreadsheet: labels, data,
and formulas. Start with the labels.

1. Try This: Enter the Labels
Click on Cell A1 and type: Date
In Cell B1 type: Product

In Cell C1 type: Net

In Cell D1 type: Quantity

In Cell E1 type: Revenue

If these are labels--and they are--
select Row 1 and make them Bold.

Keep going...

el - d
el

Home -> Font -> Bold

A . 558 o . - w3

“ =t el Fage Lapina Fatmadis e Erera en & ﬂ oW B8
Y

_'ul" Camn T A x| W S eapTed Aenein

T == T )

a- K @50 ira
Pacty F ™7 o= E- B A EEN B Huspesomas §0% « WH fmﬂ-lh:“i: Suinsl Duirls Formal _i_;;*"l_;""'dd&_
Clabdaid '+ Fri " dbgremgrd " Finmitngt * M Lol Ly L4

Al = [N & | Dabe il
il A B [ B E ¥ [ H i 1 K L b M o [ a =
IE Paosisl R ﬂm 7
2
]

4

5

&

¥

L ]

3

10

11

12

11

- i ™ Bt | k
|5

:‘: File Home Insert Page Layout Formulas Data Review View
u

Calibori

(B)r w- |

= v

HHs
.36
b e

F Paste

i
i
(i
[TEd
M
¥
]

§%| AP | = Wrap Text

Merge & Center -

|
Clipboard s Font Fa Alignment [
Al . f | Date
A | B | ¢ | o | E | F G

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.6. Create and apply cell styles
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@ Home -> Number

Enter the Date B e Pt e ———
2. Try This: Enter the Date (a8 e e N e E 3 3Era
Select Cell A2 and type: June 1,2011. ../ """ T e il e e S . )
Click ENTER on the keyboard. __m = k[duan |
. e L) [3 o E F [ H [ 1 ] L M ] [ ] a E
1 Date  Peeduit Met  (uaniity Bevesue
What Do You See? The date in Cell A2 ==
is displayed as 6/1/11. This is the s
default date format: d/m/yy. Keep .
going... !
3
13
:.-;
;
kL
ke
. Fo
= A2 - | 6/1/2011
o6
z A | B c | b | E F
= Date Product Met Quantity Revenue

5;1,:’2&11!

SIS

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.6. Create and apply cell styles: Format the Date
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E T
o,,:° Home -> Number ->Format Cells
Format Date and Time ﬁj- e R R
:1 Many companies work with people from % 7 " NS TTT L e 0B B e T E L TR
around the world. When you select a el g i il 13 "‘m“ Dt S TR e 3
format that displays the names of the a e 12 o [ -
months, it makes it clear whether ,h;m s LN FIET T oTNToTrE  —
2/1/11 is January 2nd or February 1st. ¢ fwsssestsr e R —
Please format this column for date and & - u__u_
time. . o
¥ Time
Date - n o ABC General
2 Gy e 123 No specific format
= I s | .0 .00 - 1 'r;:tm
$ o .60 .0 - -"Er = Mumber
14 e
Mumber F w 1 o 1 12 Date
1: ABE oy n
: S | g Curren
3. Try This: Change The Date Format i = = Date ~
Select Column A, first. 2 =i=
Go to Home->Number. =3 = Accountin
. = - a
The default number format is General. = A2 I | 6/1/2011 Date
Select: Long Date. = A | B | C =
» Date Product Net E ;‘;f: Date
) Wednesday, June 01, 2011!
Long Date
E Date

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.6. Create and apply cell styles: Format the Date
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One

Format Cells

4. Try This, Too: Custom Date Formats
There are additional formats in the Number
Group. These options can be found by
clicking on the Option arrow in the lower
right corner.

Date =
$ - % + | %050

Number P

What Do You See? There are several pages
of formatting options. On the Number page,
select the Date category and select the
Medium Date format: March 14, 2001.

Memo to Self: You can create a Custom
format if you wish.

Home -> Number ->Format Cells

Date formats display date and time serial numbers as date values, Date formats that begin with an
asterisk (%) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Format Cells M
i 4
Category |
General ~ | Sample Accountin Type:

m"m Wednesday, Jmeﬂl.?ﬂllm Mar-01
=y Time
Cr— | Percentage S r—
=314 . March 14, 2001
Time 14/2001 Fraction 3/14/01 1:30 PM
Percentage "“nl'ifednesda [ETBEMED Scentific LA dmem
e s 314 e | |
Scientific 3/14/01 i
Text 03/14/01 Accounting Type:
ial 14-Mar Date
mmstan 14-Mar-01 Time m/d/yyyy
Locale (location): Percentage = ??!.i?
: Fraction
_Engllsh .s.) Sdentific d-mmm-yy
Text d-mmm
Special A=Y
i &_ h:mm AMPM
h:mm:ss AMPM

| [ concel ]

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.6. Create and apply cell styles: Format the Date

Intermediate Excel 2010 Page 17 of 230



O le

@ Home -> Number ->Format Cells

2 A0 L R TR TRREI eq, (yy: Peys 210 « Murescht Ex(el NI R W

Fill a Series with AutoFill M e e e TR TR
Now, one way to put in the dates for the next = :~, u- »:;- -:: " _f,:..,, : v W e yy; A 5
month would be to type them all. Do you want to i o iy i e pm e A
know a faster way? AutoFill is a quick method for Az - | W : :
filling in data. It is not quite the same as copy and . ] ) N S I S S S SN S S S
paste. == [ |
3] mmaram A2 - Je | 6/1/2011
5. Try This: Use The AutoFill ¢| mesm
Please select Cell A2, first. e | A | B c D E
Look at the bottom right corner of Cell A2. s| et 1 Date Product Met Quantity Revenue
The AutoFill Handle is a black square. When you | moe o 2 [ Juneq, 2019]
run your mouse over the Handle, your mouse will e - =
become a thin black cross. 14| sune s, 200 3 \
- fter= 4 AutoFill Handle
Hold the AutoFill handle and drag down to Row - e 5
20 19 ] ne 34, 201
20| June 1%, 01
What Do You See? The dates will increment (add =
another day to each Row) as you Fill Down Cell - 18| June 17,2011
A2. o 19| June 18, 2011
Keep going... » 20| June 19,2011
~:.- »:v-vn Sheatl  Sheets %5 21 H:-'I-

22

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.2. Apply AutofFill: Fill a Series
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AutoFill Options

What Else Do You See? Look by the
AutoFill handle in Cell A20. There is a little
option box that you can click. The AutoFill
Options are:

Copy Cells

Fill Series

Fill Formatting

Fill Without Formatting

Fill Days

Fill Weekdays

Fill Months

Fill Years.

The Day, Month and Year formatting
displays only that portion of the date that you
entered in the Cells. You can choose to Fill
the Cells with or without the Cell Formatting,
too.

Fill Weekdays looks up the dates in your
Series and enters only the days from
Monday to Friday. No weekends-sweet.

Memo to Self: The example on this page is
formatted with the Medium Date format and
shows only the Weekdays.

AutoFill Options

I R e
n mome Bt Pogelapeut Fermelss Duts  Revew View c@oon
'.: A e AN Tmg ® St cute . h‘ B Y = :.: — )r b
ey B IUc G A B EE Heeacmwc §c% v S Cndbees fema Gt e O S ] feed eed
Choboard . Pord - dbgramort . P mmbg . yhes Con L ]
A0 - £ «1wwn v
A ) < [ 3 F 6 H ' ) « L ™ ~ o v alg
1 Dwe Produt et GQuantity Revesue »
2 Mne L, 2011
3 June 2, 2011
4 June 3, 2011
s Jned, 2010
£ Jone S, 2011
LARFETE 17 June 22, 2011
s Jane 7, 2011 —
s sewws 18| June 23,2011
0 Juned, 2011 —
1n Jutwe 10, 2011
e 15 June 24, 2011
n urwe 12,2011
14 suneld, 201 20 June 27, 2011'
B e 4, 2010 L
" June 13, 2012 21 E_ -
v une 14, 3010 1
" une 17, 2013
19 june 14 J011 E D Qop]f Cells
s[amenoy | 73
A e — 0 Fill Series
z 24
a . .
u e | ' Fill FEormatting Only
» 25
= 26 ' Fill Withgut Formatting
= el
» 27 ' Fill Days
» EE—
s e e men 38 Fill Weekdays
29 ©  Fill Months
30 .
' Fill Years

4 4 » ¥| Sheetl

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.2. Apply AutoFill: Select from the Options List
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AutoFill Options

AN R I ey (g1 Pep 210 + M ressh (ool T T . s

Copy the Data with AutoFill R | ST
Ch | ] W b . II h. k . - Cabon " 11 AN ™yl » o wup Tea Po— r‘ _g ¥ - T . E )( })
arlotte’s Website sells eggs, chicken wings, mie ) B Igc G A EEE EE Hueeacomc $o% v WA Cndbes Tems G e Coe fomet % fetd Paen

and little sausages wrapped in pastry. Eggs,

Tormattng = a0 Tabke = Styben =
»

$
&
H

Ligrmant S % e - tong

Legs, and Pigs in a Basket. AutoFill works " . £ 7
here, as well. N p—— . " —
2
3
6.Try This, Too: Copy a Series .
Select Cell B2 and type: Eggs. .
Now, click once on Cell B2 to select it. 2
Double click the AutoFill handle on Cell B2. 2
What Do You See? AutoFill copies the word .
Eggs and fills all the way down to Row 20. »
18
Look Again: AutoFill copied the data down as ::
far as the column to the left. So don’t worry, it 2
won’t go on beyond zebra. a "
e B2 - J= | Eggs
2 A B c D E
= 1 |Date Product Net Quantity Revenue 6
— June 1, 2011|Eges | -
3 June 2, 2011 E"“a J—
4 June 3, 2011 ~ AutoFill Handle
5 June 6, 2011

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.2. Apply AutoFill: Copy Data

Intermediate Excel 2010 Page 20 of 230



=
4
3

Ta
0:::’ Home -> Number ->Format Cells

Edit and Format the Money o e T o
Say the net profit on a dozen eggs is $1.50 after Ba- :'; . = ;;‘ ':: . ;:_::k.m_ ’...:. g [l P T TS g ,.r. b
shipping and handling. Pretend these are gourmet ~_~ * i _ Fa PRI e ol o INPCON | o
eggs, sold on the Internet. You don’t need to type a - £ 13 ' ' -
the dollar sign. We're going to format the Column A & < L E F 8 H J ' x L ™ " o p el
for currency. T mu::‘n R —

3 Jane . 2011 Egis $ 1%
7. Try This: Enter the Data e
Select Cell C2 and type: 1.50. e

[} Jatved, 3011 Eggs $ 1%
Try This, Too: Format the Cells B et [
Select Column C. i ueenoufgp | $ELS
Go to Home->Number. - st
Select Accounting (dollar sign) in the Number Qi Maen. 2 ten : e
group. Excel formats Cells so the dollars and B aenontes  |S0ES
cents line up. 17| une 22, 3001 g $ 130

18| une 23,2011 Epp 5 1%

13 une M, 0L g $ 1%
And Try This: AutoFill the Data B uenoutes oSl
Select Cell C3 and AutoFill the $1.50 by double n
clicking on the little black handle. 3

c2 - fe| 15
" .

What Do You See? The money should be copied A B C D E

5

3

n
all the way down to Cell C20. #
o 1 Date
— June 1, 2011 Eggs
June 2, 2011 Eggs
June 3, 2011 Eggs

June 6, 2011 Eggs

L s a2

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

Product Net
Is 1.50 _|

Quantity Revenue

3.1. Apply and modify cell formats: Apply number formats
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AutoFill Options

E al U Lyy. . L . R p——
AutoFill a Series A s T g

:1 This little web site sells about 100 egg [ 5% c* JE¢ Soml e B== = 0 BF ToNEA 8
baskets a day. Suppose we sold Ay BT e [ L o |
another 5 baskets every day. What C] O i -

-]

-
T
[
14
r
=

would the sales revenue be?

1 ok T Y ] i oo
8. Try This: Enter the Data -
In Cell D2 type 100. - .
In Cell D3 type 105. - P 2
I ruh K - 1 &
And Do This: AutoFill a Series - e R
Select Cell D2 AND D3: both the 100 - e
and the 105. Now you have selected B s=meuss boue
enough of a Range for Excel to -
recognize that this is a Series, . . 1
incrementing by 5s. n =~
. D2 - £ | 100
Double click the AutoFill handle and the
Series will fill down to match Column C - A 8 c | o | e
on the left. » 1 Date Product Net Quantity Revenue
E B2 June 1, 2011 Eggs 5 1.50
What Do You See? When you AutoFill : T June 2. 2011 EE-ES $ 1.50
this Series, Microsoft Excel adds 5 more k= ’
to the quantity in each Row. 4 June 3, 2011 Eggs 5 150
5 June 6, 2011 Eggs S 150
& June 7, 2011 Eggs 5 1.50
7 June 8, 2011 Eggs S 150

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.2. Apply AutoFill: AutoFill a Series
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Calculate Revenue = -
: Labels and Data. Now all we need are the 0
formulas. Think about the math: revenue s
equals net times quantity. WETIUTE -« - X ¥ £ =202
A L < 4] € F L) H U ) . L “ N ° L a
1 Dwte Prodht  Wet Osanm Kewesne
9. Try This: Create a Formula 2| suned 011 Egps ,_‘smI.'LL;ir’iw
Select Cell E2 and type in the equal sign. B ermiee s 1% e
All good equations begin with “=.” -Te— A —
Select Cell C2—the Net is $1.50. 7 omeetmiigg S 1% s
Type the times symbol (the asterisk key). B memsa 8 1]
Select Cell D2—the Quantity is 100. TR T
n June 13, 2011 g 3 1% 1%
The completed equation is =C2*D2 .M —
15 June 20, 2011 tgg $ 1% s
Hit the Enter key on your keyboard. Excel B ensnes (s 1%
won't calculate until you leave the Cell. e T
20 junel7, 3010 Ggp $ 1% 1%
What Do You See? There itis. $1.50 times -
100 equals $150.00. OK, goto CellE2and
double click on the AutoFill handle to fillin = SUBSTITUTE  ~ (= X « f| =C2*D2
the equations. ';
g = A B C D E F
n
» 1 Date Product MNet Quantity Revenue 9
. .r' _1
" 2| June1,2011Eggs |$ 150, 100/=C2*DJ —
3 June 2, 2011 Eggs 5 1.50 105
4 June 3, 2011 Eggs 5 1.50 110
5 June 6, 2011 Eggs 5 1.50 115

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: Use basic operators +-*/
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AutoSum the Total Sales
What is the sum of all the products
sold? Here are the steps to
calculate the total sales.

Try it: AutoSum the Revenue
Select Cell E21
Go to Home ->Editing->AutoSum.

Excel will enter the formula:
=SUM(E2:E20)

Click ENTER on your keyboard.

What Do You See? In the example
on this page the Sum is $4,132.50.

Home ->Editing->AutoSum

xh":" Braen Page lapll  Feimulie [l Bekew  Wiew
F T RgEei00B@

It dtylum Papety Feennsl legies st Cwir & Losbup & ek [t ]
Purefien = W = = E B

Prrsflini | iy

SUBSTITUTE Koo | eSUBMERENN

A ] i (1] E F a
1w Peochst et Quanity Revesue
] e A M0 Eggs g 1% 30 5 150,00 |
L] s L M Eggs g 158 18 suui'.s-ci
4 s 3, 3011 B § 1.8 1208 5.168.00 |
] b, 3011 B § 288 118 G188 |
(] sare T, 3001 B g 1% 130 § 185,50 |
¥ Sarve &, 3001 B i 158 11 §18750 |
a Sarved, 3001 s £ 188 1801 419500 |
8 | pure 03, 3011 Eg FEE ] 18 40250 |
10| purer 13, 300 Lg 4150 40 520000 |
11| Bure 14, 3001 L 5 1% 18 Saurse |
12| pure 4, 3001 Ui & 180 1500 422800 |
11 s 14, 3011 L & 180 FLOVEFIEESY
= 18| June 23,2011 Eggs S
v 19| June 24, 2011 Eggs 5
2 20 June 27,2011 Eggs 5
21
22
23
18| June 23, 2011 Eggs 5
“=-19| June 24, 2011 Eggs 5
20| June 27,2011 Eggs 5
21
22

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: Use SUM, COUNT, COUNTA, AVERAGE, MIN, and MAX

Intermediate Excel 2010 Page 24 of 230

Temy = Rfesmer - & Tig = PursBioma = B4

1.50
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_ —~= ]
S o
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-

. L [ N o [ o

|=sum(E2:E20)
l SUM{numberl, [numberl], ...) ]

180 & 270.00
185 & 277.50
190 § 285.00

$4,132.50
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One 19| June 24, 2011 Eggs )

1.50
ﬂ June 27, Insert... F)
Copy the Spreadsheet 2 Bl Delete 1
OK, that takes care of the eggs. Let's name - N 15| June 20, 2011 Eggs
the spreadsheet and move on. = 2 Bename 16 —
34 Move or Copy... 1—7 { Move or Copy —_
1. Rename the Spreadsheet [ <F | =l v —
Double click the Sheet1 tab. 25 ——— [ Y Mo et
Type: Eggs ; \% Protect Sheet... 19 IO book:
— Tab Color » an | | | |Legs Eags Pigs 2010.xisx E]
- I 20
2. Copy the Spreadsheet 2 — | Before sheet:
Right mouse click the “Eggs” label. 2 Hide 21 ™ '
Select Move or Copy. E 1 ‘ 22
Jnhide —
E = 23
3. Check Create a copy. 0 Select All Sheets .
4 4 » ¥| Eggs —— w23 | |
4. What Do You See? There should be a 25
new sheet called Eggs (2). 26 |
Memo to Self: This method copied L
everything: labels, data, and formulas. 28|
Saves time, doesn't it? 29 Lok | [ Cancel ]
30

4 4 » »| Eggs /Sheet2 ‘Sheet3 /%]

23
30 4
4 4 » M| Eggs(2) /Eags , Sheet2 S

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Copy a worksheet
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Change the Variables

Next Step: Change a few variables, please.

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

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

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

Change the Quantity

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

In Cell D3 type: 55.

Select D2 and D3 and AutoFill.

The work on the Pig’s page is similar. Copy the
Eggs sheet. Rename the new Eggs(2) sheet to
Pigs. Change the product to Pigs. The Net is
4.75 and the quantity starts at 200 but only adds
one more per day.

ol Imiavt Dwisle Formsi

1" o Fogs 81 - Wetreoslt
“ it el i gl Fiimadis Baa L Vien
1 " ol Lt ] Aa ™oy @ = v Teal e
et L B T S A EEE RE Heeedoew- $-% 0 WA foromas fums  cra
Clphaasd m Fard —_ 1 Ak grmerd 1 Foasmbrr 3 Tl
4 B 4 (] E F 1] H i § K [*]
1 G PepddueT i
3 sane B, JOLL Legs £ 4T £ S0
i e 3 WA Legs 8 4R Mgt wWam
! e 3, MOLL Leg £ 4F g A
5 bt
= - A B C D E
s o1 |Date Product Net Quantity Revenue
S June 1, 2011 Legs S 3.25 500 S 162.50
B e 3 June 2, 2011 Legs $  3.25 55| & 178.75
B - June 3, 2011 Legs 5 3.25 60| 5 195.00
2 Bt June 6, 2011 Legs 5 3.25 65| 5 211.25
Ly .uM.:d.:‘ﬁILl-!p % 4.::-| :njs 1,000 78
& A B C D E
" 1 Date Product Net Quantity Revenue
‘: 2 June 1, 2011 Pigs 5 475 2000 & 950.00
: 3 June 2, 2011 Pigs 5 475 201) 5 954.75
= __ N June 3, 2011 Pigs g 475 202] & 959.50
g June 6, 2011 Pigs $ 475 203 ¢ 964.25

Intermediate Excel 2010 Page 26 of 230
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Ta
o,,:° Home ->Cells ->Format ->AutoFit Column Width
[: — —
AutoFit the Columns e - TS S e
] R [ HITIENY -y - S weap Tea e B . 5 ] B K !'_: =
: What Do You See? Column E may P Err —rA =U oppy- :m*;__ ot G|t Gt ] B st rea
display #####. Why are there pound il - . omaa e e =g - T L
signs? That's Excel’s way of saying i - £ MR e kE
that the column is too narrow. T T I N N S e w—— P
1 B L W11 Pags 5 47 20 5 0.0
3 Ban L. HILL Pags & 4T Ml 5T z -
The Computer Mama sez that means ¢ woeimipe & a2 swan ;f( % fﬁ
ou have too much money Bl mermiry [$ An| e ¥~
y ' 7| b, 200 s s 4m H4 ST Delete 2 Sort & Find &
banved, [ L% P - - i - -
Try it: Format the Column Width s emamies 3 An W s Filter™ select
" 10 puree 3 Hi01 P 5 4N 208 5 900 Cells Cell Size
Select Column E. R p—
Go to Home->Cells_> Format. B ueeld g 8 AT D1 s t[ RowHeight...
Select AutoFit Column Width. g i . B
Jonmow 1] == N AutoFit Row Height
17 Bufv 22, J0LL P & 4m 13 ey -
Here's another way: :: -U“I::-ﬁ:::t' : :2 ::l: r— 1 Column Width...
Place your cursor between the E and & iiiwire ¢ in b sessses AutoFit Column Width
F Column header—right on the line. = = S —
Your cursor will change from a white = Default Width...
plus sign to a black double-headed = Vishils
arrow. Double click and Column E will = -
be resized as wide as it needs to be. = Hide & Unhide »
=
1 -
. 19| June 24, 2011 Pigs S 475 217 Y P
20| June 27, 2011 Pigs 5 475 218  HEHEHE
21 I iﬁﬁ#ﬁﬁﬁ#!
22

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: AutoFit Column Width
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Create a Summary Sheet 21
1. Make a copy of the “Eggs” spreadsheet E
Right Click the Eggs Tab.
Select Move or Copy.

When the little Options window pops up, 24

Check to Create a copy. 25|

2. Rename the Spreadsheet 26 |

Double click the tab. e

Type: Summary 28

3. Edit the Data B | 1
Select Cell B2 and type: All Products. 30 |

AutofFill Cell B2. WA b b — |

Keep going, please...

June 24, 2011 Eggs S 150

June 27, 2011

£

4

Insert...

Delete

Rename

Move or Copy...
View Code
Protect Sheet...
Tab Color

Hide

Select All Sheets

185 $ 277.50
190 $ 285.00
$4,132.50

; heet3 /' %¥J

29
2| =
M 4 » M| Summary ‘Legs 'Eggs . Pigs . Sheet? . Sheetd . ¥.°
XE

June 1, 2011

35"

BRI

Product  Net

All Products| 5 1.50
June 2, 2011JAll Products| 5 1.50

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Copy and Rename Worksheets

Intermediate Excel 2010 Page 28 of 230
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100 $ 150.00
105 $ 157.50
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Create a Summary Sheet, Continued
4. Delete Column C and D

Select Column C and D.

Go to Home->Celils->Delete.

Click on Delete Sheet Columns.

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

Go ahead: select those cells and hit the delete
key to clear the busted equations.

Home ->Cells -> Delete ->Delete Sheet Columns

o e
- et Page Lyt L Cuts Fovrw e
. Cadrt AL Tmig B et Geneal
BIrUg: L %A BEE B® Gvegehconec $ - % oS0
Port . Adgremert . Wumber
5] - {8 £ Net

3 iw |
e

|

f
]

D““’....‘."O’“““!

June 1, 2001 ANl Progucts
June 2, 2011 All Products
June 3, 2011 ANl Products|
Jene &, 2011 All Prodhucts
Jene 7, 2003 All Products|
Jene §, 2013 All Products|
Jene %, 2041 All Products
Mene 30, 2081 ANl Progucts
Jone 13, 2000 ANl Progiucts|
Jene 34, 2011 Al Progucts
Jone 15, 2001 ANl Progucts|
Jone 36, 2001 AN Progucts|
June 17, 2001 ANl Proguats
June 20, 2011 ANl Products
June 21, 2011 All Progucts)
June 22, 2011 ANl Products
June 23, 2011 All Products
Junve 24, 2011 All Products
June 27, 2011 Al Products

N e

Sort & Find &
‘ 2~ Filter~ Select~ %. .
o3

Delete Cells...

Insert | Delete Format

glelzlc/cl=|s]e =

Delete Sheet Rows

Delete Sheet Columns

bhbkbbbbbbbbbbbbkk

Delete §heet -

z
R %,

...fs
R She
3‘

c2 - ¥ | AREFISREF)

%‘ﬁ

8%

A A B | ¢ | b
1 Date Product Revenue
L June 1, 2011 All Procdirts H#REF!
3 June 2, 2011 All Products #REF!

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Troubleshoot a formula
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The Grand Total SUBSTITUTE v (" X ¥ f =

This equation will link the Summary 4 A B | c | o E |
sheet to each of the product sheets: 1
Legs, Eggs, and Pigs. 1 Date Product Revenue
~2 | Junel, 2011 All Products |= '
Try it: Create reference links 3 June 2, 2011 All Products
1. Start on the Summary Sheet
Select Cell C2 type: =.
All good equations begin with "=" SUBSTITUTE v(* X v £ ‘ =Legs!E2
2. Go to the Legs sheet y A B | ¢ | b | = |
Select Cell E2. _ 1 Date Product Net Quantity Revenue
= e e s -
Type + (to add the next variable) 2| June1,2011 Legs $ 3.5 501 §‘ 162.50 1
3. Go to the Eggs sheet '3 | June2,2011 Legs $ 3.5 55 $ 178.75
Select Cell E2.
Type + (to add the next variable)
SUBSTITUTE ~ ~(~ X « f =legslE2+Eggs!E2
Keep going, please... 4 A B | c | D I B I
1 Date Product Net Quantity Revenue
[ sl -
2| Junel, 2011 Eggs $ 150 100} $_ 150.00 }
3 June 2, 2011 Eggs S 150 105 $ 157.50

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Reference data from other worksheets or workbooks

Intermediate Excel 2010 Page 30 of 230



=
4
3

T.) k
e

The Grand Total

SUBSTITUTE (" XKV _f=| =Legs!E2+Eggs!E2+Pigs!E2

4. Lastly, go to the Pigs sheet P A B | c | o | E F
Select Cell E2 - 4
Hit Enter on your keyboard... 1 [Date Product |Net Quantity ..R.E."'P.".“P. -~
2 | Junel, 2011 Pigs $ 475 200, $ _950.00 |
5. You will be taken back to Cell C2 in 3 June 2, 2011 Pigs 5 475 201 5 954.75
the Summary spreadsheet.
6. AutoFill this equation and you've 2 - 'i_" 2 | =Legs!|E2+Eggs |E2+Pigs!E2
got a formula that adds all of the sales
for each product. Well done. | A B | C | D | E | F
1 Date Product Revenue
What Do You See? The formula says: 2 June 1, 2011 All Pmductsl $ 1,262.50 |
=Spreadsheet!Cell — -
names of our spreadsheets.
18 | June 23, 2011 All Products & 1,718.50
19 | June 24, 2011 All Products $§ 1,747.00
20 June 27,2011 All Products S 1,775.50
21 $28,861.00 |
| |

M 4 » »| Summary Legs . Egas . Pigs . Sheet? . Sheet3 . ¥J

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Reference data from other worksheets or workbooks
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Cell References

When you created the sales spreadsheet, you selected a range of cells to AutoFill. If we put 100 for
the quantity in the first cell and 105 in the next, Excel fills down the series and add 5 more to each cell.

If you wanted a different forecast you could enter new quantities in the first and second cells and use the
AutoFill again.

This could get old very fast. It is also a rather inflexible method of changing the data.
There is a better method: reference cells.

Reference cells set up one place to enter the data. All of the other equations and spreadsheets that
depend on that data look it up in the reference cells.

- v Sml e Eewe o ]
rim w BN ER e bw e WS —

Date Product
June 1, 2011 Eggs
June 2, 2011 Eggs
June 3, 2011 Eggs
June 6, 2011 Eggs
June 7, 2011 Eggs
June 8, 2011 Eggs

A EREEREEEE s

awuEEEE
<o o e w |

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas
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Create the Reference Cells
Before You Begin: Go to the Pigs sheet.
Please select Row 1 and Insert four more
Rows. This will give us room to work.

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

In Cell A2 type: Start

In Cell A3 type: Increment

In Cell B1 type: 3.25.
Format Cell B1 for Accounting.
Keep going, please..

Memo to Self: This lesson continues with the

Legs Eggs and Pigs spreadsheet:
Legs Eggs and Pigs.xIsx

- @

Home->Cells ->Insert

[GRE R L i
n st G Pagelapeut Feemelis  Dis Besew  View a@ o
_\“ [aveen T s AN gl B ShwupTes Cute . hé ﬁ Ugojh __f E_; E'Qrﬁ
suite B IO E A BEE RE et $ 0% v W Contmeest Temat [ Fomet | Setd Poe
e Te T > e el & aan (gm L - LY
Al - & e et Srert Bow 1 2
- A 8 3 [ E |l W i j « L |0 &
il »
3
4 Cwte Product Mt Quanity Revesue ] P 5 -
5 Junel 2011 Pags s 4TS 00 5 000 + j
6| mnelIouPgs S5 4TS WS wam =]
T Jane 3, 011 Pgs S 47 Mr 5 AN @ b
8| knebXiihp 5 47 3 5 AL Insert | Delete Format | Sort &
5 sunel. 2011 Pgs $ 4 208 5 ses00 PE—
10 snedWilhg & AT w5 5 i - < Filter =
1 duned, 2018 Pygs $ am 206 5 MW = Exiti
13 une 18, 2011 Pags s am 207 5 seiy A g= Insert Cells [
15 sune 13, 3011 Pgs S a4 6§ sR00 =4 - l:
14 sune 14, 2011 Pugs § 4B S wm a
15| sune 1S, 201t Pigs s ars 10 S s 5= Insert Sheet Rows
18 june 14, 3011 Pygs & am 118 10003 r
17 sure 1Y, 2011 Pegs § 4m nr § 100000 "5" Insert Sheet Columns P
18 pune 20, 2011 Pags $ an 7% § 01 = T = h
19 june 21, 2011 Pags $ 4an 14 $ 101650 I
» Fa - Insert Sheet
a Bl v £ | 3.25 e , , ,
3
- A B c | b |
n
= 1 |Price 3.25 “
I |— L | |
= 2 |Start
~.. 3 Increment —
sy )
4
5 Date Product Net Quantity Revenue
] June 1, 2011 Pigs 5 4.75 200 S5 950.00
7 June 2, 2011 Pigs 5 4.75 200 5 954.75
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" R L - S| oo (s Py D + Wi rovatt forl a5 S R SR
- - Roten 0
n & - ? = an

Create a Relative Reference SR s ' el 2 2
2. Try This, Too: Create a Relative Reference SUBSTITUTE = = X o £ =i 2
All good equations begin with "equals." e v . H ™ N
Select Cell C6 and type: = 2 e i _f
Click on Cell B1. 3 moement
Type: ENTER on the keyboard. i ’ c.....n;.o -:..-::”

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

Test Your Formula: Change the Data

10

Select Cell B1 and type: 4.75 105 w0
Type: ENTER on the keyboard. 2,3 vonn
Select Cell B1 and type: 3.25 - -
Type: ENTER on the keyboard. SUBSTITUTE LA
A B C D E
What Else Do You See? The number in Cell C6 should Pri e é_Z_E
update as soon as you hit the ENTER key. rnce N el
Start
The other Cells in Column C will NOT update at this Increment
time: those Cells do not have a formula, yet.
Keep going... Date Product Net Quantity Revenue
June 1, 2011 Pigs =B 200 5 950.00
June 2, 2011 Pigs 5 4.75 200 5 954.75
June 3, 2011 Pigs 5 475 202 5§ 959.50
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Autofill a Relative Reference

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

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

What Do You See? The formula in Cell C6 will be
copied to all of the dates in Column C. However,
instead of copying $3.25, the price in Cell B1, Cell
C10 says "Product" and Cell C11 says "Pigs."

What Else Do You See? The numbers in Column
E also indicate a problem. The first equation in
Cell E6 calculates correctly.

#VALUE means the data doesn't make any sense:
there may be a mismatch. In this example, Excel
can't multiply Pigs*205 (Text times a Number).

Keep going...

Exam 77-882: Microsoft Excel 2010 Core
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Nl v I e TR T SRR U (o5 Pugs K10 + Metreseht u ol T RN W P .
. - o
-~ “ Canpnr ] A "mu » g Tea Alourang ) v > - ] E ’r
e L B I U D A EEE R Hikeged e % v WA Censvens tems ot %
- “ ¢ D £ ¥ " (") - 0

: Dwe Produt 4*'

B reiaming L

1 ane 3, 2011 Py $ -

3 une &, 20 $ -

1 -:s :‘(wu P ) " L r:.\ ut

2 June 9, 2011 P Pags 200 wALUE

n une 10, 2011 Pug g 20 WUALLL

M unel 1 g

18| unel P i) - .fl-' =B1

14 e 1 g

B " A B C D E

8| ree: 1 Price 3.25

n e L

g8 ane Mo 2 Start

B ned g

- Rt =2 3 Increment

- 4

]{»: 5 |Date Product Net Quantity Revenue

=< s =] ey # b June 1, 2011 Pigs 5 3.25 200 5 650.00
7 June 2, 2011 Pigs 5 - 201 S -
8 June 3, 2011 Pigs 5 - 202 5 -
g June 6, 2011 Pigs 5 - 203 5 -
10 June 7, 2011 Pigs Product 204’ #VALUE!
11 June 8, 2011 Pigs Pigs 205 i #HVALUE!
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Review the Relative References
You can double click any Cell that has a formula and see an
outline of the Cell (s) that are used in that equation.

Let's audit this spreadsheet.

4. Try This: Audit a Relative Reference

Double Click Cell C6. You should see the formula displayed
in the Formula Bar at the top of the spreadsheet. Cell B1 is
outlined in Blue.

Double Click Cell C10. Cell B5 is outlined.

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

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

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

Keep going...

SUBSTITUTE - v K| =Bl
A B C D E

1 |Price 3.25

2 |5tart

3 |Increment

4

5 |Date Product MNet Quantity Revenue
EI June 1, 2011 Pigs =B1 200 5 650.00
7 | June2, 2011 Pigs s - 201 % ]

SUBSTITUTE - v K| =B
A B C D E

1 |Price 3.25

2 |Start

3 |Increment

4

5 |Date Net Quantity Revenue
6 June 1, 2011 Pigs $  3.25 200 $ 650.00
7 June 2, 2011 Pigs 5 200 S -
8 June 3, 2011 Pigs 5 - 202 5 -
g June 6, 2011 Pigs 5 - 203 5 -
10|  June7,2011 Pigs =B5 204" HVALUE!
11 Junes, 2011 Pigs pigs 205" #VALUE!
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07.::0 R TS T  ogs € y1: Pegs 20 « Wt reso Eot ol O VU OO .1 et vl
“ g~ Yeent Page Loyonst Formatac Oata Reven View (7] &8
A : i )
Create an Absolute Reference b Tt i - 2
There is another way to manage copying T 5
formulas so that they point to the right data. ! e S — " R — . . —
An Absolute Reference is defined an a specific s R
Row or Column. The Absolute Reference will 8] seerming [dasi] wos eam
T . H y Junve 2, 2011 Pugs $ X z
NOT }.lpdate if it is copied to another Row with ¢ meiming 3 am SUBSTITUTE - X v | —$BS1
Autofill Sl 1
1£ June d, 2011 Pugs :, ”i Fiy B C D E
5. Try This: Create an Absolute Reference e . E }
1 June 10, 2011 Py : 2 1 P 3-25
Select Cell C6. i nmes 1 gy~ .
Click your cursor in the Formula Bar on B1. # aeevmuee s 22 2 |Start
On your keyboard, click on F4. 4 minmiee ¢+ 3 |Increment
» une 20, 2011 Py s W
20 junell, 2011 Py s w2 4
What Do You See? The formula in Cell C6 is i eame L8 03 .
now: =$B$1, where the dollar $ sign means that = oo ¢ x > _|Date Product Net Quantity Revenue
it is Absolute. | June 1, 2011 Pigs |:$B$1 i 200 5§ 650.00
= 7 June 2, 2011 Pigs $ 3.25 200 § 653.25
Try This Too: AutoFill the Absolute = ]
Reference » ; k
Select Cell C6. June 22, 2011 Pigs 5 325 215 5 6938.75
Double click the Autofill handle. June 23, 2011 Pigs 5 3.25 216 5§ 702.00
June 24, 2011 Pigs 5 3.25 217 5 705.25
It looks like it worked this time. June 27, 2011 Pigs 218 $  708.50
512,905.75
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Using Reference Cells

The next task is to calculate the daily sales. In this
example, we will make one Cell Reference in the
formula Relative and the other Absolute.

Before You Begin: Edit the Data
In Cell B2 type: 100
In Cell B3 type: 5

Thoughts to Consider

Cell D6 is the initial quantity sold.

Cell D7 should be whatever we sold on the first day,
plus the quantity we are forecasting for each day’s
sales increment.

6. Try it: Create the Formulas
Select Cell D6 and enter this equation:
=B2

Select Cell D7, and enter this equation:
=D6 +B3

Try This, Too: AutoFill the Formula
Select Cell D7 and double click the AutoFill han
to fill down the formula. Keep going...

oA e T TR | 1 (yys Paps A0 ' Metr el Encl T W 1 . st ]
n —cy et Page Loyt Fromutas e L. - s@osn
l A - - 2 X ;-_.‘\
Pacta _Jf B EEw i s . " ;
s - - XV A| . SUBSTITUTE ~ (" X ¥ K| =B2 6
A L] 4 [ - - . - - —
e W | A B [ ¢ [ o ]
| 1 Price 3.25
3 Dute . Produt Net Ouae ?'-'-'-'-r-i'&)-T
B e oL Start ... A
. Jarve 3, 2011 l:m $ A3 3 Increment 5
3 Jurw &, 2011 Pigs £ 4B d
10 Janwe 1, 2011 P 4 A2 4
11 juned, 2011 Pug $ Lm - |
B e 3 ss Il Date Product Net Quantity Revenue
e et | June 1, 2011 Pigs $ 3.25 =82l $ 650.00
14 sune 13, 2011 P $ 1
| remming s 3o | June 2, 2011 Pigs S 3325 201 $ 653.25
1 :un- x: o1 P:: ; I:}‘\ 31-1 ‘; ;2; |
0 ne Il 011 P $ 1 W3 w0 |
21 une 22, 2011 P $ 1 J1s £ esATs
e SUBSTITUTE ~ ~ (= X + fx| =D6+B3
M june J7, 1L Py F 1B
- A B C D E
- 1 |Price 3.25
2 Start 100
[?"l L T e i i i
3 Increment E____________:E}E
\ 4
Product Net Quantity Revenue

‘ 5 Date
] June 1, 2011 Pigs

7| June2,2011 pigs

8 June 3, 2011 Pigs

Exam 77-882: Microsoft Excel 2010 Core
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7’&*, )

Ne n -t Boet  Pagelapot  Feemetes Dus  Revew View

Troubleshoot the Formulas kil ity g
What Do You See? The #Value! means that SUSTIVIE _ ~ (= X ¥ £ | =003

the next Row down. June M, 2011 Pugs $ 22 “wva

June 3, 2011 Pigs

there is an error. Please audit the spreadsheet. - Lt . - T —
Double click on Cell D9. Excel highlights the o = SUBSTITUTE -
cells in this formula: =D8+B5 4 [ 1
5 Dwe Jroduct et Quar A B
4 June 1, 2011 Pags S A8
How Did That Happen? Part of the formula is B erann 3 swr—1iaN Price
still correct. It equals yesterday’s sales—the Cell  * womuive 5 ool 5 gang
above me—and adds to it. 1 aeenoubgs  § 128 Twa 3 ) t
2 sunes, o1 0 s 18w ncremen
_ _ B aeemmung  § 13w
Most formulas automatically use Relative W meenoueg 5 s wa 4
. . 15 une 14, 2011 M $ A3 WA
References. A Relative Reference adjusts the B it ot |8 538 Towa 5 Date Product |Net
the cell references when you copy or fill it down. 7 “===vese == = =
19| ane2 ;ou p: ; 11; “wva 6 June 1’ 2011 pIgS
. 20 une 2l 2011 Py $ 22 “wua "
In our example, =D8+B5 becomes =D9+B6 in 3 menuve  $ s Twa 1 June 2, 2011 Pigs
n e 21, 2011 Py $ 25 W
8
June 27, 2011 Pags s 225 “wa i
9 June 6, 2011 Pigs
10

June 7, 2011 Pigs

In Cell D9, the formula adds a number to a label. »
Hence, the error #Value! z
»

Exam 77-882: Microsoft Excel 2010 Core
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Intermediate Excel 2010 Page 39 of 230

X « f| =D8+B5

C D
3.25
100
5

Quantity Revenue

$ 3.5 100 $ 325.00

S 3.25 105 $ 341.25

$ 3.25 $ 34125

$ 3.25 |-Ds+85 { #VALUE!

$ 3.25 #VALUE! #VALUE!
- .
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Click the F4 function key on the top row of the 1 sunes, 2011 P »wa 2| Start 100

ke board |+ June 9, 2011 g $ 23 :'\'A
y R Rl I Fe——
14 June 13, 2011 Pugs $ 13wl

L Ko e . B - -4y A
Absolute References 020 S A At il R il
When you need to work with one particular cell oI T . _ . 8
you need an Absolute Reference. e . ",Z:; n— . S S S S S S S »
Try it: Create an Absolute Reference - — - SUBSTITUTE MY :Dﬁ+$B$|3
Select Cell D7. B iming 13 L]
The Formula bar shows =D6+B3. R ° C
Go to the Formula Bar and click on B3. Bl sesaming s s o Price 3.25

What Do You See? The cell reference becomes :% o u = vy :jfﬁ ::E: 4

$B$3. This means "go to B3 only, and noplace I “Z5ZI Il 5 Date Product Net Quantity Revenue
else," to get the data. 5 mamwmme ¢ ante 6| Junel,2011 Pigs $ 3.2 ¢ 325.00
Try This, Too: AutoFill the Formula - 11 :232:| June 2, 2011 Pigs 5 3.25 I_=DE"+$B$3! 5 34125
Select Cell D7 and AutoFill the revised equation  * ww@@ise & oo we g June 3, 2011 Pigs 5 3.25 105 § 34125
to the rest of the rows. = 9 |  Junes, 2011 Pigs $ 3.25 #VALUE! #VALUE!
A Mixed Reference uses Absolute and Relative

cell references. oo ] Sy U G | e B e -

&

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Use Absolute and Relative cell references

Intermediate Excel 2010 Page 40 of 230



=
4
3

Tag
e
One

Audit Your Work

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

a better way to audit your
spreadsheet.

Try This: Trace the Dependants
Select Cell B3.

Go to Formulas->Formula Auditing.

Click on Trace Dependents.

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

i Trace Precedents
Finds the cells that have an affect
the cell you selected

—
[

< Trace Dependents
Locates the formulas that use this

in their equations

]
L"l Remove Arrows

Formulas -> Formula Auditing->Trace Dependents

i R

o P e

£ 008086 a -ﬂ '; lﬁl 3 (:.wmu‘-- £3m Sace reve E:ﬂTracePrecedents ﬁﬂhnanrmulas

«F e Depe
o % s =1 .
e T g T TN T A et - 10 Py« Mg B ot om Sewin 2 memewe s | =0F Trace Dependents ﬁ} Error Checking =

Cetred Rame

Mo e Page Lapeut  Faematns

Puniten L dwen

n - L3 .} - 3
> . : = . - . = : : = ¥Tu Remove Arrows @ Evaluate Formul:
o AR Formula Auditing
3 ncrement
: Dute ﬁ\ Quantity Revenve |
£y Jene 1, 2011 Pgs M MO 5 3S00
7 June 2, 2011 g )Js\: NS S Mn
s recuive WA i3 mm
10 ne?, 2011 s |‘\:\\ 120 5§ 31%0.00
11 uned 2011 s s, N
12 juned, 2011 Mg M\\: 130 § A%
13 june 10, 2011 Pygs i\h:\ 155 5 4TS
14 une 13, 2011 Pgs s',;,.v.»\\f M0 § 48800
15 e 14,2011 |
Ty A B c D E
B s 2 G Price 3.25
% Jure 28,2011 1
on 21 une22 2011 | Start 100
n e 2) 00—
# weesioond 3 Increment
Pl Jure 27, 2018 | —
= 4 _.
e 5 |Date Prodget Quantity Revenue
cell = 6 June 1, 2011 Pigs 100 $ 325.00
e u] Seveay T | . ™
) 7 June 2, 2011 Pigs 105 5 341.25
a8 June 3, 2011 Pigs 110 5 357.50
9 June &, 2011 Pigs 115 5§ 373.75
10 June 7, 2011 Pigs 120 5 390.00

Exam 77-888: Microsoft Excel Expert 2010
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Formula Auditing

Try it: Trace Precedents

Select Cell E25.

