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Microsoft Excel 2016 is usually thought of as just a spreadsheet program, but it has so many other
options and can be used very similar to a database. Tables and charts can be created with data

contained in the spreadsheet and it has over 400 built in functions for analytical purposes along
with over 200 tools with various other features.

Open Excel

The initial screen presented will give options.
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Select Blank workbook from the list of templates and designs.
Here is a quick introduction to the pieces of Excel.
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The Quick Access Toolbar

Located just above the Ribbon, the Quick Access toolbar
provides quick access to common commands no matter which
tab is selected. By default, it shows the Save, Undo, and
Repeat commands. More commands can be added.

To Add Commands to the Quick Access Toolbar

1. Click the drop-down arrow to the right of
the Quick Access toolbar.

2. Select the command from the drop-down -n-D X cut i EE"; "
menu. To choose from more commands, pace LB COPY ey S:E ;
select More Commands. ~ % Format Painter S e i

3. The command will be added to the Quick Sl B v QuickPant
Access toolbar. Gl - + Print Preview and Print
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The Ribbon
Excel uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs,
each with several groups of commands. Each tab will be used to perform the most common tasks in

Word.
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Hide and Unhide the Ribbon

The Ribbon is designed to respond to whatever task is selected. However, the Ribbon can be
hidden.

1. Click the Ribbon Display Options arrow in the

*" Auto-hide Ribbon upper-right corner of the Ribbon.
Fe0 he THINDN CHek e o0 2. Select the desired option
m of the application to show ¢

i Show Tabs

Show Ribbon tabs only. Click 2 . .
tab to show the commands Pressing the Control-F1 buttons can also be used to hide and
£ . .
o Show Tabs and Commands unhide the ribbon.
! =~ Show Rsbbon tabs and
commands all the time.
Z AA AB AC -

Backstage View

Backstage view gives various options for saving, opening a file, printing,
and sharing documents. To get to the Backstage view, select File from
the Ribbon.
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Document Views

Excel has a variety of viewing options that change Page Layout View

how the document is displayed. The view options Narjnal View: | /- e Break Preview
are Normal View, Page Layout Mode, or Page Break ¢ \ ‘# )/

Preview. 5 o = 1 + 10



Normal View

Normal view shows the main worksheet without things like the header and footer areas. It is the
view in which most work is completed. The focus in Normal View is on the worksheet itself, its
formulas and workings, rather than how it will look on a printed page.

Page Layout View
Page Layout view gives an instant view of how printed Excel pages will look. It will include items
such as headers and footers and breaks between each page.

Page Break Preview

Page Break Preview worksheet view that shows worksheet data at a reduced magnification with
the page numbers displayed in large light type and the page breaks shown by heavy lines between
the columns and rows of the worksheet.

Entering Data

[t is time to start entering data. Start with a blank worksheet.

Edit and enter data in a worksheet
First enter data in the cells on the worksheet. Then, adjust the data so that it is displayed as needed.

Enter the data

1. Clicka cell, and then type in data.

2. Press ENTER or TAB to move to the next cell. (Tip: To enter data on a new line in a cell, enter
a line break by pressing ALT+ENTER.)

3. To enter a series of data, such as days, months, or progressive numbers, type the starting
value in a cell, and then in the next cell type a value to establish a pattern.

For example, for the series 1, 2, 3, 4, 5..., type 1 and 2 in the first two cells.

Select the cells that contain the starting values, and then drag the fill handle 1 across
the range that you want to fill (Autofill).

Tip: To fill in increasing order, drag down or to the right. To fill in decreasing order, drag up or to the
left.

Format Cells

By applying different number formats, Excel can display numbers as percentages, dates, currency,
and so on. For example, if working on a quarterly budget, use the Currency number format to show
monetary values.

Here is how you do it:

1. Select the cells to format.
2. From the Home tab in the Number group, click the expansion arrow next to Number (or
just press CTRL + 1).