Go to Formulas->Formula Auditing.
Click Trace Precedents. You will see
an arrow from Cell E25 to Cell E6.

Click Trace Precedents again.
You should see arrows in each Row
that trace the formulas.

Click Trace Precedents a third time.
You will see a call out to each variable
in Cells B1, B2 and B3.

Please click on Remove Arrows to
take off the tracings.

Wit et Page Lips

A Z P BEME ﬁﬂ.ﬂﬂ-—é

Formadan Data

Formulas -> Formula Auditing->Trace Precedents

E:ﬂ Trace Precedents %‘ Show Formulas

3 Defne Mamer = % Trmee Prece

% Tnee Dape o i
Lt} A Moty Fipmdel Nowis e G e d M e | o ot tten | 2 S ﬂCg Trace Dependents Q‘j} Error Checking ~
Fundlan Lbwery Detred Namey
o - K| samessan ;ﬁ, Remaowve Arrows « @ Evaluate Formulz
A L] < 4] E F 6 L ' ] K
1 Price 5 Formula Auditing
1 St 100 -
1 ncrement s a
4
s owme Meduct Net  Quantity Revesve A B C | B] | E
3 June 1, 2011 Pags $ s 00 S W00 .
7 unel 2011 Py $ A a8l 8| sars 1 Price 3.25
[ June 3, 2011 Pags $ s 10 §| 1% —
£ June d, 2011 Pugs $ 3 1us §) was 2 Stﬂ I-t 1m
10 June 7, 2011 Pgs $ A 120 | o E—
11 Juned, 2011 Pags $ A 128§ 408
12 uned, 2011 P $ A 130 $| 2% 3 I"CTE'ITI E"t 5
18} June 10, 2011 Py $ A 15 3] san
M June 1, 2011 Py $ A M0 $| a0 4
15 une 14, 2011 Pyps $ 1 s §l ans .
8 meemaumg 5 33 wos| wwo| | 5 |Date Product Met Quantity Revenue
w June 14, 2011 Py $ 1 1581 4] s | .
1M une 7,301 P $ 1 30 $| 00 ] June 1: 2011 PIEE $ 25 - R 325.00
15 June 20, 2011 Py $ 1 s 5] e —
B weenmize $ s ms| wmn| | g June 2, 2011 Pigs $—335——1051 % 341.25
n e 22,201 < s 25 5 Aan
3 une2 200 s 335 wol 3| som | |
n Nne M 2 13 s 5] s
s wo sl @170 iy | B | C | D | E |
Ii 950 7 |
1 Price
2 Start
L e SRS > | InCrement
a4
5 Date Quantity Revenue
5] June 1, 2011 Pigs o6 325.00
7 June 2, 2011 Pigs 59 341.25

Exam 77-888: Microsoft Excel Expert 2010
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Formulas -> Formula Auditing->Trace Precedents

EHun-m- m“ﬂm Lo
Tracmg Errors e = oweenmes tomens | Ea3Trace Precedents %‘Shnw Formulas
What Does an Error Look Like? Here kI @g@ec ﬁ ﬁ ﬁ 'Ej "'j e o
is a simple example we can try pimat fmdefim laceety Mencl ogid ot Dol Lokl Mith | Uen e Eowsmeimos gmse =ut Trace Dependents {*;}Errnr Checking -
i - LI ] . ,ff, Remowve Arrows = @ Evaluate Formulz
Before You Begin: Setup a Mistake Sirhe T — S S S E—— Formula Auditing
Select Cell E8 and type: 360 - “'j
Now Cell E8 does NOT have a formula. - oo
Yet, how would you know? 6| mneiimning sty ]
¥ gt 3. FO1L e g B2
L] v 3, B Pag § LB 110 & 000
Try This: Trace the Precedents T e P T E25 - Je | =SUM(EG:E24)
SeleCt Ce” E25 11 Sened, 3001 Pag b A0 T
Go to Formulas->Formula Auditing. T SR 4 A B C D |—E
Click Trace Precedents. You will see Lo e SZ) 1 | Price 3.25
an arrow from Cell E25 to Cell E6. b e eam e W2 |start 100
5 wmmomiee  samesmdl sen| 3 | Increment 5
Click Trace Precedents again. D menmivg  $bm—e—ims ww
I Bune 23, HILL Peg T AT 4
Fr ) fune 21, HILL P e 0
What Do You See? You should see e (o == Dale Product Net Quantity Revenue
arrows in each Row that trace the o =] g June 1, 2011 Pigs $—3.95 100 3¢ 395.00
formulas. You should see a "gap" in the . : : T :
tracings. This gap indicates that there is = 7 June 2, 2011 Pigs $—325 165 341.25
no formula in Cell E8. e . _ 8 June 3, 2011 Pigs 5 3.25 110 5| 360.00
L 9 June 6, 2011 Pigs 3 35— 5 373.75
10 June 7, 2011 Pigs 535 1269 390.00
11 June 8, 2011 Pigs 335 1259 406.25
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Ta
o,,:’ Formulas -> Formula Auditing->Show Formulas
FEEE m_ b
Show Formulas ? - 5 ﬁ; = ﬁ ﬁ ﬁ 11:! o nes 37 Trace Precedents |5 show Formulas
Sometimes, it helps to loooook at the o ko Sty P g Tk Btk Locrg e "? et
formulas. Here are the S’[epS‘ Fernins Frivd i e .....,.. e ,g.-.- =C+ Trace Dependents '@} Error Checking -
L = E| w0 ,f; Remowe Arrows = @ Evaluate Formul:
Before You Begin: Remove the arrows L e = ’ : ’ : Formula Auditing
1 mrement 5 |
Try it: Show Formulas o e o — —
Select Cell ES8. s "o = o e |
Go to Formulas->Formula Auditing. & st e a5t “civesaty
Click Show Formulas. i = sy R i
11 0% S =il Bl i =C1af0a1
13 2w S =md1 =O 1 ER L1043
What Do You See? All of the cells that =~ = == #igs i i e
have formulas are displayed. Cell E8 s . = T
has a number that we typed in earlierin == - s e A
this lesson: no formula. 18 aom1 #ign s scuag oo |
19 407 Hp e LAl il T4 ] =CHADID .
X s Sign =S Rt sl =000
You can click on Show Formulas, B lon? - = = o :
again, to turn off the formulas display. 2 ame e Net Quantity Revenue
= =5B51 =B2 =C6*D6
7 =SBS1 =D6+5BS3 =C7*D7
- =$B51 =D7+$BS3 |60
-;.: u.ﬂ-k—vw R EgSE | Pigs et :$B$1 :D.E+$B$3 :CE*DE
=5B51 =D9+5B53 =C10*D10
=SBS1 =D10+5BS3 =C11*D11
=5B51 =D11+5B53 =C12*D12

Exam 77-888: Microsoft Excel Expert 2010
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Ta
o,,:° Formulas -> Formula Auditing->Error Checking
(i m o
Error Checking ? T 06856 666 T — ~L
. . i A : = i
Error Qhecklng works like Spell [ e o o L o '_ i rumen | i coentats st hcing - | 5 .
Checking. Errors can be marked and AT i U R e ey i g e
corrected one at a time, or Live, as you SUBTIUTE (% X o | <708 E
work on your formulas. P — S— = E : SN L ' L Lt [ w i wle r T &
1 st 10
1 e 5

-

Before You Begin: Make a Mistake
Select Cell E8.

g
H

Peoduin el disanity Eewesue

& S 1, i1 Pagi g 538 00 5 EE
Enter this formula: =C7*D8. I oot vy o3 B3
3 e, L1 Pagi & a 115 & SR
10| o T, 01 P § 538 .
What Do You See? This formula does [ mesouee 13 s 5 |Date Product Net Quantity Revenue
NOT match the formula above or below & iiiee & oiw & June 1, 2011 Pigs g 325 100 § 325.00
it. So, Cell E8 has a error mark, a small =~ #mmeie 8o
’ ’ 18| s 4, HILL B [ %1 H
triangle in the upper left corner. 4 esoing  sas 4 June2, 2011 Pigs 5 3.25 105 5 341.25
b wewmice 232 [g june 3,2011 Pigs $ 3.5 1100  =C7*D8
Keep going, please... B e 1t 12 BB June 6, 2011 Pigs § 3.25 115 $ 373.75
@ semoure  ¢os 10| June7, 2011 Pigs §  3.25 120 $  390.00
2| e M, HILL P 5 L U T
| e 37, LY P:: 5 LD Ho L] | |
el § AAT
Fl
n
s June 2, 2011 Pigs $ 3.25 105 § 34125
= L
2 i
s e June 3, 2011 Pigs $ 3.25 110 $  357.50
] 9 June 6, 2011 Pigs $ 3.25 115 §  373.75

Exam 77-888: Microsoft Excel Expert 2010
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Error Checking Options

Try This: Run Error Checking

Formulas -> Formula Auditing->Error Checking

=

Froml Fage L F it i, B

h ooy — 3= Trace Precedents 3] Show Formulas ::
i Z R B @ - 0@ e <= _:""_' ECfTrace Dependents [{b Error Checking|*]| GE;

Select Cell ES. pomeed | e dim e I:"_‘Hm;_“ T L N . L I . P |, ﬂ.:; ‘.ﬁ Remove Arrows ~ {b Error Checking... :Iw
Go to Formulas -> Formula Auditing. o - E] o for
Go to Error Checking->Trace Error. e S —— r el @ Trace Error —
3 st 10 ) b
What Do You See? The Error Checker SN S N
found that the formula in Cell E8 is o 5 [}a-te : Prmduct Net Quantity Revenue
inconsistent: it is not the same as the & :
formula in the Row above. 3| = D June 1, 2011 Pigs S 3.25 100 & 325.00
o7 June 2, 2011 Pigs $ 3.25 105 § 34125
The Error Checking Options include: 7 8 | june3, 2011 Pigs & 3.25 110[ ¢ 357.50
M| jun | ]
ﬁgﬁ)yoio{m: ':r:g?m Above 5 w4 g June 6, 2011 Pigs $ 325 115 & 373.75
Ignore Error u am 10 Ju| Error Checking - p——— m
Edit in Formula Bar. R KT Tu
al wl 1 Error in cell EB [: E
If you have a LOT of problems with your = - —C7*D3 i o thne ]
formulas you can use the Previous and & *~ 13 Jun . ——
Next buttons to navigate through your = 14 junq | ncensistent Formula ’ Help on this error ]
Error Checking. Y 15|  Jun The formula in this cell differs from the [ I = ]
= formulas in this area of the spreadsheet. L L =S
ey 16| Jun
F_. FE 17 Jurdl [ Edit in Formula Bar ]
18] Jung Options... [ Previous ] [ Mext ]
19| Jung

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.1. Audit formulas: Error Checking
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Formulas -> Formula Auditing->Error Checking->Options

Error Checking Rules

Error Checking Rules can be found g
by clicking on the Options button R 5 s ]| e
when you are in the Error Checker. Z] il || i Tt ot vt Roriit cudalion, i, I o b
A - Prawls [ [ [ L~
Price ky ‘ n
Try This: Review the Options - Fo— 1 O e .
Go to Formulas -> Formula L - e g M g 3368
Auditing-> Error Checking. B sned B P
Click on Options. | e PE—
N mhsazs “Fonpionsd
, wof e rwctiog ||| 5o e = p——
What Do You See? Error Checking = 7 B e e reacmtas i Pt s
is enabled by default. ™ | i g
14| e | cermmient Pomy R e
13 Purel T"Nn“ | e e e, =
The Error checking rules include: | Error Checking
Cells that result in an error 1
. . 14
Inconsistent formulas in tables = Enable background error checking [
Years that are only 2-digits = Reset Ignored Errors
Numbers formatted as Text = Indicate errors using this color
Formulas which omit cells =
Unlocked cells which have formulas  * Error checking rules
Formulas that refer to empty cells "
Data that is invalid o Cells containing formulas that result in an error(i Formulas which omit cells in a region &
— Inconsistent calculated column formula in tables G0 Unlocked cells containing formulas (i)
Cells containing years represented as 2 digits (i) |:| Formulas referring to empty cells )
Mumbers formatted as text or preceded by an apostrophe (i) Data entered in a table is invalid ()

Formulas inconsistent with other formulas in the region (i)

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.1. Audit formulas: Error Checking
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i*a-l?

ipsty P Logicsl Tast Dute & Lootup & Math  Kowr

=l Braan Pags Bats Bdvitm Wi
IPB8SE RSB S Dot

oy

:ﬂ:ﬂﬂ
—
i |

Walth | Caloulalion =
a i

Summary I i | lm\mh- T il e mnﬂ-::.‘rﬂﬂﬂ Iﬁ“wlﬂmm £ alivrledaitn =
This lesson introduced Formulas and Lm = k|3 El
Formula Auditing. The focus of each I — . B e e T S B — ‘ﬁ
exercise was on the Cell References. We 2 s ko
looked at the differences between Relative ";“m — %iaTrace Precedents 3§] Show Formulas
and Absolute Cell References. CEPTEAE T N O = _
| T = T =% Trace Dependents ¥i> Error Checking =
] ban 3, W01 g L i 5 315750
Well, you done good. - R T . Remove Arrows ~ (£) Evaluate Formula
You get the cookie. <grin> 1] sened, B4 g AT T Formula Auditing
i Baned, M1 P kS 1 5 4330
13| e 18, 301 P Sy 133 5 4T
14| a1, 301 P L MO 43300
] mred Hiibg 50 ME 5 ATLE
- 18 o 15, XL P £ 9 150§ 48730
-;v‘ it 17 weels b 5 185 £ SORTS
E 18 pune LT, 0L Pag 5 Mo 4 smen
4 18 s 2, M Pagi -] B4 3 3R
L M| e, WL P ] 17 4 88380
pu 20| e 22 ML P g 1R 4 SET
B 3| pur 20, 3001 Pagi i 10§ SE00
N3 une 3, ML P £ I 5 LIS
ol Jurw 27, L1 P 5 1x IHZII
2 A A B C D E
o 1 Price 3.25
2 |Start 100
S m A e e Sgmmery Chep cFggs | Pags et T |
[ ] 3 | Increment 5
4
5 Date Product Net Quantity Revenue
3] June 1, 2011 Pigs 335 106 325.00
7 June 2, 2011 Pigs 325 1579 341.25
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Practice Activities
Lesson 1: Legs, Eggs and Pigs

Before You Begin: Start Microsoft Excel 2010. You should see a new, blank spreadsheet.

Try This: Do the following steps

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

. Select A2. Enter: January

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

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

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

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

. Copy Sheet 1 two times.

. Rename Sheet 1 to Ann Arbor.

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

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

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

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

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

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

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

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

17. Enter the date as January and AutoFill through December.

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

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

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

OCOoO~NOOODRWN-=-
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Test Yourself

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

a. Insert Ribbon

b. Format Ribbon

c. Home Ribbon

d. Cells Ribbon

Tip: Intermediate Excel, page 16

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

a. True

b. False

Tip: Intermediate Excel, page 18

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

a. True

b. False

Tip: Intermediate Excel, page 25

4. What does it mean when Excel
displays #HHHHHE?

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

b. The column is too narrow

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

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 27

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

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

b. The column is too narrow

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

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 29

. Which is NOT a valid formula?
=B1

B1

.=B1*B3

. =SUM(B1:B20)

ip: Intermediate Excel, page 34

Hqoo0oT oo

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

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

b. The column is too narrow

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

d. You made an error

e. Unspecified Error

Tip: Intermediate Excel, page 35

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

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

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

c. A mixed reference has both Relative and
Absolute References

d. $A%4 is an Absolute Reference

Tip: Intermediate Excel, page 37

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

b. Formulas-> Formula Auditing-> Show
Formulas

c. Formulas-> Reveal Formulas

Tip: Intermediate Excel, page 44
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Excel 2010: Business Spreadsheets

7.
r;';" This Little Piggy Goes to Market

=
4
3

B@EE

Intermediate Excel Objectives s - N O e S Financial Logical Text Date &
In this lesson, you will learn how to: i 3z e < - - S
1. Practice modifying cell contents and formats ] .
Puncben Lbrary Dirforrd Mgy Prormaly dysiforgy Cabrudpt sy
2. Use the Paste Special options BESTTUTE = ° W o fo| SSUBSTITUTEFY, Duily Sales bor =" Bewe Prodict sales for ™) -
) ] (= o £ F L] H ] ] L L LI

3. CONCATENATE (combine) data with a formula L date Product Mt fuamity Revenus Fredut Bevene Upper  subsinne E|

2 | e 1, 3001 Pagi & 100 32500 Daily Sales for Syge: S35 PGS
4. Modify and format TEXT with formulas T T LD e g

Jun 8, X 1 - i i

5. Use DATE and TIME formulas b o )

T fure A, 3001 Fign +9 =
6. Use FINANCIAL formulas to calculate a payment 3 weengoueg s T s e

8 | Jures L0, Ji11 Pigy & L L] Tm| = Ty e for g ENIE

10 | jarep L1, JiLL Pige & Ol _Ned  Toudy Sk o " | = Towdy e b

11 jures 14, Hi11 Pags 5 b ek Ve ) S e | S| = Teew Product Sees for T

13 Jurer L5, HILL Pegs & e T

B iurer 16, P

4 i 173011 765 5 || s st e s e I

5] Riren 20, 2011 g ] Mew et & et o mant & ke Ok _iowd e

16 | puser 21 3001 P g - . ) -

1T pusel 22 3001 Pags H

15 | pufel 24, 3001 Pags g

19 | el 24, 3011 Figi 3 s

20 | pure 27, 2011 Pags i T funlic ] | Cmnl

F2 - Jx | =CONCATENATE("Daily Sales for ",B2,": 5",E2)

A B c D E F |

2 | Junel, 2011 Pigs 5 3.25 100 $325.00 |Daily Sales for Pigs: 5325 !

3 | June 2, 2011 Pigs
a

4L

3.25 105 $341.25
June 3, 2011 Pigs 5 3.25 110 $357.50 -
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Lesson 2: Little Piggy Goes to Market

Formulas

1. Readings Home Insert Page Layout 1 IFnrmuIas 9 Ilta Review View

Read Lesson 2 in your Intermediate Excel
FIEE@RE A6 @

. Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More
PrOjeCt Function - Used = - - - Time = Reference = & Trig =~ Functions -
Use formulas to format and modify TEXT, DATE,
and TIME. Use FINANCIAL formulas to calculate a

car payment.. i] i] 1] i]

Downloads
Legs Eqgs Pigs 2010.xisx Menu Maps

Counting Chickens 2010.xIsx This lesson introduces the Formulas Ribbon.

Brown Bag Sales Data 2010.xlsx . Formulas -> Function Library->Text ->Concatenate, page 62

. Formulas -> Function Library->Text ->UPPER, page 65

. Formulas -> Function Library->Text ->SUBSTITUTE, page 67

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

. Formulas->Function Library->Date->NETWORKDAYS, page 71
. Formulas->Function Library->Financial->PMT, page 79

Function Library

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

ODOAPRWN =

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

In the previous lesson, the focus was on naming the cells that are included in a
formula. We looked at the difference between Relative and Absolute Cell
References. This lesson will use formulas to calculate, compare and format
Text. We will also use formulas to summarize the data.

I know, | know: the mere thought of formulas sends folks out the door. | believe
that math is taught very poorly and that most people do NOT have a comfortable
understanding of the rules and options. This lesson will include a discussion of
the math as well as what the spreadsheet software can do.

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

What Do You See? Is there a Title Bar that
says Book 1-Microsoft Excel? Yes.

X9 -
Hame Insert Page Layout Farmulas Data
Is there a Home Ribbon with the Clipboard,

%]I ‘ Font and Alignment Groups? Yes.

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

m
M
B
N
i
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Home->Copy

:i, J - ._—m - - ——’..-‘
Before You Begin P E— o
This discussion begins by creating a sample B o i e e | e o | 2 O S S .=
spreadsheet that combines all of the dates and i s el g e i T 1
product sales forecast from three different as . &l v
spreadsheets. This lesson introduces a A —= i S : - . : Sl —_—
common copy/paste error, and methods for | s
correcting it. P i

5 [owe Product et Quantity Revesue

6 Junel 2011 s $ A w00 § NS00
1. Try it: Create a Sample Spreadsheet B o T O NS G
Open the spreadsheet you created in the 3: mmesiimg  $ 32 us s ans
previous lesson: Legs Eggs Pigs 2010.xIsx B e o e i TS
Go to the Pigs spreadsheet. B o PSSR W AN
Select Row 5 through Row 24. ) meennonmgs 5 128 M0 $ 400 ‘
(Do not include the Total in Row 25.) [ et i e T A
Go to Home->Copy. e e e e

195 June 20,2011 Py $ 1 5 e
Go to a new spreadsheet. Bl menmmm §13  ms smn
Select Cell A1. = Bl |

-> P o | A

S:etg ;Oci’;ge |Paste. - 5 \Date Product Net Quantity Revenue
You can use the sample spreadsheet or J 6] Junel, 2011 Pigs $ 335 100 5 325.00
enter your own data if you wish. = 7} June2, 2011 Pigs $ 3.25 105 $ 341.25

o 8| June3, 2011 Pigs $ 3.25 110 § 357.50 Sl

9 June 6, 2011 Pigs 5 325 115 § 373.75
10 June 7, 2011 Pigs 5 325 120 5§ 390.00

Exam 77-882: Microsoft Excel 2010 Core

2. Creating Cell Data
2.1. Construct cell data
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Paste Between Worksheets
What Do You See? When you copy and
paste data into a new spreadsheet, you
may see many error messages. That's
Excel's way of asking, "Where's the data?"

2. Try This: Review the #REF Errors
Click on any cell that says #REF!

You will see that the formulas are still there.

This example shows: D3=D2+$B$3.

When you paste formulas into a new
spreadsheet, the cell references may
become meaningless. In this example,
there is no Reference Cell, $B$3, so there
is nowhere to look up the quantity.

3. Try This: Review the #VALUE! Errors
Click on any cell that says #VALUE!

You will see that the formulas are still there.

This example shows: E3=C3+D3.

In this example C3 has Text, not Numbers.
How do you multiply Text times Numbers?
Hence, the error #value!

Keep going, please...

Home->Paste

" Rl ) Onctemn X9 + Mecrosch Erced T NIRRT S e
- Beent  Page Laptul Faemetas s Revew View (7] &0
L : Coton H AN Twla® = g Tea cwe h: B 5 i ; ’( }s
Putr y BlI U Z XA EEE PR Hupediow- $-% 0 WY "_:;;;,.:;::,?;‘: Tuh aie Pt | v el meah
- 8 € D - # 6 " ! . L u ~ ) 4 =
1 [owne Prodt  Net M’"
2 | Jenel 2011 Pgs m' WREF| 'IVAMI
3 | el 2011 gs Product  SREF]  SVALUE!
4 | Jened, 2011 s Mrodut  SREF]  SVALUE!
5 | Jene s, 2011 Pgs Product  SREF]  sVALUE! “
6 | sune 7, 2011 Pigs motue " @
S| mermting  wodea® D3 - fc | =D2+$BS3
3 |sune 20, 2011 Pgs mrosuer ” ®
P e e A 8 c | o | E F
B v ety 1 | Date Product Net 'Quantity 'Revenue
S lamamin aatd 2 | June 1, 2011 Pigs Product  #REF! ~ #VALUE!
Blaen g momala o . ~Vonir D
17 | sone 22, 2011 Pags Product ~ 3 June £, ZUull FIgs Froise/ i #REF! | #VALULE! =
18 [2ane 21, 2011 Pags Product L2
B e 4 | June 3, 2011 Pigs Product  #HREF! HVALUE! e’
ﬂ 7, 20! I& Product -
5 | June®6, 2011 Pigs Product ~ #REF! ' #VALUE!
|
» E3 - fe | =C3*D3
» A B c D E F
B I Date Product Net Quantity Revenue
sssssssmsmassstd > | june 1, 2011 Pigs Product = #REF!  #VALUE!
3 | June2,2011 Pigs Product ~ #R<® [#vALUE!] 3
4 | June 3, 2011 Pigs Product = #REF!  HVALUE! ‘et
5 June®, 2011 Pigs Product = #REF! | #VALUE!

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data: Paste Special
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Home->Paste
] e I ., C-vr 38T o oo s |- il
Paste Errors e T eI e
4. What Else Do You See? Look next ./ » .~ " 0 C== s e e B B e D or & 4
to the #REF! message: There is an ek i ; i iy = ageet T =t |
exclamation point that flags the error. L] - T
This error has been identified as an L - :m‘;,,, wfm T — ‘ : ° B
Invalid Cell Reference. 3| el e e o
I bt
The Error options include: o marmuve o Hevams
Help on this error e ——
Trace Error 3 AneWLPE MO Gt e
Ignore Error Bl et it oed fn Crdimg e
Edit n the Formula Bar e ia e D3 - fe | =D2+$BS3
rror ecking Options BA] b A7, 2111 g :-Nun i -c':: o
P e A B C D E F
This #REF! error comes from pasting i ‘i e sowe” mer v 1 Date Product Net Quantity Revenue
gﬁﬁr‘:?;“e“:’”:pfg;zasﬂzr;‘fZ"Ofsan”;’tther’ 5 meinming s wen wi 2 | June 1, 2011 Pigs Product | #REF! | #VALUE!
include all of the Cells that the - 3| June2,2011 Pigs Projd -| #REFL | #VALUE!
formulas reference. Keep going... 3 i
P going = 4 | Junes3, 2011 Pigs Pro Invalid Cell Reference Error
z 3 | Juneg, 2011 Pigs Pro _
= 6 | June7,2011 Pigs pro|  Helponthiserror
- o s v v 2= 7 | June 8, 2011 Pigs Pro Trace Error
& | June9, 2011 Pigs Pro Ignore Error
9 | June 10, 2011 Pigs Pro Edit in Formula Bar
10 | June 13, 2011 Pigs Pro ) i
_g Error Checking Options...
11 | June 14, 2011 Pigs Pro

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data: Paste Special
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Paste Special Options
There is another method of pasting the
Values, without the formulas.

Before You Begin: Delete the data that you
just pasted. We are going to start over.

5. Try it: Paste Special

Go to the Pigs spreadsheet.

Select Row 5 through Row 24.

(Do not include the Total in Row 25.)
Go to Home->Copy.

Go to a new spreadsheet, Sheet 2.
Select Cell A1.
Go to Home->Paste Special.

What Do You See? There are four rows of
Paste Options. You can choose whether to
keep the formatting, formulas, or values.

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

Keep going, there's more. ;-)

Home->Paste ->Paste Special

AN R R ST C ¢ pary e ens 240 + Motrere il WP R o
[ -

- et Page Lagwat ¥ ormadni G .

o
L EEEIR L.

>
U H AL Teg @ S Wres tee Dt
-

Facte . « M A 51 Menpe & Conter . v @M Constionst Tomst CeM  ent Dwiete Format Sen & e

iy &7 0 - 24 BEE EEF 3 ] Bt 443 L e . - 4" Tewr Sew

e P fone . gt . Vomter . Stybes Co tatng ‘
A% | . :
o ] ¢ o € ¥ ] " ' ] . L w N o » a 3z

e s

oy

13 n ny
br | | =

- Yo |2

n —

8

b

:: 1 Paste Values

e o s i

2 123 1232 123

= % 12

® .| Other Paste Options

Soway | i s o
%) [==] ] (=3

Paste special...

8

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data: Paste Special
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Home->Paste ->Paste Special ->Values

Paste Special e
6. What Do You See? Paste Special lets Paste
you choose what you want to paste. The e_‘ - _
default options include: All (everything), O Al (Z) Al using Source theme
Formulas, Values, Formats, Comments, or i) Eormulas () All except borders
Validation, only. @ Walles! ) Column widths

®F ts ®F ! d ber formats
Options to Remove Formatting _ ormas — orLias anarUmher Tora
Paste Special can get rid of Formats, © Comments © Values and number formats
Themes, Borders or blanks you may have (7 validation &ll merging conditional formats
copied from the original sheet. .

Operation

Options to Select Operation @ Ngne ©) Multiply
You can select the math you want to paste: @) Add ) Divide
Add, Subtract, Multiply, Divide, or none at all. ™) Subtract
Keep going... [ skip blanks [ Transpose

Paste Link I OK

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

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data: Paste Special
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Home->Paste ->Paste Special ->Values

U AT I oy vt KO Vocresih G
Paste Special: Values q; . -.....,-,' ﬂ: - ...._ - K
7. Try it: Paste the Sample Data TS ol e :, ;::..... e
Go to the Eggs spreadsheet. Ea S oy "‘_ S IR e ] ot s
Select Row 1 through Row 20. a2 - £ wumn
(Do not include the Total in Row 21.) A v < o ' 5 6 " i ) . L
Go to Home->Copy. : u::-:.m: r:" T s M:n‘u 328,00
Go to the new spreadsheet, Sheet 2. 1 aeeluimgs S s 105 §34128
Select Cell A21. Go to Home->Paste Special- N
>Values and number formats.. 8 wneramiimgs  $ 33 1o swes
7 el 0L $ 4B 1S Sad s
L] Jerve d, 2011 W $ A 10 S411%
Go to the Legs spreadsheet. S emuing 3 a8 18 sasx
Select Row 1 through Row 20. A — 1 - s
Go to Home->Copy. 13 June 18, 2011 Py ¢ A 150 Sa17.%0
Go to the new spreadsheet, Sheet 2. B e —Ti al s
Select Cell A40. Go to Home->Paste Special- 15/ une0, 01 g $ A3 1S $3M
>Values and number formats. O — - —
1A sune 21, 2011 Py $ > 10 $38.00
Try This, Too: Rename the spreadsheet | e g TR o S
Double-click the tab for this spreadsheet. Type: ] n;f:aw : 5 % e
. . bone 1 B 5
Original Data for TEXT Formulas. B i Kt 8/ S S 4 d
M| ened, 0L Lo $ B -
8. Try This: Save the Spreadsheet e e s g fune 24, 2011 P!gs S 3.25 185| $601.25
Go to File->Save. Rt e 20 | June 27, 2011 Pigs S 3.25 190 $617.50
Go to your Documents folder, if you wish. 2 z&ﬁ: : = 21| June1l, 2011 Legs S 3.25 50 $162.50
.IC-:SI:EE (t)hnesl\f\\r;:ze. Counting Chickens 2010. ..... o ey am P ,E June 2, 2011 Legs $ 3.25 55 $178.75
23| June 3, 2011 Legs S 3.25 60 $195.00 8
24 | June 6, 2011 Legs $ 3.25 65 $211.25
25| June7,2011 Legs $ 325 70 $227.50
26 | June 8, 2011 Legs $ 325 75 $243.75

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data: Paste Special
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File->Open
(4] ad e N sy Ctcs 564 € oo VU G W = -k
- BEl e e e e e e L ER A
Format TEXT with Formulas T s e PT ——— T EEL
The next lesson demonstrates the TEXT ’:j» ! e T it T
functions. Each example creates a Cell IR % o
Reference, and uses Arguments to create T —
the formulas. D eimirg 3 am e s
} ramirg  § A i smn
The TEXT functions include: 2 ;::;ﬁf;;: 10 e
CONCATENATE (combining fields) a5 i»tmp
UPPER/LOWER e R
SUBSTITUTE fass s 2
Wonmine 333 D% sww
1. Before You Begin: Open the file: Baenmios A e s
Counting Chickens 2010.xIsx. minmire 3 e s
There should be a spreadsheet called B rmien 3 in e
Original Data for TEXT Formulas. 2 e 1 o E = . E"l“
A B | ¢ | p | € | F
1 |Date _Pmduct MNet Quantity Revenue
2 | Junel, 2011 Pigs 5 3.25 100 $325.00
3 | June2, 2011 Pigs $ 325 105 $341.25
4 | June 3, 2011 Pigs 5 3.25 110 $357.50
5 | Junes, 2011 Pigs $ 325 115 $373.75
6 | June7, 2011 Pigs 5 3.25 120 $390.00
7 | June 8, 2011 Pigs $ 325 125 £406.25

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: TEXT Functions
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k T
rwoe - -:- Pt Ppiaedt  femam  Dus s Yew Qoo
E 5, e AN TeE e G LT
ey BB G- A BEE B dlevaimn § % za.ﬁ_—:—:__'-;_:.-_-vaf-r-'— 2 I8 s
Text Formulas —— — S - -
: Text as well as numbers can be edited | =™ i v e m o mm e m e
by formulas. One useful Text function ~ © =iZi% D15 ZI0E
combines the data from several cells. @ .=l D DINT
4 e 30y $ A\ 120 S
This function also has a cool name: ;E“E'E 2 ‘:;‘ '5 EEE
Concatenate. Renimre 5 A e samse
Wi ming  § A8 e gumse
2. Try This: Make a Copy Benmivg $ A3 1w sww
Select the Original Data sheet. Baenmirg 3 A5 i s
Right click and make a Copy. Binmire  3n  m e
Name the new sheet: Text Functions. = - 19 jyne 24, 2011 Pigs $ 3.25 185 $601.25
2220 i Insert...
And Try This: Add a Label . :ﬂ June 27, 2011 Pigs $ 325 190 S$617. I
Select Cell F1. =~ 21| Junel, 2011 Legs S 3.25 50 $162.5C j{ Delete
Type: Product Revenue S50 22| June2,2011 Legs $ 3.25 55 $178.7 Rename
fae £ | R
23 | June 3, 2011 Legs 3.25 60 $195.
Keep going.... ZT ) S auni . g 2 A = 2211 Move or Copy...
[ Juneo, — u - @ View Code L
25| June7,2011 Legs $ 325 70 $227. Ry Protect Sheet.. | 2
26 | June 8, 2011 Legs S 3.25 75 $243.7 Sk 2iaa :
— a olor i
27| June9, 2011 Legs S 3.25 80 $260. -
28 June 10, 2011 Legs S 3.25 85 $276. Hide
29 | June 13, 2011 Legs S 325 90 $292. Unhide...
ﬂ June 14, 2011 Legs S 3.25 25 S 308.7. Select All Sheets
4 4 » M| Summary ‘Legs . Eqas . Pigs | Original Data et3

Exam 77-882: Microsoft Excel 2010 Core
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7‘;,:° Formulas -> Function Library-> Text ->Concatenate
Text Function: Concatenate = = ““ﬁ R R R e, et
: 3. Try It: Concatenate the Text {:‘i W._g_g_!_ = . uﬂ. E E ‘_:_’ Puanteman: | <G Oumtt o Ootng - o & ;
Select Cell F2. Puncsen Used - rw:«.' . “::'Mm-- 'l-v uretons - w::.-;':-m -."ﬁﬂ‘"m".:ﬁ::;‘m P o:::‘;-”
Go to Formulas->Function Library-> Text. n . £ ou [ &
Click on: Concatenate. ~amm—~wn t R ———— T
3] wnerLupg  § 3 ;::‘nm  — |
3 el X011 Pags s 18 |
ey 4 Jened, 2011 Pags $ A8 oonAR
@ 5 Jened 2011 Pags $ 38 EacT
T metmting $ a5 | oo
Text 8 Juned, 011 Pgs $ A8 |
i h ;o File Home Insert Page Layout Formulas Data Review View
Keep going... 8
A T E80E A6 @
15
l“, Insert AutoSum Recently Financial Logical | Text |Date & Lookup & Math More
w Function ~ Used - ~ ~ 3 Time = Reference ~ & Trig =~ Fundtions =
: Functio BAHTTEXT re
2 =
» F2 pl F | CHAR
»
5 4 A B | c | CLEAN |
”
2 1 Date Product Met (8] CODE Revenue
2 2 | lunel, 2011 Pigs 5 3.25 |
% 3 | June2, 2011 Pigs S 3.25 — _
‘ ™ 4 | June3, 2011 Pigs $ 3.25 DOLLAR |
5 | June 6, 2011 Pigs 5 3.25 EXACT |
6 | June7, 2011 Pigs 5 3.25 r———

Exam 77-888: Microsoft Excel Expert 2010
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Text Formula Options
This formula combines two cells: B2, ' g

the name of the Product, with E2, the ’ .
calculated revenue.

4. Try It: Edit the Text Function
Start by entering the cell references.

Edit Text1: B2
Edit Text2: E2

What Do You See? The formula is
=CONCATENATE(B2,E2)

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

Formulas -> Function Library-> Text ->Concatenate

i Bept Puge Ly Peewis | Dan Rpsew A = ig o @
2 = 3 Fa ] - =
‘fl. E i it - { E H P o 4
Sorteerd Ngaei Py dapdilwey L
CONCATEMATE = N o J| sOONCATEMATE{RLEZ) - a
A B € o £ F 6 W ' F X L ™ M ° r |k
1 Date Produ Mt Gty werae Produl Rewisue E
1| moeLXuibgs 5 LS 10 a0 [EnATERLEY ]
3 | dune d, LD Pgs 5 RB e LML
4| June d, B0 Pigs 5 RE 110 S E5T50
5 | sened, m00 T :
& | e T, B e = L I'?'“
¥ e, AL | CERCATERATE
& wned, min By Testd g ) = L
3 | dene b8, F0LL S Tl =
10 sarve 13, J000 A _ =
11| hur 14, 011 AHY o
13| Jur 18, 2011
11| Jar 24, 011
14| Jore 17, J0LL = WeEny
13 | hane 20, JOLE 'h‘mhﬂmﬁ"ﬂm
18 | bane 21, LY ' TextE il bertl. . aer 1 ko 23 kel aiings i be jornd inde @ seghe el ieg. E
17| here 22, 7002 Al B e —
18 ane 21, 7001 COMCATEMATE
19| brve 34, 7000 Pl bt romit = Pigaz
) a7, 0L =] _ . m
it (M- Textl B2 FR| = Pios
23 Jenel, OLE L —
21| dene 1, UL Legy 5 LI o %I Text? |E2 m = "325"
M| bened LY Legr 5 kI B IR
TH| bena T, WML Legy 5 kI m ERTE = _
26| bene§ JOLL Legy 5 kix T3 5175 Text3 | % = text
T bene s, WILL Legy 5 kI3 B0 5 DEC0
| bane B0, OLL Legy 5 LB B SIM15
| e B3, WLE Legy -]
2 et g3 F2 - fc | =CONCATENATE(B2,E2)
AR H| Sgvwmay L
[ =]
A B | ¢ | o | E | F |
1 Date Product MNet Quantity Revenue Product Revenue
2 | Junel,2011 Pigs $ 3.25 100 $325.00 |Pigs325 l
3 | June 2, 2011 Pigs 5 3.25 105 5341.25

Exam 77-888: Microsoft Excel Expert 2010
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Formulas -> Function Library-> Text ->Concatenate

Z - v Cowmtong Ohacharn X119 Complete - Mucrsioh Evcel 2
Additional Text Fields Bl e o meve e e :
If you add additional Text fields, you can Jx ,3:“_ i - = 5
include labels and punctuation if you wish. ' - .
CONCATENATE - X ¥ A cCONCATENATE{"Daily Sabes for ~ 82" 5" £ a
5. Try This: Use Additional Text Fields Bl eenmiog s a3 megmsse R — — — 8
Select Cell F2 and delete the formula. T (T . |
Select Cell F2, again. Kooyt 3 13 $a0es
Go to Formulas -> Function Library-> Text. . .o s g oo e e simamoses
Click on Concatenate. et | p— T
Edit Text1: "Daily Sales for " i e T T '
Edit Text2: B2 4 e 17,00 —
Edit Text3:":$" == Textl | Daily Sales for ™ F&:| = ™Daily Sales for ™
Edit Text 4: E2 ;5 . . Text2 [B2 FRz| = "Pigs"
Try This, Too: AutoFill the Formula S Text3 |~ ¢ el = ¢
SeleCt Ce” F2. : j Text4 |E2 Eﬁ = ™325"
AutoFill Cell F2 to the bottom of Column F. 3 e -
 ~ : Texts | =
What Do You See? Does your formula include I 720 _ . . -
the additional Text fields in the Concatenation? = e o i = Taly Sales for Pgs: $325
Memo to Self: Whatever is in quotes will be F2 - J | =CONCATENATE("Daily Sales for ",B2,": $",E2)
placed in the answer. If you need a space
between the "$" sign and the number, then add A B c D E F |
a space to Text3 between the quotes. 2 | Junel, 2011 Pigs S 3.25 100 §325.00 |Daily Sales for Pigs: 5325 !
3 | lJune 2, 2011 Pigs 5 3.25 105 5341.25
4 | June 3, 2011 Pigs 5 3.25 110 5357.50

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: TEXT Functions CONCATENATE
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Formulas -> Function Library-> Text ->UPPER

o O e R C ot CPothems 210 Compiete « M resof Enc of RIS RN N R
TEXT Functions: UPPER | — - ! - . ¢c23
. N 5 g 2 2 3 Defne Mame - L0 Tace Precedonts how Farmate _— La
Look at the text in any spreadsheet. The data f & .,{. E‘ 'E‘ !_ 2 CE E E '{J S . gt Gnpendests % trw et < | TP ‘,MM_‘
entl’y may nOt be COﬂSIStent Some people Punen - Uned - ..’:“ - v:.- lmrwr-:l':rvq"d‘d—vu' Marager :"::::::khv'm F4 lmu-m.;ﬁ.l:r::;@m Window .;.‘:,,‘F:"-‘J
never use capital letters, and some folks @ . £
make every word begin with a capital letter. 4_a L8 _1_¢ ~ R by == - N i ! o E _ _
You can create a formula that formats the 3] snerzouimg s as | T Jes foe pigs: 5325
Text: UPPER, LOWER, PROPER. | g A L e
’ ’ s J.ne:,.m: n-: s ji wn bes tee x-: sj’n ; : G ia
6 June 7, 2011 Pugs $ ™ Jet for Pugs: S9%0
- 7 Juned 2011 $ A8 bt for Pags: 30828
1. Try It: Add a Lab_el T tned i1 - 8 18 — ot e ue Upper
Go to the Text Function spreadsheet. 5 mmewupgs 5 as | fos e - 438,73 Pigs: $325
10 June 13, 2011 By $ 1 MRONR Jors for Dugs Sass
SeleCt ce" G1 . 11 June 34, 2011 c: $ A RERLACE ln‘:-v:s uns p' : $341 25 "
Type the label: UPPER Jrenmmon (8 28] ] Jetetumpuns £5: :
June 16, 2011 $ 3 i for Pagy $500.73
M4 June 17, 2018 v: $ A T_:N b for g 5320 J
. 15 June 20, 2011 P $ 1 p— Jot for Pags: $536.25
2. Try It: Use the UPPER Text Functlon 18 June 21, 2010 P: $ e bu:«v:\ 828
Select Cell G2. o e 18 2811 |ve P
Go to Formulas->Function Library-> Text.  © weamire 5 0 o for P Som.zs
. 20 Jene 27, 3011 Pags $ 1 s i 8. n
Click on UPPER. 21 Jened, 2011 Legs $ 1 — l f
2| wner g  $ 3 w TEXT fest
20 Jene ), 2018 Legs $ 15 Lo e function l - .
: M Jene 1 Legs $ Tt es for Pigs:
Keep going, please. foime i T | | £
2 Jened, 2011 Legs $ 25 7 ST 1 IeS for Plgs:
27 Jene®, 011 Legs $ 15 0 S28000 ¢ UPPER L
3 unel0lllegs 5 S 5 S2%25 ¢ les for Legs:
23 jne i3, 2000 Legs $ A 0 sMw F
30 June 34, 2011 Legs $ 15 % SA75 VALUE - les for Legs- -
m e h ow] Seveey Legn  gge P | COMCATINATL I . - " i
e Jf Insert Function... les for Legs: === :

65 $211.25 'Daily Sales for Legs:

Exam 77-888: Microsoft Excel Expert 2010
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2.4. Apply functions in formulas: TEXT Functions UPPER
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Formulas -> Function Library-> Text ->UPPER

E Bod o 7w e e i o codBE € auptiang Chithons J10 Comphete « Wcronel ol S T cate i A j
UPPER Text Arguments =l e L e R
: 3. Try This: Edit the Function Arguments f’ m_,;‘_—-ﬁ\,{"‘, le Q U “f W ED fienromn: G vepentens ) o recong
Edit the Text:B2. ) et 2R ——- A i RS T P R
You should see a preview of the datain all . au — . T o ' )
capital letters, "PIGS". e e e e e hﬂ
Click OK. et el e —— |
st ] - n
Try This, Too: AutoFill the Formula fiviigurnts | — o
Use the AutoFill handle to fill down this — et 80 ot vt comred . o e o ot kv |
formula in Column G. E;::::i ::‘n:‘ o) e
June 17, 2011 Pygs i - e

Jene 20, 2011 Pigs

Memo to Self: The LOWER text function

PURUNUBOGESSUEECRNEEe» veovaswn

June 21, 2001 Pygs s UPPER.
converts the text to all lowercase letters. fneil NG ¢
June 23, 2011 Pygs s
June 24, 2011 Pigs s Text B2 i
. . June 27, 2011 Digs s
The PROPER Text function begins each e, s o 3 — 3
. R June 2, 2011 Legs s =
word with a capital letter. et T T
June 6, 2011 Legs $ 1> 65 $211.25 Dasly Sabes for Lag: $210.2%
June 7, 2081 Legs $ M $237.30 Dwily Sabes for Lagy: $237.5
June §, 2081 Legs $ 75 SMLTS Dedly Sabes for Leg: SMLLTS
27 Jene®, 2001 Legs $ A 80 530000 Duwly Sales for Lagy: 5260
2 Jene 30, 2081 Legs $ A 85 527635 Daily Sales for Legy: S5276.25
23 Jene 1), 081 Legs 3
38 e ih it w8 f« | =UPPER(B2)

s u] Soeway e Y

- c | o | E | F | & |
Met Quantity Revenue Product Revenue Upper
5 3.2% 100 5$325.00 Daily Sales for Pigs: 5325 PlGS
5 3.25 105 $341.25 Daily Sales for Pigs: $341.25 PIGS

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: TEXT Functions UPPER
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U, . .
7‘;‘,°° Formulas -> Function Library-> Text ->SUBSTITUTE
E @da- nmbﬂ“
Text Functions: SUBSTITUTE -f. = 6 6 638 & ' @ G o P e = B
: The Substitute Text function can find and - et oy Pt e ;,J LA - "" E e Depanarts ¥ b Checing - T "
edit specific words or phrases. oLt e — :[" e | e :f.".‘"..".: e o e e e 6
w . ~ CHar {
. 4 A L] < QA l ¥ G Bl | 1 ] x L
For example, you can compare the formulain = o motut Net o Revesve Upper  Subuiete 1
f 2 1, 2008 M 5 s s Jes for Pigs: 5325 PGS C——
Column F and Substitute "New Product e — concamun g S
" " i " 4 Juned, 2011 Pags $ s DOLAR for Pigs: S3525  Mas
Sales" for "Daily Sales. fes
5 | Jened 2011 Pags $ 4B AT fos for Pigs: SITRTS  MiGS l H l
§ | June 7, 2011 Pygs $ s o for g $3%0  Mas
R y )xc.muw $ s " :c:u: S8 Mas Substitut
1. Try This: Add a Label B 2| | | by e
H s 0, 2018 Pugs $ 3 o I for Pige: SA38. 78 OGS
Go to the Text Functions sheet. i R |- :'_M g | !
Se|ect Ce" H1 11 June 34, 2011 Pags $ A LOWER bnh-ng\ “rns mas
Type the following label: Substitute Wiy (s 38| = ::::: ey
14 June 17, 2011 Pags $ A» I ’n!nrvgx 4320 PGS u
13 Jene 20, 2011 Pags $ An o Jos for Pige: 306,25 1S
H . H L 3 X gl s for 552
2. Try This, Too: Substitute the Text g e T . t”_x eyl e
Select Cell H2. 18 Jone 22, 2013 Pigs $ A3 SeaRcH o for Pigs: 8303 Y
. N 1 1]
Go to Formulas->Function Library-> Text. . ...l 15 s [oirann e o 2
Click on: SUBSTITUTE. - RO M-I
g N e ltnu t: $ 5 £ baent function SUBsmmE es fL 2
. M ene §, 2000 Legs $ s Loan Tt =
Keep going... B el Willep 5 A ™ $227.30 ¢ es for plgS
2 Jned, 2018 L S 5 ™ sMLs
27 senes, 2011 x: $ s 0 526000 { T es for Legs
28 Jne 30, 2018 Legs 5 A 5 SIm 1
2 Jene 13, 2011 Legs $ s 0 $292.50 TEXT w les for Legs
30 une 34, 2000 Legs S A8 % S 0 -
R e 2| & | Insert Function... es for Leg S

65 $211.25 'Daily Sales for Legs

Exam 77-888: Microsoft Excel Expert 2010
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SUBSTITUTE Arguments

3: Try This: Enter the Arguments
Text: F2

Old_text: "Daily Sales for"

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

New_text: "New Product Sales for"

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

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

Click OK.
Try This, Too: AutoFill the Formula

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

Exam 77-888: Microsoft Excel Expert 2010

Formulas -> Function Library-> Text ->SUBSTITUTE

FA[R™ v " Dty Dt 2013 Cormplets « ol Bl a
[ " a W — e 7]
||II E L]
Ao
Furschen Ly Dorfirrd My Formaly Aasiteg Cpadpnn
SLBSTITUTE W oW e SLIBSTITUTEFD, ™ Duaily Sales Bor ™" v Prodhact Sabes bor ™) =
5 ] [= o £ F @ H 1 ! 5 L Tl
1 Date Product Wl Duantity Bevenus Product Revins g bttt
2 | sur L, 3001 Pagi & ks 100 32500 Duaily Saberi Tor Piga: R3S PGS
1 tured, 001 P i s S $31.25 Daily Sabe fof Pig: SMLE PGS
4 | ursel, X001 Pl $ LB 110 SISTSD Daily Sadari Tor Dign: 51575 PGS
5 | ured, 3001 Pigi ] &
& ure 7, 01 Pigt & e
7 | ured, 001 P ]
8 juned, M1 P 5 E
9 June 10, J11 g 5
10 | jure 13 3001 Pigs 5
11 Jure 14, Hil1 P s W Aeat i Praia) Lales e | Thl = Veew Produc: See for T
i 152 5| IBSTITUTE
1F  jusret 16, X
14 e 17, X = . ) -
15 e 20,3 Text F2 m = "Daily Sales for Pigs: 5325
16 e 20X
T luf 4 = . =
7y Old_text | "Daily Sales for © E = "Daily Sales for
19 Jufd M. X e -
jure 37,3 Mew_text | Tew Product Sales for [ m = "Mew Product Sales for

m

1 il ¥

2 furel ¥

31 unel X

M uned, ¥

3 une T X

I8 uned,

37 fures . 3011 Lagn
B jura 10 X1 L
I jurse L1

M

Instance_num

5 1L B0 5260000 Daily Sl Tor Legs: B0 WEGS
& LB B 5I935 Diaiky Sades for Lege SIS LGS

T‘ﬂ“
Il

"Mew Product Sales for Pigs: $325°

wernz Jo | =SUBSTITUTE(F2,"Daily Sales for ","New Product Sales for ")

LT

Taa =

F

Product Revenue
Daily Sales for Pigs: 5325 PIGS
Daily Sales for Pigs: $341.25 PIGS

2. Applying Formulas and Functions
2.4. Apply functions in formulas: TEXT Functions SUBSTITUTE

G
Upper
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Date Functions: Month
Businesses are "date driven." Bills need to be paid on
time. The DATE functions can be used to format as

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

i E -Mmmmm.mm o el

n mome  Sean Page Lo Dun  Resew s @owal

[ e £ Tontr Pryewdents B Shrw Pormadin o | | 3

A IEEBERAEE S D Rowrems | 2 G
bumt  Adtalom Setesty Peancal Loped Pat Outs & Lestus & Matn M - Wath | Calcutation [
e Unid * . Teme + Beferemin = & Trg* Pmy| ety B Crmahe Troam Tatetion o Grmve dsviws * O Dvetate Formis  wingow Cpmeesc &

Pumnilubin { bty DaTE - | Seturd Pamry e e L ] i
well as calculate. ] . & oateealn b
A L] C o Dar 1 ] K L M N 5] » a [ 5
. I Cute Prodidt  Net Quantity
Before You Begin: Make a Copy 3 smeLdiiPgs S A Ml s a 1
Select the Original Data sheet. ¢ meimiiee  § A8 towwm
Right click and make a Copy. 5| ek 0iiPgs 5 35 m : F G H
. S & Jene 7, X001 Py 5§ 1B ix -
Name the new sheet: Date Functions. PO r T Date:Month
] 5§ 185 pis - L
1. Try This: Add a Label = e [ 1
Go to the Date Functions sheet. 1 : fﬁ ue o
] piLs P -
SeleCt Ce" F1 . 18 | hune b, JOLE Pags $ 1B 1% -.:Iw
Type the following label: Date: Month :: sane AT, 2:; e : :g :: =
hane 20, B P
14 June 21, 2018 Pyt L - n .
2. Try This, Too: Use a Date Function e g T T P
Select Cell F2. 19 fune 24, 2011 Pigs $ 1 180 s 2
Go to Formulas->Function Library-> Date&Time. | " I000% 2 0 0 wowens
C||Ck on: MONTH. I Junel, 2011 Legs 4 18 s Lk -
25| June §, 2010 Lag § A5 [ Ty —
- M Jened, 2011 Legt $ 1 ("3 i i
25 Jene 7, 201 Legs § A28 0 $278 HOUR
2 Jenel, 2011 Leg § A8 ™ ofang
b e - ]
MINUTE
A > - B
D-_ate ol 8 : -
Time = »0 > 4 " MOMTH 5
Keep going e [rem—
Frasy W s - L
- NETWORKDAYS

Exam 77-888: Microsoft Excel Expert 2010
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Formulas->Function Library-> Date & Time->MONTH

The MONTH Arguments LA e

The purpose of the MONTH function is to read j_"_ — v » - = e d

the date, figure out which month it is, and i1 ke Puncvan Ltear Betred ames

return a number for the month. In this MONTH - Rk MONTHAZ) m o

example, the date is the Column A. P ¢ ¢ 0 L[ 6 " i ) x L
1 Date Product  Net Ouantity Bevesue Date Sonth
It iemel ikipgs S A 100 §328.00 [wonmal]

June L, X011 g $ A0S 108 538108

June § S —

esction Agemers s 1Y i

3. Try it: Edit the Serial_Number

Edit the Serial_Number: A2.

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

Click OK.

Serial_mamdber A1 s| - om

=8
Banra fa mant, 8 rumter bom | Cenuy) L7 Decestar]

ane 360 Seral_sssnber 1 8 rumber 0 e dete -t code wed by Mooeoft Excel. !
4. Try This, Too: AutoFill the Formula
Use the AutoFill handle to fill down this

formula in Column F.

|
Femisrenit e §
|

MONTH
June 71, JOLE Pigt I |
17| June 22, 2010 Pigs Serial_number IAZ F

18| June 20, 2018 Pigs

19| june M, JOLL Py

20| june 17, J0LL Pags = 6

21 dene 1, 2000 Legs

[ i mien Returns the month, a number from 1 (January) to 12 (December).
ek, Legs

M jened J0LL Legs

Jane 170 bk an $w be

EEECEEB e veusw
]

2 sene 7, 2011 Legs Serial_number is a number in the date-time code used by Microsoft Excel.
¥ ened 2L Lapy 3 LD 5 YaLn
7 bene s, HLL Legs S LS B SM000
28 e 10, 2011 Legs S 35 B SIMD
N une il 2010
?.J:h:ﬂ:.‘:?:ll E2 b 4 fr :MONTH[AZ)
A4 A [ 8 [ ¢ [ o [ e [N
1 Date Product Net Quantity Revenue Date:Month

2 | Junel, 2011 Pigs > 335 100 5325.00| 6l
3 | June2,2011 Pigs 8 335 105 $341.25 6

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
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Calculating the Date

Many businesses need to calculate the
difference between the current date and the
date on the transaction. For example, a
movie rental business may charge more if
the movie is returned 3 days late.

Microsoft Excel has a function called
NETWORKDAYS.

1. Before Your Begin: Enter the Date
Select Cell G1 and type: Today's Date

Select Cell G2 and type: July, 1, 2011.
Copy and Paste Cell G2 to G58 (all of the
Rows in this example)

What Do You See? In this example every
Cell in Column G has the same date: July 1,
2011.

Keep going...

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

[ T Chedies 1050 ]
] ¥rotil Fage Lapina Fatmadis faa Erera iew & ﬁ a8
[ Bl e R e oW w5 FE o ra
Basiz § ®im-|HE- B A ERE EE Huwmbcms §-% » 935 ;.m"r‘::w:_ leiai Cuirie Formai {_ml._;;«;
Chpboed Fanl . dsgremard . it ' ik i L
G = | Tiaten -
A ] < (] E F G H i i L] L L L) L] L E
1 b Peodu Met  Ouantity Revesse Dateddonth  Todey's Bute I
1| mneLXiibgs 5 LB 10 5800 |
3| dene L X0 Pags g LB 1td 534005 6 Julyl 201
4 | Jene ), MU0 Pigs 8 kB 110 £EX5E 6 kvl 301
5 | dened i Pags 4 kB iid ¥AH 6 dubyi 3841 F G H
& | Jene T M0 Pigs LI %] bR T 6 Balyl 2001
T | lened, Wil Pgs 4 BRI 13 L8088 6 subyi 3801 DﬂtE:MD"th 'I'Gda '5 DﬂtE‘
& | Jened, HU1 Pigs 3 LB 180 §42250 6 Balyl, 2001
3 | barvi 20, 20UL Pi I % -] U3 §4MT3 6 dalyl, 201
10 | ket 13, 011 P LR % -] 140 §485.00 6 Julyl, 2001 6 JUI 11' 2{]11.
11 | herv 14, 01D Pt L %] W L4 & Julyl 2001
12 | ket 15, 01D P L %] 150 §88T50 & byl 2001 ] JUIY 1; 2011
10 | harvr b6, FOLL Piggi $ il 188 §503.78 A byl 3001 oy |
14 | Jarve 1T, 2011 Pigh L %] 180 §320.00 & byl 2001 |
15 | bare 20, JOLL Pagi LI %] 188 30828 & byl 2001
18 | 3ane 11, JOLE Pagh § Lm 170 38280 & byl 2001
17 | darwr 22, TOLL Pig L 1T AT & Balyl, 3001
18 | Jarwe 21, TOLE Pigi i OLm 180 558500 & Julyl, 2001
19 | kene 4, JOLL Pigt 5 LB 1 e & Julyl 2001
30 | kare 3T, TOLE Pigy 5 Lm 190 SEITAD & iyl 3001
31| Jene L, OLE Lege 5 Lm 30 $18150 & haly 13001
33| Jene X JLE Lege 5 LB = 5177 & haly 13001
| Jened, WLE Lege 5 LB 80 519500 & haly L2001
M| ene s, WLE Lege 5 LI 5 520025 6 jalyl 3001
T | dene T 0L Legy 5 LI m ST 6 Mty 12801
B Jene kL OLE Leg 5 LI T EMALTE 6 Jalyl 2201
I dena® WOLY Leg 5 LI B 526500 6 ulyl 2201
3 | baree V5, WILE Lege 5 LB Lo b 6 kL 301
I ban U3, FOLE Legr 5 ki 50 5L 6§ haly L 2901
B e WL IOLE LegE 5 k¥ 5 5T LI W E
hentions THXT Furchons - Grginal Duta for TECT formuln -~ Surmany - Lign - g |
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Date Functions: NETWORKDAYS
2 Try This: Add a Label

Go to the Date Functions sheet.

Select Cell H1.

Type the following label: Net Work Days

3. Try This, Too: Use a Date Function

Select Cell H2.

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

Keep going...

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

[ hum—.- [ Suls  Bedem Vi =@

=& e
’ 3 Dfiene Mame = T tuce Preiedents ) thow Fermatin e .
ﬁ z u E i a ﬁ ﬁ lﬂ ‘_; % e Gependosts W bnas Chemg | O - 3
et AutoTus Secesty !ma\nw l«t Deis k Lostus & blth ' Witen in-rm_:‘
Functien e Tume = Retererce = & Tog* rm| u.w..l-.'cvﬂ-v--\w-l-— o Bemanr Sevwrs = (5] Eahaste Farmids  indow  Opteomi =
Fundian (imen DaTE - L Cetrad Kames P oreiy biadhong L il
v L AR TR L
A N C D - | 6 -l | i [ L M “
i Dute Produa et Ousanitity ST Foday's Dace Met Waork
3| Jened 2011 gy S AN a0 _ July 1, 2091
1 June 2. 2011 Pgs £ A 30t e July 1, 2011
4 Jene 3, 2000 Pags 5 A5 1 BORICHTH July 1, 2011 F = - i : =
5 | Jene s 2011 Pags $ 3 10 mows fuly 1, 2021 L G H ﬁ
& | Jone T, 2011 Pagi S AN i Ty Buly 1, 001 i
2 '
~ AT —
£l wed g 3 33 i wr=u o Today's Date Net Work Days
5 | Jened, 2011 Mg $ A W | nuby 1, 2091 k
9§ | dere 4B, 2011 Pags $ A e — | suby 2, 2001 I I 1
10| jurv L1, 2011 Pags 5 a8 4 SPWCRaDari B | suby1, 2001 | JUIY 1' 2011 -
1L dune B4, 2011 Pags $ 1n W oW | suby2, 2001
12 | jurw 13, 2011 Pagi $ 1 L @eono | tuly 1, 2001 | JUIY lr 2011
11 | dune b, JOLL Pagn $ 1 18 i Suty 1, 2031
W dunelr 0 Pgs  § 12 0 ) | nby1,20m JUIY 1, 2011
13 hune 20, J01L P $ e oA | suby 2, 2001 |
18 Jane 21, J0LL P $ 1 m To0ur fuby 1, 2001
17 Jene 27,3010 Page $ 18 i e July 1, 2001
18| sene 20, J0L1 Pigs $ 13 T fuby 1, 2033
19| June M, 2011 Pugs $ 1n " huby 1, 2031
20| jene 17, J0LE Pige § 15 ™ | by 1 20
21 Jene L, 000 Legs $ 1 w |y 1, 200
21 jene 2, 2011 Legy 15 s TEAR v | iyl 200
2| Jene 1, 2018 Legs $ 1B W L iniet functen haly 1. 2091 _
M| Jened, WL Legs 5 18 “
B el Nileps  § 1B ) MINLUITE Jl.ll‘y" 1, 2011
M Jened 20U Lepn § 15 ;] r I
1 bened, 2001 Leg s s ® July 1, 2011
BEN 28 sune 19, 2011 Legs § s ) MIONTH F L
B jene 11 2001 Legs 5§ 38 0 Julv 1 2{]11
0 dune 34, 2011 Legs $ 18 “ L g E
=4 e W] DATH fenctiom  TEXT Fercters O METWORKDAYS July 1. 2011 { M T
sy =L ‘lr r B0 s o) L o
NETWORKDAYS.INTL July 1, 2011
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Formulas->Function Library-> Date & Time->NETWORKDAYS

Bl 0 Bt e el oty Couthrn 000 Complett = Miroaut ol R i S B e (D J

NETWORKDAYS Arguments “;:‘ e R e e T T T s@=-212
4. Try it: Edit the NETWORKDAYS s 288 BB BB W O i | imeommens g oans -
Edit the Start_Date: A2. et T ey e . e T ' e
Edit the End_Date:G2 MTWORKDAYS = - X ¥ & sNrwommAYSAZGZ -
You should see a preview of the data to the right ar L8l cl o s L+ 1 e [ ] ! . L L] " &
of the Arguments. ; pene L, 2011 Pigs S s ;';3 susee 8 0:::. :-m ﬂ
Click OK. 1 bened. W01 Pags § A 305 §MLY 6 Myl 201
ne 3, [ e —— 3 - — - T
; Ja\o:::: I‘: Farcion Lrpuments PR - 4
5. Try This, Too: AutoFill the Formula ¢ :-‘*::::: Pos gy - —
Use the AutoFill handle to fill down this formula & ey i v g — 5
in Column H. 3 | June 10, 2011 Pigs ‘ T, NETWORKDAYS
10 Jane 13, 2001 Pigs
11 dune B4, JOLE Pags e
£ phaddy P s of s Start_date = 40685
Memo to Self: The date that is displayed in the = ==t re | ™ ry = A2 IE3
Preview is a SERIAL NUMBER. After you edit 14 hune 17, 2011 Pigs ‘ End_date G2 = 40725
the Arguments, the work days will be displayed 0 105 5 ok | e o S e
as a whole number. e re [ e e e TiGaYS |[ERd] = any
19 une ‘)ﬂll L m T TR
o .ww:. oL l': § A8 1%0 $41) — 23
B omimiie 3 am s« s Returns the number of whole workdays between two dates.
Bl medmiip 4 as| @ sms ¢ yima
& Jene 7, J0LE Lagi $ An o juarw & Julyl 2001
M Jenel, J0LL Legs $ a8 ™ fan 6 ulyl 2001
27 Jened, 2011 Legs $ a5 B0 $280.00 6 byl 201 5
P T $ 1 B $In 6 julyl, 301
H2 v (= Je l =NETWORKDAYS(A2,G2)
= = > = = > e —
: A [ 8 | ¢ | o [ E | F G [ H
/1 Date Product Net Quantity Revenue Date:Month Today's Date Net Work Days
J 2 | Junel,2011 Pigs $ 3.25 100 $325.00 6 July1,2011] 23!
3 | June 2, 2011 Pigs S 3.25 105 $341.25 6 July1,2011 22
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Time Functions

How many hours or minutes are there
between the Start Time and the End
Time? Here are the steps to figure it out.

1. Before You Begin: Enter the Data
Select Cell J1 and type: Start Time.
Select Cell K1 and type: End Time.
Select Cell L1 and type: Duration.
Format Cells J1, K1 and L1 BOLD.

Select Columns J and K.

Go to Home->Numbers.

Select the Time format.

Select Cell J2 and type: 8:30 AM
Select Cell K2 and type: 5:00 PM

2. Copy the Data

Copy and Paste Cell J2 to J58
Copy and Paste Cell K2 to K58
(all of the Rows in this example)

What Do You See?

The Cells in Column J have: 8:30:00 AM.

The Cells in Column K have: 5:00:00 PM
OK, keep going...

Exam 77-888: Microsoft Excel Expert 2010

Home->Numbers->Time

fot& Pedd
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7 o 123 Mewectciome  fuge mlaties s - o e
Chobond Poed Ahgrment — | e e tarog
n . £ Stact Time 12 sstrme
A 8 c o £ G F— I s x L "
1 Date Produet  Net Quantity Revenue DateMonth Today's q 1ot Tme Start Toma End Tie
2 | June 1, 2011 Pigs $ A 100 $325.00 6 Syl o auemsny
3 | June 2, 2011 Pigs $ A 105 $341.2% 6 Myl [y tentee
4 June 3, 2011 Pigs s 135 110 $357.% 6 Nyl R N
S | June 6, 2011 Pigs $ 3 125 $373.7% 6 iyl e JUI? 1 Long Date
6§ June 7, 2011 Pigs $ A5 120 §390.00 6 Mly1 .
7 Juned, 2011 Pigs $ A 125 $406.25 6 iy iiff o ooy JUI? 1 start Time
B Juse 9, 2011 Pigs $ 3% 130 $422.50 6 Juyil o
9 | June 10, 2011 Pigs $ 3 135 S43875 6 Juy1l ") Sttiee JUI‘," 1 Time
20 June 13, 2011 Pigs $ 35 140 $455.00 6 Myl o .
51 hune 14, 2011 Pigs s 315 145 547425 6 syt Yo sutrme j|_,||1,r 1 start Time
12 June 15, 2011 Pigs $ 35 150 $487.50 6 Myl F—
13 June 16, 2011 Pigs $ 325 155 $503.75 6 iyl '/2 tat Teme
14 June 17, 2011 Pigs $ 3 160 520000 IR ™77 pr—
S nine 20, 2018 Sioe ¢ 3 165 gsae e e sy M aure.
16 June 21, 2011 Pigs $ A 170 $552.50 6 Myl o
17 une 22, 2011 Pigs $ As 175 $568.75 6 Myl A 5t
38 june 23, 2011 Pigs $ 180 $585.00 6 Myl R
19| june 24, 2011 Pigs $ A 185 $601.2% 6 Moly Loowes -
20 june 27, 2013 Pigs $ A5 1% $617.5%0 6 Nyl 20m ]
1 June 1, 2011 Legs s 3.5 $0 S160.5% 6 Nyl 20m1 3
42 June 2, 2011 Legs $ A 5 S1ms 6 iy, 2011 n
23 Juse 3, 2011 Legs $ s 60 5195.00 6 by 1, 2011 2
28 June 6, 2011 Legs $ 38 65 521128
25 Juse 7,2011 Legs $ 35 0 $227.50 | J K L
26 June 8, 2011 Legs $ 35 75 $243.75 - N .
2| Jnes 01 tegs § 325 = S30800 lStart Time _End Time Duration

M 4% W DATE fenctions

L

=

TENT Fumctom

Orgral Daes for TEXT

2. Applying Formulas and Functions
2.4. Apply functions in formulas: TIME Functions
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La " R o)
Calculate the Duration b e R BT , -
- . . A e ¥ -
Duration is the number of hours, minutes 2 f— P el . i '
and seconds from the Start Time to the ay(a i g P i can s
End T|me MINUTE " XV & w2R
£ ] < 1] £ F G " 1 ) . L ~ N
1 Dwe Modt  Net Quantity Revesue DateMonth  Todey's Dute Net Work Days '?n_\ﬂmt End Tiome  Duwation
- - 2 L 2018 ™ $ LS 00 S325.00 6 Nyl 21 n l»m&wsmww}-u ] l
3. Try it: Calculate the Duration 1 ne2 2om v: $ s s $30038 6 iyyoen 2 ssesoau seocoma
4 3, 2001 ™ $ 1S 110 $357.%0 6 Nyl 1 n $:50000 AM  S00:00 P
SeleCt Ce” L2 and type.=K2'J2, s j::c.mn l‘: $ 4B 18 syns L] .hl: L2 0 23000 AM  S00:00 P
H H H * ) 7, 2011 ™ S LS 120 S$¥%.00 6 Nyl 21 19 $:50:00 AM  S:00:00 P
Where K2 IS the End Tlme and J2 IS the ’ )xl.mu l-: $ A8 1% Sa0e8 6 Julyi 2011 18 £:30:00 AM S00:00 PV
H s 9, 2001 ™ $ AS 10 Sans 6 Nyl 2 1 23000 AM 50000 M
Start Tlme * ,-::’z:.mu :-: $ A 188 Sams 6 iyl o1 18 $:30:00 AM  $:00:00 PV
10 June 13, 2011 Pags $ AB 40 Sass00 6 iyl 2011 15 23000 AM 50000 P
11 June 34, 2011 P $ 4B M fans 6 vl 2011 14 23000 AM 50000 P
Please AutoFill this formula from L2:L58. === T g | I | ] | K | L
(all of the Rows in this example) 14| unelr, 0N Pgs S 32 160 $33000 . . .
13 uned, 200 Pgs 5 233 168 S3%es Start Time EndTime Duration
18 June 21, 2011 Pags $ 10 $32%
4. What Do You See? The formulaand 0 002000 D 0D DIND EEBGW AMISWW PM] =213
the answer are correct. However, the ~ painbadaed i ti2 = ::;: 8:30:00 AN 5:00:00 PM
i --8- . i i 21 Jenel, 201 L $ s W0 $182.%0
formatting--8:30:00 AM--is confusing. A — e 8:30:00 AM 5:00:00 PM
3 e ) 00 Legy $ »» w S & NhL¥N pil 0000 AM 50000 PV
. M Jene &, 2010 Legs $ 5 “ s 6 Nyl 200 0 3000 AM 50000 PM
Keep going... 2 Jene 7, 2018 Legs $ 15 N $270 6 Myl 200 ) 000 AM 50000 PM
2 Jened 0L Legs $ 5 ™ sMn
B s 113 mima ] J Kk | v
sone 0, -t 5 7
e - £ 2 it Start Time End Time Duration
— 'g'”" T 8:30:00 AN 5:00:00 PMI 8:30:00 AM

Home->Numbers->Time

Exam 77-888: Microsoft Excel Expert 2010
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Format the Time

5. Try it: Format the Time
Select Column L.

Go to Home->Number->More.

(the little arrow in the bottom right corner)

Custom <
$ - % | %0 5%
Mumber ]

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

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

Save Your Spreadsheet.
Very good.

m 4 b W] DATE fenctions . TEXT Functions .~ Onginal a3 for TEXT

neosy 7]

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.6. Create and apply cell styles: Apply Custom Format

Start Time End Time Duration
B:30:00 AN 5:00:00 PM

8:30:00 AM 5:00:00 PM
8:30:00 AM 5:00:00 PM
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Home->Number->More
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Financial Functions

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

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

Select Cell A1 and type: Present Value
Select Cell A2 and type: Number of Payments
Select Cell A3 and type: Interest Rate

Select Cell A4 and type: Payment

If these are labels, and they are, they should
be selected and formatted BOLD.

Keep going...

Home->Font->Bold

AN e i R C o Doyt 140 Mrose (ol T W .
it et Pagelapet  Farmeise  DMs Revew  View c@on
o 3 ]

R T T ST K 3 r3E e
",' D70 @ A FEE R Dot $-% 0 WY Cmdtendt femat 8 | bt Oukke fermat | o Setd Pnad

Chpbonrd & L . digrmont - Ponamtne . Shybes Co tatrg

™ . (s £ Paymert o

A 8 < o £ ¥ G " | ) € L ~ N ) r &
1 Present Value
2 Number of Paymens
3 imterest Rate
4
-
. “
L4
: A4 v (™ ﬁr] Payment
10
u 4 A | B | ¢ | b
2 1 Present Value
» 2 Number of Payments .
u 3 Interest Rate |
»
- 4 Payment!
9

B ™ " aieel 4 B
e s - 9] .

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: FINANCIAL Functions
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Home->Number

Enter and Format the Data - e i Fmemie oo 2
2. Try it: Enter the Data e e R e R | St o
Select Cell B1 and type: 20000 SRR A RS MY e 2 PO [percentage - |
Go to Home->Number and select Accounting. w . £ % .
This is the Present Value of the car. (Pv) P k! € C € r G « ' v o e | %0 08 » &
1§ Mumbeer of Papments T |
Select Cell B2 and type: 36 Hweeinse” 5] | Number =
This is the number of payment periods. (Nper) s
L
7
Select Cell B3 and type: .04 s ~
Go to Home->Number and select Percent. = B3 M Je | 4%
This is the Interest Rate for the loan. (Rate) a A B C D
Keep going... 2 1 PresentValue 520,000.00
- 2 |Number of Payments 36
17
1 3 |Interest Rate 4%.
19
» 4 Payment
- 5
M
]
2
b
s )
El -
B Shegt) JJOORE . IME) B 2 i 2
Py T3 w3 ven +

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: FINANCIAL Functions PMT
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Financial Function: PMT
3. Try it: Use a Financial Function
Select Cell B4.

Go to Formulas->Function Library.
Go to Financial. Click on PMT.

i

Financial

-

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

Edit the Nper: B2

Edit the Pv: B1

Keep going, please...

Memo to Self: The Yearly Rate is divided by
12 to get the Monthly Rate

Formulas-> Function Library-> Financial-> PMT

Atatum o :
Puniian Ldven 4 Cwtmed Names Pty AWy Cab shgt

o . KW SPMTIRVIZA2,81) -
- A L) < 1 3 F G L 1 ] . L ~ N [+ L
1 Present Value $20,000 00 i1
2 Number of Payments »
1 itevest Rate M
:
S
6 Furcton Arguments LV - 3
L4 L
L -
’ [ _\_] - a0eamam
10 e & -
1 LA ) = 200
12 ’, ii:l .
13 e = -
"
15 LR S S Al O N s oo 9
1%
S PMT
. =
n Rate |B3/12 % = 0.003333333
x
n -
n Nper B2 | = 36
pil
R Pv Bl FRs| = 20000
P =
2 Fv | &l = number
P
2 Type | &l = number
A Shewt] Shestd - Sheet]
P -

-590.473700:

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

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.4. Apply functions in formulas: FINANCIAL Functions PMT
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PMT Arguments

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

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

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

Formulas->Function Library->Financial->PMT

Li] S LR \c—&“
Mot et Pagelaptt Feemetss DMa  Revew m ce@c=on
EZ0 0888000 S e & o 4
(L, | e Sy ettt O S0 S M| B g s g |2 Semo s » G St s | S5, | S G
Pundtan Liwary Detwed Namey ¥ vy depdd g Cabrdatien
™ . £ sPMTRNI2,02.81) -
P A [} < o £ ¥ 6 " ' i « L v N o r B
1 Present Value $20,000.00
2 Number of Paymens *
1 terest Kane a
[y ﬂ
: Fa
z B4 - f« | =PMT(B3/12,B2,B1)
- 4 A . B | ¢ | b | E
2 1 PresentValue 520,000.00
5 2 |Number of Payments 36
» 3 | Interest Rate 4%
L | = |
» 4 Payment 5590.48 1
: 5
n
M
Fal
2
n
»
b ]
»
A ] sheet) Shewd Thees 85 T

i
b
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Summary .. A -'\.ndu.*v‘vr. : S = ] W"l.ﬂl.ﬂo-ﬂ i i lp-lnlud-l-g ; . u--..u-c-...
The purpose of the exercise was to MORTH < C W | SMGMTHEAT]
i A B € o £ _[F o H i | J K L
use formulas, formulas, formulas. The | ... raart. it | Cpmatity Revmne Coaaten - - -
lesson began with formulas that (A5 ene i, HL1 g 5 LB 100 £ 53,00 [sunmaey) | Start Time End Time Duration
worked with TEXT: formatting text, e 8:30:00 AM 5:00:00 PMI 8:30:00 AM
combining text, and manipulating text. . - 2:30:00 AM 5:00:00 PM _ 8:30:00 AM
We also looked at formulas that work ~ * e e T 830:00 AM| 5:00:00 PM| _5:30:00 AM
with DATE and TIME. . ke et sl P |
s F2 v j 2 | =CONCATENATE("Daily Sales for ",B2,": $",E2)
The last pages demonstrated a very B ane 119t
simple FINANCIAL formula, s e . Y A B | ¢ | b | E F
wsnenmee 2 | June 1, 2011 Pigs 5 3.25 100 $325.00 |Daily Sales for Pigs: 5325 1
. 19 Saene M, JOLY FT |
Allez Allez in Free. = semous 3| June 2, 2011 Pigs 5 3,25 105 %341.25
You done good. You get the cookie. a meamii 4 | June3,2011 Pigs $ 3.5 110 $357.50
M mneR il 5 LB w 2L
B dene T WL Legy 5 LI W BTSN
B bene & Fill Legy 5 LB T EMLE
I ened 0L Legy 5 kI3 B e -
| mnetS, X0l Legs 5 LIS B SN BA - | I | :PMT{BEIlZ,EZ,Bl}
5| e 13, FO0E Legs 5 kB W L -
B e B, B00E L § LB ¥ S
.‘s\ ‘ a H4EH| DATE "I.l::"m\ TEXT Funchion Crpral A | B | C | D | E
1 PresentValue 520,000.00
2 |Number of Payments 36
3 |Interest Rate 4%
4 Paym entI g 5590.48 |_|
5
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Practice Activities
Lesson 2: Piggy Goes to Market

Before You Begin: Download the sample file:
Brown Bag Sales Data 2010.xIsx.

Try This: Do the following steps

1. Open the sample: Brown Bag Sales Data 2010.xIsx
2. Select Column A: Sort by Date (not alphabetically)

3. Select Cell H1 and enter the label: UPPER

4. Select Cell H2 and create a Text Formula that references
Cell B2 and formats the Text as UPPER.

5. AutoFill the TEXT formula from H2:H69

6. Select Cell I1 and enter the label: CONCATENATE

7. Select Cell 12 and create a Text Formula that combines
Cell B2 and Cell D2.

Hint: You can use Row 2 to add the following ": "

8. AutoFill the TEXT formula from 12:169.

9. Save this as YOUR NAME Piggy Practice.

Test Yourself

1. Which of the following are Paste
Special Options?

(Select all correct answers.)

a. Values

b. Formulas

c. Formats

d. Paste All

Tip: Intermediate Excel, page 58

2. What does the Concatenate command
do?

a. Combines the values of the selected
cells

b. Concentrates and compresses the
data

c. Filters the data

Tip: Intermediate Excel, page 61

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

a. Upper

b. Change Case

c. Proper

d. Sentence Case

Tip: Intermediate Excel, p 66

Intermediate Excel 2010 Page 82 of 230

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

a. Upper

b. Substitute

c. Concatenate

d. Sum

Tip: Intermediate Excel, page 61, 68

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

a. True

b. False

Tip: Intermediate Excel, page 72

6. Excel can calculate the amount of time
elapsed.

a. True

b. False

Tip: Intermediate Excel, page 74

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

a. Formulas-> Calculate-> Car Payment
b. Formulas-> Financial-> Car Payment
c. Formulas->Financial-> PMT

Tip: Intermediate Excel, page 79
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Name that Tune 2R

Intermediate Excel Objectives TR I ——
In this lesson, you will learn how to: f,
. x| 2 g ‘A 9 ’ =) Define Mame -
1. Select and Name a RANGE of Cells o . ,-~ =
2. Use the Named Range in a formula — fopumieny £ Use in Formula ~
AVERAGESS X W L CAVERAGENS(Revence, Reverue, " >500" Net, " <1, 50") Mame -
3. Use the Name Manager 5T i mm— ; s Manager B Create from Selection |
. : Jue 21, 2011 Eggs $ 15 $ 28
4. Use Defined Names in a formula 47 e 22200 P S A3 s $ sears Defined Mames
. 22,2011 Legs $ A 135 § 06
5. Create Conditional Formulas oitgs 8 1% 15 2 20
. S0 Jume 23, 2011 Pygs Netas - ... T

6. Identify errors - [t
53 June 24, 2011 Mgt Average_rasge  Lroeue I = (Revena 208 M0 S0 IN N~
34 Jure 24, 2011 Legn Criterse_rangel  Seoane N = (Meverue, 325 42 % 150040 2% 10
55 June M, 2011 Gggr PO tw— Al - a0
36 June 27, 2011 Py ——
57 wee o e AVER AGEIFS
38 june 27, 2011 Eggs
: Average_range Revenue fRz| = {Revenue®;325;"
w

Criteria_rangel Revenue F&:| = {Revenue™325;

" Criterial |">500" = "»500"
Q2
= Criteria_range2 |Met = {Met3.25;3.25
- Criteria2 | "<3,50" FRs| = "<3.50"
L]
ot = 560.625

© 2011 Comma Productions . ~
:O- bR Ongeal Data Sheet) Shewtd 0 . “ J »
[ [ Ys P ]
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% Lesson 3: Name that Tune

Formulas 1

1. Readlngs 23 Define Name ~ 3= Trace Precedents 3] Show Formulas j
Read Lesson 3 in the Intermediate Excel a —
£2 Use in Formula - 3 =§3Trace Dependents '@ Error Checking - | A=/

Mame Watch Calculation [T

guide, page 83-108.
Manager B Create from Selection ,1-‘1 Remove Arrows - @ Evaluate Formula | \window | Options -

Project 2 Defined Names | Formula Auditing | Calculation
A spreadsheet that uses Defined Names in _
formulas to conditionally summarize data. mmﬂ Insert Page Layout | Formulas Data F‘-EvliJ 56| 7 |

Downloads ft|2@‘@ﬁﬁﬁm

Co.untmq Chickens 2010 Complete.xIsx Insert AutoSum Recently Financial Logical Text Dated& Lookup & Math Maore
Using Named Ranges.xIsx Function - Used - - - *  Time~ Reference~ & Trig~ Functions =

Employee Data.xlsx Function Library _J _J
8| 9

2. Practice Menu Maps

Complete the Practice Activity on page 108. Thjs |esson demonstrates options on the Formulas Ribbon. :

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

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

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

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

. Formulas->Function Library->Math and Trig -> SUMIFS, page 99

. Formulas->Function Library->More Functions ->Statistical ->COUNTIF, page 101

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

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

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

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

OCONOOOOAPRLRWN -
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Using Names in Formulas

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

Zld AR BN start the Program Microsoft Excel.

“ Home Insert Page Layout Formulas Data Review View What Do You See? Is there a Title Bar

o - v == - that says Book1 - Microsoft Excel? Yes.
=) o Calibri *11 * A a = | W ¢ Wrap Text General

o A EEE FHFE cduegeacenterr $ - % o %8 % Is there a Home Ribbon with the
Clipboard, Font, Alignment and Number

Pa-s(e 7 B 7 U-

Clipboard 1. Font - Alignment " Number
Groups? Yes.
Al - I
A 2 C D £ F G H ! ] If your screen looks similar to the
1| example on this page, then you are
a ready to get started.
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File -> Open

Fig® LK L el L L YT T e T - e el
Before you Begin pan i . et

. b e oAy e @ i e Test Cate > = el Y ’: } i

This example uses the same spreadsheet that i Dk w0 e o 8 o ) e A
was created in the previous lesson. You can o = i e S D || S5 e
continue with the one you saved or download a a . £ Date
new sample if you wish. at]m:m CEE ‘w r 8 " | ; . L | ll. - o » a _‘|
Try This: Open a Sample Spreadsheet : A T -
Open a sample spreadsheet: A | B c D E F G
Using Named Ranges.xlsx Date !Prnduct MNet Quantity Revenue
Go to the Original Data sheet. June 1, 2011 Pigs $ 3.25 100 $325.00
What Do You See? This sheet shows the net June 1, 2011 Legs $ 3.25 50 $162.50
product sales for three products: Legs, Eggs, June 1, 2011 Eggs 5 1.50 100 5150.00
and Pigs. The data includes: June 2, 2011 Pigs $ 3.25 105 $341.25
Date (Number, formatted as Medium Date) June 2, 2011 Legs 5 3.35 55 $178.75
Product (Text) June 2, 2011 Eggs 1.50 105 $157.50
Net (Number, formatted as Accounting) = e 8 5 . = E _
Quantity (Number) 0

Revenue (Number, formatted as Accounting) -
30
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.

30

1.30
L2
3

1

1l
rL1s
1.50
35

L1

B v wv o o wh wn w
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5 ‘J ot AN Sl » = wue Tea Gareust h; B B - # l ; }( Y
Select a Range R e e i et S b [~~~ Ahacuimsd 2~~~
By definition, a RANGE is a one or more cells - - )
on a spreadsheet. The cells may be adjacent ', Np—— . S —— ——
or not. There are a couple of ways to selecta
Range of Cells. a
s
s
Before You Begin: The sample z £ R
spreadsheet, Using Named Ranges.xIsx 2 evenue
should be opep. n C F G
Go to the Original Data spreadsheet. i ' 1 |pate Product Net
1. Try This: Select a Range with a Mouse ~ = ==+ 2 | Junel, 2011 Pigs 3 325
Select Cells E1:E58 # seesww 3 | Junel, 2011 Legs 5 3.25
(the last row with data in this example.) » 4 | Junel, 2011 Eggs 5 1.50
) 3 3 | June 2, 2011 Pigs 5 3.25
Keep going.. > 6 | June?2, 2011 Legs $ 3.25 55| §178.75
2| » ) Pigs $ A5 1eof sas5.00
b1 Legy $ 5 wf $290.50
n (7738 $ 1% 1y $200.00
kel Pgs 5§ A5 Yy sanas
» Legs $ 35 S
4 W] Ongeed Deta Sheetd  Shees 5 . - ] .
ey 7 Asarage 1125 Count 58 S 309023 B DG 200w (-

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Select a Range
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Tag
e
One

H mome et Pogeliot Fermetss  Dats  Review \.- c@cd
Define a Range _ I e e — E B3 a0
The Name Box is a special toolinthe top left 0w o 0 e . e e ca | i b e | B et e
corner by the Formula bar. You canusethe .~ iy , —— S T W TR e i
Name Box to Define a Range, instead of e - £ Pevense 2
selecting the cells with your mouse. . T —— P ——
; n::\n.mn::m :"ns M'x':n S35.00 .a
2 T Th' T D f R : Jml,gtx:m : ;2 sof $160.50 I
. Try This, Too: Define a Range el iy 8 L £1-
Place your cursor in the Name Box. ; migu e : »E E58| i | Revenue
June 2, 2011 Eggs 1
Type: E1:E58 8| sune3, 2011 Pigs : s A B | C | D E F
Hit the ENTER key on your keyboard. 8 mermage 3 10 1 Date Product Net Quantity |Revenue
June &, 2011 Py $ s —
What Do You See? The RANGE of cell 8 sesmive 422 13 | Junel, 2011 Pigs $ 3.25 100] $ 325.00
at Do You See? The of cells W snermuavg  § 33 | o |
from Cell E1 through Cell E58 are selected T T 3 | Junel, 2011 Legs 5 3.25 SOjiEHieEs
and highlighted blue. i mvuine s 58 4 | Junel, 2011 Eggs $ 150 100] $ 150.00
B smesonge  $ 1% | 3 | June 2, 2011 Pigs 5 3.25 105] $341.25
. 20| Jene®, 2013 Pags $ 2 —
Keep going, please... B wermiep  $ 35 || June2, 2011 |Legs § 3.25 55| $178.75
Sowenzure ¢33 N June 2, 2011 Eggs $ 150 105| $157.50
25| one 10, 2011 Eggs $ 1% 114 $200.50
25| Jne 13, 2018 Pags $ 140 S&55.00
27| Jenve 13, 2001 Legs $ A5 s
e e
B0 Jene 34, 2000 Legs $ 8 o S308.75 -
M 4% W] Orgenad Dats Sheetd  “Sheetd 0 ‘L A =

Formulas -> Define Name

e

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions

5.6. Apply cell ranges in formulas:

Name a Range
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Name a Range

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

3. Try This: Name a Range
The sample spreadsheet is open to the
Original Data. Cells E1:E58 are selected

Go to Formulas->Defined Names.
Click on Define Name.