A B &

General -
1 |January |February March
5 = 60 - $-9% + W@
3 25 30 60 | MNumber &
4 15 25 10
5
3. Inthe Category list, click the format to use, Format Cell e
and then ad]‘ust Settings, if necessary. For Number | Alignment | Font | Border | Fill | Protection
- . Category:
example, if using the Currency format, a Gerera o] sample
1 urren: January
different currency symbol can be selected, Sermuing pecmatpices: 7B
Date =
show more or fewer decimal places, or Time tage [ Wse 1000 Separator |
Fraction MNegative numbers:
change the way negative numbers are Seenti iziic
. Spedial [1232.10)
dlSplayed. Custom {1234.10)
Check out the status bar for quick reference = 2
informatlon. yol.;m:tet;r\‘sg#:erdmf:nregt:rr\;‘:aa\lj:play of numbers. Currency and Accounting offer specialized

If Microsoft Excel displays ##### in a cell after applying a number format to it, the cell is not wide
enough to display the data. To expand the column width, double-click the right boundary of the
column that contains the cells with the ##### error. This automatically resizes the column to fit
the number. Dragging the right boundary until the columns are the size that you want will also
accomplish the same task.

Shortcut Menu & Quick Access Menu

A Celibri sl A S B

Excel offers a quick way to access many options for formatting the 1 januar 8 1 = &- A - -89~
2 50 60 70
data and the cell(s). s Y. Ou !
T ° ‘ Quickﬁ:icess
EE Copy enu
The shortcut menu offers a variety of options for formatting the 2 % Paste Options:
cell, as well as the data in the cell. The Quick Access menu is for 7 D
. . . 8 Paste Special..
formatting the text in the cell. Access them by selecting the cell(s) : o .
Smart Lookup
and then right-clicking the mouse. : e
12 Delete...
13 Clear Contents
= 2 Quick Analysis Shortcut Menu
= & )
16 Filter 3
17 Sort 3
18 ¥ Insert Comment
; [ Format Cells..
21 Pick From Drop-down List...
22 Define Name...
23 ’E’n Hyperlink...
24



Merge Cells

At times, there may be a need to combine cells, also known as merging.

1. Highlight the cells to merge together.
2. From the Home tab in the Alignment group, select the “Merge & Center” option.

There are a few options within “Merge & Center” as well as the option to Unmerge.

A B i
1 [month I - B WepTed
2 |January February March = 3= E Merge & Center -
3 50 60 70
4 25 30 60 Alignment [F]
5 15 25 10

Alignment

The data in the cells can be aligned, just like text in Word can be aligned: left, center, right, and
justified. Cells with letters are almost always automatically left justified in a cell; while cells with all
numbers are automatically aligned to the right. Text can also be aligned vertically. Changes to the
alignment can be applied to a cell or a group of cells.

1. Highlight the cell(s) to adjust.
2. Inthe Alignment group of the Home tab of the ribbon, select the preferred options.

A B &

Vertical alignment (top, = — P
1 Month center, bottom of cell) - = 4
2 |January |February March |
3 50 60 70 Horizontal alignment (left, = = = #= 3=
4 25 30 60 center, right, full justified)
3 15 25 1o Alignm

Wrapping Text
Depending on the amount of text in a cell, a cell could end up really long or information is cut off
when viewing. To remedy this, the Wrap Text option is available.

1. Select the cell to wrap text.
2. Inthe Alignment group of the Home tab on the ribbon, select the S
“Wrap Text” option. £= 2= =/Merge & Center -

Alignment Pl

B~ % Wrap Text

Adjusting Column Width and Row Height

Excel allows column width and row height of cells to be adjusted in a few ways.

Auto-Adjust
1. Place the mouse pointer on the line by the letter or number of the cell to make adjust until a
double-sided arrow is displayed.



2. Double-click the mouse A B C

1 Months

2 |lanuary February March
S 50.00 5 60.00 S 70.00
#|s 2500 $ 3000 $ 65.00
55 45.00 5 3500 5 75.00

Click and Drag

Columns
A B c D M+| . .
Monthe 1. Place the mouse pointer on the line by the letter of the
2 |1anuary February March cell to make wider or narrower until a double-sided
sales arrow is displayed.
higher 2. Drag to desired width.
due to
after Rows
Christma . .
1. Place the mouse pointer on the line near the number of
3 |S 50.00 S 60.00 5 70.00 |ssales . .
4% 2500 $ 2000 $ 65.00 the cell to make thicker or narrower until a double-
5|¢ 4500 $ 35.00 $ 75.00 sided arrow is displayed.