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

What Else Do You See? The New Name
Refers to: ='Original Data'!$E$1:$E$58

All good formulas begin with equals: =

'Original Data’ is the name of the sheet.

The Range of Cells, $E$1:$E$58 is defined
with Absolute Cell References.

Formulas -> Defined Names->Define Name

U Usey Named Fanger Cormplete - Mo Faced - o ens Spscgy

g [_C] Define Name"!

oot Page Lapanst Formats Oata

~=) Define Name..

-3

«

Name -
Manager Apply Names..
Defined Names
[ M Home -
= |
Fag worcoi 5
: = | New Name R
2 Name: Revenue
' B oo
5 Scope: Workbook IEI
Comment: }
s
s
b ) ;
B uned 1 Pugs s sanys -
30| e 34, 20110 Legs $ A8 s S35
- ——— Refers to: | —original Data'l $E$1: $E458) =

ok || Cancel |

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Use Absolute and Relative cell references
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Another Way to Name a Range
You can use the Name Box to select and
name a Range. Here are the steps.

4. Try This: Define a Named Range

The sample spreadsheet is open.

Go to the Original Data sheet.

Place your cursor in the Name Box.
Type: D1:D58

Hit the ENTER key on your keyboard.
The data in Column D should be selected.

5. Try This, Too: Name a Range
Place your cursor in the Name Box.
Type: QuantitySold

Hit the ENTER key on your keyboard.

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

Keep going...

FL* L v——ﬁﬁ—w_ -m»-.u
- e Bl Page -] o - 0 -~
FIPERLEREE S i S LELLIE .8
e "“' '.‘ i:'.‘ BTt A B Sasmaas ,..“':,.._.,(.....n...\...w 2 Remave Avews * wnte Ogpara- W
o108y £ Cuantity . ‘
A L] < ) £ ¥ G “ | . L “ N L+ » =
1 Dwte Product  Net Jsantity Jreverme "I
2 | Jwne L, X011 g $ AS 200y S 32500
3| Jenel 2011 gs S 4B 208 532108
4 | June ), 2010 Mg $ A8 1104 S357.%
S | June s, 2011 Pags $ AB Ny sy
LY hne 7, 2011 g $ A8 1304 § 000
¥ | Jened 2011 Pgs $ 4B —— -
B e 3 =l D1:D58 v S | Quantity
19 $ A»
2> s ol A B » D -
. ! 12 Date Product Net Quantity |Revenue
: : 12| 2| Junei, 2011 Pigs $ 3.25 100] $325.00
= 3 | Junel, 2011 Legs S 3.25 50] $162.50
¢ 4| Junel, 2011 Eggs S 1.50 100] S 150.00
$ 2\ % Sl?lﬂ
- e
$ 5 s
$ A5 s
$ b $ 26000
$ > SIm
e v
] = QuantitySold v £ | Quantity
1 Date Product Net Quantity |[Revenue
2 | Junel, 2011 Pigs S 3.25 100] $325.00
3 | Junel, 2011 Legs S 3.25 50] $162.50
4 | Junel, 2011 Eggs S 150 100] $ 150.00

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Define a Named Range

Intermediate Excel 2010 Page 90 of 230




=
4
3

Rules for Defined Names

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

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

Syntax Rules for Defined Names

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

the Name Box.

Spaces are not allowed.

Formulas -> Defined Names->Define Name

i ea- ”_EHHH(W i Erotl R R TR i -
“ g el Fage Lipindt Frera [7]
£ 20880 ﬁ in .w rsl S S .;..:.::1,;.33:.;.':,:::..
nlz'!d - ; q :"::1 wurll Py Voprmngly dascdd sy Ly k.

& B £ ) E F 4 H i i Lt L () 1] (] ]
1 |Cune Prosfun Pt [Cpaaitity | Rarwriii
2| Jene L. WL Pigs 5 KB 00N 5 A0
3| el W01 P g LB 2084 € 541,75
4 | e ], MILL gt g
Smimie :  QuantitySold  ~
¥ | bened, ML P g
= ! 1 |Date Product Net Quantity |Revenue
1k 12 | Junel, 2011 Pigs § 3.25 100{ $325.00
5l . 3 | Junel,2011 Legs S 3.25 50| $162.50
F : 4 | Junel,2011 Eggs $ 150 100] $150.00
o i 5 | June 2, 2011 Pigs $ 3.25 105] $341.25
2 —eimivn 2§ | June 2, 2011 Legs $ 3.25 55| $178.75
S v i1 | June2, 2011 Eggs $ 150 105| $157.50
B et it (5 s e
| bened, JOLE Legy 5§ LB £ 000
3 | banve 15, WL Lagy 5 LB LIRB
¥ | b B, JOLE Legs 5 R BEILED
B | g B JOLY Legy 5 hB & 75
o 4§ W] Drigend Duts S Sl b il :
[ Sreuege LRINANE  Count S fosc 7S 0N G0 38w -

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Define a Named Range

Intermediate Excel 2010 Page 91 of 230



=
4
3

Tag
e

Select a Named Range

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

proof your Ranges.

Before You Begin: Go to a blank sheet.

Select Cell A1.

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

Select: Revenue.

2. What Do You See? You will be taken

to the Original Data spreadsheet.

Revenue Range, Cells E1:E58, should be

selected and highlighted.

o Poge Lipor Foven View

[

Duts

Formulas -> Defined Names->Define Name

U4 cuee AN Tamy @ o weap lea
Pt 4 BIUCE A EER BE EHvesedimn-
Cnphaard Pond Abprament
) 3

+ 4a

K 8% &
Condtionsd Tormat  Ceft et D
Formating = a1 Table + Stybes

Ftytes

o

ERECREEEee ve wawn

QuantitySold C | D | E
Revenue |

2
The o 3
»
. Revenue v Je | Revenue
; 4] (NameBo g T T E
- 2 1 |Date Product Net Quantity |Revenue
- i June 1, 2011 Pigs 5 325 100] 5325.00
;_ R — ,wi June 1, 2011 Legs 5 3.25 50| 5162.50
Doy . 2 i June 1, 2011 Eggs 5 1.50 100] 5150.00
i June 2, 2011 Pigs 5 3.25 105 5341.25
i June 2, 2011 Legs 5 325 55| 5178.75

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions

5.6. Apply cell ranges in formulas: Select a Named Range
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Formulas ->Defined Names-> Name Manager

q,.._':. ey el e Lipind Famatis Ma rera Wi & o
The Name Manager e > =3 ; o
A Named Range is a selection of cells Jx . A = g ! Prantemas s
that you can define and name with the ' el e il il
Name Box. Each of these Defined Names Chactityiold - k| Gauantity & 1
H & B L= 1] E F 4 H i i) LS L i L] o [ o kg
can be found in the Name Manager. Hime proders et Finsaniy Inevemse
| Jened 0Ll Pigs 5 R 0] 5 3500 —
. . . B | Jene L HOLE Legy 5§ L3 o e =
1. Try This: Work With Defined Names = ¢ woeimiiem 5 s - s
. § | dene L WLl Pigs § kB = ™ [ [
Go to Formulas ->Defined Names. e R ([ . S ——
Jene L, WLE Eggs i Vit e L o
. & Jene 1, WiE '\i" § 11 it ySakd m..-m-'.m* . =Origeral Cuta’ 80 Mook
SeleCt Name Manager 5 Jane 3, WL Legs § LI Errram Mrrena”" 553 =Crgeal Cels" 5 Bl
13| Jene 3, MLl Eggs § 150
1| Jened, ML Pags § LB
= Define Mame = 12| Jened, MOLE Ligs g M
18| jened Mii Egge 3 1%
. A 1M LI F -]
£i= Use in Formula = | eIETEErE
MName * ) ] j.--: ;::. :E H :::
Manager EES Create from Selection . :-::i::: : =
— 9 kel MLIE % 1%
Defined Names . | .l.-r!.ﬂll.'.l-'l:: 4 M
20| Jened, il Legs i iE Btz
23| e, WL Epg i 1% || =gl Dasa LR ]
What Do You See? The Name Manager . ioliln | .2 o
will display all of the Defined Names in reaszniin 3 L -
. 4 L1, T0LL Pigs L% -1 a55.00
this Spreadsheet. 27| arve 13, PO Loy i oam L2180
28| barve 13, FOLL L £ 180 LT
23| banve 14, FOLL Pagi $ i A famas
Keep going... o D el (S Lt .

reet | T

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Use the Name Manager
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@ Formulas ->Defined Names->Name Manager

@ Bl
Manage the Ranges Name Manager Lﬂ
The Name Manager simplifies the - -
task of finding and editing the Defined [ New... ] [ Edit... ] [ Delete
Names in an Excel workbook. You can
use the Name Manager to create, edit Name Value Refers To Scope Comment
and delete Defined Names. =) QuantitySold {"Quantity”;"100%"... ='Original Data''$D... = Workbook

=) Revenue {Revenue”;" §325.... ='Original Data'l$ES... Workbook
2. Try It: Review the Defined Names
Go to Formulas->Defined Names.
Click on Name Manager.
Select a Name: QuantitySold
What Do You See? This Defined
Name Refers to the Original Data
sheet. This is an Absolute Reference
to Cells $D$1 through $D$58.
Keep going... |

Refers to:
2|+ | | ='Original Data"1§D$1: 6D453|
Refers to:
X v | | ='Original Data'! $D$1:$D$58| 5.5
V.
— A

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Use the Name Manager
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Formulas ->Defined Names->Name Manager ->New

G
Edit a Name
Say you wanted to add or modify one of your Names. Jx f,
You can use the Name Manager to edit the name and
the range. You can also add a comment to document w .
your changes if you wish. e :

2 Jene L, 2000Pgs

3. Try This: Create or Edit a Name 4 i
Go to Formulas->Defined Names->Name Manager.
Click on New. z

The New Name window will open.

Enter a Name: Product

Enter the Scope: Workbook

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

Mew Mame - Refers to

'Criginal Data'1$B51: £B553|

Go to the Original Data spreadsheet.
Select Cells B1 through B58.

30 June 34, 2011 Legs

% 4 ¥ Ongead Data S

2

Click on Lookup to return New Name window. Click

on OK to return to the Name Manager.

This process added another Defined Name to the

Name Manager.

T I

!

s

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Use the Name Manager to Edit a Name

“

[ 3 ¥
Keverue
$32500
$162.50
$150.00
$31.8
s

5 S157.50

Fanger Corvglete

$ 38
b 3%
.| Mew Mame

Mame:

v iy b

SCope:

v &

Comment:

e o Bl e ol Bl
W ve by B g b » »

M

Refers to:

wow

.
o -

Product
Waorkboak

'Original Data'l $B451: 58553

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

lhlet Quantity Revenue
Name Manager Options $ 38 100 §325.00
A good working spreadsheet may 323 20 51045
have dozens of Named references. L e )

| g ) [ o ] o]

One of the best tools is the Filter. - . Refors To — Clear Filter
The Filter lets you choose which 20 Product ‘Origiral Data $851: 58453 ="Orignal Datal$6.., Workboo  Mames Scoped to Workghest
Defined Names you would like to 1) QuantitySold {"Quantity”;"1007°50%"100%"L...  ='Orignal Data'l$0...  Workbog Mames Scoped 1o Workbook
see. You can limit the list of Names Revenue {Tevenue” $325.00 " $162...  ='Origingl DBIS1SES ... Warkbod

Mames with Erors
Mames withgut Erars
Defined Hames

to the Names in just one worksheet,
or view all of the Names in the
workbook.

Table Mames

]|

Try It: Filter the Names
Go to Formulas->Defined Names.
Select Name Manager.

Click on Filter.
F m Clear Filter
What Do You See? The options are: Eefers to:
Names Scoped to a Worksheet ## | ="orgnal Data'|$B51:$8554° Names Scoped to Worksheet

Names Scoped to a Workbook
Name with Errors
Names without Errors 25 140 $455.00

Defined Names Mames without Errors
Table Names

Mames Scoped to Workbook

Marmes with Errors

L R T R T T R R R T R R T U T
BRSO R W b M e W B e W W W W

Defined Names

Please close the Name Manager Table Names
and save your work. .

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.6. Apply cell ranges in formulas: Use the Name Manager
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@ Formulas ->Defined Names Use in Formula ->Use in Formula

'd I TR T T yovy Womed Fonges C ervplete - Munrreh
Use the Names in a Formula  ———
The purpose of creating these Defined Names is to ﬁ z, B ! ~ F IJ ﬂ v 1
use the references in a formula. The following pages "~ =~ = = foweosmesees 23 Define Name =
will demonstrate how to conditionally summarize é [ : ) S—
data with formulas. o B . fiZ Use in Formula ~ 0
dme
Manager Product
A Conditional Summary means: show me the data
that matches my Criteria. At the basic level, a Quantity5old -
Conditional Summary is a filter. Say you had three Revenue
products: legs, eggs and pigs. A filter asks: show F
me the eggs sales. A Conditional Summary asks: G Faste Names... E
show me the eggs sales that were greater than - 2
$500.00 per day. Which days?
XV i =Revenuel —r
1. Try This: Create a Sample Formula 1
Select Cell F1 and type: Sample Formula ¥ A . c - B F
Select Cell F2. %7 1 |Date Product Net Quantity |Revenue |Sample Formula
Goto Formulas ->Defined Names. 22| June1,2011 Pigs $ 3.25 100( $325.00 |=Revenue
Go to Use in Formula. =~ 3 | Junel, 2011 Legs $ 3.25 50| $162.50
Select: Revenue. et mermc
& F2 - Jfx | =Revenue
2. What Do You See? The formula is: =Revenue. % 5
The formula bar displays the Defined Name and the " A B c D E | F
correct Range of Cells is selected. 1 Date Product Net Quantity Revenue Sample Formula
Please UNDO this practice and keep going... zl June 1, 2011 Pigs 5 3.25 100 5325.00 I 25
3 | Junel, 2011 Legs 5 3.25 50 5162.50

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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Formulas -> Function Library->Math and Trig -=> SUMIF

=
4
3

718 o T Ty Voprer”
Summarize the Data — EESSSASS S inane =
What is the sum of the product sales if Jx L PO YE E B P et
you look at the Eggs, only? i PR : sitamy i -

SUNNE B K W A SUNE (Product, “Tggs " Revesue)

Try This: SUMIF T T — S S S — ——
Add a label to Cell D59: SUMIF eggs | i e —erEry =
Select Cell E59. 37 June 36, 2011 Eggs $ 1% 155 52050 ue
Go to Formulas -> Function Library. = iiiiie < ix ieowe fondd — J - et 4
Go to Math and Trig->SUMIF. | e e PR Y s T o , 1
Enter the Range: Product T T T — : |
Enter the Criteria: Eggs Bl e 21,2001 g v I
(Microsoft Excel will add quotes — p—— Range Product F®:| = {"Product”;"Pigs";Legs";"Eggs”]
because this is Text) 47| sune 22, 3011 Py T — .
Enter the Sum_range: Revenue. R Criteria | "Eggs” F%:| = 'Eggs
Click OK. e Sum_range | Revenue] F&:| = {Revenue";325;162.5;150;34:
What Do You See? 52 sune 23, 2011 g
The SUMIF function calculates the sum = .5 o o = 41325
based on your criteria. In this example, 7 =770 ¢ 0F oack s l 1
the Criteria is the product: Eggs. | o o= $ A8 . s

» Sumif Lggn |:E: l
The Sum_range is Revenue. Excel will s
look in Column E, Cells E1:E58, and = ES9 -~ & I ’ =SUMIF(Product,"Eggs",Revenue)
SUM the money. T | T ==

-3 1 A 8 | ¢ | o | & | F 2

57 | June 27, 2011 Legs S 3.25 140 $ 455.00
58 | June 27, 2011 Eggs $ 150 190 S 285.00

59/ sumiF eggs [$4,132.501

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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Formulas -> Function Library->Math and Trig -> SUMIFS

e s et Coomaia TR
SUMIFS Function o T TR R R S TSR
What is the SUM of the products with s T BESYE 08 ) penrema:
more than $500.00 in sales each day? I et S Outined Aumes Fosmts vty
SUMIFS - K VL SUME Y Revense Sevesue, " >500")
SUMIFS lets you use several Criteriain e mi g § M5 w8 s ' — ' ' ‘ ——
the formula. This function works with the 5 “=7me = L 00 —
numbers, not the text. “ w-m ”:W -
(3] Sum_renge  Reorue fo o (Severue’, 3% M2 5100 I%1Y -
1. Try This: SUMIFS - e e ——
Select Cell D60. p i s -
Type: SUMIFS All Sales Greater than g e
$500. Format the Cell to Wrap Text. . SUMIFS
Select Cell E60. a — =
Go to Formulas -> Function Library g Sum_range |Revenue Els| = {Revenue’;325;162.5;151 —
Go to Math and Trig->SUMIFS. 5 Criteria_rangel Revenue f%:| = {Revenue®;325;162.5;150;341
Enter the Sum_Range: Revenue ” Criterial | ">500" F&:| = ">s500"
Enter the Criteria_range1: Revenue = |
q q -S> - S ——
Enter Criteriat: >500. " E60 v f« | =SUMIFS(Revenue,Revenue,">500")
2. What Do You See? The formula is; " ] A B C D E
=SUMIFS(Revenue,Revenue,">500") ® ... 57 June27,2011 Legs $ 140 $ 455.00
Keep going w9000 58 | June 27, 2011 Eggs S 190 $ 285.00 2
59 SUMIF Eggs $4,132.50
SUMIFS All Sales
60 Greater than $500] $4,485.00 1

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions

2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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o;:" Formulas -> Function Library->Math and Trig -> SUMIFS
SUMIFS: Add Another Criteria M "SR e [ _ -
What is the sum if you added sales greater than 500 Jx E o : . P e
AND less than 10007 ' 2 S 3 -
SLMIFS = B oo R cSLINE S| Reve e Sewenue, 25007, Reve e, "3 0007 -
3. Try This: Add Another Criteria S YT > - S 5 1 B VS ) O 18 BT T
Select Cell D61. : D}I:” 01t :rm :" LB — 100 nsm:r‘l:- I
Type: SUMIFS All Sales Greater than $500 and LeSS & esioiii 5 s % 5 18250
than $1000 * SUMIFS
Select Cell E61. s .
Go to Formulas -> Function Library. : Sum_range |Revenue {"Revenue";325;162.5;15(
ggléztl\g%r;III-':Lénctlons->Math and Trig . = Criteria_rangel Revenue {Revenue™;325;162.5; 15
Enter the Sum_Range: Revenue B Criterial | "=500" "= 500" |
Enter Criteria_range1: Revenue =
Enter Criteria1: >500. 1 Criteria_range2 | Revenue {"Revenue”;325;162.5;150;341
Add another Criteria: , Criteria2 | "<1000" "<1000"
Enter Criteria_range2:Revenue 2
Enter Criteria2: <1000 o S B = 4%
21 ened, 018 Egp $ 1% 1% 5 100
3. What Do You See? nmee 1 )
The formula in this example is: = = = =
=SUMIFS(Revenue,Revenue,">500", E61 b g fe | =SUMIFS(Revenue,Revenue,">500",Revenue,"<1000")
ll< "
Revenue,"<1000") 4] A B C D E -
Memo to Self: The formula has no line breaks. SUMIFS All Sales
Greater than $500 and
61 Less Than $1000] $4,485.00 | 4

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS

Intermediate Excel 2010 Page 100 of 230



O le

@ Go to Formulas -> Function Library-> More Functions -> Statistical ->COUNTIF

[FIRE e — L T —
COUNTIF Function '}' > 0860066 f Sl 35— Tmmmiea = S
How many products had more than $500.00 ol Pl Iﬁ Bw e i ‘E i = e i LS ststion 1)
in sales each day? B e~ m @ =
5 § oneeng 1O 20w Y B
¢ [ £ A , " M N
COUNTIF lets you count the products based = . s 1 125 5 au7s 8 rommtn © Maﬂ?;r
on your criteria. This function works with the = - i [ e [ S =
numbers in the Revenue data in Column E. 7 i < o g e 21 statistical  »
" SUMF Eggs 5413250 ﬁn Engineering #
1. Try This: COUNTIF “ G an 500 041738 .
. ry . . eater 461 s :‘ EUbE »
Add a label to Cell D62: COUNTIF greater e e .
than $500. Format the Cell to Wrap Text. @ ot e Thn o, 4050 — @ mnformation »
Select Cell E62. @ Garaterthan § e [k Compatibility »
Go to Formulas -> Function Library. “
Go to More Functions->Statistical . =
Select COUNTIF. i COUNTIF
Enter the angg: Revenue = Range |Revenue FRs| = {Revenus";325;
Enter the Criteria: >500 n o — N
] Criteria | "=5007 FRz| = ™=500
2. What Do You See? The formula is: = - g
=COUNTIF(Revenue,">500") N
1y E62 - f< | =COUNTIF(Revenue,">500")
A B C D =
COUNTIF All Sales
62 Greater than $500 sl

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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COUNTIFS Function

How many cheap products are less than
$3.50, net more than $500.00 in daily sales? "~ =~ %

COUNTIFS lets you calculate the answer & o
based on two (or more) conditions: the net '

price and the daily sales.

1. Try This: COUNTIFS
Select Cells: $C$1:$C$58
Name the Range: Net.

In Cell D63 type: COUNTIFS for Cheap - - Criteria_range2 | Revenue
Products with sales greater than $500. 8| June B

» Criteria2 | "=500"
Now, select Cell EG3. F———
Go to Formulas -> Function Library . - e P
Go to More Functions->Statistical ‘ COUNTI Al ks !
Select ->COUNTIFS. ) o or o
Enter Criteria_range1: Net - greater than $500|=COUNTISSINet,*<3.30" Reverse, >500")
Enter Criteria1: <3.50
Enter Criteria_range2: Revenue - EG3 A
Enter Criteria2: >500 il

= il B C
2. What Do You See? The formula is:
=COUNTIFS(Net,"<3.50",Revenue,">500")

63

Formulas -> Function Library->More Functions -> Statistical ->COUNTIFS

i'd O e s TSR TR (raey Wemed Songes C ervplete + M ~rrelt Escel "I TN WA
n Meme  Been  Pogelaeut  Femeiss  Oats  Aeiew  View
. -
fF Z P B0 2008 e
om Baconty fmancsl Loge ute & Loskup &  Math
. e+ Refosence * & Trig * Puny
’ - - - o
MWNTHS - xXv A INTIFS| Net 0", Revenye, " >500
A L] (8 0 f H ™
s S 3 oS S
& $ A 0 5 3%0.00
o $ 1% X 255
7 1.8 1S 5 sears
- "

8] nne22 2011 100 L ¢ 2
: e COUNTIFS
w .  Criteria_rangel Net]
Criterial | "=<3,50"

SEEREE
EEEE

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions

2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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= {Met3.25;3.25

= "=3.50"
FRz| = {Revenus®325;
Fe| = ">5007

2

‘d

=COUNTIFS{Met,"<3.50", Revenue,"=500")

D
COUNTIFS for Cheap
Products with sales
greater than $500.

E
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@ Formulas -> Function Library->More Functions -> Statistical ->AVERAGEIF

AVERAGEIF Function

What is the Average daily sales for the cheap
products?

AVERAGEIF lets you figure the average

based on your criteria. This formula will look
up a number in a Range of prices: that's the
Filter. The cells that you select to calculate
the Average is called the Average_Range .

e Range |Met [E85) = {Met3.253.2¢
1. Try This: AVERAGEIF e Criteria | "<3.50" [Fs| = "<3.50°
In Cell D64 type: Average Daily Sale for 38 sune =1 g
Cheap Products. " Average_range |Revenue Fz| = {Revenue®;325;
“w - 332.5

Now, select Cell E64. — = .
Go to Formulas -> Function Library. N e .
Go to More Functions>Statistical. ‘ (:,.:33.:‘:..: .
Select AVERAGEIF. 8 s s 08 : e — 2
Enter the Range: Net " e Pt QE—
Enter the Criteria: <3.50 = |
Enter the Average_range: Revenue - E64 - fe | =AVERAGEIF(Net,"<3.50",Revenue)
2. What Do You See? The formula is MM A A B c D E
=AVERAGEIF(Net,"<3.50",Revenue) Average Daily Sale

64 for Cheap Products. 332.5

S | |

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS

Intermediate Excel 2010 Page 103 of 230



Lary

AVERAGEIFS Function

One last question: What is the Average sales for
the cheap products that sold more than $500 per
day?

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

1. Try This: AVERAGEIFS
In Cell D65 type: Average Daily Sale for Cheap
Products greater than $500.

Now, select Cell E65.

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

Enter the Average_range: Revenue
Enter Criteria_Range1: Revenue
Enter the Criteria1: >500

Enter Criteria_Range2: Net

Enter the Criteria2: <3.50

2. What Do You See? The formula is
=AVERAGEIFS
(Revenue,Revenue,">500",Net,"<3.50")

Formulas ->Function Library->More Functions -> Statistical ->AVERAGEIFS

g Ygmad Farcg (covpiote - Mo vpnel® fucwl -

A ] C i "] ~ =
150 1850
L. “am
$ A0 S 40813
1% iR § im0
P8 iuction Aegumerss i -
o
AERACETY
Avevage ratge Lroeue ] = (W™ 20N 00 LML ININ »
Ertera_resgel  feere | = (e’ 320 M2 & 190500 14 LN
Cois
AVERAGEIFS
Comera 1

3 june 37, 2601 g

{"Revenue"”;325;

Rl
]

Average_range Revenue

Fra am g

¥ Criteria_rangel Revenue = {Revenue’;325;
) —— Criterial  ">500" = ">500°
o Criteria_range2 | Net A = {MNet’;3.25;3.25

h -—
“ P Criteria2 | *<3,50" S| = "<3.50°

L)
. ' = 560.625
- Je | =AVERAGEIFS(Revenue,Revenue,">500",Net,"<3.50")
:,: "J‘I“&‘-J‘.““ e C D ! E F
Average Daily Sale 2

for Cheap Products
greater than $500.

560.625

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.3. Data summary: SUMIF, SUMIFS, COUNTIF, COUNTIFS, AVERAGEIF, and AVERAGEIFS
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o,,°° Formula -> Formula Auditing ->Trace Precedents
. 2 - m k_—()-“
What If It Doesn't Work? | breee :
Computer books are very good if Je f- G RO ﬁ i lﬁ To-temmering .
. et Nuu- Cu-(y'munm Tt Owie & Lostup & Math More
everything works and all of the steps are ~ ne vsed - L Ml &0 e~ R oo
# - L rary Ot " Vo -~y
correct. AVERAGEFS  ® * X o fo sCOUNTIFS{Nes <R30", Revence, >300"|
B L) C 4] € F 6 ' x
. &7 June 22, 2011 Pags $ 38 175 5 SeaTs | . i .
What happens when it doesn't work? & w22 it legs |5 335 s/ § a06s |
. . & June 22, 2011 Eggs $ 1% 1% § 280
(Besides the usual cussing and 0 mnes, 21 pgs | § 328 0 5 saso0 |
complaining...) Here are steps you can | R e [T <
take to troubleshoot these formulas. S8 auneds 200 bigs | § 338 s § son s
S8 June 24, 2011 Legs $ A 138 5 A |
55 June 24, 2011 & H s 5§ s
1 T I . A d' h F I 54 June 27, 2012 P: s :,b :n ¢ ars%o
- ry t- u Itt e ormu as 57 June 27, 2011 Legs $ s M0 § S0
Double Click Cell E63. renxiee 13 19 s $ ]
» SUMIF [gps $4,102%0
Al Salen
. ® Grossrtoun 3008 3440800
2. What Do You See? The formula will SUMIFS Al Salers
be displayed in Cell E63. Each of the & P
Named Ranges is shown in color. The a —— X
Range that was defined by the Name COUNTIFS for Choag ™
should be outlined with the matching @ greater than $500 | COUNTES{Iet*c3 50 heverise, 5500°)
Average [ Sale
color. o h-(n-..::‘xu s 2
Average Dady Sale
. L] .;f::pmumn 60628
Keep going, please... “
L2
L]
Memo to Self: The FORMAL way 10 ook 4% #Lanmos s s 5 cguﬂr;TlFs f"_'lf"elﬂp
for problems is with Formula Auditing. roducts with sales
greater than $500.|=COUNTIFS(Net,"<3.50",Revenue,"=500")

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.1. Audit formulas.
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Find the Mistakes

3. Here is an example of an error

In the example on this page, the Range
for the Revenue is wrong. It is E1:E59.
The Range should be E1:E58. You can
re-create this error if you wish by editing
the REVENUE with the Name Manager.

What Do You See? When the Range is
wrong, you may see: "#VALUE!"

What Else Do You See? You may also
see an Information (1) alert.

4. Try This: Audit the Formula

When you select the Cell that says
#VALUE! you should see an outline of the
data that is used in this calculation.

In this mistake, the RANGE for the
REVENUE includes the formula in Cell
E59. This is called a Circular Reference:
where one formula requires the result
from another, but that formula needs the
result from the first.

Formula -> Formula Auditing ->Trace Precedents

£ T g ES ﬁ b i li’J Prtrerererei
Wt Actstum Recesty Peancal Logest ot Cuted Loskup & Math
Funmen Uned * Temes Rafesrce & Trg * vmm
Pundion (dvery Detred Nome
COUNTI - K £ sCOUNTIES|Net, "<} 507 Revenye, " >500")

A . ¢ [ £ F 6 ™ 1 )
8 June 21, 2011 Eggs 5 150 170§ 28500
&7 June 22, 2011 Pigs 5 328 1S 5 sears
&8 June 22, 2011 Legs $ 3 125 § s
& June 22, 2011 Eggs 5 1% 18 8 2280
S0 June 23, 2011 Pigs 5 128 10 5 S85.00
51 June 23, 2011 Legs $ 1 150 § anso
52 June 29, 2011 Eggs $ 1% 10 § 1000
83 June 24, 2011 Pags $ 3 18 5 s
s $ A 18§ 4w
= $ 1% s 3 arso
“ > $ 1 1% § #1750 COUNTIFS for C @lp
57 > $ 1 M0 § 43800 %
> $ 130) 190 $ .00 Products with sales

UM L 4,102
- i - greater than $500.] #VALUE!
w Greater than $500 $1,617.50 ~ L
Susars Al Sobes Average Daily Sale
Geeater than $500 and
“ Lo Toam 3000 5448500 for Cheap Products. $ 332.50
COUNTIF All Sales = "

- s ot . Average Daily Sale ,

COUNTIFS for Cheapy
Producns with saley

for Cheap Products

preater § L » L]
. Average Outy Suie | AR greater than $500. #VALUE!
- foe Chasp Products. § 11750

Average Daly Sale
tor Cheap Products

() greater thas $500.  wvaLur! a
o
L1

< et s S5 56 | June 27, 2011 Pigs $ 3.25 90| $ 617.50
57 | June 27, 2011 Legs $ 3.25 140| $ 455.00
58  June 27, 2011 Eggs $ 1.50 190| $ 285.00
59 SUMIF Eggs| $4,132.50

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.1. Audit formulas.
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Summary

This lesson demonstrated how to select a
RANGE of cells and use a Named Range
in a Formula.

This is just a small sample of the formulas
that are available in Microsoft Excel. The
purpose of this lesson is to show the
advantages of using Defined Names to
reference the data.

Very good.
You get the cookie. Take two!

Formulas -> Function Library

June 2, 2011 Eggs
June 3, 2012 Pags
June 3, 2011 Legs
Jene 3, 2011 Egps
Jene 6, 2012 Pags
June 8, 2011 Legs
Jene 6, 2011 tgps
Jene 7, 2011 Pags
Jene 7, 3011 Legs
Jene 7, 2013 fggs
Jene 8, 2011 Pags
Jene 8, 2011 Legs
Jene 8, 3013 Eggs

Jone 39, 2011 Eggs
Mone 13, 2011 Pags
27 Jne 13, 2010 Legs
28 e 13, 2010 Eggs
25 e 34, 2000 Pags
30 ne 4, 2001 Legs
M 4% W] Origenad Dats
foe -

FUREURNNESESSCECREREBevvovawwn

e

‘mmwmmwwwww..‘-.\aw-.;uws-wunwwwuwv-ww
o
-

Lookup &  Math
Reference = & Trig = Fundctions =

N

Mare

___|

[ —— BN = (Revena X obd KIS0 MLIN I~
Coteria_rangel  Seane I = (Meverue’, 0% M2 % 150 ML 2% 10
Cmtewat %00 i -
[T e— ~ - (hevenet s . 5150008 2
Ceral <3000 M = oo _
- sas

AS Te (vls oAl By & ow et o (rdre w s

@TT’
BB meme  boent | Pegelaredt | Formes Oots  Redew  View == =
X 1 ('} e
, z B y £ Une » Foomgle +
hium
Puncten | deery Tt e d Namey ]
SUMIFS - K v L SUNMES Revense Revesue, ">500" Revernse, " <10007)
“ & (¢ -] E F G " ' ) X
1 Dute Mot Net Ouantity Reveroe
June 1, 2011 Pags i ¥.3 100 § 32500
June 1, 2011 Legs L] 5 5 s
June 1, 2011 Eggs 150 ( =
Famcton Y -
June 2, 2018 Pags L At Sm
June 2, 2011 Legs (%23 SMs

CrReraZ s Te sondton o e N T form of & Pusber | SEresmon, o Wt
defres which ool ol be addec.
Formda rent = 40
tiste o B Sarcien Lo | comn
10 5 19500
115 5 aan
855 Ins
135 5 mw
0 5 a0
® 5 mw
19 5 20000
15 5 s
%5 5 W
.l

s DA
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Practice Activities

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

Employee Data.xIsx.

Try This: Do the following steps

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

2. Name the Range B1:B9: Education

3. Name Range D1:D9: Bonus

4. Name the Range C1:C9: Location

5 Name the Range A1:A9: Employee

6. In Cell E11, use the SUMIF function to add the
bonuses earned at the Detroit Location

7. In Cell E12, use the SUMIF function to add the
bonuses earned at the Ann Arbor Location

8. In Cell E13, use the SUMIF function to add the
bonuses earned at the Lansing Location

9. Save your spreadsheet as:

YOUR NAME Name that Tune Practice

Test Yourself

1. Which is true about a Range?

(Select all correct answers.)

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

c. Named Ranges can be used in a formula
Tip: Intermediate Excel, page 87, 88, 92

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

a. Formulas-> Defined Name

b. Type name in the Name Box

Tip: Intermediate Excel, page 89, 90

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

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

b. Can include spaces

c¢. Can be up to 255 characters

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

Tip: Intermediate Excel, page 91

Intermediate Excel 2010 Page 108 of 230

4. Which task can be completed in the Name
Manager? (Select all correct answers.)

a. Create a new named Range

b. Edit an existing named Range

c. Delete a defined Range

Tip: Intermediate Excel, page 94

5. Which of the following is true?

(Select all correct answers.)

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

d. SUMIFS adds values based on more than one
criteria

Tip: Intermediate Excel, page 98

6. Which is true about auditing a formula?

(Select all correct answers)

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

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

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

Tip: Intermediate Excel, page 105, 106
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Excel 2010: Applying Formulas and Functions

Sound Adyvice £ [Soenetiand]

4= Define Mame...

7'ake
Twe

Mame
Manager
Intermediate Excel Objectives T - e — Defined Names
In this lesson, you will learn how to: £ I R AEac g @ o3 Emm; 1
1. Create a Lookup Table P " T Aatamia' T~ Pt | g B
2. Name the Lookup Table g - £ | el
A B [ b E o i
3. Use a VLookup Table in a Formula e (T
4. Use an HLookup Table in a Formula | [
3 Mk & 15,550.00

5. Use Logical Functions: IF, AND, OR, NOT ‘
6. Use a Logical Function to find an error: IFERROR :

1%

VLOOKLP

Lookup_wvalue B2 3500

Table_array | sales {5ales”, "Percent™;’

n ] ] ]
& &) [=] (=

Col_index_num |2 = 2z
Range_lookup =
© 2011 Comma Productions :
e - Py —r—r Y -
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Lesson 4: Sound Advice

E Formulas
1. Readings Mme Insert Page Layout Formulas lJlta iJReview View
: Read Lesson 4 in your Intermediate Excel - . . - . .
S s F I E@EE A @ @
|

. Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More
PrOjeCt Function < Used - = = = Time = Reference = & Trig =~ Functions -
Use Named Ranges to create Lookup tables. Use a Function Library

formula to lookup the best answer.
3)4)5)8)7)

Downloads
Sales 2010.xIsx Menu Maps

Student Records.xlIsx

This lesson introduces the Formulas Ribbon.
. Formula -> Function Library>Lookup & Reference->VLookup, page 115
. Formula -> Function Library>Lookup & Reference->HLookup, page 125
. Formula ->Function Library ->L ogical ->IF, page 131
. Formula ->Function Library ->Logical ->AND, page 133
. Formula ->Function Library ->Logical ->OR, page 135
. Formula ->Function Library ->Logical ->NOT, page 136
. Formula ->Function Library ->Logical ->IFERROR, page 137

2. Practice
Complete the Practice Activity on page 141.

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

NO AR WN =
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When in Doubt, Look it Up

Every job has something that you need to look up. In automotive design there are lists and more lists of parts, part
numbers, sizes and tolerances. In medical and dental care, there are lists of procedure codes. You can use Microsoft
Excel to look up the right answer.

In our little company, Charlotte's Website, we need to calculate the commission for our sales representatives. The
spreadsheet should compare the sales amount to the numbers in a Bonus table. The key to this formula is creating
and naming a Lookup Table. This lesson will demonstrate Vlookup and HLookup Tables.

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

FA™ - | = . -~ R A — What Do You See? Is there a Title Bar that
says Book 1-Microsoft Excel? Yes.
g Home Insert Page Layout Formulas Data

= Is there a Home Ribbon with the Clipboard,

= 23 - Calibri i AN == Font and Alignment Groups? Yes.
Pajte & 4 B I U-|i- &~ & T EEE If your screen looks similar to the example on
Clipboard 1= Foni ; this page, then you are ready to get started.
Al - P2
il B C D E F
[
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Before You Begin
This discussion begins by creating a sample

spreadsheet that shows sales data for four reps.

1. Try it: Open a Sample Spreadsheet

Open the spreadsheet you created in the
previous lesson: Sales 2010.xlsx

Go to the Sales Subtotal by Rep spreadsheet.

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

Keep going, please...

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

Another Memo: We will learn how to
summarize data with Subtotals and PivotTable
reports in the Advanced Guide to Excel 2010.

[FI* | . - S S Sy, X1 - M ooselt @ i i BT o™
- ot Page Loy [ Froen View
- 4 o 10 AN "my » o g Teat Alisreng . r @ J e Tk (W
) qae is rd -
bt g BIUCE DA BEEE BE Suedcow: $-% 0 WS Cndtews teme Ol TR
Chpbonrd o Pt . dhgrmert Nomber . yhes
9 £ sSURTOTALSMIHIN
vzl A 3 C [ £ ¥ [ o
1 Mosth Chiemt Category  Service Class Date Sales Rep Amosm
* 1 Ales Totad Il 1.500 NI
- Comnie Tesal  § 330000
. Elizabeth Total § 397000
. Niki Tousd $ 1156000
- Grond Towl $115000
F G H

EYRBLESE3RURBEERREBYAIIIUZIRY

W 4 ] Borut | Sebes Subtots by Rep

Reaay

4]

Date Sales Rep Amount
AlexTotal |5 3500.00]
Connie Total $ 8.310.00
Elizabeth Total § &,170.00
Niki Total 5$13,660.00
Grand Total $33.540.00
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Create a Bonus Spreadsheet e O o e
We will create a new Bonus spreadsheet that a1 - £ | selesap
will look up the sales data from the Sales s E:'T_l'«: e e e SR .
Subtotal by Rep spreadsheet. RN
4 ERzabeth
2. Try it: Create a Bonus Sheet i
Go to a new blank spreadsheet. :
Double-click the tab. 2
Rename the spreadsheet: Bonus. 1
Add the following labels: »
Select Cell A1 and type: Sales Rep. 18

Select Cell B1 and type: Total. 1
If these are labels (and they are) they need to »
be formatted BOLD. 7
Select Row 1. Go to Home->Font->Bold. -

Select Cell A2 and type: Alex }: Al - S | SalesRep
Select Cell A3 and type: Connie »
Select Cell A4 and type: Elizabeth » A B | c | D
Select Cell A5 and type: Nikki ==++ 1 |Sales Rep 1 Total

2 |Alex
Keep going... o | ;
You can use the sample spreadsheet or 2 Cc-}nnle
enter your own data if you wish. 4 |Elizabeth

5 Nikki
il

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data
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AT L F(5 Correlery v Wetryih (ol WS - s et
TN - g~ — :
" & | casma e AN Wy B = wnap Teat F— - T ,:
Create the Formulas o 2 it bt e s Sl L 0T
The next steps use a simple formula to create a s > £ | =Sales Sutnctal by Rap 7
Relative Cell Reference that links the data from | -y € B C F L " ! ‘ X - " N
the Sales Subtotal by Rep spreadsheet that 2 Aes $ 350000
Subtotals each Reps sales. | T —
3. Try it: Create the Formulas 5
Start on the Bonus spreadsheet. . - i T
All equations begin with equals. : COUNTIF X « [« ='SalesSubtotal by Rep'!H36
Select Cell B2 and : . = : 5 .
elect Ce and type: =. 1 .

Go to the Sales Subtotal by Rep sheet and click 1 Service Class Date Sales Rep Amount
on the amount for Alex in the H column. 16 19 Alex Total % 3.500.00

, . YT oo [
Select Cell B3 and type: =. - 36 Connie Total 5 §310.00
Go to Sales Subtotal by Rep and click on the it 66 Elizabeth Total 3 8.170.00
amount for Connie in the H column. ] 73 Niki Total %13 560.00
Please create formulas for Elizabeth and Nikki as = - ; fsnusdabsial ; £o7 fenAn
well. Keep going...! = BS - J= | ='Sales Subtotal by Rep'!H73
Memo to Self: You can use the sample =
spreadsheet or just type the data that you see on = - E _ E - E
this page if you wish. N L | Sales Rep Total

2 Alex 5 3,500.00
3 Connie 5 8,310.00

4 |Elizabeth _$ 8,170.00
5 | Nikki [s560.00]
5

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas
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Home -> Number

g E D = - e ﬁhmcm u‘“‘h‘"—_-'—! - T
The Lookup Function . -~ et te —
Say your company offers a bonus for meeting N A_\' < S =i - 2 3
sales goals. The bonus will be calculated as a i 2] =5 L i
percent of the sales. r - - | r—
A ] = ! E ¥ -] H (]
1 Sales B Total Comrinsidon o Sabes Percend
The best way to calculate the bonus is to look up - PR
the answer in a table. Excel calls this the Lookup | (500 [ o>
function. A vertical, or VLookup uses the values in  * meu $13.560.00
the columns. A horizontal, or HLookup, uses the
data in rows. s
1. Try it: Create a VLookup Table
Go to the Bonus spreadsheet. "
Add the following labels: -
In cell C1, type Commission 7
In cell D1, type Bonus =
In cell F1, type Sales 1
In cell G1, type Percent = |
n
Format the Labels Bold. B = = B _ D F G
Format Column F for Accounting. “ 1 SalesRep Total Commisssion Bonus Sales Percent
Format Column G for Percentage. ), 2 |Alex $ 3,500.00
Keep going_ : 3 |Connie 5 E,31D.U‘D
s 4 |Elizabeth 5 8,170.00
5 |Mikki 513,560.00
]

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas
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T R 0-48
N “ Catne H AN Tmig » Y Pescontoge h? 5 2 ‘-—A/ :a: f ;( A 2
Create the Lookup Table [l St i i) Tl cmt it il 9 Ao it | 2 2
This Lookup table has two columns: = : - [ . — . : : : . . E——
Sales and Percent. 1 SMeshep Totl  Comeiseuion Boms siles perent
2. Try it: Add data to the table o 5 tina e
Enter the following values: ¢
Sales Percent :
$ 2,500.00 5%
$ 5,000.00 10% 2
$ 7,500.00 15% -
$10,000.00 20% 3
Keep going, please... :
= A B C D E F G
e 1 |Sales Rep Total Commisssion Bonus Sales Percent
2 |Alex 5 3,500.00 5 2,500.00 5%
3 |Connie $ 8,310.00 $ 5,000.00 10%
4 |Elizabeth 5 8,170.00 5 7,500.00 15%
?lekl $13,560.00 $10,000.00 I 20%|

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: VLookup
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Name That Tune

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

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

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

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

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

Click OK and continue...

Formula -> Defined Names->Define Names

FI ek

il oy Brern Wirn ﬁ e |

g B¢ Loyl Fasmais Buta
= - i

fF I BB RS
bt Aufobum Beesily Pesncsl Goghodl ek Owin & losbep & Math  Blosw Hima

Funcion T Uhrd ~ T T T Teme - Rfosmicr - & Trg = Purcions + BT

| s
# railaprs sy T T )
| sum § |.-:I Define Name 'l

a B L= L1} E

3 o mr— P fimin rrordents B haw Pormatan ™= -

Duprabints Y Dvde dheiiang <

rY T pa—

H i i J
1 1-flnﬁ¢-p Tostal et B e ge-firle Mame...
3 |ades § k50000 Mame
3 | Comnir & BE10.00
4 |Ehzabeth 5 B1M.00 Manager
% | Mithi 1% 580,00 m
5 Defined Names
1
]
19
1L
n
1
14 ©
2 Mew Name
1
1 M .
1 lame: Sales
n
5 -
z scope: Workbook
i |
P Comment:
-1
.
=
Fa
M
74 6 | Boaas o Sales Subsptal by Ben
Raady T
Refersto: | _ponusisFs1:6685
QK
L%

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.5. Apply named ranges in formulas
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@ Formula -> Function Library>Lookup & Reference->VLookup

The Lookup Function Home Insert Page Layout Formulas Data Review View
Microsoft Excel has a a collection of Lookup o = = " - o r —
and Reference Functions in the Function ﬁ 2 mj a ;__é] e ﬁ @ mj 4
Library. Here are the steps to create a Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More
VLookup formula. Function e Used ~ i - " Time » Reference ~ & Trig * Functions - H,J
Function Library
4. Try This: Insert a VLookup Function — B
Select Cell C2. c2 ud f
Go to Formula -> Function Library.
Go to Lookup and Reference. 8 - {;‘ ~ 2 i .
Select VLookup from the function list. 1 SalesRep Total Commisssion Bonus Sales Percent
2 |Alex $ 3,500.00 | ] $ 2,500.00 5%
Please keep going... 3 Connie $ 8,310.00 $ 5,000.00 10%
4 Elizabeth $ 8,170.00 $ 7,500.00 i5%
5 |Nikki $13,560.00 $10,000.00 20%
6
F'j
8
9
10

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: VLookup
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Formula -> Function Library>Lookup & Reference->VLookup

LB o T B e i i 5 et R Yy, B Ctwvoplet » kit ) sl e i, S ot S oy M 1 i == ]
VLookup Arguments S R ;9ces
5. What Do You See? Excel will prompt "'F'_‘_ L EO 8 YE B B B P i o
you to fill in the Function Arguments. it P e e n sttt
Here are some answers. MOOESE = K R AOORIPRLslen. )

A B € o E F 4G H i ) ®

I Sales Rep Tertal [ pemivds o Bomdi Sales Beapenl
Lookup_Value: The first argument o s vofisey | A =
asks, “Where is the data?” In our 3 jushatn ¢ K103 e )
example, Alex's total is in cell B2. Click —
On Ce" B2. : Hookep_vales 57 3 = M

5 Table_sevay i i = (e Pooeel'" § LS00 300

1 Col_den_pums 3 -2
Table_array: The second argument i R o ™ -

wants to know, “Where is the lookup
table?” You can type the name, sales,
for the range or use the red, white and
blue lookup button to go to highlight

Lok for o wilom iy e infimet cokrn of o st o B roieen o e in e e row B cokeen v
iy, By defmat, B Lok b m bt e i e

Wl i e 5P (e e el wy B e o st hat
i b et Prop deer cokim of vt i et Rl Tl £

cells F1 through G5. mememtodn L= | e ]
Col_index_num: The third argument
needs to identify where the answers are. B

In our two column Sales array, the

BEURHYERERUEUBEEBEGESERE

percents are located in Column 2. Lookup_value |B::_' FRs| = 3500
AT ponys e Gty e el Table_array |sales | = ISales”,"Percent’
- Col_index_num |2 | = 2
Range_lookup | fis| = logical

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: VLookup
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Insert -> Function ->VLookup

W= “um Lo -

Autofill the VLookup e T L ir
NN vy 10 T Frovese () . &

6. Try This: AutoFill the Formula  * E,_,ﬁfmg ey ] L,E o @ D onremm oo Yoo | 99 1B

Select Cell C2. e e e P 11 A i s e e

Use the AutoFill handle to copy to MDORUP = (% K o | SUDOAEE Salerd) :

formulas to Cells C3 through C5. T T N I S S S S S S S i

2 Al 5 15000 " |5 2so0ee .

2 Ll Samm |5 2eae 1

What Do You See? The VLookup o T T |3 nanas o

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

The equation in Cell C5 would be:
=VLOOKUP(B5,Sales,2)

Memo to Self: This is a good place

to Save your work. Please name the

S (SRS R R R e

spreadsheet: Sales 2010 Complete. VLOOKUP MU | =VLOOKUP(B5,Sales,2)
A | B | c | D E F G
1 Sales Rep Total Commisssion Bonus Sales Percent
LJMEX 5 3,500.00 5% 5 2,500.00 5%
3 |connie $ 8,310.00 15% $ 500000  10%
L =] iElilEbEth 5 8,170.00 15% 5 7.500.00 15%
5 |Nikki [$13,550.m]=IVLDGKUP[35,Sa|e5,2} $ 10,000.00 20%

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: VLookup
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Mot et Page Lapea

c-—ae Oata

fxiﬁﬁﬁAﬂﬁilﬁ¢m,,~. ;
Calculate the Bonus e T b R0 SRR pein | s Mo g
Now, we can calculate the bonus for each Viooeu XL e L
sales rep. Each sales rep's Total is entered | g s commmmion soms i b " ——
in Column B. The VLookup formula looks R ¢ Al i amn “
up the right Commission in the Sales 4 Boaben S 81000 19% $108%0 S T%000 9%
table. 5 [N S 000000 0% 7
;.e'll'ercy;/t |ct:.e(”:a[;<2:|..llate the Bonus : VLOOKUP (™ X ﬁ:[ -85%C5
ggt;rctge following equation: 2 A [ B ] C | D E G
- ' s |1 Sales Rep Total Commisssion Bonus Sales Percel
Try This, Too: AutoFill the Formula 2 |2 Alex $ 3,500.00 5% $ 175.00 $ 2,500.00 5
Select Cell D2_. » 3 |Connie S 8,310.00 15% $1,246.50 S 5,000.00 10
#g;tg Qu"é%ﬁﬂ'rgfg"ﬁ'g? copytheformula = 4 gzapeth  $ 8,170.00 15% $1,225.50 $ 7,500.00 15

' % 5 |Nikki [ $13,560.00] 20%)=B5*C5 $ 10,000.00 20

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

n
Memo to Self: ### means you have too — =

much money. Technically, the column is not
wide enough to display the numbers
correctly You can make the column wider if

you wish.

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Use Relative Cell References
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Chart Tools->Design->Chart Styles

L S, B Gt o T T T W -

Insert a Chart n —— »,..:-.‘ hp:;-a.x : !.«ua_ m-.. -tu- e nf-.qn |-|-;-.r. Foamar ’ Q=en
People have a difficult time seeing what the numbers g :F" S oe gLl 8 | B . Be Be Ba Be .- ;;J
mean. Make it easier: let's create a chart. This e e mscron o) —— : P ) =
example begins by using the Control key on the chart 3 - ~
keyboard to select two ranges that are not connected. N 8 ¢ | o £ F G H ' ! LS L L] N 0 1

1 SalesRep  Total Comminssion Boess Saley Pervent

3 Ales iS 8,500 00 LR ] § LS00 b
1. Try it. Insert a Chart : (:::nm S 851000 18% $1.246.50 5 S000.00 1% _.'
Select A1 through A5. Hold your Control key on the P i Edane S aare| |
keyboard and select D1 through D5, too. 3 |
Go to Insert->Charts->Columns. :
Select the a 3D Column template. = Bonus

1

E $3.000 00

RS BN VIR = i
- - = $2.000 0O L
Column Line  Pie Bar  Area Scatter 4 i ' ' l |
- - b - - - s100.00 ¥
19
Charts » =

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

should be available. Keep going...!

Memo to Self: There are three Chart Ribbons:
Design, Layout and Format.

?:!323332

Chart Styles

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.1. Create charts based on worksheet data
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Chart Tools -> Layout -> Labels-> Legend

=
4
3

= . View el
Modify the Chart S e P 8 &) ol ] 8] ] ) e ) =
chart should tell the story in 3 seconds or 3:::"_;’:'” Mo g ot Owt e legend| O Dus  Aam G ut Cut 30 — 2

less. The Chart Legend is not the most e e L o Ngpete

effective way to teach the numbers. It is "one oty - * . l 2

step away" from your data. In our example, the e ‘Ws e il 1 "5”":‘.‘.“, W s T« v m [~ o

legend is redundant. You can use the Chart ue 19 ssoac mq$_tnm ) o tasiettey —
3 Connie ‘S 8310 00 15%] SL46.50 fa] Sewiegend mndtep

Tools to remove the Legend. 4 Easbetn | $ 817000 19%| $1.225.50 . i
5 Nk 51356000 2%, $2.7112.00 Show Lagind sas shgn

Show | cgrad of Sofoes
Dhow Legend sad abge

2. Try it: Remove the Legend

Select the Chart and go to Chart Tools.
Go to Layout->Labels-> Legend.
Select: None.

| (Vs | ] |

Chart Axis Legend Data
Title = Titles = - Labels =

o i
Overiey | eperd ot Bagrt
Whew Legind o cgH f
The (R4t wlPoidt 1rrimng
Oweriay L ogenad ot Lot

Show LigInd ot e ot

- R | Hd MRET
—4

EEELE

$30020

$1.000 00
Legend| Data Drata Axes  Gridlines
i Labels = Table = B <

MNone I |

FEYUUNBURUNBNEGESSEGECREEEw»ve

Label = E|
SO [lllug | Turn off Legend
Keep going... | Show Legend at Right H
1 |#uE]  Show Legend and align
s 9_:.,...,“' Sales Subnotalby Rep " Orgealiuty  “Sheetd V) right
L

= Show Legend at Top

|l Show Legend and top
align

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.1. Create charts based on worksheet data: Modify the Layout

Intermediate Excel 2010 Page 123 of 230



Chart Tools -> Design -> Chart Styles

E Ard9-&

Format the Chart I e e ‘9-o4
: Formatting the data in the chart by color ;,', 5‘, 2 e B de da- (g e e S m- =

and position helps to tell the story. Here R e R et —r— T il

are some options. Chart ) sk 3

A 8 < ! 4] 3 F 6 L ' ] K L M L o »
Sabes Total Comamisssion Sabes Percem

3. Try This: Format the Chart Style e [P ,;E]i,_;":: A

Select the Chart and go to Chart Tools. Smten 1§ it ] suamn $ 3]

Go to Chart Tools -> Design. o )

Go to Chart Styles.

Choose a Style. ——

What Do You See? The Chart in this
example is formatting with a Chart Style.

— ' Bonus

The column that has the most sales has
been formatted with a picture by using the
Shape Fill on the Chart Tools->Format

Ribbon. Very good. This works.

Save, save, save.

Alex Connie Elizabeth Mikki

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.1. Create charts based on worksheet data: Modify the Design
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The HLookup Function

The previous example demonstrated the
VLookup function. "V" is for vertical. The
VLookup finds the answers in the
columns. The HLookup function searches
for the answers in the rows.

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

Rename the spreadsheet: Customers.

Add the following labels:

Select Cell A1 and type: Category.
Select Cell B1 and type: Total.

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

Select Cells A1:B1.

Go to Home->Font->Bold.

Add some data:

Select Cell A2 and type: Corporate
Select Cell A3 and type: Educational
Select Cell A4 and type: Government

Home->Font->Bold

E W JEUN Civrpiett = Wi o ol T VPP S M e o o i
m ey a1 Page Liyied Fasmatis fta S Ve (7] g o
A e K e . 3 g Tewt eo— | : * (W] - &
-l S - & h B B -2 J=y a7
P (W] W o Ac W DA Eavpacenar - |3 0 %y |0 PR SR B e T | G s
Al . B | Category -
B B L8 (] E F 0 H i 1 5 L ] (] [ =
Tt |
g [P —
4 Gunddsaan
3 Piivale
; Al - Je | Category
13
;; A B C D E F
. 1 |Category 1 Total
L]
18 2 Corporate
=
u 3 |Educational
1
2 4 |Government
a 5 |Private
s 6
F
I
e |
Fa)
b -
H4FF Bofusd | Cunl ooy Sl Tobtonyl by Bap Sakid Subtotsl by Categety Oegral Dats . []! J E
Resgy T =TS +

Select Cell A5 and type: Private
Keep going...

You can use the sample spreadsheet or enter your own data if you wish.

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data
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Home->Numbers->Accounting

[R" L C G
Still Before You Begin... ﬁu e K S
2. Try it: Add Sample Data Da=__FJcc "=l B== @==___ 8 BB FE, A
Select Cell B2 and type: 2,850 i ] ) Fali PR S e T 2 2
Select Cell B3 and type: 8,180 a . £ | Category v
Select Cell B4 and type: 21,470 R I,
Select Cell B5 and type: 1,050 o8 ame

4 'au‘v""“‘@" s Il:lmm
Select Column D and format the numbers. .~ "
Go to Home->Numbers->Accounting. z
Keep going... =

- Al - J= | Catego
Memo to Self: You can use the sample 1 | cory
spreadsheet or enter your own data. If - A | B C D
you use the sample spreadsheet, you can 7/ 1 [category | Total
link the sales data to the spreadsheet 1 u
called Sales Subtotal by Category, - 2 |Corporate S 2,850.00

u 3 |Educational 5  B,170.00

= 4 |Government 5 21,470.00

% 5 |Private $  1,050.00

:

w0

o4 H ot | Owr Cuntomeery Shes S0t by Rep Sams Subrots by Category Orgral Dva s L

Roey T3

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats
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Create the Lookup Table

This Lookup table will calculate when the
invoices will be paid based on the aging: 30. 60,
90 days. The Lookup Table will determine the
aging by the amount owed in the Total column.

3. Try it: Create the Lookup Table
Select Cell G1 and type: Amount.

Select Cell G2 and type: Net Pay.

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

Select Cell H1 and type: 1,000

Select Cell I1 and type: 5,000

Select Cell J1 and type: 10,000

Select Cell K1 and type: 20,000

Select H1:K1 and format the numbers for
accounting. ($)

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

Select Cell J2 and type: 60
Select Cell K2 and type: 90

Keep going...!

Home->Numbers->Accounting

@ﬁomm

M 3 cme AN gl @ e Tea Gereun . ’ { e TX ¥ E
el VR & A EER RE Huepestonc $-% v WA c;nr:n IE L? et Dutvte Porust | B°
- &7 — *% romating s Tabe - g - - . R
Chpboard ot . Ahgremend - Nombnen . Shybes Con

(%] £ w0

A L] C o £ F G L | ] x L M N
I Category  Yotal Amoust  S1000.00 $S500000 $30,000.00 _$20.000.00
2 Corporane $ 285000 et oy ke 45

3 Educational S B170.00
4 Governmest $21.470.00

S Privece $ 108000

L]

L4

s

o

3

:

: I N R R

2 Amount  $1,000.00 $5,000.00 $10,000.00 _$20,000.00 |

2 Met Pay 30 45 60

a

n

5

»

n

»

» L
» -
4 ] | Cumtomers S So0o0 by Wep Sk Subteta by Gitegery .~ Orgel vt 1 T ¥
Ry 3 (1O 2,

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: HLookup
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Name the Range

4. Try it: Create a Named Range
Select the RANGE G1:K2.

Go to Formulas->Defined Names.
Click on Define Name.

What Do You See? Microsoft Excel will prompt you
to enter the following information:

Name: Terms

Refers to: =Customers!$G$1:$K$2

Keep going...!

Memo to Self: The Scope means this Defined Name
is available to every sheet in this Excel workbook.
You can limit the scope to one specific worksheet if
you wish.

Formulas->Defined Names->Define Name

I~ ¥ - C T Sules A0 Carpiete + Moot Eucel
= - - e Dafonr Mamg - r
fF Z R EeCEeRBE S .
It Actolum Secesty fmenosd Logeod Tt Dwte b Lostug & Mlath [T ama ;
Furtion . Usrd . . +  Temee Befevmr s & Tog+ Pundioss = Manager B Creste from Teeition o Semive devew
Term o & Amoust
A B c ] E [ ) 1 J L]

i Category Total Anguar SLOMOOD S5.000.00 SIDO00.00 §20L00050
1 Corporste £ 2000 ol » A5 &
31 Educational S B1T0.00
4 Gowernmenst §IL470.00 ( Byv)
§ Private $ Losom S N
L] e Lae ]
7 o il -
. Cgmars
k]
10
11 r
2 Mew Mame
14 L L] R
14 ek
= | | Mame: Terms|
1%
17 S .
18 EELp= Workbook
1
= Comment:

a7 Wl oy G .

Refersto: | _customers! $GS1: 6182

—

s

Ok

=R

A

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.5. Apply named ranges in formulas
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HLookup Arguments
Now that you have a name for the reference
list, you can use that name in a formula.

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

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

Click on HLookup.

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

Table_array: Terms

Row_index_num: 2

Click on OK. Keep going, please.

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

Erd 40 Complete
- T Page Loy Foemats Dats  Revew
’l 2 Y 1 ] /
£° Ure I Fasmete *
P
-~ oy tows Nomes
HLOOK X ¥ £ sHLOOKUP{RZ, Terma.7)
A B C (4] £ ¥ G B ' ) X

1 Category  Yotal Net D Amoust 100000 S5,00000 S30000.00 $20.00000
2 $ 2,830.00 et Pay » s “ 0

3 E $ 817000

4 Government $21.470.00

s $ 105000 [ funcrion Argumants V-
B

7 OO

N Loskap_walse 12 S -~ %

L) Table_array Twws B = Camount’, 1900, 5000, 19000, 20000: M
10 Row_index_mam ™

1 R oo ~

{¥]

1 -»

Locks for & vk 0 e 100 10w of & table o vy oF valuen and retame B vEle I B e ol Yom 8 tow pou

14 wecky

15 Row_index_mam & P row cumte © il oy bom st e maktwg ke shokd be
1% rehrved The frut rom of sabes e laie & row |

1

. P

19

I L C
2

2

»

= HLOOKLUP

2

Lookup_wvalue (B2
Table_array |Terms
Row_index_num |2

Range_lookup

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.1. Create formulas: HLookup

Intermediate Excel 2010 Page 129 of 230

N o ) e |
o

2850
{"Amount®, 1000
2

logical

30



O le

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

Lﬂ S RN (Ve
HLookup Results _ £ SO BBA0 A8 @ & o S e =
The HLookup compared the data with the il s e i s s e el A S | (e Ryttt mcuann 7 | S | S
reference cells in the Lookup Table and T L Tt e
determined an appropriate value. o . £ | H.000(83, Terms.2) ¥

:um.:vy ma‘ muc»p . . u-:-« s:.o:mm ssu:uco: sm.ojmm sm;ocoo l " ) . . |.
6. Fill Down the Formula e A o i » = i ®
Select: Cell C2. ; ::::-..-: :::.:;: 0 !
Autofill the equation in Cells C3:C5. . ‘ - i

’ z
The formula in Cell C5 in this example is: 2 Co - Je | =HLOOKUP(B5,Terms,2)
=HLOOKUP(B5,Terms,2 1

OOKUP(B5,Terms,2) u A | B | c | D | £

Memo to Self: You should SAVE your work at 1 |Category Total Net Days
this point...especially if the formula works! ¥ 2 Corporate 5 2,850.00 30

- 3 |Educational 5 8,170.00 45

a 4 Government $21,470.00 90

n -

n 5 |Private 5 l,DSG.DDI BG_I

S,
iy uNRuR
——

3% v Borus | Customers  Sules Scbtona by Wap . Sales Subtoeal by Ctegery . OrgealOwea [ W r ey
WO s (- v 2

f |
b
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Working with Logical Formulas
The previous pages demonstrated how to
create, name and use Lookup tables. Another
useful set of Functions are the Logical
formulas.

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

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

Select Cell D2.

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

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

Logical Test: C2<60

Value_if true:B2

Value_if false: 0 (that's a zero)

Please click OK. Keep going...!

Formulas ->Function Library ->Logical ->IF

A

200 Complete +

XV A AFC20R2.9)
0 t ’ ¢ "

Net Days  Pay n 80 Aot $1.000.00
* rrom |

$5.00000 $30

Net Pay %
-
30 | Foncien Mguments
l 2
Logical_test TN s

ke A e 52 ~

10 Ve f fobe 2 Y

- TRUE
- B
-0

- 2%

12 Chacks whether & condton & met, and wwhume one ek § TRUE, nd arother ek £ FASE

Fomde et = § 24% 00

Logical_best = sy vikae o exgresson St can be evekustnd  TRUE or FALSE

IF
Logical_test |C2<s80
%0 Value_if_true B2

Value_if_falze | g

JIM | (TN | |TT
B ] B

o
Qo

“ N o ‘ ‘

o

TRLE

2850

0

2850

Chedks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
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Formulas ->Function Library ->Logical ->IF

AN R TS STRIEIN S e, XU Correptete + Motre1e Cotl WRUPRRT PR R W d  e

The Logical Formula Results SR e PRSI T
The Logical formula IF asked if the data in ;ﬂ‘ ‘,_,z,m Li % ! = F Q ? ‘EJ :_f £ omatem | st i el
Column C, the Net Days calculated from the B e e L L e et 2
Lookup table, was less than 60. If it was less ot . £ | A4

than 60, than look up the Total in Column B. If : 0 . ' = . . ' : N BT BT B —

Net Days Py n s Amount  SLO00000 SS00000 $10.00000 §20,00000

not than, enter a zero. » ::fﬁ: Net Pay » & L »
2. Fill Down the Formula S .
Select: Cell D2.
Autofill the equation in Cells D3:D5.
The formula in Cell D4 in this example is: .
=IF(C4<60,B4,0) "
D4 - J | =IF{CA<60,B4,0)
= A B C D E
= 1 Category Total Met Days Payin 60 )
» 2 Corporate 5 2,850.00 30 $2,850.00 -
s = 3 |Educational 5 8,170.00 45 58,170.00 >
4 |Government $21,470.00 90| 5 -1
5 |Private 5 1,050.00 30 $1,050.00

Exam 77-882: Microsoft Excel 2010 Core
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Logical Functions: AND
Conditional Logic uses the following
expressions: AND, OR, and NOT. The
following pages will show some examples of
how you can use these functions.

1. Try it: Create a Logical Formula
Select Cell E1 and type: Big Pay in 120
Select Cell E1 and format the label BOLD.

Select Cell E2.

Go to Formulas->Function Library ->Logical.
Click on AND.

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

Logical1: C2<120

Logical2: B2>5000

Please click OK. Keep going...!

Memo to Self: You can add up to 255 Logical
Arguments in the AND Function.

Formulas ->Function Library ->Logical ->AND

& e
L3 om
AND - X & AND{( 2<120,R2>5000)
A " c 0 £ ¥ G H X » J
1 Category Yotal Net Days  Pay in 60 Pay in 80 Amoust  $100000 $500000 S$3000000 $20.000.00 —
2 iCorporane S 288000 » 52 x:-:fx Moot Pay » 4 0 w0
3 Educional S B1M00 45 Sa1m00
4 Governmest $21.4%0.00 w3
S Privene $ L8000 2 SL0%00
;
" function Angument v N
- no
1; tegaals Cooum 8 -~ e
2 Logesl 02> %000 T e A
n Logm) N -
4
1 4
18
14 Function Arguments
"
»
2
~ AMD
n
- [ =
5 Logicall |C2<120 FRz| = TRUE
4
b ] . 0=
= Logical2 |B2>5000| FRs| = FALSE
AVV,' i = -
n Logical3 £zl = logical
bl
»
AW Boren Cuvt omen
o -
= FALSE

Exam 77-882: Microsoft Excel 2010 Core
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Formulas ->Function Library ->Logical ->AND

" R ;———nncmum

. B~ o e o Y ,
AND Function Results _ £ X068 . 8 ﬁ S ® e 5 &
The Logical formula AND asked if the data in bt it Sy Pl g ok O lookig 8 Ve i e gl e M St e ooy
Column C, the Net Days, is less than 120 AND " o " - ST | e B et s 4 ‘“’"“"“.;;‘:'L‘N"" i
if the data in Column B is greater than 5000. o . £ | =ANDIC3<120,85>5000)
L] c o 3 F [ L x L “
; :(.ug:q Total Net Days  Payin 60 Rig Puy in 90 Amoust  $1,000.00 sso'acco smt:mw $20.000.00 _

2. Fill Down the Formu|a 2 Corporane $ 2.850.00 30 S28%000  FALSE Net Py » e 0 w0

3 Educational S B1T0.00 45 sa1o00 TRUE
Select: Cell E2. 4 Governmest $11.470.00 ® s THUE
Autofill the equation in Cells E3:E5. e time]  wamal g ]

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

Bewwe

=

n
What Do You See? The answer in this i
example is either TRUE or FALSE. -
:;
n r
g ES - < | =AND(C5<120,B5>5000)
- A | 8B | ¢ | b | E | F
L4 n
P = 1 Category Total MetDays Payin60 BigPayin90
TN » 2 |Corporate 5 2,850.00 30 $2,850.00 FALSE
s~ 3 |Educational  $ 8,170.00 45 $8,170.00 TRUE
T ' \0_
4 4 |Government $21,470.00 90 5 - TRUE
5 |Private $ 1,050.00 30 $1,050.00 | FALSE

Exam 77-882: Microsoft Excel 2010 Core
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Logical Functions: OR

The OR function answers True if ANY of the
conditions are true. The OR function will only return
FALSE if ALL of the logical arguments are FALSE.
This is Conditional Logic.

1. Try it: Create a Logical Formula
Select Cell F1 and type: Little Pay in 60.
Select Cell F1 and format the label BOLD.

Select Cell F2.

Go to Formulas->Function Library ->Logical.
Click on OR.

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

Logical1: C2<60

Logical2: B2<5000

2. Fill Down the Formula

Select: Cell F2.

Autofill the equation in Cells F3:F5.

The answer should be TRUE or FALSE.

Formulas ->Function Library ->Logical ->OR

X' - v

Sanles 20001 it + ot v Bl

+
= Jve o b iy -
¥ o rOR[C 0 1000 1

D g 5 G W [ } K
Met Doy Payingd  BigPuyiedd Linile Puy in 60 Amoust  S100000 5500000 SI0400.00 5000000

B SLE55.00 FALSE
&5 58.170.00 TRUE
"S5

LAY FaISF

Function Arguments

et By » 43 [ L0

OR
Logicall |C2<s0 = TRLE
Logical2 |B2<5000| FRs| = TRUE
Logical3 =
Logical4 | =
= TRLE

Chedks whether any of the arguments are TRUE, and returns TRUE ar FALSE. Returns

: F2 - fe | =OR(C2<60,B2<5000)
A B c D E | F
1 Category Total MetDays Payin60 BigPayin90 Little Payin 60
2 |Corporate  $ 2,850.00 30 §2,850.00 FaLsE | TRUE |

Exam 77-882: Microsoft Excel 2010 Core
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5.4. Apply conditional logic in a formula (<,>,=)

Intermediate Excel 2010 Page 135 of 230



O le

e

Logical Functions: NOT
The NOT function returns the opposite answer:
changes FALSE to TRUE or vice versa.

Before You Begin: Add Another Column
Select Column H.

Go to Home->Cells->Insert.

There should a new, blank Column G.

1. Try it: Create a Logical Formula
Select Cell G1 and type: Won't Pay in 30.
Select Cell G1 and format the label BOLD.

Select Cell G2.
Go to Formulas->Function Library ->Logical.
Click on NOT.

What Do You See? Microsoft Excel will prompt
you to fill in the Arguments.
Logical1: C5=30

2. Fill Down the Formula

Select: Cell G2.

Autofill the equation in Cells G3:G5.

The answer should be FALSE or TRUE.

Formulas ->Function Library ->Logical ->NOT

Sakes 2000 Compiete - Mt rosolt Entel

v ¢
= e = P "
NOT * KW A SNOTCZeM)

F L]

1 Category Total Net Days Payin 60  RigPay in 90 Litthe Pay in 60 Wont" Pay in 30 Amownt  S1.000.00 S$5.000.00 $30000.00  §20.000.0¢
Hlcopowe  § 24000 % Sassese FASE | TRUE  [NOTICRSO wetper " . « "

3 Educational S 8170 a5 58170 TRUE TRUE

b ) X o

4 Gowerrment S$21.4700¢ » S5 TRUE FALSE

Private $ 1080.0¢ W S1 00 FALSE TRE

Function Arguments

: NOT
11
B Logical |c2=30| F&| = TRUE

FALSE

17 Changes FALSE to TRUE, or TRUE to FALSE,

f- | =NOT(C5=30)
2 C D E F G

» MetDays Payin60 BigPayin20 Little Payin60 Wont® Payin 30

- 30 $2,850.00  FALSE TRUE FALSE
-_.3 45 $8170.00  TRUE TRUE TRUE
%0 $ - TRUE FALSE TRUE
30 $1,050.00  FALSE TRUE | FALSE

Exam 77-882: Microsoft Excel 2010 Core
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@ Formulas ->Function Library ->Logical ->IFFERROR

B ; m—'_— b —-n-
Logical Functions: IFERROR o e e T -2
Pu 3 Defne Mame - * Trmce Prevesents Bl Show Pormuten f— o |
The IFERROR function determines if there are ;fj .,E..Li,. ﬁj, ? = E. L,EA ? IYJ w_f e i o --~* troe reting | OO E
any problems with the data. Here are a few of P i ™ M T hon”| s B Ot s | £ S« Dbl | St 1
the problems that can be found: @ . £ | irenmon _
| (otqc:v' loulB mw »y:,-n »yh-wumev:,hu wu':qhnhnol.m s:.:;n(-) ss(:,n:x s::.:lmw sm:xac _J
#N/A (not enough data), § S $ a1M0 5 Sa1m00 . e i B N S —
#VALUE! (different data types, such as adding a eoremmen. tuane e na s a
number to a date), o] — = = =
#REF! (a lost cell reference), 2 El - Je | IFERROR
#DIV/O! (a divide by zero error) s
#NAME? Where's the Named Range) e A _ ~ L ;‘
or #NULL!. (an empty cell with no data). 2 1 |Category Total NetDays Payin60 | IFERROR 1l
. = 2 |Corporate 5 2,850.00 30 $2,850.00 o
Before You Begin: Add Another Column % .
Select Column E. 1 3 Educational 5 8,170.00 45 5$8,170.00
Go to Home->Cells->Insert. » 4 |Government 521,470.00 a0 5 -
There should a new, blank Column E. =
n
1. Try it: Create a Logical Formula :
Select Cell E1 and type: IFERROR. P
Select Cell E1 and format the label BOLD. o
=
Keep go|ng ;..--»gm;- Customers Sl Scbton by fep Sales Subnetal by Ctegery .~ Orgeal Duta | W

Exam 77-882: Microsoft Excel 2010 Core
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IFERROR Functions
2. Try This: The IFERROR Function
Select: Cell E2.

Go to Formulas ->Function Library ->Logical.

Click on IFERROR.
Value: D2
Value_if_error: "No Data Available"

The formula in this example is:
=|IFERROR(D2,"No Data Available")

What Do You See? The answer should be the
data in Cell D2. If there is no data, then the
result will be our error message: No Data
Available.

3. Fill Down the Formula

Select: Cell E2.

Autofill the equation in Cells E3:E5.
Keep going...

Formulas ->Function Library ->Logical ->IFERROR

R N

=8

. ‘. . N A AU Sqpay, SO C orrpuns - Chcrosch Lucl o ¥t g T T Y — @ a
Wome  Beet  Pagelagout  Foemels Dots  Review  View @@ n
,l z ? i L ’ AP Uve i Fommata +
IFERROK - X VA AFERRORIDL, " N0 Duta Available™)

A ] € ] T ' [ " 1 | X L ™ J
Category Total Net Days  Pay in 0 o 1RROR lk"'n')ll‘l.'qh‘ Wont' Pay is 30 Amount $100000 $500000 $1000000 $2000000 —
Corporste  § 2,830.00 % $2.8%000 [slabie”] | raust Ut FALSE Net Pay 0 a @0 »
fducational  $ R170.00 & S0 TRUE TRUL ™UE
Government  $21.470.00 "5 TRUE FALSE TRUE
Private $ L0000 » $1L0%00 FALSE ™Rt FALSE

Tuncton Arguvents | -
FURACR
Velse 02 N - %
Value _#_orvor e Date Avnlatee T = o Dets Aealeble”
Function Arguments
IFERROR
Value D2 FRz| = 2850
Value_if_error "No Data Available® F&:| = ™o Data Available
= 2850
3 Returns value_if_error if expression is an error and the value of the expression itsel
|
E2 v I =IFERROR(D2,"No Data Available")
A B s D - F
1 Category Total NetDays Payin60 IFERROR BigPayin 90
2 |Corporate S 2,850.00 30 $2,850.00 | $2,850.00 1 FALSE

Exam 77-882: Microsoft Excel 2010 Core
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Make a Mistake

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

4. Try it: Make a Mistake

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

Edit the Name: Change Terms to Term

5. What Do You See? Changing the Named
Range created an error in Cell C2. By
definition, #NAME? means that Excel cannot
find that Name in the Name Manager.

What Else Do You See? The IFERROR
Formula in Cell E2 now shows the
Value_If _Error: No Data Available.

r S %

v~ Yoot Page Lapost -—o Oata Rrven View
f T g B0 088 ST
Iet  Adtalum Becenty Peancd Logicsd Tast Oute & Lostup & Math Mo
[ - Uned . - *  Teme~ Befesence * & Trig~ Punchions = Manager 857 ¢
2 - F A u‘. OO RL, Term 2)
A W ¢ 0 £ f G " ) " « L “
1 Category  Yotal Net Days Payin 60 IFERROR 5 Pay In 90 Litthe Payin 60 Woot' Pay in 30 Amoust  S100000 $500000 $10,00000 $20,000.00
2 (Coporate § 28500 ENAME? o Duta Avalable | SNAME? T ENAME? T SNAMET  Nethay 3 Py «© «
3 Educatieonal S 817000 45 Sa1e0 § $.170.00 Th€ TRUE TRUE
4 Governmenst $21.470.00 ® s s T FALSE TRUE a
S Private S 1,080.00 » S10%00 S 105000  FALSE TRUE Faust I
L)
; IFERROR »(* % « f =HLOOKUP(B2,Term,2)
= A B | = H HLGUKUF‘{I:::DIIcup_vEIUE, table_array, rov
1 -
i 1 Category Total NetDays Payin60 IL— ig Pay in 90
n
u 2 |corporate  ['$ 2,850.00 Ji2,Term,2)] $2,850.00 $2,850.00  FALSE

s

- 3 Educational 5 8,170.00 45 $8,170.00 58,170.00 TRUE
1

» 4 Government 521,470.00 90 5 - 5 - TRUE

2

5 Private ¢ 1,050.00 30 $1,050.00 $1,050.00 FALSE
|
= c2 - £« | =HLOOKUP(B2,Term,2)
» A - C D B -
» 1 Category Total NetDays Payin60 IFERROR Big Pay in 91
mZ’Corporate $ 28500 I #NAME? .I #NAME? No Data Available =~ #NAME?
3 Educational $ 8,170.00 45 $8,170.00 S 8,170.00 TRUE
lovernment $21,470.00 90 S - S - TRUE
S 1,050.00 30 $1,050.00 S 1,050.00 FALSE

5 rivate
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]l e e i I i 5 Coreopent Wi et W O R ) s
“ I Wil Page Ll Fatmadis Bats Frera pLres '_'.ﬂ.. EJ
I l._] ‘-ﬁ U DR My - £ Tptr fpordesty ) Sorw Formudin — = 3
Summary £ 2668070088 9. smomscon o B2
Byt |y | (Tl dl ey | Vrmaly Ldid iy o G |
This lesson focused on how to find the right & - K | HUDORPRI, Terra, ) i
answer in a LOOkUp Table' The key to making l.- m;-rf lm.iln NHI: Mﬂ-lﬂ EE;II: Rh:lnﬂ mrﬁ.-:nm M':umn Amltlm SLI:I‘;I&.D} im:nm 510.;30.0: 'SL'C\.;UJ.W " 3
the Lookup Formulas work is naming the L |Copore 5 LESLM SLEGS SLESO0  FusE TuE FALSE Mot Py » = L =
§ Edvnationsl & BTG &5 1M SRIFD FRuE TRiE T
LOOkUp Table. Our lesson demonstrated how 4 |Govemmens 14T 0 3 5 - TRUE FALSE ThUE
to use the Lookup Table in the formula. R B L e B S
T
3
We also investigated the Logical Formulas: IF, =
AND, OR, NOT and IFERROR. w
ir
. 2 File Home Insert Page Layout Formulas Data Review View
Very good. You get two cookies. -
14

FIE@E@Ne 0@ @

;: Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
:_: Function > Used = < < = Time = Reference = & Trig =~ Functions »
;: Function Library
= c2 _ fe | =HLOOKUP(B2,Terms,2)
. A | B | ¢ | o | e | F
- 1 Category Total MNet Days Payin60 IFERROR BigPayin90 Litt
_ 2 |Corporate 5 2,850.00 3{]. 52,850.00 52,850.00 FALSE
3 | Educational 5 8,170.00 45 58,170.00 58,170.00 TRUE
- 4 |Government  521,470.00 90 5 - 5 - TRUE
3 |Private 5 1,050.00 a0 51,050.00 5$1,050.00 FALSE
6
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Practice Activities

Lesson 4: Sound Advice
Try This: Do the following steps

1. Open the spreadsheet: Student Records.xlsx 5. On Sheet 3, create an HLOOKUP table for the Homeroom
2. On Sheet 2, create an VLOOKUP table with the Eﬁf‘g‘ﬁ; fﬁﬁmﬁgﬁﬁfj&tﬁw 1 and the Teacher in Row 2.
following grading scale. Put the percentages in s . :

. tudents in the class of 2010 have Mr. Green.
Colum A and the letter grade in Column B. Students in the class of 2011 have Mr. Plum.
Students in the class of 2012 have Mrs. White.

4. Rename Sheet 2: Grading Scale

3. Select the grading scale and Name the Range:

GRADES. Students in the class of 2013 have Ms. Scarlett.
0 E 6. Name the HLOOKUP Table TEACHER
62 D- 7. On Sheet 1, use the HLOOKUP function in Column E to
65 D return the appropriate Homeroom Teacher.
69 D+
72 C- 8. Rename Sheet 1 as Student Records
75 C
79 C+ Save your work as YOUR NAME Sound Advice Practice.
82 B-
85 B
89 B+
92 A-
100 A
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Test Yourself

1. Which of the following is true? 4. It is possible to select two, non- 7. Match the Error messages with their
(Select all correct answers) connected ranges in Excel meaning.
a. VLOOKUP uses values in columns a. True a. #N/A
b. VLOOKUP uses values in rows b. False b. #VALUE
¢. HLOOKUP uses values in columns Tip: Intermediate Excel, page 122 c. #REF!
d. HLOOKUP uses values in rows d. #DIV/0!
Tip: Intermediate Excel, page 115 5. The Scope of a defined range refers to e. #NAME!

whether the selected Defined Name is f. #NULL!
2. Lookup functions are found on the available to one or all sheets in the g. HHHHEHHE
formula ribbon under Lookup & workbook.
Reference a. True i. Can'’t find the named range
a. True b. False ii. Column too narrow
b. False Tip: Intermediate Excel, page 128 iii. Different data types, such as adding a
Tip: Intermediate Excel, page 118 number to a date

6. Which of the following are Logic iv. Divide by zero error
3. What does Col_index_num refer to? Functions? (Select all correct answers.)  v. Lost cell reference
a. Which column in the range has the a.lF vi. Not enough data
data b. AND vii. Refers to an empty cell with no data
b. Which column the data will be putinto c. OR Tip: Intermediate Excel, 137
c. There is an error in the formula d. NOT
Tip: Intermediate Excel, page 119 Tip: Intermediate Excel, page 133
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Excel 2010: Excel in Print

Print and Page Layout

5

L]
Options
. N == Page M
Intermediate Excel Objectives Wy VR egetapes [P G e Ve Layout
AlSe=-NH N NiEs G 5 Swemime daw mee B} Sr—s
In this lesson, you will learn how to: meme A e pt s gt L S L L s
- o tmems « . - - oy rmer . . - W Porwend * Backward - Pare
1. Use the Page Layout options to prepare a - - TP hexne’ e Qumens s
. : = i3 e
professional print out a e E ; s " i i «
. . . i . 1 Mowth  Clien P e Product Date Sales Rep Amownt i
2. Edit the Page Setup including the Orientation, 2 anwary Rk Toe 075 etem 073 fang  Cod Plaie vaeefae 5 15000 §
. . . 1 Janwary Dare T Fostes 0 Beng  Cold Platter VIS0 Adex § W {
Margins, Size, Background, and Titles 4 February o peng Banguet @oen Al 5 5000 i
. . 5 February Datad ":' o peng  Cold Plmer QN0 Alex § ¥ow |
3. Create custom Headers and Footers with different « reswary 1 A © R i ey EdteFre QAT Aex 5 000 s
Odd and Even pages | - - bl e . T 5
4 Hu:h Casm :‘o:'-ors' Bottom D13 2 Edble Fret Q972011 Alex $§ Ww
10 March Mgt e 03 pont oF bwg SsecsaniSewp 03232011 Adex 5 S0
Lewve . vy Prate 04122011 Alex $ 15000
Wada tom Mg g Prrvate 04132011 Alex $ 15000
Harmod¥y 38 W SISN Coposs Clﬁ Provate 0172011 Adex 5 50 00
s

Intermediate Excel 2010 Page 143 of 230

50 00

=, Page Break

Preview
L . N .
of
d

0 & =
=l
Size Print Breaks

hd Area~
Page Setup

Ea

-

Y

@ &

ckground Print
Titles

F]




Lesson 5: Excel in Print

4

1. Readings
5 Read Lesson 5 in the Intermediate Excel
guide, page 143-169.

Project
A sample project that investigates the
options for Page Layout and Printing.

Downloads
Sales 2010.xlsx

2. Practice

There is no Practice Activity in this lesson.

3. Assessment
Review the Test questions, page 170.

Page Layout

“ Home I_J Jige Layout JFDrmuIas JJata Jevlev J View

A HCnInrs 2 = L 3 Width: |Automatic -
llIl?-\.' J j = "K“ —J
.Fonts o -f__|J Height: | Automatic -
Themes Margins Crientation Size Print EBreaks Background Print =
[O] Effects ~ - - -  Arear - Titles @ Scale: 100% 3
Themes Page Setup ] Scale to Fit
o< — Width: Automatic *| Gridlines Headings | %
. . . . J,_'l _H?& «] .
-;1__|J Height: | Automatic ~ || [¥| View | ¥ View {
Bring Send Selection Align Group Rotate
@ Scale: 100% = Print Print Forward = Backward Pane - - -
Scale to Fit Sheet Options Arrange

3 8
Menu Maps

This lesson shows the Page Layout Ribbon.

. Page Layout -> Page Setup ->Orientation, page 149

. Page Layout -> Page Setup ->Margins, page 150

. Page Layout -> Page Setup ->Size, page 152

. Page Layout -> Page Setup ->Breaks, page 153

. Page Layout -> Page Setup ->Background, page 155

. Page Layout -> Page Setup ->Print Titles, page 156

. Page Layout -> Page Setup ->More->Header/Footer, page 159
. Page Layout -> Sheet Options, page 165

. Page Layout: Scale to Fit, page 166

OCONOOOAAPRWN -
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Excel: In Print
Even spreadsheets need to get dressed up and printed sometimes. Menus, price sheets, delivery

schedules and shipping lists are all part of customer service. If it is going to be in your customers' hands,
it should look good in print. The spreadsheet should include a name and number, too....just in case your
customers want to buy something.

So, Start Microsoft

Pagelayout  Formulas  Data  Review  View l — Excel. What do you see?
= ¥ — R - L Is there a Title Bar that
B e | d 7 =(m| ¥ | Swneten i " says Microsoft Excel? Yes.
Pafte 7 B Z U~ - O-A- EE T KL EMegeacenters $ - % v | 8%
oM | O ——— Mumber - |s there a Home Ribbon

Al @ 3 with the Clipboard, Font

and Number Groups?
Yes.

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

wmqmmbwwﬂkl
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Before You Begin

The purpose of this lesson is to demonstrate
the Page Setup and Print Options in
Microsoft Excel. You can use the
spreadsheet that you created in an earlier
lesson or download a new sample 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

[ e e T R e, T3 - b (o o RO

- . " - -

G UG0S Fgm= T a8 kA
- e, o .

B E‘}b— . Cotngiry  Sarviee  Prosbes

7 Jemwery Bk Towner [ wewg  Cond Mo

) Janwary Dadens Dwen Praee Cawng  Cokd Pamer

4 Fotrnary My ad Mo St Corpun st s e

3 Fotwmary Databane Commdont e ey Gl Pane

5 Vetruery Hamom, g Ve Tk Coporste  Catwng  Lotée Frat

} Maxch  Dustans Conmutany Coposte  Catwwng  Cont Puser

B Mawh  Masay and Me Sush Copuute  Cawng  Fotie Fou

3 Mash  Cone Towe ey Lt Fret

10 Masch  Vegens Vit Praate loewg  Saat S0

1 Apet L opres on SrimdaTang Piaste Cawng  Pose

13 aget Ve, = W et [ ey P

1) Aprd  Marmomy and Me Sush Coporsts  Catwwg  Prvste

" Apet Marmony and Mo Sush Copests Cmwng Poae

- P g Powme

" May Hormomy ot Ve Tah Coposte  Cotwwg  Fost and Vogpes

1T My Woa Praee Catwmg  TromtPage

" by Ftt i Prate Cawng P

19§ rnary iy et ey Pevestend e

0 Totwwary Doy Cown, et C@ereg  teestte et

21 Fotwuary Doy Coun ovemment Catewrng  Tost st Vegpe

2 Mash Dy Cown Movwnnast Catwng  Colos and T

1 Manh oy (oneey {amaw——a=t  @ereg ooy o 1

M Maxch

-y Al M J | Month

27 May

= L‘ B c D

ws o 1 |Month  IClient 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 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
& March Harmony and Me Sushi Corporate  Catering  Edible Fruit
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g:? View -> Workbook Views ->Page Layout
-~ (B
Workbook Views oo heima R oe e ‘ _— -84
2. Try This: View the Page Layout el e | oo e | s | e e R 5 ub “e—
Go to View -> Workbook Views. A AN ,._ Nt v B s A ]
Click on Page Layout. a1 . £ | Noren »
2] e e T
Page Cick 0 add header
Layout. - e e WL v -
- 3 Jarary  Darene Davs Prate Caterng  Cold Piatter v Alex $ W
What Do You See? The Page Layout ir g sy gy g st T
shows how the spreadsheet would look 5 o i Gt Coges Gy O it 5130009
when it is printed. This spreadsheet has 18 — T Svrs_Conien_Setodt e 1§00
"Widows and Orphans." The sales numbers March  Megwrs Vake Pate  Catwng  Salads and Soup w2 N 5 @00
are "orphaned" on page 2, separated from 1= IR IR I I L '
the product and customer data on page 1. = E E | c H
15
Keep going, please... e
1
x
n
3 Product Date Sales Rep Amount
3-”-~3-ot_‘,nld Platter 1202011 Alex $ 150.00
‘,}f(yf Cold Platter 1152011 Alex 5 15000
e - Banqguet 0210712011 Alex & 50.00
LN M - 4 piatter 02102011 Alex % 95000
lEdibIe Fruit 02/27/2011 Alex $ 100.00

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.3. Manipulate workbook views
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o,,.' View -> Workbook Views ->Normal
A R T e, 1916 * \cseioh 6 T . | - aet
Return to Normal View S e — o
. - | - 7 Formsa bt 1 & ‘v' — e . i
3. Try This: Return to the Normal View Mo Po Poge b Cutom Pk 7 Guoes 4 antogs | oo 300 ovmie g P 3
Go to View -> Workbook Views. A e, S i o, | S i
Click on Normal. @ . £ e
L]
x ll‘oo; Chient

Janwary ok Towner

Janwary Dardese Davs
February Hamorry and Me Sush
Felruary Database Cordutants
Felruary Marmony and Me Sush
March  Database Coraultants
March  Marmory and Me Seshy
3 March  Casse

What Do You See? There should be a | e ey

11 Apdl Legrecon Productions

dashed line that indicates where the Page 12 Aprl  Maduyn Mached

13 Aprit Harmony and Me Sceahe

Break would be. In the example on this page, e ey s e s

Normal

[ REPRE PR

the Page Break is between Column Fand G. = ===
:" :: n:.« Carch
Keep going... e ,_AC
Memo to Self: The Computer Mama sez, % wes Category  Service Sales Rep Amount
"Don't get me started on what's "Normal.." 2 private Catering Cold Platter 11212011fAlex s 15000 B q
;’:"‘""' Private Catering Cold Platter 1182011 Alex § 150.00 BN
o™ Corporate  Catering Banquet 02/07/2011 Alex $ 5000
wa - Corporate  Catering Cold Platter 02/10/2011} Alex § 95000
Corporate  Catering Edible Fruit 02/27/2011i Alex $ 100.00
Corporate  Catering  Cold Platter 03/05/20111Alex $ 1,100.00
Corporate  Catering Edible Fruit 03/05/2011i Alex $  50.00

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.3. Manipulate workbook views: Normal View
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Edit the Page Setup

There are several things that can be changed
before this spreadsheet is sent to the printer.
You can use the Page Layout Ribbon to
make improvements. Most of the tools can be
found in the Page Setup Group.

1. Try This: Change the Orientation
Go to Page Layout -> Page Setup.
Click on Orientation.

Select Landscape.

What Do You See? There should be a

dashed line indicating the page breaks. In
this example, the line is between Column |
and J when the orientation is Landscape.

Keep going...

B
(aatda

ic¥ coLo

Page Layout -> Page Setup ->Orientation

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.5. Manipulate Page Setup options for worksheets: Orientation
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A0 L R T IR S ey 1010 + A sesch SUEO N
Mume Dot Pegelopea  Fomeiss Dot Resew  View Q
Al B covom - - 'S A e Ademet - Gadeer  Hesdngs 2 ~ T |
'i]A'ww - — I J 2 > Pl Moo ademote © ¥ Vew ¥ View ) '—J : AL 1
e ovea - | AP PN See At Gty Bekgemd Mt | o TT ey 1 | o 89, Sd Sdedin Mg
== - ot =2 Insert Page Layout FOrMU “e—
A 4 | ¢ o E F G S . T
1 Mowh  Cliest SR ategory  Service  Product Date Sabes Rep Y 1 | | =
2 [Janwary Rick Towner Praate Caterng  Cold Plamer 1127201 {Alex - I L —
3 Janwary Dadene Davs Prvate Caterng  Cold Plamer T { l l —
4 February Marmony and Me Sushy Copocme  Caterng  Banguet - . . . .
5 Fedruary Duhen Comiose t::::.. c.:f.: Cod Pramer Margins |Orientation| Size Print Break
6 Fedruary Mamory and Me Sesh Coporte  Catenng  Edble Fr - - - Area - -
7 March  Database Consultants Coporate  Catern  Cold Plamer
& March  Marmony and Me Sush Coporme  Catesng  Edble Frt r etup
S March  Casse Poate Caterng Edble Frun | . E_—_
10 March  Meyars Vaboe Privite  Cateing  Saiads and Sewp - Portrait
11 April  Legrecos Praductions Prrvate Caerrg Povate v =
12 April Nadaryn W hed Prate Caterngg  Povate = — K
15 Aprit Harmronry and Me Sush Copoume Cateng  Prvate - 9 C
14 April  Harmony and Me Sushy Copoume  Catesng  Prvate |
15 April  Waker Serth Prvste  Caterrg  Povate :I ‘ Landscape |
16 May  Hamony and Me Sush Copome Camsing Frt and Vogpes 05262011 it ‘ .ategory
17 July VGs Prvate Caterr)  FrontPage —_— 1 —_-—
18 July Robet Carch Frvate Catesng  Prvate $ 10000
19 February Buy Couty Gowwnmest Caterey  Bosaidast Buslet s 00
20 February Buy Couty Gowrest Caterrg  Soasklawt Buflet 02 § 0000
21 February Bay Costy Gowenmest Cateteg  Frul and Vegpes 821132011 C $ 6000
22 March  Buy Couty Gowwrmet Cateng  Collee and Tea  A3172011 C § 600
23 March
4 March E F G H 1 J
25 March
o Product Date Sales Rep Amount
= % Cold Platter 1/12/2011[Alex s 15000
~.5% Cold Platter 1/156/2011 Alex 3 150.00 o
Resty © *
Banguet 02/07/2011 Alex $  50.00
Cold Platter 0210/2011 Alex 3 8950.00
Edible Fruit 02/27/2011 Alex $ 100.00
Cold Platter 03/05/2011 Alex $ 1,100.00
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Page Setup: Margins

By default, the Normal Margins in an Excel
Spreadsheet are set at:

Top and Bottom: 0.75"

Left and Right Sides: 0.7"

The Header and Footer are 0.3" from the edges
of the paper.

2. Try This: Format the Margins
Go to Page Layout -> Page Setup.
Go to Margins.

Click on Narrow.

What Do You See? The Narrow Margins are:
Top and Bottom: 0.75 inches

Left and Right Sides: 0.25 inches

The Header and Footer are 0.3 inches from the
edges of the paper.

Keep going...

Page Layout -> Page Setup ->Margins

‘ — x S - o
J P ,_l =) | -
A Mg Crrtstcn See Pt 4 Home
o ey . v
O —
-

Beview  View c@od

Formulas Data

Insert

Page Layout

- B o 0 &

1 Mowh  Clien . ) . Fonts ~ —

jm o = &F  Ree Themes Margins|Orientation Size  Print Breaks Back

4 |February Mamy W - n— . Effects - . - Area~ -

5 Febouary Dat Wide - |

B Fearamy e = b Themes l Last Custom Setting L

| =g i - G2 Top: 0.75° Bottom: 0.75"

S March  Casw :E_:': tomer y ¢ Left: 1.25° nght 07"

:j ':;’;“ :‘-‘ {0+ A | Header: 0.3" Footer: 03"

12 April  Mada wtom Mppm

:: :: :x; :::?:: w' 1 Month Clien Normal

:: :'“ :‘:::":w — r"::;_ January Rick’ Top: 0.75" Bottom: 0.75"

ook Vos 3 1 Darl teft 0.7 Right 07" |

15 July Rob-:' Carch Fjwu. anual'y arer Header: 03- FOOter 0‘3.‘ er

19 Felbruary Bay County Gevarrey

0 February Buy Couty ow 4 |February Harmi er
Febr ab Wide er
| Top: 1’ Bottom: 17 r
Febr m Left: 1- Right 1°  [er
Marc. ab Header: 0.5" Footer: 0.57 er
March Harm.u ——— Namow er
March Cassi Top: 075 Bottom: 0.75" er

.. Left: 0.25° Right: 0.25" |

March Meijel Header: 0.3 Footer: 0.3 i
April Lepre, er
April Mada Custom Margins... er
April Harmony and Me Sushi Corporate ' Cater

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.5. Manipulate Page Setup options for worksheets: Margins
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Page Setup: Custom Margins

You can create Custom Margins as well.

3. Try This, Too: Custom Margins
Go to Page Layout -> Page Setup.
Go to Margins->Custom Margins.

Marrow

Top: 0.75° Bottom: 0.75°
Left: 0.25° Right: 0.25
Header: 0.3 Footer: 0.3°

Custom Margins...

What Do You See? You can edit any of the
Margins if you wish. The Left/Right and the
Top/Bottom do not have to be the same size.

What Else Do You See? This is the page that lets
you Center your data on the page.

Memo to Self: Printers have design limits. Most
printers cannot bleed: print all the way to the edge
of the paper, even if Excel does let you make the
Margins 0.0" (zero inches.)

Page Layout -> Page Setup ->Margins->Custom Margins

—..

o~
'.\—,]."*"‘ A
e = O

n
< tmeas +
Trpmas

I3

e |

G2 - £ Al

A B
i Mosth  Cliest

Janwary ok Towner

Janwary Davdene Davs
Fedruany Harmaony ant Me Sush
Fedruary Datadase Congulants
Fedruary Harmorry and Me Sush
March  Database Consultants
March  Marmony and Me Sushil
4 March  Casse

10 March  Neyers Value

11 Apdil Logrecan Productnons
12 Apdil Nadatyn Machelt

135 April Farrrorry anvd Me Sushil
14 April  Marmeny and Me Sushi
15 April Wisker Senth

15 May Farrrerry et Me Sushil
17 My VGs

15 July Rotet Carcd

19 February Bay Couty

20 Fetruary Bay County

21 February By Couty

22 March  Buy County

23 March  Bay County

24 March By Couty

[ PR RNy (Y

Cord

25 March  Bay County

26 May Bay County

27 Nay Bary County

2 Jere Bay County

2 Jure Bay County

0 June Bay County

W 4 v Bonus  Sales Substal by
[ R |

o |

-t Oats Fovra Ve

&

WS Avemene ¢
| 1] megre avtomene -
Mupini Orentation Sor  Puet Sersks Background Pret =

. . e ® noer 2 Sl wos

[ age | [Hargns | Header/Footer | sheet |

Left:
0.25 &

Center on page

[ Horizontally
[ vertically

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

3.5. Manipulate Page Setup options for worksheets: Margins
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a
Top: Header:
0.75 5 0.3
Right:
0.25 =4
Bottom: Footer:
0.75 5 0.3

Print... | | PrintPreview | | Options...




E "
Page Setup: Size = -~ -

5 What size is this spreadsheet? By default, a \1 res» | S22
spreadsheet is Letter: 8.5" x 11". A= |
4. Try This: Review the Page Size w
Go to Page Layout -> Page Setup. e S .
Go to Size. el ey oo o
What Do You See? The Sizes also include & February Harmeny
Legal, 8.5" x 14" which may be helpful if you .
need to print a very wide spreadsheet with S March  Casse
many months. gt

s

What Else Do You See? Letter and Legal - e
are standard American page dimensions. A5,  « w
A4, B5 etc were designed with Metric page P

Page Layout -> Page Setup ->Size

dimensions. The numbers are simple in the ) Fehvuacy

20 Fetruary

Metric system, but they look funny displayed retay

as American dimensions, huh?

Keep going...

22 March
23 March
24 March
25 March
2 May

2 June
2 Jane
0 June

R T T |,

Bury County
Bary County
Bury County
Bary County
Buary County
Bay Coumty
Bay Couty
Bary County
Bay County
Bary County
Bay County
Bary County

Sales Subnotal by Ry

Formots Oata

o
-

Soe  Punt Breska Baciground Pt
e

Area
Lot 857 wi1
a5 12

[
15«14

M

"

W Mem

W LA e

s

AT Datom

P Maiom

L Pl e

2 LT T
Tournss TR
Ceovarmet Catorey
Gowmnment Caterryg
Gowenmet Caterng
Govenmet Caterrg

Cronam et

Gowrnmet (

Govenment Caterng

Ovigenad (lata - Shaet)

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.5. Manipulate Page Setup options for worksheets: Size

d

A Ademate

e Autemate o o —

-

= wean « GAdwel  Hesdngs
. w| “« >
i - Wy 4y
- -5 Snd  Seecton Abgn
o 2 Taale s . e P Porwaed - Sachward ©  Pane .
e Shert Optae Arvonge

Cad]

Ut
Ut
v oo
fea
THEGE I Tea
Platier
Frut and Vegoes
Frut and Vegpe
Seaakiayt Bufet
Cofles and Tea
fcezbat
Frut and Vegpes

2
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3115

My . .
woorientation | Size

T - -

“*le Sushi
sultants
Ve Sushi

sultants

Sokes 1010 « Mcorrch Exed RRRTREUIT R TR e

L)

K L L N

Formulas Data Review

=& Da 2 &

Print EBreaks Background Print
Area~ = Titles
Letter 8.5"x11"

85" x11"

Legal
8.5 x 14

A5
583" x8.27

A4
8.27" x11.68°

B5
717 x1012
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One Page Layout -> Page Setup ->Breaks
Page Setup: Breaks ML - s S e .
R0 & OB & a5 4
There are two ways to change the Page e | 2 e e e, | Bl e - 7w |0 |
Breaks. Here are the options on the Page s e ™ iy | e o by
Layout R|bbon Al . A re— Demove Foge Best
A 8  TP—— G G & '
3 Mosth  Cliemt Category  Sernce  vrosuct Date Sakes Rep Amoust
5. Try This: Add a Break QA - o i e
Select Row 19 in the sample spreadsheet. C —_ LIZ".’.?L‘I‘.:‘." f:; Insert Page Layout Formulas Data Review Wiew
Go to Page Layout -> Page Setup. P " — : = =T
Click on Breaks. Tlwwns  OusteseComtans  Cop Hl I j @ '—"Eﬂ e
£} Ih:(n Cn:’ - :‘«:; EIJ He|g|
10 March  Magars Value Preva = - - . . . +..
What Do You See? The Break will be | T — o Margins Orientation  Size Print |Breaks |Background Erlnt @ ccal
. 12 April  Madatyn Mached Prve - v - Area~ - Titles cale
inserted above the row that you selected. The & s ey s e s com
Break looks like a dashed line. v f—wetwms oy LB Insert Page Break ——
15 May arrreery ind Me Sushe Cor - .fl' | FEerEI"y’ Remave Pa E k
17 by VOs Prve Ja ge brea
What Else Do You See? You can use the ja i _Robes Cord s |
same menu to Remove Page Breaks or I ey ey Coty 5 B C Reset All Page Breaks
Reset All Page Breaks. e Sent Category  "Service Product
23 March  Buy Cousty Gowervnet Coterrg  Cochies sdTea 042672011 Conmve  § 60000
. 24 March  Bay County Gowerment Caterng Mot Platter 282011 Conrne § OM
Keep going, there are more Page Setup 2 March By Couty Gowenewt Cateing Frut mndVegpes 84307011 Conse § 60000
. . »
options to consider... S 05/26/2011 Alex $ 100.00
25 June
2 = 07/06/2011 Alex $ 100.00 5
L 712812011 Alex 5 100.00 '
02/12/2011 Connie $ 300.00
02/12/2011 Connie $ 300.00
02/13/2011 Connie $ 600.00

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.5. Manipulate Page Setup options for worksheets: Breaks
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Tag
o,,‘,o View -> Workbook Views ->Page Break Preview
i = e B
Another Way to Edit the Breaks e [ - X
- . ) | B a3 D Posmts B ‘\ ' 5 ] Tlsem L) View Side by Side - = e
The View Ribbon also has a Page Break = | v '
. ' . Normal Page Pegelimsk Curiom Pl Gegueer 7 Pessngs Zsom 300N lsomto Lot
preview. Let's compare the options. Ut [ Pt | Vems Soeen o S P —
Al - & Wormh
Try This, Too: Page Break Preview . — R T Y
Go to View -> Workbook Views. lanwary Rk Towras Pvate  Cateeeg ok Pan VTZZOT Alex
. . anwary Dardese Davs Prvate Caternyg  Cold Plamwr 1152011 Alex
Click on Page Break Preview. Fobruary Humony avdMe Sush  Copoume  Catesrg Basguse
. February Database Coraullants Copotme  Caterny)  Cold Plamer
Fobruary Harmory and Me Sash Copormte  Catetng Edble Frt

rch  Database Conduitants Coporste Catesng  Cold Plamer

th  Harmonry and Me Sush e Caterry Edble Frn
eh  Casse Frot
eh  Meyers Vi Prrvate s e

Page Break :
Preview Sl P
. 8 |March Harmony and Me Sushi
What Do You See? The Page Breaks are 9 |March Cassie
shown as thick, blue lines. Each page is — ~
identified by a watermark. 10 [March  Meijers Value
o 11 |April Leprecon Productions
Did You Know...? You can reposition the > 12 |April Madalyn Mitchell

FUNNEGECSSCECREEEBe s vovaswne

[C8fporate  Catering  Edible Frmu

1/E5er
IM #cdteing (Edible Frut |

IF’rwate be ‘Ws and S'up

Private wg Private
Private Catering Private

gi?f%?eE{ %aoﬁﬁrgx g{alggwg the blue lines to a > ::E April Harmony and Me Sushi Corporate  Catering Private
2w 14 |April Harmony and Me Sushi Corporate  Catering  Private
Please go to View -> Workbook Views. : 15 |April Walter Smith Private Catering Private
Click on Normal to return to the default view .. . 16 |May Harmony and Me Sushi Corporate  Catering  Fruit and Veggies
for Microsoft Excel. : :
£ July ViGs Private Catering FrontPage
Keep going... 18 [July Robert Caroll Private Catering Private

19 |February Bay County

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.2. Manipulate window views
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E y
Page Layout -> Page Setup ->Background

E o b o
Page Setup: Background h\] e T o e a0 Bl e e e e =
I You can add color and watermarks to the = Qe — ';.,7« et A B d ,;‘ Elvve e - Pwew | Zwew 8 W BT TS 6
spreadsheet background. This is one more P sl i e |
way to add your company name and images a . £ | Noren -
H A I3 C [+ 13 ¥ G L ' ) L L L N -
to a price sheet. i - R Gibon  Seseiep Amown ey
- W&n 7 e ;.,.,"m Nyt Ales 5 15000 Jfa, 0 A 1
. 3 Janedly Diflee Ol Prvate  Cateeng | Cls Pl ), AN15201) Ales s 1000 W\ B WL W
6. Try it: Format Worksheet Background S (PR TPy PRI s e, Cuung (DN /@ U BELa (4 S0 TINE Y dantd
5 February Datatash Condiitants Cupoame  Caterey)  Colll Plamer 22102099 Aled $ oM ' 4 ¥
Go to Page Layout-> Background. & Februaty Humony SKEMe Suthl s/ Gogoune Clteeey Eq8eFrdt T 0@000050 AN/ 45 S 1000 | :
7 March © Daldpase Considtints Congieme  Caterey  Cold Piiiigs,, SIS0 AleR” WS 100 00 - ! A
‘ 5 March Nw.,..., L A o . rasute L 2NN an e ol s - e an ¥ :
/3 3 March Cappe
n‘::Ju 10 March L‘“’u Vs E F G H I J
11 Apdl Ly ¥
Background - peRa | .- Date Sales Rep Amount P .
3 Apeit . = )
wsgn ey Jc0ld Platte 2 | Ar212011 Alex $  150.00 P,

15 April Wk Sm

LWL B — TR

5 o o folder wih " . Bx wf-wl W AN52011 Alex $  150.00 1\%?{?&& o\

rowse to a folder with your pictures an % - R T

double click to select one. %5% Eﬁ:}ﬂ!et #{/r Dﬁ?fzﬂﬁ M@x f ;], . 50.00 L\H = ffé
»e C::rtd Plattem 021 UIEEH".[ ﬂ;’rex’ 4. 5 950.00 LR e

H-on-q!.,w T "t B il
What Do You See? Your picture may Tile, OF - s -t com Edlhie Fruit {_‘?*Tf ﬂﬂz?fﬂ}ﬁ N‘EE-‘ 5@, - 100:00 AT S
repeat, in the background of your 5 e b b cam o= Cold Platter,, 03705/2011,Alex™ 5 1,100.00 B, " 8 S
spreadsheet. 2w S5 Edibl/Fruitt = 03/06/2011 Alex $ £750.00 AN
Can you read the data? Background images = s o com [ e ety Pt :
may be stunning, but the purpose of the =3 o] S i | G s S ) 7 S

spreadsheet is the present the data.

Please Remove Background and continue.

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
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Page Layout -> Page Setup ->Print Titles

[FI . — SRR Sy 210 - Mcomreh e

Page Setup: Print Titles Mt e Meles few O fee
You can select which Titles you wish to print .
on your spreadsheet. e

Al - £ womn v
. . . A L] c o E F G H [ ) X L M N
7. Try This: Print Titles 3 [Moeh  Jchient Category _ Service Product Oate Sabes Rep Amoust A
Go to Page Layout -> Page Setup. s Ooelos  ———— s § 00
C“Ck on Print Titles 4 Fedruary Marmony and Me Sush e fnn — - v — $ QW
3 Foeey s oot | e [ it > ) sus
. 7 Dase Cord 1) Rt gon » 0 O
What Do You See? The Page Setup WINdOW  + w1 st o] | 5o -
will open. You will be prompted to select e __ vl = s oo
which Row you would like to repeat at the top 1 aeit Lescss Psicions | § 1500
. . 12 Apiil Nadaryn Mt hed oroves B e § 15000
of each page in your print out. 1 Aol Harmomy and Mo Sush - Compertz: e NN an
14 April Farrvaery ant Me Sush Dvol guatty Chgreeen (i ! § 0w 7
15 April Bom ok eadnge 5§ 100m
? i 16 May —_——
What Else Do You See? You can gelect if S . - J Page | Margins | Header [Footer J Sheet | J
you would like to Print the following: 18 July __ Rebet Carch i oow
Gridli 19 February Bay Couty
rdiine ) B8 Feheuasy Doy Cousty Print area: Rz
Draft quality 2 Mawh oy Couty Print titles
Row and column headings. | gy Rows torepeatattop: | $1:61 &
2 May Bary County R ] - \
27 May By County Gove . =
Try This, Too: Select the Rows to Repeat Bt oy o Gom Columns to repeat at left:
Go to Rows to repeat at top. % Jene  Bay Conty cosl | print
Select Row 1. — = 1 Gridi
Excel will enter $1:$1 in the blank. Gridlines Comments: (None) E
[ Black and white
. - . Cell errors as: | displayed E
Keep going... [] praft quality
["] Row and column headings
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T,ko

One File-> Print
EFdFwE TR [ i e
Print Preview e —— 0
. . Swwr
So, what does it look like when Excel repeats | o | -
. . ~ =
the titles at the top of each page? You can - || el =
use Print Preview to proof your work. o o
- Prister
Try This, Too: Print Preview e - ol P _
Go to File->Print. o bmmfugeniey | | ot -
EmE = =
Prrt Actrd Shebett ::...: ::
What Do You See? The new Back§tage — 2 F—s =
view has a very detailed Print Preview. On i == =
. . . Pt Gt P
the left you can choose which printer and edit e || = =
the printer Settings. - Sl - | St -
‘_ Larchonps Cremiaton -
On the right side of the Backstage view is the
Print Preview. You can use the navigation
buttons at the bottom to turn the pages and
see if the Titles are repeated.
Month  CBent Category  3ervice  Product Date Sales Rep  Amount
H July Hometwown Communky Coliegpe Educational Caterlng Banguet 072142011 Elizabeth 3 21000
SO far’ so QOOd' CIICk on the Page LayOUt August Hometown CommunBy College  Educational C3terlng EdblkeFrR 081172011 Elizabeth 3 21000
Rlbbon and keep gomg, please"' August Homelown Communky College  Educatioral Calerlng  Windows 08N 72011 Ellzabeth 3 21000
August Homebown Communky College  Educational Catering  Banguet 08N 712011 Ellzabeth 3 21000
August Homelown Communky College  Educational Calerng EdbkeFul 08232011 Elizabeth 3 21000
August Homebown Communky College  Educational Calering  HotPlatier 085172011 Ellzabeth 3 21000
Saptembs Hometown Communky College  Educational Calerng  Banguet 09072011 Elizabeth 3 21000
Saptembs Hometown Communky College  Educational Calerhy EdbkFrl 09132011 Ellzabeth 3 I10.00
Saptembs Hometown Communky College  Educational Catering  Cold Plmer 091 42011 Elzabeth 3 21000
Saptembs Hometown Communky College  Educational Calering  Banguet 09/20'2011 Ellzabeth 3 I10.00
Saptembs Hometown Communky College  Educational Catering EdblkeFult 09/20'2011 Elzabeth 3 21000
Saptembs Hometown Communky College  Educational Calering  CoM Plamer 09/30'2011 Elzabeth 3 21000
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o,,°° Page Layout -> Page Setup ->More
~\
E D= — B— R TR Sobey XD - Mocopsol Excd ot o o e e s Wit e ® o
. _ Meme et Pageliedt  Femuis  Cwls Revew Vew c@=on
Page S_gtu_p. More _ o K B DR G oy S e e e G B B G
1. Try This: Find More Page Setup Options e . Mg Ootsion Sn e Bty Bagmnd Pt S T g e sewcin e
There are more options in the Page Setup —— et e i i 0 avange il
Group. These options can be found by clicking R . £ wontn E
on the Option arrow in the lower right corner. o2 ° e T T ——
21 Januvary Rtk Towne Prvate Caterng  Cold Platter 122011 Alex § 150
3 Januvary Daders Davs 'v"‘.‘ § 150m
4 Fobruary Hamory aed Me Suabe] 7 - e s Seems - § S0m
— @ S Feobruary Datadase Convallants Page I I § %om
' n 5 Me Sushd Magre | resde Footer | Sheet s 00.00
Ij @ — === E ; March D‘nn'o::-u.u - o reiry s |:mm
e
Size Print Breaks Background Print : :: [ e @ (A : .23
- Areg- - Titles 10 March  Megers Valoe g | B Som
11 Apeit Leprecon Producsons P VIR S PR —— |§ § o
PEQESEtLIFI L i Aoe® SR S | L 5 T oagels) wie by 3 T LR 1
1 Apgril  Marmony and Me Sesh] | $ W
Ageit Harman, Me Son] | I $ %m
. . . :m wuu::n: j ~ .. oy — _J
What Do You See? This window SUMMarizes — wwsy oo s siond o | | Margins | Header [Footer | Sheet |
the Page Setup options on four tab: Page, T w | i
Margins, Header/Footer, and Sheet tabs. 19 Fotevary By Cowrty || Orientation

20 Febrwary Bay Cownty

Keep going...

©) Portrait @ Landscape

Scaling

@ Adijust to: [100 | % normal size

© Fit to: page(s) wideby |1 4 tall

Paper size: ’Let‘oer 8.5"11" E

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.5. Manipulate Page Setup options for worksheets: Page

Intermediate Excel 2010 Page 158 of 230



=
4
3

Page Setup: Headers and Footers
Headers and Footers are placed at the top and
bottom of a page. The Header and Footer can
include the name of your company as well as the
number or address for contacting you: the call to
action.

2. Try This: Review the Headers and Footers
Go to Page Layout -> Page Setup ->More.
Click on the Header/Footer tab.

Select a Header.

What Do You See? Microsoft Excel has several

Header and Footer templates. The templates can
include the name of the spreadsheet, the date as
well as the page number.

Keep going...

=
GENE

Page Layout -> Page Setup ->More->Header/Footer

Seection Abg

Fane

- v T Sutes 210 - Mconreh Escel e i
.\1 LY a VN Adsmstc - Gagines  Hesdings
Al tosty - 4 Ll mern avtemate © 7 Vew ¥ View - J
el Mugin Oruntation Sor  Pent  Bresds Beckground  Pret - evg “ang
. eats * . . Meec e N Mke N D e P Forwart - Sactwand +
- Pogetetes  n Saeleie
Al £ Nonh
A ) ( [ £ ¥ G ] '
L Clewt Cotegory _Service Product Dote ____ Seles Rep Amount
1 Janwary Rk Townr Provate Caterng  Cold Plamer 11272019 Alex 0
3 Janwary Darlens ¢ ~ - - )
Page & v
4 Fobruary Mamony and Me Sushl] | T° P — st )
5 Febrvary Database Condultants Poge | Magrs | reacer Pocner )
& Febrvary Marmony Me Sushy )
7 March  Database Consultants Sngeai Dets Conlduntns Foge i )
§ March Harrvarry and Me Sushy 0
S March Casse . 0
10 March  Meyers Viahs Orgra Cuta, Cardderasi, Page 1 - 0
11 Apdil Legreces Produchons )
12 Apdil Wadaryn W het e eader Castom Foomw 0
13 Apeil pery ot Me Sushill | 0
14 Apdil Har and Me Sushy — - )
15 Apdil W
15 May Har y and My -
e Page Margins | Header/Footer | Sheet
18 July Rotet Carch

19 February Bay County

.

- ~[asy
———

RAL

Original Data

Header:

Confidential

Criginal Data, Confidential, Page 1

Custom Header... ] [ Custom Footer...

Footer:

(none)
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Page Setup: Custom Footer

3. Try This: Create a Custom Footer

Go to Page Layout -> Page Setup ->More.
Click on the Header/Footer tab.

Select Custom Footer.

Type the following:

Left Section: Charlotte's Website

Center Section: Questions? Call 810.555.1212
Right Section click on the Date button.

What Do You See? When you click on the
Date button, Excel will insert &[Date]. This is
code that updates the date to the current date
when the spreadsheet is opened.

Click OK. You will return to the Page Setup
window. Please keep going...

Page Layout -> Page Setup ->More->Header/Footer->Custom Footer

18 e P w T e e el o e RIS Sgey 1010 - Slacopsol Ente e e e e N G Bt ol e ~'0
B = "o | Moions | fomuw O Smow  Vew ©
.‘\_«] ‘;«hA 1 M I g 3 Ja - J :: WAh  Adlemetx - Gadeel  Hesdngs ’4 3
[Afesms | S8 =9 S -y - L mern avtemate © ¥ View ¥ Vew -
" (3] tmeas « w.'m o v :,': '".‘“ e ":: 4 e L T L L “.'
p.s Fage Letup . Sonte 1o P + et Optans Aevenge '
Al - £ Vomh .
B B C & E F G L ' ) 3 L) N =
3 [orh Jcrient Catogory _ Service Product Date Sabes Rep Amount 3
2 Janwary Fock Towner Prvate Caterng  Cold Plamer V122010 Alex § 10w
3 Janwary Dadese Davs - — e '"”""'ﬂ N O sm
4 Fobruary Marmany and Me Sushi| "7 4P l 5 WM
5 Febvvwary Dt i 500
& February Mo Fooer — |
7 March —— 5 b
i March
3 March T format text: setect the b, Bhen chosse Bhe Formet Tewt button,
10 March T3 reert 8 page rumber, dete, Sme. Se poth, Serame. o D name: Joston e
1n M" " e ior pont I T a3t bos. Ten hoose T ACDNTONats Buston
Yo e Tt press T baert Achee B To et rour e, gl e
12 Aprit Ournr = P ol bos e prem Pe Format Pobre htten
13 April J
EEiApe® Al Q8 e o/m)id |
15 April
15 May et secton: [ L vector
17 Jaly Charictie’s Wedsne = Quewmons? Cam 830.335.1282] &joweeq -
iy | ] —
19 February
20 Fetruary + ﬁ %, 1A ] 5
= 1B @ BEE @2
22 March
Center section: Right section:
Questions? Call 810.555.1212 | ~ &[Date]| =~
- -
ok || cancel
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Page Layout -> Page Setup ->More->Header/Footer

W~ v TR Satey 210 - Mconseht Encet o S Sl g e 2
Page Setup: Header/Footer “\] T T el ey Y monyrreeres : =
4. What Do You See? Look at the bottom for: w0 w0 e Suvao - 9 Vaw | 7 oo R 4
Different odd and even pages: in a book the da o i = -
even pages are on the right side. They usually a . k| Worth :
h A 8 c o £ ) x L N =
ave the name of the Chapter. The odd pages . e Jonen Cotogory _Service _Product ) A q
are on the left side. The odd headers show the | = == e :
name of the lesson. 4 February Hamany an e Sush Pore Sete — ;
5 February Database Cordutants ] T ——— 5
& February Moy and Me Sushy $ 1000
Different first page: The first page is like a | g R - 1
report cover. The Header and Footer may be e Cut___ e 3 _mb
blank or there may be a disclaimer. 10 Al Lagrecsn Productions s
12 Apdil Nadaryn \WMchet Lt Meacer Cptom Foomer 5
13 Apdil tarrrorry and Ve Suakel " s g
Scale with document: The Header and Footer i oo ™™™ — .
can resize (scale) if you print the spreadsheet s e | EOOTET:
at, say, 90%. 18 July  Robet Carch 1l| |Charlotte's Website, Questions? Call 810.555.1212, 4/7/2011
19 Fotruary Bay County
20 Fetruary Bay County
Align with page margins: By default, the Ry oy
Header and Footer align with the page 2 March By Cousty , )
. 24 March  Buy County Charlotte's Website Questions? Call 810.555.1212 41712011
margins. 25 March  Bay Couty
26 May Bay County b
27 May By Couty Different odd and even pages
Click OK to close the Page Setup window. e — -
Keep going..! 3 Jene  Boy Couty : '
P going 340 o] ey [ Sales Subantal by By Scale with document
oty 2
Align with page margins
Print... ] [ Print Preview ] [ Options...
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Header & Footer Tools
Before You Begin: Change the View
Go to View->Page Layout.

Find the Header/Footer Ribbon
Click on the Header. The Header & Footer
Ribbon should be available.

What Do You See? Look at the top of the
first page in the document. There should be a
tag in the left corner that says First Page
Header.

5. Try This, Too: Edit the Header
Click on the First Page Header.
Type: Charlotte's Website

Keep going...

M echha
Pb

View -> Page Layout

(o ook G Wy -
n Mot et Pegelat Fesmetss Oats  Revew  View Desgr Q=08
4) - . ] .% S L_] L P g ‘ 4 Dmaient Fuit Page ¢ Scake wan Decument

0%
Foacben

e Shaet Pt

Wesder Toster  Page Number Cument Cumest e
. - Mome  Miame

v Dferest 000 & Tven Pagei & Aign with Page Manges
Number of Pager  Dute

Tame  Buin

Heades & Foatar
Al -

L ) [ i

e e

Vel

1 T Header Footer Page MNumber Current Current File File  Sheet Picture
= > Mumber of Pages Date Time Path MName Mame
s Eﬂi- Header & Footer Header & Footer Elements
2 Jasuwary ik T ownee = —_—— ==
] Jesuary Dafers Davts Caterng $ 120
‘. fedruary Marmory 3na Me Sush Catenn; $ %
s febrvary Datasase Consultants Caterng s BN
. February Hamony ang Me Sush Cameng $ L
My Datasase Consuants Cawng 1
i March A oey A0 M Sushy Caveng ]
a5 Rarch c . Caderng 1 ] 100 00
b 30 March Taternn; $ %00
St Aprt = Caterng s 12020
12 Aprt Vst~ Mact el Caternng $ 1w
L1 Ll Harmaey 300 Me Sushe Caterng s 20 20
ie el MMMy 203 Me Susthe Cateng ] 200
w18 et e S Camen $ 10N
s ey MMMty a0 Mg ©oe S e .
L o
L] n :
5 First Page Header
-
[ 1] | Month  IcClient Category  Servic
Ovigenad Dats  Shaetd 5 ‘o ™ l J » »
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£ - v Seles 20107 Wicarso Execl M |0 oy e
Header & Footer Elements R L ———
Before You Begin: Scroll down to Page 2in . o o o o mmre e
this spreadsheet. Click on the Header. The e R N = i & focsm Dum eyl
Header & Footer Ribbon should be visible. T T
What Do You See? There should be a tag SE———
that says Even Page Header. ]
6. Try This: Edit the Even Page Header » e s It M4
Even Page Header: First Quarter Sales 2 =0k L = | E'|_—|i e A s
Click ENTER on the keyboard to create a 2 =| |= @ . '\_) P
new line of type. 5 Header Footer Page MNumber Current Current File

Header & Footer -> Design ->Header & Footer Elements

Header & Footer

- Mumber of Pages Date Time Path

) &

File Sheet Picture
Mame MName

Header & Footer Elements

Go to Header & Footer -> Design. a» >
Go to Header & Footer Elements. =

Click on Current Date. -

Keep going... d | S Gom S

Even Page Header

Month Client

Govemment Caterng  Breakdagt Buliet oTa
Govemment Cateing Mot Plater R
Govenment Caerng  Sveantayt Bullet

Eovcasonal Camrny  Eode Fast
Eavatans Cutains  Sussts

| -

&[Date]

First Quarter 5ales

Category Service Product Date Sales Rep

February Bay County
February Bay County
February Bay County
March Bay County

Government Catering Breakfast Buffet
Government Catering Breakfast Buffet
Government Catering  Fruit and Yeggies
Government Catering Coffee and Tea
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First, Odd, and

Even Headers.
What Do You See?
When you scroll up and
down through the sheets
in Page Layout View you
should see the three
Headers that we created
in this spreadsheet.

Very good.
Go to View->Normal and
keep going,

View-> Page Layout

First Page Header

Month |Client

Charlotte's Website

Odd Page Header

Category Service Product Date Sales Rep

Even Page Header
First Quarter Sales
&[Date]

Month Client Category Service Product Date Sales Rep
February Bay County Government Catering Breakfast Buffet 021212011 Connie
February Bay County Government Catering Breakfast Buffet 02M 212011 Connie
February Bay County Government Catering  Fruit and Yeggies 02132011 Connie
March Bay County Government Catering Coffee and Tea 03M712011 Connie

For More Information call:
810.555.1212
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3. Formatting Cells and Worksheets

3.3. Create row and column titles: Different titles on odd or even pages

Intermediate Excel 2010 Page 164 of

230

Maonth Client Category Service Product Date Sales Rep
July Hometown Community College Educational Catering Banquet 072112011 Elizabeth
August Hometown Community College Educational Catering Edible Fruit 08M1/2011 Elizabeth
August Hometown Community College Educational Catering Windows 081712011 Elizabeth
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Page Layout: Sheet Options
When you look at a spreadsheet on a
computer you see the Headings for the Rows
and Columns. You also see the gridlines. You
can print your spreadsheet the same way.

1. Try This: Edit the Sheet Options
Go to Page Layout->Sheet Options.

What Do You See? There are check marks
to print the Gridlines as well as the Headings.

2. Try This, Too: More Sheet Options
When you click on the Option arrow in the
bottom right corner of the Sheet Options
group you will return to the Sheet tab in the
Page Setup Summary.

OK. Sheet options...almost done with the
Page Layout options.

Page Layout -> Sheet Options

2 " v > o LR Sopey 221D - Mitopse Exce Tl i . ot i e 0 ¥4
\] L edy - . o RN Avtemeix ¢ Gadinel  Hesdngs L J
As | q 2] . 4 2 E
- AlToss « = ool LMot avtemate 7 Vew 7 Vew - .
Treme Mg Orintstion Soe Pt Siesks Baciground Prmt : - - Snd  Seecien Algn
- tmea - ° - i pews 2 See W S| e Ve | permesdis Sedeesass - Seae -
emmes Page Letus —— [rowp—
A . £ Augest Gridlines | Headings
4 . c [} £ F G " ) '
1 Moeh  Client Category _ Service  Product Date Sales Rep Amoust ¥ View | View
2 Janwary Ruck Towner Prate Caterng  Codd Plamer 11272011 Alex s 10m
3 Janwary Darese Davis ' ~ o - $ 150 . = =
v
4 Fobruary Harmany and Me Sushl] "7 S8 P Y-S s 00 Print | Print - ‘
S Febvvary Datadase Coraultants poes F— § S0m = N
® |Fobruary Marmeny and Me Seotl] | (EmasARERLinntn e 5 10000 Sheet Cptions Ta
7 March  Database Consultants Aot gee L $ 1,100 00
8 March  Mamony and Me Sushi] || P toe § S0
$ March  Casse ¥t Yol of Ly su8L ~ $ 1M
10 March  Meyers Vaboe o s .
11 Al Legreces Protuctions ||| o Print
12 Apdil Ny W hed 2 ol
e .
13 /Al Marmony and Me Sushl Pok o Gridlines Comments: {(None)
14 April  Marmeony and Me Sushi oveh o -
15 Aprl  Waker Srah vwwe || Black and white :
16 Moy Harmony and e Sustll| | o ) Cell errors as: |displayed
12 Jaky  VGs s || Draft guality
18 July Rodet Carcd Ouer, B
. O
i Faliuan S5 iR 1 cof T 4i '
v ¥ | KOW and column neaaings
20 February B =
21 February Buay Couty § wom
22 March  Buy County 5 0m
25 March  Bury County $ 600
25 March  Buy County $ om0
25 March  Buy Cousty $ 60M
2 May Bury County $ oM —
27 May Bary County Gowenment Caterrg  Boaskdawt Bufet 2672011 Conrne § Om
28 June Bay County Gowmnment Catenng  Cofles and Tea § O
29 Jane Bary County Gowwnment Caterng  Acssbat 2 $ Om
¥ June Bay County Gownment Catenng  Frut and Vegpes 06182011 Conrne § 0w
W 4 b M| Borus  Sales Subtotal by Rep | Ongead Data Sheet) VY ‘
hoty )
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Ong - Page Layout -> Scale to Fit
12wl D r 7w R e i o REIIR Sey JHO - Scopsol Enee T o o s G ool s (= 2o Bl v
Page Layout: Scale to Fit ?-:‘: Yoot -.:xq-“—“ r.-.:-.. Outs  Revew - .--.-_‘ e e | : e s@Paoen
. . A 4 d =4 " & ¢ " O ~
You can print the spreadsheet smaller if you =1 e “_—_Jm - Lr] & w -1 ;:: — :;':‘. . o “;1 ‘
wish. You can force the printout to fit 1-9 A ] Ao | R L o - :
pages wide or tall. You can also scale the e - £ gt o. Width:  Automatic -
. ap g ] c ) 3 F G H - '
printout by percentage. 1 Mowh _Cliest Category _Service _Product Oae  SalesRep Amows é” Height: | Automatic - 1
2 Janwary Rick Towner Prvate  Caterng  Coid Plamer 1122011 Alex s
3 Janwary Dardene Davs . $ 1% 5 -
1. Try This: Scale to Fit Options o sotrury ey s S 0 e D R sale 100%
Go to Page Layout->Scale to Fit 6 |Fetreary Hamany motio Svel|| " Unclimetntu L : w Scale to Fit F
9 y
7 March  Database Consultants Orertutor $ 110000
& March  Marmony and Me Sushi E R [X) i 5 Wm
What Do You See? There are combo boxes | > ™ — : 1 b
for the Width and the Height. You can choose st Lo s | o Scaling
2 Nadatyn Machel - _ |
a percent for Scale or type your own. 13 dgrh ey st S| | © Adjustto: | 100 |5 % normal size
14 Apdil Harrmorry and Me Sushil | S
15 April Wil Seih Pae e B [ Y| . 7|
2 Try ThiS, Too: More Page Options 16 May Harmoery and Me Sushil || ot gusiey @ Elt to: 1 ~] page(s) wide by ’3' Eﬁb“
" . " : . 17 July VGs : . ‘ *
When you click on the Option arrow in the By _ameces ] N
. . 3 February Conant
bottom right corner of the Scale to Fit group e e —
you will return to the Page tab in the Page | S
Setup Summary. 23 March  Bay Cousty
24 March By County
25 March  Bay County
Memo to Self: About half of the population s e gy e g o
(including your boss) wears bifocals and QS S Svey T S eiTes | SEiGe
cannot see a spreadsheet that prints very 0 June  Bay Couty Gowemment Cateerg  Frut and Vogges 06167011 Coerie

M Ae v oy  Sales Subsotaiy Rep | Ongead Data - Sheet) | 7))

small to make it all fit on one sheet. —

Who is your audience! Can they read it?
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File -> Print

Ad= 7 — — T Sues 2010 - oo Excd U ——————— v, ¥ 1
Print a Worksheet e = e e e e v % —
The Print options are part of the new :: o | B
Microsoft Office Backstage. In the following & Oven 'f ol I
pages we will look at printing a Worksheet, 3 e
printing the entire Workbook or printing just v Poinser
the cells you selected. Let's start with the Racest R e
Settings. e

Settings
1. Try This: Print a Worksheet ? g
Go to File->Print. oo ;
o Pt Oree Seded

What Do You See? The Backstage view e Cossed i

should display the printer and the options.

Try This, Too: Review the Settings

By default, Excel prints the Active Sheet. You
can print all of the pages in the Active Sheet . e sty
or just one by typing the page number. BeESS

Keep going...

e : Info
| 7 Canon Inkjet MP600 Printer
‘m Ready

Printer Properties
Settings

Print Active Sheets
Only print the active sheets

Y
-

Ii Print One Sided -

Only print on one side of the page

Pages: |1 to |3

1k

Exam 77-882: Microsoft Excel 2010 Core
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More Print Settings

2. Try This: Print Entire Workbook
Go to File->Print->Settings.

Select Print Entire Workbook.

What Do You See? The Print
Preview on the right side of the
Backstage View will show all of the
sheets in the workbook.

What Else Do You See? You can
also Print Selection: print whatever
you currently have highlighted.

File -> Print ->Settings

St Spadd

2 Cpmem
B et

Bragn Puge laped Faemati Bt Pavim o
et
ik
- C g 1
Frat
.
Settings

Print Entire Workbook
Print the entire workbook

Print Active Sheets
Only print the active sheets
Print Entire Workboolk

| Print the entire workbook
Print Selection

I ':'J Only print the current selection

Ignore Print Area

Letter 8.5"d1"
B5"x11"

il Marrow Margins
i Left: 0.25" Right 0.25"

[ Mo Scaling
Print sheets at their actual size

Exam 77-882: Microsoft Excel 2010 Core
1. Managing the Worksheet Environment
1.2. Print a worksheet or workbook: Entire Workbook or Selection
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July Eay County
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Summary

This lesson walked through the Page Layout
Ribbon. We investigated the Page Setup,
Scale to Print and Sheet Options. We used
the Page Layout View to create and edit the
Headers and Footers.

Finally, we reviewed the Print options in the
new Microsoft Office Backstage view.

Very good. You get the cookie.
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Formulas
& =
=
Print Break
Area =

[
Portrait

] Landscape [
‘ategory

etup

a

J e
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Test Yourself

1. Which Ribbon has the Workbook Views?
a. Page Layout

b. Home

c. Views

Tip: Intermediate Excel, page 147

2. Which of the following are Workbook View
options?

(Select all correct answers)

a. Page Layout

b. Normal

c. Draft

d. Page Break Preview

e. Outline

Tip: Intermediate Excel, pages 148 & 154

3. What is the command for Portrait or
Landscape?

a. Page Layout-> Page Setup->Orientation
b. Page View-> Page Setup->Orientations
c. Page Layout-> Change Orientation

Tip: Intermediate Excel, page 149

4. Which of the following is a Margin Option?
(Select all correct answers)

a. Narrow

b. Custom

c. Normal

d. Wide

Tip: Intermediate Excel, page 151

5. Which of the following is true about
Headers? (Select all correct answers)

a. Command is Page Layout-> Page Setup->
More-> Header & Footer

b. Headers and Footers are visible in Page
Layout view

c. In Page Layout View, Headers and
Footers can be edited with the Header &
Footer Ribbons

Tip: Intermediate Excel, page 159 &163

6. Which of the following is a printing option?
(Select all correct answers)

a. Entire workbook

b. Active Sheets

c. Print Selection

Tip: Intermediate Excel, page 168
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Excel 2010: Online

ralre

%) Online and Open for Business

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

1. Use the Sparkline Tools to display Line,
Column and Win/Loss Sparklines

2. Format the Sparkline Line Style, Color and
Markers

3. Format the Sparkline Axis

4. Use hyperlinks in a spreadsheet to link to
other data in your workbook or online

© 2011 Comma Productions

. 2 [Click here fo'po to the
3 |Month Amount
4 | Jlanuary 5 2,200.00
5 |February 5 2,930.00
& March 5 4,720.00
7 | April 5 710.00
& May 5 5,510.00
9 |lune 5 7,770.00
10 |July 5 5,490.00
11 |August 5 1,350.00
12 |September 5 2,860.00
13
14 Question? Send me an email
15

Intermediate Excel 2010 Page 171 of 230
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Lesson 6: Online and Open for Business

E Sparkline Tools->Design
1. Readings ' — High Point First Point
Read Lesson 6 in your Intermediate Excel i e — \/\/\ \/\/\
Guide, page 171-224. Edit Column Win/Loss
Data~ Megative Points Markers
Project Sparkline - Show
Format a spreadsheet so that it is as interesting and lJ EJ iJ

informative as a web page.
L sparkline Color ~

]
Downloads \/\/\ \f\/\ \f\/\ \/\/\ - | [ Marker Color - = It Ungroup
Sales 2010.xIsx - Axis .

o # Clear -

Sales 2010 Complete.xIsx

1logo.ipg Style iJ EJ

Rainy Day Savings Training. xlsx
Menu Maps

2. Practice This lesson introduces the Sparkline and Home Ribbons.

. Insert -> Sparkline -> Line, page 178

. Sparkline Tools -> Design->Type -> Column, page 180

. Sparkline Tools -> Design->Style, page 181

. Sparkline Tools -> Design->Show -> Markers, page 182

. Sparkline Tools -> Design->Style -> Marker Color, page 183
. Sparkline Tools -> Design->Group -> Axis, page 184

. Home -> Cells -> Format->Rename Sheet, page 185

. Insert->Hyperlink, page 193

Complete the Practice Activity on page 225.

3. Assessment
Review the Test Yourself questions on page
226.

ONOOAAPRWN =
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@ Online and Open for Business

Page Layout

&
m Home Insert

=

Formulas

m

J Calibri 111 A a
_.lév
Paste B 7 U-~|ii~-| M- A~ =
- =7 | -
Clipboard ra Font ¥
Al - Jx
A B C D
1
L]
2

3
Start -> All Programs ->Microsoft Office -> Excel

In the previous lesson, the focus was on dressing up a spreadsheet
with the Page Layout and Print Ribbons. We investigated the options
that prepare a spreadsheet for print. However, most spreadsheets
never get printed: they are simply opened, read and reviewed.

Now, think of a spreadsheet as a webpage: what would you see?
The data can be presented visually with little Sparklines. A
spreadsheet, like a webpage, can also use color and position to help
people navigate through your workbook. And a spreadsheet can
hyperlink to additional information or websites. Very good. Start
Microsoft Excel.

What Do You See? Is there a Title Bar that says Book 1-
Microsoft Excel? Yes.

Data

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

If your screen looks similar to the example on this page,
then you are ready to get started.
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@ File-=>Open

d9-0-le T RGN Sales 24 Corgtete + Woirosat Entd DR 1
Before You Begin = - B . ——_
This discussion begins by creating a sample N el M. b oA | ':“ iy = 52
spreadsheet that analyzes 9 months of data- Wl b Gl il Pomting” s :
technically the first 3 quarters of sales. - - £ =SURTOTAUIMINTI M
| [r— 5

5 Janwary Tetal §IX
15 February Totsd  §

1. Try This: Open a Sample Spreadsheet

Open a sample spreadsheet: Sales2010.xIsx B a8 4128
Go to the Sales Subtotal by Month sheet. A et
o 52 une Tetat 57 H79 - Je | =SUBTOTAL(9,H2:H77)

What Do You See? This sheet shows the . T
product sales for Charlotte' Website. There are 1 * = Serebe fow :,; & I;I : -
two Columns showing: Month and Amount. (The ® 1 |Month Amount
other Columns are hidden.) There is an Outline = i 5 January Total  § 2,200.00
on the left side next to the names of the Months. " |
Keep going... . 15 [February Total § 2930.00

. 27 March Total $ 4,720.00
Membo to Shelf: Yout:o not have ’:?lMATCH the . 34 | April Total S 710.00
numbers shown on these pages. It is more o
important that you begin with some data and n 40 May Total $ 5,510.00
understand the options. - 52 | June Total 3 7.770.00

= 61 July Total $ 5.490.00
Another Memo: We will learn how to » 1
summarize data with Subtotals and PivotTable Sl —— 68 August Total $ 1.350.00 -
reports in the Advanced Guide to Excel 2010. o 78 September Total § 2.860.00

=] 79 Grand Total I $33,540.00 _I
a0
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2 T st ] AN "ug » g Teat Aiicuneng r'
h -

Create a New Spreadsheet m b L casten
We will create a new Sparkline spreadsheet o .

that will look up the data from the Sales —
Subtotal by Month spreadsheet. 2 sarsary

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

Rename the spreadsheet: Sparkline. . B2 v

Add the following labels: 1 Month Total

Select Cell A1 and type: Month. "
2 [January
3

February

Select Cell B1 and type: Total. -
If these are labels (and they are) they need
to be formatted BOLD.

Select Row 1. Go to Home->Font->Bold. 4 March
5 |April

Select Cell A2 and type: January &6 May

Select Cell A3 and type: February 7 | June

Select Cell A4 and type: March o

Select Cell A5 and type: April « ¢ 2 ]t | sputine 8 |July

Select Cell A6 and type: May o 9 |August

Select Cell A7 and type: June
Select Cell A8 and type: July
Select Cell A9 and type: August 11
Select Cell A10 and type: September

10 September

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.1. Construct cell data

Intermediate Excel 2010 Page 175 of 230



w2y Hi

AN ————————T et Vi i T P . 4t
5 #. Canh * 1 Ay "mg » o e Tea r ]
Create the Formulas S At B R R =
The next steps use a formula to create a w2 - K | =Sales Subiotal by Meath1HG
Relative Cell Reference that links data from the i —— B E r s #
Sales Subtotal by Month spreadsheet that 2 taruary
Subtotals each Month's sales. | A PR
3 $ nooo
3. Try it: Create the Formulas - o £
Start on the Sparkline spreadsheet. e $5,4%0.00
All equations begin with equals. | e B2 -

D

E F

Select Cell B2 and type: =. - A B

Go to the Sales Subtotal by Month sheet and "
click on the amount for January in Column H. 18 1 Month Amount

a 2 |January I 52,200.00 _I
3

Select Cell B3 and type: =. "
Go to Sales Subtotal by Month and click on the February $2,930.00

amount for February in Column H. a 4 |March 54,720.00
M 5 April 5 710.00
Please create formulas for the other months as D
well. Keep going...! » 6 May $5,510.00
2 7 June 57,770.00
Memo to Self: You can use the sample 0
spreadsheet or just type the data that you see —— 8 July $5,450.00
on this page if you wish. 9 August 51,350.00
10 September 52,3860.00
11

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Use Absolute and Relative cell references
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Still Before You Begin

There are a couple of formatting tasks
that should be done. First, add two blank
rows at the top of the spreadsheet. Next,
select two cells and merge them.

4. Try This: Add Two Rows

Select Row 1.

Go to Home->Cells->Insert.

Click on Insert->Insert Sheet Rows.
There should be a new Row 1.
Repeat to add a second, blank Row.

Try This, Too: Merge Two Cells
Select Cells A2:B2.

Go to Home -> Alignment.

Click on Merge and Center.

What Do You See? When you click on
Merge and Center, the two Cells that you
selected will be combined into one Cell.

Do This Now: Save Your Work
Go to File->Save As.

Enter a new name: Sales 2010 Complete.

Home -> Alignment -> Merge and Center

B R DT e —— T T
. Yoot Page Lapost Formets: Data Roven View [?] & 0
A e " AL "m » 7 e Teat CI— . . Tk -5
- - E o9 2.
AR — - 2= faart o

%A EE W P Hwwrescmn: § % + QS Cosdtons foms et Dviee Format

; Wrap Text

i

i
]

i

£= = | ka Merge & Center

Alignment Tl | —

- 3 Month Amount

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.2. Merge or split cells
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Add Some Spark

Microsoft Excel 2010 has a new feature

called Sparklines. A Sparkline is a little

chart that helps people see the trends. It
is another way of picturing the data.

1. Try This: Add a Sparkline
Select the new merged Cell.
Go to Insert -> Sparkline.

Click on Line.

You will be asked to select the Ranges:
Data Range: B4:B12
Location Range: $A$2.

Keep going...

What If It Doesn't Work? Look at the
Location Range. You may have noticed
that the Location Range was listed as
$A$2:$B$2. You need to correct this or
you may receive an error message about
an invalid Range.

Insert -> Sparkline -> Line

e wd ez ; S L Ly : = ’ _J
Ty Bty ghaee,
Sl RoX 37 12K N
A L3 < LI
1 L= Column
- E—— Column  Line Fie Bar Area Scatter Other i
¢y 3230000 . 0 - - - - Charts~ | [% Win/Loss -
S Februan $2.9%0.00 | =
o wacn | s47om Charts | Sparklines
7 Apnil $ nooo
& May $£5.510.00
3 Jne $1.r0.00
10 uby $3,4%0.00 =
1 Augum 138000 Lo ¢ —

12 September $2.800.00 Dvoane Be dols Bat ro mard

v Gt Rarge:  BedLl ~

2 ]

B e e v el P e Vo e ke el

e [PU——rT ~

v r

= Create Sparklines

2

— Choose the data that you want

Fi

: Data Range: |(B4:B12

»

n

= Choose where you want the sparklines to be placed

n

;:‘. -gnm_- Sparkines  Custorren Sues Scbroty by Rl Lﬂﬁﬁﬂn F‘.ange: $J5.$2 ai
[ 0K ] [ Cancel ]

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines
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Hello, Sparkline!

Insert -> Sparkline -> Line

(2] wd e 0w T Sy 2000 Complete = Microsoh Excel M R T

” - Ve e iaph

v R ] Font Pert

2. What Do You See? There should ol hiamii LR VYA VARV VAR VARV VA
be a new, tiny Sparkline chart. The ] i s .
Sparkline Tools should be available. a2 - * A B
A L C
! 1

What Else Do You See? In the
example on this page, Row 2 has
been made taller and Column B is

wider so that the Sparkline is earlier to

see.

Keep going...

Month Amount
January
February
March
April
May
June

10 |July

11 |August
™ 12 September $

W0~ L w (R

L L L L LU U U U

6. Presenting Data Visually
6.4. Apply Sparklines
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@ Sparkline Tools -> Design->Type -> Column

Db N Sales 078 Commplete - Mecrseh Esgel T . T i O
Sparkline: Change Type ~ M@ -~ = oo o e e o o e
There are three types of Sparklines: 2 EC M e i (Wb Sk b ey sk by M MY e s
Line, Column, Win/Loss. You can e i ' ]
change the Type with the Sparkline Az . -

Ribbon |f yOU W|Sh : A 8 ¢ o £ ' [ " [ i N L " N f 3
Before You Begin: Click once on the

Sparkline so that it is selected. The
Sparkline Tools should be available.

3. Try This: Change the Type
Go to Sparkline Tools -> Design. s
Go to Type->Column. e e

1 August $ 1,350.00
12 September $ 286000

2 A | Mt -

Edit Line |Column|Win/Lass =

Data - “':
Sparkline Type = l I
- — Ll

2
What Do You See? The Sparkline is a : — — Month Amount
very tiny chart. The Column type may s 5 - 4 |January g 2,200.00
be easier to see the trends compared
to the Line type, depending on the data. 5 February  $ 2,930.00
Keep going... 6 |March 5 4,720.00
7 |April 5 710.00

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines: Format a Sparkline
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@ Sparkline Tools -> Design->Style

(A R o 4
Sparkline: Styles e R
Each object in Microsoft Office can be Sl R T TR T Fu-m-- K e
formatted with Styles. Sparklines havea ... .. T e b b gur b sk by Patog
small gallery of Styles as well. — -kl — VS Bl Bl B bl I —— *

Al - "'T"H'I *’_‘HJ |.l,.||"|..l_| ;H'_‘uﬂ LLII'_‘I.l_l "I':.-.:".' -
Before You Begin: Click once on the
Sparkline so that it is selected. The o sk pay bt
Sparkline Tools should be available. : oy b g by by by
4. Try This: Edit the Style e R R hyJay vh, A2 v (& 5 |
Go to Sparkline Tools -> Design. Saws 3 AT : : A | B | T |
Go to Style. S i imm 1
Click on a Style: Accent 6. i sy s sam00

R Tet

What Do You See? The Sparkline Styles

are simple compared to the Chart Styles.
Keep going... E
- nl B
2 2 . |
=

M_w_mm_m_m.mi M“"th Amount
e 4 January 5 2,200.00
5 |February  $ 2,930.00
6 |March 5 4,720.00
7 |April 5 710.00

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines: Format a Sparkline
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@ Sparkline Tools -> Design->Show -> Markers

- w T Sale X012 Complete - ey 5
Sparkline: Data Markers e e e A e L
Markers are data points. You can format Sl i D e TV ALY, W ALV VALY N ALY ik ¥aNVile 51 PSP
the points to draw attention to the data. el S High Point First Point
. . A ¢ ow Point Last Point
Before You Begin: Click once on the 1 Edit Line |Column Win/Loss _ _
Sparkline so that it is selected. The Data - Megative Points || Markers
Sparkline Tools should be available. sparkline Type Show
Go to Sparkline Tools->Design->Type.
Click on Line. i S—
4 larery $ 2,200.00 .Iﬁuz - .fl-'
5. Try This: Show the Markers e — A B [ C
Go to Sparkline Tools -> Design->Show.. . .., s 2310.00 1
Click on Markers. o e :
1 August $ 1.350.00
What Do You See? The Markers include: :5 —1 ‘ , .
High Point i )
Low Point >
Negative Points » i ,
First Point » .
Last Point =
2 2 - E
Keep going... D S _ 3 |Month Amount
oo 3 4 Jlanuary 5 2,200.00
5 |February 5 2,930.00
& March 5 4,720.00
7 |April 5 710.00

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines: Show the Data Markers
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Sparkline Tools -> Design->Style -> Marker Color

(E o e 0 I i, 8 Carmpiea's Virose N
Sparkline: Marker Color B i e e
The purpose of the Sparkline is to e T e Cuane AT,
visualize the data. You can format the st i e
Markers to make the points more obvious. = T . : L .

Before You Begin: Click once on the
Sparkline so that it is selected. The
Sparkline Tools should be available.

Morth  Amoust

6. Try This: Format the Marker Color s P ey

Go to Sparkline Tools -> Design. ool AT

Go to Style->Marker Color. By 3 A2pds

Click on a Theme Color: Orange. 10 sty ¢ 4.0
IL Augund 1,350.00
12 Sepiember 000

What Do You See? You can choose a -

different Marker Color for the points. 5

Keep going... E

Memo to Self: If you have a Column =

Sparkline, the whole Column changes >

color when you format the Markers. Tt R Spebi SRS SR eSS

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines: Show the Data Markers
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.| 7 sparkline Color~  4—

n = 3
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4
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Sparkline Tools -> Design->Group -> Axis

e

Sparkline: Format Axis Ml = S R
There are some basic Axis options that you . = "% " e e S s
can choose. i e

A2 . &
Before You Begin: Click once on the - . L ) . '
Sparkline so that it is selected. The
Sparkline Tools should be available.
Go to Sparkline Tools->Design->Type.
Click on Column. e
The High Point Marker is Purple. 4 sy 8 230000
7. Try This: Format the Axis Bl '3 asas
Go to Sparkline Tools -> Design->Group. | | soped
Click on Axis. v
What Do You See? By default Axis 5

options show the Maximum and Minimum v
Values for the Horizontal and Vertical Axis. "

Very Good. That's a lot for a little chart.
Save. Save. Save. ;

W e ] Borgs | Sparkiees - Oustomerny Saims Subrotal by Rap Syl Suptonal b
—

i

Exam 77-882: Microsoft Excel 2010 Core
6. Presenting Data Visually
6.4. Apply Sparklines: Customize Sparklines
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il_ % Group
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Axis
+ |2 Clear =

Horizontal Axis Options
v | General Axis Type
M Date Axis Type...

L sparkline Color ~
nr'.’larlsuarI:Z»':nlt:nrv

v | Show Axis
Plot Diata Right-to-Left
Vertical Axis Minimum Value Options
v | Automatic for Each Sparkline
Same for All Sparklines
Custom Value...
Vertical Axis Maximum Value Options
v | Automatic for Each Sparkline
Same for All Sparklines

Custom Value...
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Home -> Cells -> Format->Rename Sheet

S _ 1
Formatting Worksheets B e e e LN o o=

. .. A s 1 A S # vt [ - B g =5 ) E o J
Technically, a spreadsheet is just one e e i gy [ | P ——— o G |t Dot Pt £ st e
sheet in a an Excel Workbook file. Each  ....". , dgmant B e e L
sheet can be named so it is easier to find az - & H—
the information. You can use Color, - " L el . £ H ! ! ' Ll w B R

Position and Grouping to manage the

h
= b A

spreadsheets as well. :| H E_
This lesson begins with a review of how to : .L«- =l Insert Delate Sort & Find &
Rename a Worksheet. The example - Laam - - 2 Filter~ Select~
shown on the_se pages is the same one e Zamm Cells | cen size
from the previous pages. 7 |agnl .0 —_— ' .

i A Fow Height...

3 | hne T, TR0 ¥ =
1. Try This: Rename the Worksheet P i M AutoFit Row Height
Click on the Sparklines tab. - - e s _
Go to Home -> Cells -> Format. : = | Column Width...
Click on Rename Sheet. 8 24 AutoFit Column Width
The Name in the tab should be. u 75 Default Width...
highlighted black. Type: Sparklines 2 2 M 4 » | Bonus | EIRETININEE . Customers . Sa s
Click ENTER on the keyboard. % Ready | 3 | Visibility

i Hide & Unhide 3
Keep go|ng :"; . ;_I_w..u | Sparichnes - Cuptomary | Sales Sbtotalby Bap - Gales Subdntl iy Manth Organize Sheets

Rename Sheet

Memo to Self: You can also Rename the
sheet by right-clicking the tab. Move or Copy Sheet...

Tab Color L

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Rename
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@ Home -> Cells -> Format->Move or Copy Sheet

9 |lune i
Worksheets: Move | W Mave or Corp} T
Move or Copy are on the same page. 10 | luly S n
Here are the steps. 11 August 5| | Move selected sheets

12 September 5 o LILc
2. Try This: Move a Worksheet 13 Sales 2010 Complete. xsx
Click on the Sparklines 2 tab. 14 Before sheet:
Go to Home -> Cells -> Format. F—
Click on Move or Copy Sheet. 15 Sparklines 2

16 Customers
What Do You See? A little window will 17 EEE U E ~
prompt you to Move selected sheet. In the eSS ¥ Mon
example on this page the Sparklines 2 18 g?:g;gf‘g;‘g‘" by Category
sheet will be placed before the Sales 19 (maove to end)
Subtotal by Rep sheet. 20 [ create a copy
What Else Do You see? You could use 2L
this method to Move or Copy a sheettoa |22
different Excel workbook. 23

24

Memo to Self: You can also Move the c

sheet by left-clicking and holding the tab. & 4"» % Bonus | Sparklines 2 ~ Customers . Sales Subtotal by Rep
The cursor will follow your mouse as you Ready | P

move across the tabs. When you let go of gady | |
the mouse, the page will be placed there.

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Move or Copy Sheet
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Home -> Cells -> Format->Tab Color

F'd - [~

Worksheets: Color M e [ e eSS S = s ,;’ = -
. . b Catnn *'a “Aa = *»- R Cavent * _ 24 v‘- 1 ] ] =,
COIIOI’. IS. a Very Important Clue for m. ‘;. BIiUr T »AES : R Mgt 3% v WS 'Caaabohw .f‘; { l-«'m l:v:-u l;; '-: sath Fnd &
navigating and locating data. The A o : e i e e i —
Computer Mama's first mentor used Az . £ I Ao e E
colored floppy disks: green for financials, | * - c Lo | ¢ . il [ ' ! . Llm paoraromrern o 3
Organize Sheets

red for priority projects, and so forth. You
can color the tabs in your Workbook. Here Rename Sheet —
are the steps. I l I

all N8l

) l Move or Copy Sheet...
3. Try This: Color the Sheet Tabs - Theme Colors Tab Color >
Select any Tab in the Workbook. - .3 A H EENENNENN potection
Go to Home -> Cells -> Format. 7 agni s 710.00 .
Click on Tab Color, | e I I &)y Protect Sheet...
Choose a Theme Color. e i 111111111 |2 Lock Cel
12 september $ 280,00 IIII.IIII.
n o
. E3* Format Cells...
What Do You See? The Tab Color is » E) . -
i, Y ! Standard Colors
difficult to see when it is the active sheet. . Em yEEEEE
The Colors are much more obvious when - u
it is not the active sheet. o | | No Color
n
g 12 More Colors...
2 . .
= FVRERRTIOT,  FIv TETUTRIERIEETORERERPeTe | » -
29 WG e - Y L2
30
4 4 » ¥ | Bonus ./ Customers . Sparkines 2 _/iSalSSiSUBtOtalBYIRE
Ready | [ |
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Home -> Cells -> Format->Hide & Unhide->Hide Sheet

] e T T 2o, Corpiett - et Lol M ———— ...} 4

Worksheet: Hide a Sheet R s e e
. . . s it T A gy W S p Tea Earerey . £l e :_'l'l o np _ oF

Sometimes it is helpful to Hide the sheets that === = i 5 e A e s e e mes s B s i
the users don't need to edit or modify. For T i : G e, el e e e
example you might consider hiding the the @ - 3 JEE— i
sheets with the lookup tables. A 8 £ ] £ F s H ' : ¥ L ] sl

I Gales Rep Tortal oamidasiion Bords Sy Per

1 | 5 B30 LT 5 L300 | Visibility
4. Try This: Hide a Spreadsheet Hjconie & BXIAN 1¥% £LME30 B 30000
Select any spreadsheet. The example on this s $isséacs 30 onas § Sesiom Hide Rows [ Hide & Unhide k
page is the Bonus spreadsheet. . ize Sheats
Go to Home -> Cells -> Format. Hide Columns Organize 5
Go on Hide & Unhide-> Hide Sheet. Bonus Hide Sheet Rename Sheet

Move or Copy Sheet...

What Do You See? "Silly wabbit! Trix are for Unhide Rows

$1.000
H " 1 1 300 00 “
Ir(]ligz.er:(ou WONT see anything. The sheet is :mm Unhide Columns Tab Color
' Sasone e Protection
Keep going... - ' ' y = (&lg Protect Sheet..
d__4 _

e et e Lock Cell

|§' Format Cells...

S:IEE?UE_E_HHHEEZEESEE-is""H‘-

18 -

4 4 v W[ Customers | Sparklines 2 J#NSHIESSHBEOEIEIRED

Reacy | 3 |

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
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Worksheet: Unhide a Sheet
5. Try This: Unhide a Spreadsheet
Go to Home -> Cells -> Format.

Click on Unhide.

What Do You See? If you have more
than one hidden sheet, you will be
prompted to select which one should be
visible.

Please Unhide all of the hidden sheets.

Home -> Cells -> Format->Unhide

© Seles X003 Complete - Mucroso [acel  m
- roan Page Layous P3emont Dats Favea Ve
U4 cumn 1 AN eyl @ o Wrap Tent

T A EER R A Mg s Conte -

e TR N N -

General

$-% » WA Constuns foma  Cek  imet
Formatong © o1 “abie ¢ Siyies © .

E g9 -

Cigbomd o Fort . S grment [y (e
- ~
“ I8 < 1+ [ 4 F G " | ]
1
,III III.I
1 Monsh Asvarant
4 Jlarvary s 1,200 00
§ February s 1,930 00
& March s 472000
7 apnl s 71000
& May s $,510.00
3 ne s 1.770.00
10 »ly s $,4% 00
1 August © 1380 .
12 September § Unhide
13 Umde
12
Urce sheet:
= tore Unhide sheet:
16 . | = '
:" Bonus
1 Customers
b
3

Nw NN N
JRUEN

WA v Sparkieas 2 AR
2

H
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Home -> Cells -> Insert->Insert Sheet

Z] w0 0w S S 209 Complete™ MecrosoM Escal I oo o T W WO W e 6
Insert a Worksheet e e T
There are two more useful worksheet .o, [ A Slle e EEEEER - 28 oo o[k oo v
commands: Insert and Delete. You = povsee t
probably already know them, but they A2 - - : e motpuripem |
complete the discussion. - . S ——— — — — —— §
6. Try This: Insert a Sheet S 5
Select a spreadsheet. §( B ‘ﬁ ﬁ
Go to Home -> Cells -> Insert. @ -
Click on Insert Sheet. e Delete Format _ Sort& Find &
S Februsy $ 2,:0.00 - - Filter = Select =
& March 3 4, 72000 ors
What Do You See? In this example, . 1w  : Pres Jg= Insert Cells... E
there is a new worksheet: Sheet1. 3 2740 a
Your new sheet may be Sheet2, B § iwa 5@ Insert Sheet Rows E
Sheet3, or whatever the next number . ™ * e %' Insert Sheet Columns 2
would be. s =
= =] InsertSheet
Memo to Self: You can also right-click .
the tabs and click on Insert... »
2
=
KRR
resy 0 29
30
4 4 » v ["Bonus , Customers | Sheetl . Sparklines 2 .~ Sales Subtotal by Rep
Ready | iﬂ [

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
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Delete a Worksheet
If you can Insert a spreadsheet, then you
can also Delete a spreadsheet.

7. Try This: Delete a Sheet
Select a spreadsheet.
Go to Home -> Cells -> Delete.

Click on Delete Sheet.

But Wait...! What Do You See? If the
sheet has data (text, numbers, graphics,

anything) then you will be warned that the

data will be deleted... Permanently.
There is no Undo.

Click CANCEL. Do NOT delete the sheet.

Memo to Self: When you delete a blank

spreadsheet, you will not lose any data so

you may not see the warning message.

Home -> Cells -> Delete->Delete Sheet

(] wd B e T Sakes N13 Cormpheie + Norrise Crod M
et Franl Fage Lapnam Fitmaiai Data Ftvirm Vi
A s A e ® o weap Trat
J gy
"JEI-I ¥ B JSU e e A EEE EE uege s conie
Capbdaid » Fard ] ahgmmr—d
L] &
a B -] F Lo

2

]

A | sy &, Hwh. i
5 | Fabeuary 0.0
& |March 4, TR0
T Al Fi00
& My 510,00
3 e T,
10| baly & 450.00
11 | Aisgust 1,350.00
13 Laptember k0.0
13

14

15

15

17

15

13

o

ulfl

E 8 5

vl M Condiionsd Formst il
Formaing - m Rably ~ Syl -
T

s

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

Delete Sheet

Find &
Select -

Microsoft Excel

HOM
& h

=3

iR

l Delete | [ Cancel

lx Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete.

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks

4.1. Create and format worksheets: Insert or Delete a Sheet
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Group the Worksheets

One last example. Say you have a
collection of sheets that belong together.
There is a new Group function in
Microsoft Excel that allows you to manage
those sheets together.

Try This: Group Many Sheets
This sample workbook has several
sheets.

Select the first sheet.
Hold the CONTROL key on the keyboard.
Select the second, third and fourth sheets.

What Do You See? This set of sheets is
now a Group. When you Move one, you
Move them all together. A cursor and a
stack of pages will follow your mouse as
you move across the tabs.

Try This, Too: Ungroup the Sheets
Right click the Group.

Click on Ungroup Sheets.

The Sheets will be independent, again.

28
29
30

4 4 » | Bonus | Customers . Sparklines 2 . Sales Subtotal by Rep .~ Sales (i

9

Exam 77-882: Microsoft Excel 2010 Core
4. Managing Worksheets and Workbooks
4.1. Create and format worksheets: Group or Ungroup a Sheet
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13 5 Insert...
E | @ Delete
_21 Rename
22 Connie Elizabeth Mikki
E Maove ar Copy..
; @ View Code
75 isgg  Protect Sheet
26 Tab Color
27 Hide
28 Unhide
29
; Select All Sheets
— Ungroup Sheets -
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Home -> Alignment -> Merge and Center

] - B | 1
Links and Hyperlinks M T EEE e e e e b
A spreadsheet can include Hyperlinks to R A mmw e R s v s WA o LA 2-r ]
additional information. The hyperlinks can take ... ton : A | M T e
i i Al - £ = =

Zg?e’g)dzr:/éz?ssne or they can link to other r 3 S—— %]l P = Wrap Text

= = = | iE 5= | ad Merge & Center ~
A hyperlink can be added to text as well as A B _
graphics. This lesson will begin by adding a | Alignment r
picture to the Sparkline sheet. i i

1. Before You Begin: Edit the Spreadsheet
The example begins on the Sparkline sheet. m l I . l

1350 00

Select Cell A1:B1. Bt | Aot
Go to Home -> Alignment. 3 ey
H & Mard s 47000
Click on Merge and Center. Mo 3 e
 May s 551000 1
9 Jne s 7.70.00 | ]
What Do You See? Cells A1 and B1 are 10 sety s $450.00
s
s

merged together. In the example on this page
Row 1 has been made taller. u

14
15
. 14
Keep going... 1
15
0 N R Custorets | St
ey T I
HEE_ -

Month Amount
January S 2,200.00 i —

28860 00

[ 2] ]~

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.2. Merge or split cells
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Insert ->Picture

= -2 2
Insert a Pictu re [T wrarl Fage Liyins Fasmatin fata h-.-.-.- irn Tawmsd & ﬂ oo

| g i - is L A i vy ol Weestn - T tquato= -
2. Try This: Insert a Picture ' ' DkeTh:O il Q5 EIIL. A -

Select the new merged cell.
Go to Insert ->Picture.

Ell=l @ Shapes -

Browse for a picture: 1logo.jpg N B e T EE] T2 smartArt
Double click to add the picture to this = [l vyt . & Picture Clip .
A B At lest Screenshot - [«

spreadsheet.

. Ilustrations

What Do You See? The Picture Tools i %+
e
should be available when the picture is .- Chﬂ?‘! e si\
selected. You can resize the logo to fit the R IR WEb ‘ p *
merged cell. SMT1ImI ™| . I
. : '::—lt:f :"““"t T, 30601
Keep going... 5 [Fabrusry & 39000
& March & &, T
T |apnl 3 TIm
Memo to Self: You do not have to - B 1 o)
MATCH the example on this page. You e L I
can use the sample picture, 11090.jpg, Or i septemeer < Lm0
your own picture if you wish. .
L]
T
A4 n RN CLRoTen | Sl | Sparkl
Resgy ]
2 b
3 Month Amount s :
4 |January 5 2,200.00

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.3. Apply cell references in formulas: Use Absolute and Relative cell references
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Insert a Hyperlink

Where do you want the hyperlink to go? You
can link to a place in the same document, link " et
to the Internet, create a new document, even ;
open an email. This lesson will add

hyperlinks to a picture, a Sparkline, as well as

text.

3. Try This: Insert a Hyperlink

Insert ->Links-> Hyperlink

-9 v

Prtlase Pctare C

Chablotte’

Web

Click once on the picture to select it.
Go to Insert -> Links-> Hyperlink.

Q

i
4 Jarary 3 2,200.00
S February § 2,%0.00
& March $ 4.720.00
Hyperlink 7 Apnil s T10.00
§ May $ $,510.00
% ke s 7. 7000
LIrIkS 10 b 4?om
11 Aug 1,350.00
12 September § 1.8¢0 00
12
What Do You See? When you click on s

Existing File or Web Page, you can linktoa =

file on your computer. You can also type the

address for a webpage.

Type an Address: www.comma2010.com

(Excel may add the http:// stuff. )
Click OK. Keep going.

Sabes X013 Commplete - Mucreroh Eacel m
Lvons

Y Gumemens | Sparkines ) NN
-

u o A. O Q » - Sz e
. Blvrsrrire §1 Yoo
royparens o Mender
Sov & Pocte ‘B Ot
tent —
o H J L “ [
o Hyperk B
“overTg

’-—" S Svmrt @ Q@
e

S L f‘ﬂﬁh a -
Orrvl Py v

Llnk to:

Existing File or
1 Web Page

Place in This
Document

Create Mew
Document

E-mail Address

Exam 77-882: Microsoft Excel 2010 Core

2. Creating Cell Data

2.3. Apply and manipulate hyperlinks
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@ Insert -> Links-> Hyperlink

[E] bl e e T Gt 2O oot - Mhaieiih Eniel - e ] 4
Try the Hyperllnk . “ '-;.:11 "'"'r.lr'.‘:':;:.. A "1"'.": ;”= ; o2 u 5 e | a’ A ol wenedaa - .'-!'!w:l?n- o
So, what does a hyperlink look like to ol El R e B PR TR W PR A oee | e o - | 2 e “—
someone using your Excel spreadsheet? AR el 5 BT ST B T o ] iy VN Ml e A

4. Try This: Find the Hyperlink

Run your mouse over the picture that has c::": tre's,
the hyperlink, please. . S

What Do You See? When you run the
mouse over a hyperlink, you should see
the "finger." You should also see where
the link will go.

: Maorek Arraunt

. . A lunasary ) T HEL00
Try This, Too: Try the Hyperlink 5 |Februsry & 230,00

. . & March T
Click on the picture. e 5 o
i i i & My & 551000
Did the website open in your browser? | R s
13 daly £ S5 ()
. . L Augus £ LT
In the example on this page, the hyperlink i sepenser s zasa00

will go to www.comma2010.com, our
course online. L5

Keep going...

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.3. Apply and manipulate hyperlinks
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Link to a Spreadsheet

Say you wanted to link to the original data
sheet. You can create a hyperlink that goes to
another sheet in this workbook.

Before You Begin: This lesson shows the
Sales 2010 Complete.xlsx file. This workbook

has a sheet named Original Data as well as the
Sparkline that we created earlier.

5. Try This: Link to a Sheet
Click on the Sparkline.

Go to Insert-> Links-> Hyperlink.
Select: Place in the Document.

Click on the Original Data spreadsheet.

What Do You See? When you choose Place
in This Document you should see a list of
Sheets and Defined Names that you can link
to.

Click OK and keep going...

Where Have You Seen This Before? In
Microsoft Word, you can hyperlink to the text or
picture that has a Bookmark.

Insert ->Links-> Hyperlink

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.3. Apply and manipulate hyperlinks: Create a Hyperlink in a Cell
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= i P et “ h‘ T’ ~ = 0 coma | < Q’ ,‘ﬂ seage I SWPRbUne - | £ Symaet S—
ol Tat el - P B ke Ste O o 0 Tk Mt e Medw
A £ '
£ ¥ q n ' ) L L ~ N [+} E
Chawi tte‘\ :
Web x ] f
LT Tewt 0 dugtey: vl oA 3 saenT. f
- '-i'nnv-w--- :
Link to: Text to display: |'Criginal Data'lAl
'_V"‘N
1 Type the cell reference:
o~ * | % | Existing File or | |1
4 Jaruary $ 2.200.00 'I.“.I'Eb PEQE - -
3 [February  § 2.900.00 a Or select a place in this document;
& March s 472000 £ el Addem|
N3 nas = Cell Reference
3 ene s = - Customers
10 sby s Place in This , i \
. Document "~ Sparkines 2 .
= - - 'Sales Subtotal by Rep
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@ Insert-> Links-> Hyperlink

€ e @ N Sues 2018 Complete s Mecrusoh Cocel W T S .
Try This Hyperlink, Too e e T Q-
Every good programmer tests the links e G T B B =

and buttons. Test, test, test.

6. Try This: Test the Hyperlink

Run your mouse over the Sparkline that Ca,-"t: tre's,
e

has the hyperlink, please.

What Do You See? You should see the
"finger." that indicates a hyperlink.

Try This, Too: Try the Hyperlink

Click on the Sparkline. Did the link take e .
you to the Original Data sheet? e s 29000
7 Apnl $ 710.00
What Else Do You See? The hyperlink, %
Original_Data!A1 is displayed on the el :
Sparkline. While this is accurate--that's 12 september 2
where the hyperlink goes-it is confusing. =
We can do better. Keep going... E:
4 v Cumomen | Sparkin
e A |
2 Original'D 1AT I
3 Month Amount
4 |January 5 2,200.00

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.3. Apply and manipulate hyperlinks: Create a Hyperlink in a Cell
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Modify a Hyperlink

In this example, the hyperlink was applied
to the Cell. You can modify the hyperlink
properties if you wish.

7. Try This: Modify a Hyperlink
Click once on Cell A2 to select it.
Go to Insert-> Links-> Hyperlink.

What Do You See? The Edit Hyperlink
window will open, again.

What Else Do You See? You can delete
a hyperlink by clicking on Remove Link.

Keep going...

Insert-> Links-> Hyperlink

HWa-e-a S4be1,2000 Compiets + Miiroostn Eoool I W, St TR T A T — ol o BE | ?
“ ] Wil Fage Layot Twsmaal Dals e Vit [ ﬂ @ a
T il - LT b |oms ¥ Limr W] =y ol weasa TC Bt =
| L R “ pE = * . u I Cndema &- (0] [ B iaiee e+ ] Symbd
PiroiTabdle Mable  Picher Oip Column  Lima L] Ba Aeva  Losbier  Oftar T ypednk Taxt  Hrasder
- A e R < - E - - - = (hals-  +5WALEHE Ba & fown e
Lalri Wewsl 1afeifs Pt . i fae Ll 1rmd Syl
Az = S | Tiginal Data'lA1 -
8 (] E F & H i (s M H a " '__
Chahlotte’s,
Web Sige [pe—— | e
- Tl ks e Bk i iy Congreal Dtk 8 SreeTig
1 et B et
Euswa e | ap |
R P || -
Edit Hyperlink LY |
. .’l Link to: Text to display: |Criginal DatalAl ScreenTig.
1 mlontl
4 tmesary () Type the call reference:
eoesr | | | Egisting Fieor | [y
7 g WebPage |
; “F:: Or sedact a place in this document:
3 sne = Cel Reference -
13 haly =
11| Aisuin PimiﬂTI-.'; FLIStﬂﬂ‘E’[E \
12 deplembeer Diooument SDBI'kH'IEE 2
B 'Sales Subtotal by Rep’
14 " -
= Sales Subtotal by Month =
18 ‘Sales Subtotal by Category’
o 'Original Data'
L T = Dafined Names
= Sales =
Ternms - Remove Link |
E-mai Address
I oK i | Cancel |

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
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@ Insert-> Links-> Hyperlink

Improve the Hyperlinks

Hyperlinks on web pages give the user hints and
suggestions. Before you click on any link, the
Screen Tip tells you what will happen.
Spreadsheets can be "User Friendly," too.

8. Try This, Too: Edit the Text to Display

Go to Insert-> Links-> Hyperlink.

You should be on Pace in this document.

Go to Text to display.

Delete: Original Data'lA1

Type: Click here to go to the original data sheet

Text to display: |Original Data'lA1

Text to display: |E1id»: here to go to the original data sheet

Click OK to save these changes to the hyperlink.
So, did that work?

Keep going...there's one more hyperlink you
really want to consider.

2
3 Month Amount
4

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
2.3. Apply and manipulate hyperlinks: Modify Hyperlinks
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One More Useful Hyperlink

One of the best hyperlinks automatically opens
an email message, adds your email address and
even fills in the subject line.

9. Try This: Create an Email Link

Select Cell A14:B14

Go to Home->Alignment-> Merge and Center.
You should see a merged Cell in Row 14.

Type: Questions? Send me an email.

Go to Insert-> Links-> Hyperlink.
Click on E-mail Address.

Enter the E-mail address:
thecomputermama@hotmail.com
Excel will add "mailto:"

Enter the Subject:
Charlotte's Website Monthly Sales
Click OK to finish the link.

What Do You See? If you have Microsoft
Outlook, the hyperlink should open an email that
has an email address and subject. Very good....

Insert-> Links-> Hyperlink

Al b . Sabes 2900 Complete + Micresom Encel
Y. I\ p— B . 5 e oAl Woranat -
1] e BN B X RS O e Conmn QL 2 Sonnwe e *
PaceTae [N . Cotumn  Lina N [ Aes  Scater Other Choer  Myperiek Tedt  Meader
o Lererenot - . . . . . -t T Box & Footer " Otyent
Al £ Question? Send me an email
o € ’ o " | ) K L L N
Cha' tte's’
Web >_ Lt shyperioa X
N "—‘ Yok Uk 2 Tent 10 daghey: Question’ Serd me an emad SeenTg
l ] ez
Cymt . . . 4
w  Link to: Text to display: Question? Send me an email
-

E-mail address:

¢ - s s o e w1 . | Existing File or mailto: thecomputermama @hotmail. com

5 Month Avimant o
& January s 1,200.00 WEb PEQE 5 b Ct'
S Febrwary $ 19%0.00 F H JE =
Ry . | Charlotte's Website Monthly Sales|
5 WMy s 5. 50,00 .
9 nune s e Place in This | Recently used e-mail addresses:
3,4%.00
1,150.00 Document
1880.00
anemail ] )ij
» Create MNew
1 Document
Ve r v Gupnmes | Sparkines 2 SIS
L |

E-mail Address

Exam 77-882: Microsoft Excel 2010 Core
2. Creating Cell Data
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File ->Save As

Save As Template iﬂ: ... o
Say this SpreadSheet has everything you ::.. Information about Sales 2010 Complete d
want: data, formulas, hyperlinks, even a o o S —
company logo. You can save this file as a 3 ome N
template. S Anyore can cpem, copy. and change any pat of tha wortbock

Recest et oo
What Is A Template? A template is a New
document, spreadsheet or even a form that T B vl
has custom information and formatting. Docurmantpropetas preser pah, s s s eited dtes

. Save & Send i Meckden sows and hdden cohumns
Templates allow you to start at a very high s ekt wedchess :
level of completeness, instead of opening a wid e
blank sheet. Templates save time. s:‘“ i B
> W) Toduy, 252 M. -

Before You Begin: You can use the same —
Excel file you saved in the previous lesson or Aseiod Docements

any sample spreadsheet if you wish.

1. Try This: Save As Template
Go to File->Save As.

Keep going...

Home Insert Fage Layout Formulas Data Review

(= save

| Save As

| Information about Sales 2010 |
ChUsersheBeth\Docurnentst Sales 2010 Cormnpletexlsx

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Save as Template
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File ->Save As-> Excel Template

Save As a Template
2. What is the File Name?
Type: Sales Template

Organize v New folder

T

3. What is the File Type? i Decwsmis

By default, the file type for Excel 2007 and J "f“"‘

2010 is Excel Workbook. A template is a &= Pictures Y ——— 1/6/2011 6:42 AM
different File Type. You need to choose B videos 3 LiveContent 11/29/2000 615 PM
Excel Template from the extensive list of s . ANar -
file types that Microsoft Office supports. «d Homegroup B Btk Somtics S

An Excel Template is an *.xltx file type. 1% Computer
& os
4. Where are you saving it? When you lita DATA (D) -« m )
choose Save as Type: Excel Template, f Soles Temol -
then Excel will switch to the default i s ] 2
location for Templates. Save 25 type: | Excel Template .
Authors: eBeth File name: Sales Template —
i i Tags: Add at
Click on Save, please. Keep going... ags atag S s [Excel m——
= Hide Folders Toos v [ Save | | Concel | 3
—

Exam 77-882: Microsoft Excel 2010 Core
7. Sharing worksheet data with other users
7.1. Share spreadsheets by using Backstage: Change File Type

Intermediate Excel 2010 Page 203 of 230



uary

e

Use Your Template
So, how do you use your own template?
Here are the steps.

1. Try it: Find the Templates
Go to File->New.
The new Backstage window will open.

2. What Are Your Choices?

The list of Available Templates includes:
Blank workbook

Recent Templates

Sample Templates

My Templates

New from existing

Click on My Templates.
Keep going...

File->New ->Templates-> My Templates

G

Poge lapint Formulss  Dats  Revew Vew

b Available Templates
s ns
&5 Oven QD Home
o Ome
’
- - &
Racent *v"‘ .'-Mfo“ My rersplates
emx 4 |
Prmt o
Save & Send » v
tp Agerdat tdpm Mardar Liperse
) Owptions -
e ol A ’34
Proimion | ety Lex Mevvan
Available Templates
&} Home
Blank Recent
workbook templates
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File->New ->Templates-> My Templates

e -
A New Workbook e L. ., ®
3. Try it: Choose a Personal Template ::“ Aursiae Tampiutas
When you saved your own spreadsheet as a o o Q Home 3
template, by default your template was saved = o

in the Templates folder.

= R

s it g g T "y
Now, when you go to File->New and click on Ofica.com Templates P T E——— =
My Templates, you should see your own = - = =
templates the Personal Templates. D ~
| = -
Double click the Sales Template to open it.
Keep going...! ;:‘"‘ =]

o .

Personal Templates |

EE iﬁ
Sales
| Template
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File->New ->Templates-> My Templates

14" L Al o
Working with Templates h)\ Sl = e Y =
4. What Do You See? When you select R e k-AAA- R L::..m L ;s g ’f ﬁ
your template, you will open a new e e S _ s I o e e s 4
workbook that is fairly complete including a - -
data, Sparklines and even a company ¢ o - f _ . 3 _ X . " N o »
logo that links to the website. Chanlotte’s,
Web Sige
What Else Do You See? Look again at . e
the Title Bar on this workbook. Does it say e 4
Sales Template1? I
S . . 2 .lll.ul l‘l

1 Month Arroust "

4 larwary $ 2,200 00
This is your clue that you are workingona | ™ s
new workbook which you can save when e s mn
you are ready. Sime 8 »mmss

es Template Viicrosof

OK, that was a good introduction to :
Templates. Our discussion continues with = ¢ i Home Insert Page Layout Formulas Data Review View
other Backstage methods for sharing this .. - — .
spreadsheet dsiggitally. 9 o Calibri 11 | = = %] @ General - -&( g™ Insert -

— Bz~ B 7 U~ | A & %EE@E} $ v % 9 . &% Dalete -
Memo to Self: It may or may not say s Faste ¥ | = E | - <o .o Auies HH Format ~
Sales Template1: it depends on how . | = [ = = [ = | |
many other files you opened at this time. Clipboard | o | Alignment 5| Number 0| | Cells
=)

Exam 77-888: Microsoft Excel Expert 2010
1. Sharing and Maintaining Workbooks
1.1. Apply workbook settings, properties, and data options: Save as Template

Intermediate Excel 2010 Page 206 of 230



uary

Save and Send Options

The theme of this lesson is "Online and Open
for Business." Microsoft Office 2010 has
significantly improved the Save and Send
options. The new Backstage makes it easier
to publish and share your spreadsheets.

Online: There are several online formats that
you can create with the Save As commands.
We will walk through the steps to create
Templates, PDF and XPS files.

Open for Business: You can also use Excel
to Send your work by email.

Before You Begin: You can use the same
Excel file you saved in the previous lesson or
any sample spreadsheet if you wish.

Keep going...!

File ->Save and Send

Iy Fril Fags Layina [T ' Wiem

[T
Savek & S farsd Uning i -reai
H’ —— i§ EHpch =~ d i k| ok B d
& opan [ S g Erll B Hl:qc\;‘n:-ﬂr::pb::ﬂ ::::l-:-: s
§ e . Chunpes pnd Peadbark ot o e Fiorpsind rasgally
;‘“ Q@ =vva Jemn !
— r b 12 ShanFoend £ rmmha an aorud ot credmars § ke 40 e srabbecd
New s... Home Insert Page Layout Formulas Data Review
pred K
: Save
el g Sl H
- Save & Send
= Save As
Z) Ol U ~
=1 (5 Open ‘ - -| Send Using E-mail {
4 Close
@ Save to Web
Info
1 Save to SharePoint
Recent Lt
Mew File Types

Print E_i Change File Type
o [y
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Send Using E-mail
The easiest way to share your spreadsheet is
to Send Using E-mail. Here are the steps.

This This: Send Using E-mail
Go to File ->Save and Send.
Click on Send Using E-mail.

What Do You See? The options include:

Send as Attachment adds this file to the
email as an attachment.

Create Link is useful if this spreadsheet is
shared online in a folder everyone can
access, say a SharePoint Portal.

Send as PDF converts your spreadsheet into
an Adobe Acrobat format.

Send as XPS converts your spreadsheet into
the new Microsoft version of a PDF.

Send as Internet Fax creates a Fax using an
Internet Fax service.

File ->Save and Send-> Send Using E-mail

=y Froen Fage Layina [T s Ervra

i
= Ly
[Pt
- A
ditbpun ] S g s
Tl
LI a Epvna Web
iz
F b 12 TR Oend
u .
L— File Typen
[ B . Tie T
rim l'h{ Churcys Fim Tupe
ot o Sl T - A ] ——
o e
_;-meiu
b

Save & Send

wirm

Send Uning If-reasil

foivad i
Aachmen

BB pch i copy o Dh mirkbesk b g oormad
Evaryom pc e spie open of Hey wodkbosi
et sl Peadiack bt 10 i s iwpuimiled rasslly

Crasby: s a-rrudl trard conimana 5 lnk % tha workbock
Dvarpong arorin o tha s copy of e saeicbooc
Evwrpome shawy vy thy Ll < hangry
Kt thet #-reaad pam vl

[ Worilbook st Be wend e chaend locrton

ENaib o FIF fingry i Do mdebibinth 1 o -5
Deistrmrreim kgl Bhat et . rreill Comptors
Freimnt fonts, Tormamag wnd imiget
Lipmbat Larecs o ey <hanged

Bttuch 5 K% copy of e washost 13 5 a-mad
Thsinamebd ok ek Lok (8 FPalet Tismaaline
Freserves fonks, formaeg, and image

Cobsbl et o iy (bt

Lard i Interrct Fi
Sarsd o L withioat uing & i muching

Send Using E-mail

‘ EIE 5| Send Using E-mail

&

a Save to Web
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File ->Save and Send-> Send Using E-mail->Send as Attachment

Send as Attachment v - kdiamalPoinailing : R

Try it: Send as Attachment = p—— &"4‘ e M i e m!‘.'.'i... % oI A g H,ﬂ
Go to File ->Save and Send. i bl ) S, ol et a5 7 s
Go to Send Using E-mail. 1 o ' ' ——
Click on Send as Attachment. R L

What Do Yo ? b tumamea-lu - KW E-IE- # H.II § i ¥ Poszwipr £}

t u See H Whell you CI 100Se 4 Fobroary Hevrory i 3 = L t @I : s 1
T Bost Pamer | 8 Sgrubun v | Low spedence

Send as AttaChment, a new message & |Fobreary d 5 i i : pi ; -

will open with the spreadsheet included. QhMerch | Gunshaes

Memo to Self: The screen capture on this e r——— k
page shows a new message in Microsoft &, eiee s | B 202 Comaretn iR |

Outlook 2010. The option to Send as pelner ey sadl ey Clk, bt 2010 S| by

Attachment may not work if you use B ety Fobes Cand

webmail (such as Gmail, Yahoo mail or  P——

AOL) as your default email program. 21 Fubowaty By Cossty
23 Misich By Sy

23 Manch  Bury Coenty
24 Manch By Coenty
o5 March  Bury Coesty
25| May Biry Conty'
I May  Buy Cousty
2 June By Coutty

| From - | ebeth@commaproject.com

=
— | To... | |Clair Dickson (dair @commaproject. com);
Send

| Cc... | |
2 Junw Buary Cimanty | Bcc'" | |
30 June By Cousty Gow

:*-_?-:_mmw_ﬂr_m__m Subject: | Sales 2010 Complete.xlsx
Attached: Sales 2010 Complete.xsx (101 KB

Hey Clair, here's that 2010 Sales. |
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File ->Save and Send-> Send Using E-mail->Send as Internet Fax

A T | 115 et Wyt o o T Tt e
Send as Internet Fax - === -
A Fax machine sends a facsimile of the :: Sove & Sond Somd Uskng Sonnl
original document. It may be a contract or Do €3 Sandithing v e
a legal document that has been signed. A 3 Cese =
Fax uses telephone technology. Many o @ - .
businesses still have a dedicated phone e et Tnmefiont busts o wwihut vwsishua ko bl
line for the fax machine. e - e

L L‘J‘ ~

Say you needed to Fax this spreadsheet, .
but your business runs on cell phones-no m

dial-up phones. You can still fax the e 3"
spreadsheet even if you don't have a fax £ :"‘“ ;
machine. Here are the steps. =

1. Try it: Send as an Internet Fax

Go to File ->Save and Send.
Go to Send Using E-mail. »

Click on Send as Internet Fax. et ¢

Keep going...

_ Send as Internet Fax
|m| Send a fax without using a fax machine -
Requires a fax service provider

e

Send as
Internet Fax

Exam 77-882: Microsoft Excel 2010 Core
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@ File ->Save and Send-> Send Using E-mail->Send as Internet Fax

Internet Fax Options @n oy —— o-cxlg et C - 2
2. What Do You See? The first time you try e 88 YouTube - Youmg the Ga. ) Guttng Stmted wah Macr. 8 Swested Sts 8 VouTube - Coke - Long Ts - B -4

to send an Internet Fax you will be prompted My Seirmmas? ety o by e

to set up an Internet Fax Service Provider. ® fax 1-996-378-2313 ~LOfficE Marketpl

Microsoft Office Marketplace offers links to
the Internet Fax Service Providers who
specialize in faxing from Microsoft Office. S PR L S T S

MCTOLOME PowerPoimts

Send and receive faxes through email.

find us @
ey
oa.0fficé Marketplace
- 3 AN
All of these services have a Free Trial so you /7 .'J_;) "'9 JU7%
can test this option and see if it worth the fax operating’
monthly service fees. costs

* Just$10USam
= No fax machine
* No supplies

= No phone line

-r4: \

30 Day

Trial

Exam 77-882: Microsoft Excel 2010 Core
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Save to Web

Cloud computing gives people and

businesses the option of saving their work on
an Internet server. Many businesses already

use cloud computing such as Gmail for their
email.

The benefit of saving to the web is backup,
backup, backup. Your data is stored on a
commercial server that you can access from
any computer if your hardware melts down.

Microsoft Office has an option to save your
workbooks to the Web in private, secure
folders that you can choose to share. It is
called SkyDrive. Here are the steps.

1. Consider This: Save to the Web
Go to File -=>Save and Send.

Go to Send Using E-mail.

Click on Save to Web.

2. What Would You See? You will be
prompted to authenticate yourself with a
Windows Live ID. You can use a Hotmail,
Messenger or Xbox password. You can also
create a new account. Keep going..

File ->Save and Send-> Send Using E-mail->Save to Web

3 : . e Sl
BB~ = heims e Own e e o
ot Save & Send Save to Windows Live SkyOrive
L.\..'“ w20 A 10 b ot Thay il Lovated Trgew aev,  (ovandior in T (hase § wdh (thet covade
LOhpen 4 SendUnngt-my . - - . - -
°:' Sign in with: Windows Live ID (Hotmail,
3 w7 0 Sae ty Wt
e egm "t Window: (ne D Mot Ueniienge
‘M"‘ B R N ] -
“New File Types “‘ P
Sgnn 4 i
 vint k‘{ hange Fie Type 1
m. L) cremerons cecumant SignIn —~——
Yty
' Ot Elizabeth Nofs's SkyDrive (Not Elizabeth |
by

Sign up for Windows Live SkyDrive

Windows Live SkyDrive

Personal Folders 2

71 My Documents
__ﬁ Shared with: Just me

— Office Live Documents
w_Aﬁ Shared with: Just me

Save As

Exam 77-882: Microsoft Excel 2010 Core
7. Sharing worksheet data with other users
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Using SkyDrive

SkyDrive, like webmail, can be accessed

2 .
4
3

from any computer, anywhere. Your data is
stored on a robust commercial server, so if
your laptop goes up in smoke, your work
would still be available. SkyDrive Y T —
. . . . My files t w SkyDriv

3. Consider This, Too: Log into SkyDrive as—— Tl :'.':0.:.,.3 ::,'atw::..w'w, find 2l your Sles. photos, and the 51wt you share with 9rougs In one place. Le
In the example on this page, the workbook Presos p— :
was saved to SkyDrive with a Windows Live P My files Seareh documents and more oo [0 &
ID password from Hotmail. When this author R Bzabetn ot » S Orve
logged into Hotmail, SkyDrive was one of the Dacs hasd why0e Nume + Oate madified tast modified by
Windows Live options. By Documents Aug. 23,2010 -
Memo to Self: By default, the SkyDrive . )
folders are private. | can choose o create a | SKyDrive Create: Al | Addfiles  View synced folders
separate folder for Work which can be shared
with my team. | My files | r-“ Welcome to the new SkyDrive

Documents L ‘We've updated SkyDrive so you can easily find all your files, photos, and the

Ph riore

otos
My files Search documents

4 Quick views i ]
Elizabeth Nofs = SkgyDrive

Recent documents

Docs shared with you MName « Date maodified
‘_ﬁ My Documents Aug. 23, 2010
‘_ﬂ Office 2010 3 minutes ago

Exam 77-882: Microsoft Excel 2010 Core
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S

Change File Type

File ->Save and Send-> Change File Type

When you share your work with people in ::, Save o Samd
other companies, sometimes even different e DY tmdingtons
countries, you may need to save your work in i ce _—
a different file format. Microsoft Excel can e @ -
convert your workbook into many new and Rrcrst P Pt
legacy file formats. o T
Try it: Sample p—— H‘ o
Go to File ->Save and Send. e o PO Bocume
Click on Change File Type. o

2] Opteem

i b

The Workbook File Types are:
Workbook

OpenDocument Spreadsheet
Macro-Enabled Workbook
Excel 97-2003 Workbook
Template

Binary Workbook

The Other File Types are:

Text (Tab delimited)

Formatted Text (Space delimited)
CSV (Comma delimited)

Save as Another File Type

Other File Types
Text (Tab delimited)

J Text format separated by tabs

(ar
|

Exam 77-882: Microsoft Excel 2010 Core
7. Sharing worksheet data with other users

7.1. Share spreadsheets by using Backstage: Change File Type
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Ehange Fils Type

Waoribaok Fe Types
i} ‘I Werkbock

T Crerlvoenet fpeneduben
1 [T

T4 Moo frabhed ook

Dikar Fils Tipar

Tt (Taks delrving

zﬂ Fismattd Tt s defrvalnsd

|

e Aa

H y Encwl S0 2000 Wiorkdbook

1_-] Trrplete
:: 4 Barary d o bt

CSV (Comma delimited)
Text format separated by commas

i
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@ File ->Save and Send-> Send Using E-mail->Create PDf/XPS

Save as PDF A -
PDf means Portable Document File. The =i
PDF format was developed by Adobe & Oven
Systems in 1993 as a way to represent 4 e
documents in a way that was independent of v
which program created the document or Recest :
which operating system might be running on i e Types o
your computer-today or 20 years ago. il “pp—en
XPS means XML Paper Specification. XPS ) DRI —
is the open source format developed by i
Microsoft in 2009. It is also independent of - :"‘”‘
software or operating system. -
Create a PDF/XPS Document
éoTtroylgiesiVSea?lz ZE: g;r):(li:s Save this workbook in a fixed format.
Go to Send Using E-mail ' Document locks the same on most computers
Click on Create PDF/XPS. Preserves fonts, formatting, and images
Content cannot be easily changed
Keep going.. let's look at the options. Free viewers are available on the Web
Create
PDF/XP5

Exam 77-882: Microsoft Excel 2010 Core
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S LR

Simple PDF Options ;.E e S -e-eu

L‘ v 3 AN Tmg B et General . ’ '_’ .‘-3 5l E 9’&”
When you save a spreadsheetas a PDF, you -« = = "0 o0 L L. B ot g R
will be prompted to browse to a folder to save ..~ ey i pladin % Tt~ B (A~ KA i 2
your new PDF file. Here are the options - . £ Mon

“ A L < o E ¥ 6 L ' J K L M N

1 Vet Category  Service Product Date Sales Rep Amownt
2. Try This: Edit the PDF Options g st e R s [t W&
Save as type: PDF (*pdf) 4 February Harmeny and Mo Sush Corporate C;: Eanet ﬁﬂm:::: : 0 00

Optimize the PDF

Microsoft Excel offer two levels of resolution
for the PDF file: Standard and Minimum.
The Standard format has a higher resolution
for graphics so that the images will print well.
The Minimum format compromises on image
size and quality to reduce the file size and
make the downloads faster.

File pame: | Sales Update Jume 2011

The completed PDF file will open in Adobe

Acrobat, a free reader program that is Save as type: [PDF

installed on all PCs. [¥] Open file after Optimize for: @ Standard (publishing
publishing online and printing)

Memo to Self: A workbook that was saved | ) Minimum size

as a PDf file will NOT open in Excel, again. p {publishing online)

| = Browse Folders

Exam 77-882: Microsoft Excel 2010 Core
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File ->Save and Send-> Send Using E-mail->Send as XPS
T - T e gt oot TS Wit oo T T ETH]

Send as XPS ?“ Memq  Ben PegeiEread ||.-|.:| : :a.:.. [ - rl e ;ﬂlﬂp o
o A ST [T TR T - demeid = 4 ¥ N
You can convert a workbook toa PDF oran . T gt ;a::__{m. R 5»-:£-_ ,E_ E‘ S mr; =7
XPS file and then send it as an email el g i A e Sl gl gl 1
attachment. It is a "one-click" process that L C ko | Sdosih c
- = - - z -4 L L) ]

I

works rather effectively. Here are the steps.

LI Mrisge | et Opbos

T A S =1 = % e Tolew g - i
LR ramamesc < K =t . W b= ]
= 2 - “J §amuntom - | nghlmportmun

i
!
e L B R ¥4 ‘EE W iEiE Al Bk | o | i R |

Ireciuch

Go to File ->Save and Send.
Go to Send Using E-mail
Click on Send as PDF/XPS. 5 Masch  Ciase

L Heman

Fabiusry Haerary s I Ootcas o

]
2
3
Try it: Save as PDF or XPS 2
]

What Do You See? When you choose Send . i u.m.., o Ly e 301

as PDF/XPS, a new message will open with 2 1=0 s == = e e v B o
the XPS file attached. 15 ey
17 July
i3 Fatey oy €5 .
30 Fabrusry Bay Ce From - ebeth@commaproject.com
1 Faba Baylc | =
. . . = ::“:"5' s E To... |Clair Dickson (dair @commaproject. com);
Another Reminder: The image on this page  j, uws gme | S2nd
shows a new email in Microsoft Outlook :::" ﬁj; Ce... |
2010. The option to Send as Attachment Wuw Do
may not work if you use webmail (such as = P Bec... |
Gmail, Yahoo mail or AOL) as your default 30 Juse By Go _
: CETCRL] o 12 Subject: | Sales Update June 2011 .xlsx
email. i

Attached: |ﬁ,53|esu date June 2011.xps 338 KB

Hey Clair, This is the new XP5 file format.

Exam 77-882: Microsoft Excel 2010 Core
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Formulas ->Formula Auditing

- e
Extra for Experts: Formulas M e e e ——_L_
The Intermediate Guide to Microsoft Excel 2010 ﬁ' ‘,z,.x’i. E ! : F " ‘3 i l} ) Fuantemi: Lt Bt reamg - G
demonstrated a dozen or so essential formulas. " MO o === R oo (b4 1
53 - £ oiF|C<80.82.0)
. A L} C o £ F 6 L ' ) X L ~
Many SpreadSheetS use recursive or very 3 (oﬂo(o'y Yotal NetDays Payia 60 IFERROR  Big Pay in 90 Litte Pay in 60 Went’ Payin 30 Ameunt  $1.00000 | $5,000.00 $10,00000 $20,000.00
complicated math functions, such as computing ~ © &, (D SEEEOND GDoonno nroveeo0os@ o
energy or figuring out the cost per unit of an area  * ;,‘::'-' Sumn oo o8 e e .
or volume. You may have wondered what can . T T 1 ) )
you do to make sure the math is right. 2
PEMDAS is an acronym that was invented to :qt
help folks remember the Oder of Operations. All .
equations follow PEMDAS, no matter how u d
complex or simple the formula may be. »
1. Consdier This: The Order of Operation g
(P) Parentheses, first
(E) Exponents (or Powers) D2 - S | =IF(C2<60,B2,0)
(M) Multiplication 5
(D) Division » A B c [ o | E F
(A) Addition }; 1 Category Total Met Days Payin60 IFERROR Big Payin 90
(S) Subtraction » 2 |Corporate  $ 2,850.00 30[52,850.00] $2,850.00  FALSE
. % = 3 Educational 5 8,170.00 45 58,170.00 58,170.00 TRUE
Keep going...
4 |Government $21,470.00 90 5 - 5 - TRUE
3 Private 5 1,050.00 30 51,050.00 51,050.00 FALSE
il

Exam 77-882: Microsoft Excel 2010 Core
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Order of Precedence

By default, Microsoft Excel evaluates formulas
based on this Order of Precedence:

. Reference operators: Colon, space, comma
. Negation: For example a negative number -1
. Percentage: Percent (%)

. Exponentiation: Raising to a power (")

. Multiply (*) and Divide (/)

. Plus (+) and Minus (-)

. Concatenation: Combining text (&)

O~NO D WN -

2. Consider This: Review the Math

Look at the simple equation on this page.
Microsoft Excel reads a formula from Left to
Right. This equation has Multiplication and
Addition. The answer will be quite different,
depending on how you solve the equation.

So, how would Excel solve this problem?
PEMDAS: add up whatever is between the
parenthesis. Then multiply the sum of the
numbers by 0.25.

Keep going...

. Comparison: Equals, Less than, Greater than.

Formulas ->Formula Auditing

i 8

Punsen

COUNTSS

vzl A
- 4

© &5 March
© &5 March
© &7 March
© &8 March
- May

- %0 May

* 51 June
* 52 June
* 33 June
%4 Maly

© 8 iy

+ % Augest

% May
T 9 June
' 80 June
© 61y

- &

JaJIAE

oot

Poge lipon ¢ Oats  Redew  View

"TEIE R E I

Imet  Actolum Becesty Peancsd togiesd Test Owte & Lostup &  Math Mo
v Used * . *

Punten Lbvery Cetead Namey Vo dap vy

Tome + Refermce = & Trig * Punctions *

K W o sSUMINILIMLeHEIHTI|*0.25

+ &2 Febvuary Bay Coumy
« 43 February Bay Couny
+ &4 Febvuary Bay Coumy

Bay Couny
Bay Courny
Bay Courny
Bay Courey
Bey Courny
Bay Courny
Bay County
Bay Courty
Bay Couny
Bay Courn)

L3 C o L3 F 6 L
Educational Total [s 1o
Gaverrerane Caterry) Boaaidast Buflet 021122011 Convee § %
Goverrerant Caterny) Bvaaidas Buflet 0% Corvee § 0¥
Gaverreraet Catern) Frot and Vegoes (2% Corvee 5 00
Geverrerwrt Caterr) Coffes 200 Tea o Corvee § 600N
Gavarrersed Caterny) Cocloes and Tea  OL252011 Cone § 60
Geverrvrmrt Caterry Mot Platier 042 Cone § 60
Gaverrerwet Caterny Frot and Vegoes Convme § 60
Geverrerert Caterry Fruk and Vegges 0572 Convae S 600
Geverrerent Caterryy Beoaidant Bt 052 Cone § 60
Geverrerent Caterryy Coflos snd Tea 06182011 Conme § 600N
Goverrrmart Caterryg Acssbat 06162011 Conme  § 6000
Crerrrery Caterng Frut and Vegoes 06132011 Conee S 60000

Bay Coure'™ K & & | =SUM(H11+H41+H63+H73)*0.25

Bay Coure)

* 57 September Bay Court

Hometoen
Hormetown
Hormetown

G H 1 1

Sales Rep Amount

Hormetown

* 62 September Hometown

$ 2,850.00

$33,540.00

| —SUM(H11+H41+H63+H73)%0.25|

Exam 77-882: Microsoft Excel 2010 Core
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Evaluating Formulas

You can evaluate formulas in Microsoft
Excel. The little formula auditing tool has
some interesting capabilities.

3. Consider This: Evaluate a Formula
In the example on this page, the formula
refers to several cells that are calculated
in a different spreadsheet. When a cell
reference, such as Cell H11, is
highlighted, you can Step Into the cell
and look at the formula that goes with it.

Way cool technology.

Formulas ->Formula Auditing->Evaluate Formula

oo
] Page Lapot P ormadas Dats Rrven -9 oo
‘ 3 Getne Name - Do trace rcrdents B Show fomin feem -
ﬁ z g a ‘ N ﬁ ﬂ ' ‘ q £ e Pormade + o3 trate Dependents 7 Ervae Checkng + od isd ‘
et mhmm'umnlw w Dute & Lockup & Math  More Wit Caloston [
[l ~ Teme * Bufarece = & Trig ~ Puncsons wuo«uu—m o Pemeve Avows © (] Evabunte Formets  window  Optioms = =
fundien Liwary Defered Mames { Permids Ausdng | Catosumen
L] - £ SSUM{HITMIHEIHTI 025
1z2[a) A ] (3 o 3 ¥ 6 M ' ] X L
- a Edwcational Tetal $ 117000
+ 42 February Bay Coumty Geverrvr Caterny Beasiast Bt 02122011 Conmie § 00
+ &) Felvruary Bay Coumy Gevarrvrent Caterry) Bensblant Bt 0M122011 Coneme § o0
+ 44 February Bay Couwy Goverrvment Caternyg Frum and Vegpes 02132011 Conese § 00
+ & March Bay County Geovernvment Caterryy Colfee and Tea  OV172011 Conene § 6000
+ &8 March Bay County Geverrvment Caterryy Coclies and Tea 04262011 Conene § 000
+ &7 March Bary County Governvment Caterrg Hot Platier 04282011 Conese § S0
a8 March Bary Courty Covemment Caterng Frut and Vegges 04000011 Conmse  § 60000
o M o 5 .

Evaluate Formula

Reference: Evaluation:

'Sales Subtotal by C...18HE75 = |SL.II'~"I{H 11+H41+HE63+H73)*0. 25

"Gales Subtotal..i$H$11= |SUBTOTAL(S H2:H10)

JAJIPEZIER2BEEUEEXEL LS

— To show the result of the underlined expression, dick Evaluate. The most recent result
appears italicdzed,

sepin | | Sepout | |

Close

Exam 77-882: Microsoft Excel 2010 Core
5. Applying Formulas and Functions
5.2. Enforce precedence: Order of Evaluation
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Formulas ->Calculation->Calculation Options

T m
Formula Calculations r: = E;‘ Ej““a‘ ﬁ “E: "‘ﬂ'ﬁ“ E:l ‘:;"‘ S e T ..2“: -
A z :
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Go to Formulas ->Calculation. Bley  oer o Soamaen Couy Ousihn O 0 “ @ Evaluste Formula Watch | |Calculation _
. - - M Jans e ared Tea i - -
Click on Calculation Options. B i o s Window | | Options |
P G Gy et 3’.—.—’"”'3 ARG Automatic
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These buttons are useful when the
Calculation is set to Manual.

Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.2. Manipulate formula options: Enable Automatic Calculation Options
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Iterative Calculations

How many times does Excel repeat a
calculation? Once? Twice? Say you make a
mistake, a circular reference that adds itself
to itself, then the computer would calculate
the same formula forever. You can set the
iterative calculation in the Backstage.

Try it: Set iterative Calculation Options
Open any sample spreadsheet you created in
the previous lessons.

Go to File ->Options->Formulas.

There is a check mark for Enable iterative
calculation. The default settings are:
Maximum lterations: 100

Maximum Change: 0.001

The Maximum Change is the smallest
change that you will accept between
calculations. The smaller the number, the
more accurate the result and the more time
Excel needs to recalculate a worksheet

File ->Options-> Formulas
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Exam 77-888: Microsoft Excel Expert 2010
2. Applying Formulas and Functions
2.2. Manipulate formula options: Set Iterative Calculation Options

Intermediate Excel 2010 Page 222 of 230



O le

Summary
The goal of this lesson was to create a spreadsheet

that is as interesting and informative as a web page.

We began by creating little Sparklines that would
visualize the data.

In addition to the Sparklines, we focused on
improving navigation by formatting the Sheet tabs
with color, position, grouping and hyperlinks.
Finally, we looked at several Save and Send
options.

This completes the Intermediate Guide to Excel. In
many ways, the Intermediate examples are much
more difficult that the Advanced ones: probably all
that math and formula stuff...eeep.

Well, you done real good. Say you got a whole
bunch of cookies and shared them with your friend.
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Appendix: Hot Keys

Hot Keys and Short Cut Keys are quick,
efficient ways of using the keyboard to
complete a task. Hot Keys are a new set
of options that are available in Office
2010.

Short Cut Keys are Legacy Commands
from the old days.

Hot Keys begin by typing ALT
The Home Ribbon uses H.
The File Menu uses F.

Short Cut Keys begin by typing CTRL
These commands go back to when
computers did not always have a mouse!
So, how did they select the Cells without a
mouse? Here are the steps.

Try It: Select Cells with a Keyboard
Go to top-left Cell of the range.

Press F8 on the keyboard.

Go to bottom-left Cell of the range.
Press ESC.

[Hot Key [|Pathway [Short Cut [Pathway
ALT+HVP |Home->Clipboard->Paste [CTRL+O File->Open
ALT+HX |Home->Clipboard->Cut [CTRL+S File->Save
ALT+HC |Home->Clipboard->Copy [CTRL+W File->Close
ALT+HP |Home->Clipboard->Format Painter CTRL+D File- .
ALT+HII [Home—lInsert—Insert Cells >Properties
ALT+HIR |Home—Insert—Insert Sheet Rows [CTRL+P File—Print
ALT+HIC |Home—lInsert—Insert Sheet Columns [CTRL+Q File—EXxit
ALT+HIS |Home —Insert—Insert Sheet [CTRL+X Edit—Cut
ALT+HDD |Home—Cells—Delete->Delete Cells [CTRL+C Edit—Copy
ALT+HDR |Home—Cells—Delete->Delete Rows [CTRL+P Edit—Paste
ALT+HDC |[Home—Cells—Delete->Delete Columns [CTRL+Z Edit—Undo!
IALT+HDS |Home—Cells—Delete->Delete Sheet
ALT+HEA |Home—Editing—Clear->Clear All [Keyboard [Function
ALT+HEF |[Home—Editing—Clear->Clear Formats [CTRL+A Select All
ALT+FS |File—~Save [CTRL+HOME [Select First Cell
ALT+FA |File—>Save As [CTRL+End Select Last Cell
ALT+FO |File—~Open [CTRL+Down Go to Last Cell
ALT+FC |File—Close Arrow in the Column
ALT+FN [File—New ICTRL+Up Go to First Cell
ALT+FD__[File—Save and Send Arrow in the Column
ICTRL+Right Go to Last Cell
IArrow in the Row
CTRL+Left Go to First Cell
|Arrow in the Row

Exam 77-882: Microsoft Excel 2010 Core
3. Formatting Cells and Worksheets
3.1. Apply and modify cell formats: Hot Keys
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Practice Activities

Lesson: Excel-Online
Try This: Do the following steps

. Open the Spreadsheet: Rainy Day Savings Training. xIsx

. Insert 2 blank lines at the top of the Office Training sheet.
. Insert a column Sparkline showing the attendance for training in January of 2008.

. Insert a hyperlink on the heading Microsoft Office Training to www.microsoft.com

. Go to the Ethics training sheet. Insert 2 blanks links at the top.
. Insert a Sparkline showing the attendance of Ethics Training for day 1 for all of 2008

. Recolor the Sparkline chart to be gray

0 N o g B~ W N -

. Resize the Sparkline chart to be taller

©

. Go to the Sales training sheet. Insert 2 blank lines at the top.

10. Insert a Sparkline showing the attendance of Sales Training for the entire period shown.
Save the file as Your Name Excel Online Practice
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Test Yourself

1. A Sparkline is a little chart that helps
people to see trends.

a. True

b. False

Tip: Intermediate Excel, page 178

2. Where is the command for
Sparklines?

a. Insert-> Sparkline

b. Insert-> Chart-> Sparkline

c. View-> Sparklines

Tip: Intermediate Excel, page 178

3. Which is a type of Sparkline? (Select
all correct answers)

a. Line

b. Column

c. Win/Loss

Tip: Intermediate Excel, page 180

4. Sparklines have Styles

a. True

b. False

Tip: Intermediate Excel, page 181

5. A Sparkline chart has many of the
formatting options of a regular chart.
a. True

b. False

Tip: Intermediate Excel, page 184

6. Which is the way to rename a
Spreadsheet? (Select all correct
answers)

a. Double-click the spreadsheet tab, then

type a new name

b. Right click the tab and select Rename
Sheet

Tip: Intermediate Excel, page 185

7. Which is the command to insert a new
sheet in a workbook?

(Select all correct answers)

a. Home-> Cells-> Insert-> Insert sheet
b. Page Layout-> Insert-> Sheet

c. Right-click the sheet tabs and select
Insert Sheet

Tip: Intermediate Excel, page 190

8. A hyperlink can link to which of the
following (Select all correct answers.)
a. A website

b. Another spreadsheet

c. A specific sheet in a workbook

d. An email address

Tip: Intermediate Excel, page 195
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Intermediate Excel Skill Test

Please do the following steps: 7. Select the labels (the month names in the first Row)
1. Open a new blank spreadsheet. Apply the CELL STYLE: Accent 6
In Cell A1 type: April
In Cell B1 type: May 8. Rename the spreadsheet SHEET 1 to be Rainfall Graph

Use the Autofill to enter the labels from June through October

9. Select SHEET 2 and add the following labels:

2. Add the following values to your spreadsheet: A1=Expenses

o A2=Rent
C2=18 A3=Phone
D2=.75 A4=Electricity
E2=.5
F2=6.4 10. Rename SHEET 2 to be Expenses
G2=34
11. Select Sheet 2 and add the following data:

3. Select the Range from A1 through G2. B1=Amount

Create a Chart using this Range. B2=1,500

Select the Cylinder Chart type and remove the legend. B3=545

Place the Chart on the same spreadsheet as your data B4=130
4. Select the Chart and format the CHART COLUMN fill color to 12. Format Column B for currency.
red.

Format the CHART COLUMN for September yellow. 13. Create a 3D pie chart from the Expense data.
5. Select the chart WALL (behind the Chart columns) 14. Change the Options to show: Category name and Percentage.

Format the fill to be the Waterdrop texture.

15. Save the file as Your Name Excel Intermediate Skill Test.
6. Select the text on the AXIS of the Cylinder chart Please submit the Skill Test online.
Format the type to be 9pt.
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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 Intermediate Microsoft Excel 2010: Glossary

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

Absolute reference—a reference that refers to a
target cell by its exact location on the
spreadsheet. This type of reference is not
affected by moving cells pg.37

AutoFill—function that fills data, usually in a
series such as predefined increments or months

pg.18

AVERAGE—function that finds the average in a
group of values pg.703

Chart legend—indicates what the colors or marks
on a chart represent pg.123

Chart— visual representation of data pg. 7122

Circular reference—an equation or function that
refers to itself pg. 106

Concatenate—function that combines data from
two cells, including text and numbers pg.61

Conditional summary—filters data based on
specific criteria pg.97

COUNT—function that counts and shows many
cells have either text, numbers, or any content
pg.101

Footer— material separate from the document
contents that appears at the bottom of the page
pg.159

Header—material separate from the document
contents that appears at the top of the page
pg.159

HLOOKUP—a reference table with data arranged
in rows to return values based on set criteria

pg.115

Hyperlinks— how to get from one web page to
another, links the pages pg.193

Logical formulas—a formula that asks a yes-or-
no question about the target data, returns the
value as specified. Also known as the IF function
pg.131

Lookup table—a reference table to return values
based on set criteria. (See also VLOOKUP and
HLOOKUP) pg.127

Margins—the white space around the edge of a
page pg.150

Mixed reference—a reference that uses both
absolute and relative references pg.40

Orientation— which direction on the paper is
“‘up.” Can be portrait, which is narrower than tall,
or landscape which is wider than tall. pg. 749

Page Layout View— shows how the spreadsheet
will appear as a printed page pg. 164
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Range—a group of cells pg.22
Reference cell— a cell that formulas refer to pg.32

Relative reference—a Relative Reference refers to
the target cell by Row and by Column. A Relative
Reference that is used in an equation will adjust when
the formula is Filled Down. This type of reference is
affected by moving cells pg.34

SkyDrive— online storage space available from
Microsoft, available wherever you have Internet
access pg.212

Sparklines—small, simple charts to quickly convey
information pg.778

SUM—function that adds the numbers in selected
cells together pg.24

Template—a document, spreadsheet or form that has
custom information or formatting pg.202

Title bar— the bar at the top of a program that
includes the program name and, if applicable, the
current file name pg.13

VLOOKUP—a reference table with data arranged in
columns to return values based on set criteria pg.715

Workbook— a collection of spreadsheets in Excel
pg.197

Worksheet—a single spreadsheet in Excel pg.96
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