2. Drag to desired height.

From the Ribbon

1. Select the column or row that needs adjusting

2. Select Format from the Cells group on the . -
Home tab of the ribbon ST R S A Mg

3. Specify the column width or row height

ET
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Inserting and Deleting Rows and Columns
At times rows or columns will need to be inserted into the spreadsheet.

3 | ¢ BT = 7 To insert a column

ths g cut

ey March 8 Ei i::;omions: 1. Select the letter of the column to the right of where to insert the
::f o column.
o PasteSpecial. 2. Right-click for the shortcut menu.

Ch Insert
000 $ 000 o8 gEIEtE<_ 3. Select Insert.

000 5 65.00 Clear Contents
500 § 75.00
' Format Cells...
| Column Width...
Hide
Unhide




To delete a column c . E
% Cut
March By Copy
1. Select the column to delete. - e
. R ? < Paste Options:
2. Right-click for the shortcut menu. E'Eh i
ue’
3. SeleCt Delete after Paste Special...
Chris Insert
$ 70.00 |ssal Delete
$ 65.00
$ 75.00 Clear Contents
Format Cells...
Column Width...
Hide
Unhide
T

3
4 ¥ Cut
5 Ey Copy
& ‘-D Paste Options:
i =
8 & 1=
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1C Insert
11
Delete
13

E Clear Contents

14 Format Cells...
1= Row Height...

€ lide
7 i
18 Unhide
19

| 5 50,00 | & 60.00 | & 70.00

To insert a row

1. Select the number of the row below where a row should be
inserted.

2. Right-click for the shortcut menu.

3. Select Insert.

To delete a row

1. Select the row to delete.
2. Right-click for the shortcut menu.
3. Select Delete.

Hide and Unhide Columns and Rows

There may be times when working on a document that certain columns or rows are not needed;
however, the information should not be deleted. Excel offers the option to hide data for that
instance and offers a couple of ways to do that using the shortcut menu, as well as an option within

the Ribbon

Short Cut Menu
Hide Information

c D E
To hide a column or row % Cut
ch By Copy
1. Select the column or row. i?;; B Pastc Opions
2. nght'CliCk due te O
3. Select Hide after  FEtespecE
) ) Christ  Insert
TD.OD s sale: Delete
;;gg Clear Contents
’ Format Cells...
Column Width...
Hide
Unhide
I

10



Unhide Information

P M ¢ Tounhide arow or column that has been hidden
uary |March gy gD;:_ .
7 Paste Options: 1. Select the columns or rows that surround the hidden column. or
i}
Paste Special.. row
000 |'s 7000 e 2. Right-click.
0.00 ||SYE500 e Contente 3. Select Unhide.
5.00| % 75.00 of
[F] Format Cells...
Column Width...
Hide
Unhide <(—
)
From the Ribbon _ _ 3 2?‘3;11 sy O
1. Select the column or row to hide or unhide. | — o - v Fnem
2. Select Format in the Cells group on the Home tab. CelSize

1T Row Height..

3. Select Hide & Unhide. A variety of options will display to

AutoFit Row Height

choose from U Column width.. & R
AutoFit Column Width
Default Width...

Visibility

Hide & Unhide 3 Hide Rows
nize Sheets Hide Columns
Rename Sheet Hide Shest
Move or Copy Sheet... Unhide Raws

Tab Color 4 Unhide Calumns

Protection

[ Protect Sheet...
Lock Cell

[E] Format Cells...

Cutting, Copying, Pasting, And Moving Data
Data may need to be moved or copied from time to time. Excel offers a variety of ways to move
data.

Cutting

Cutting moves data from one location on the spreadsheet to another. There are three options to
“cut” data: the Ribbon, shortcut menu, and a keyboard shortcut. To get started, select the data to
“cut,” then use one of the following three options.

Ribbon Short Cut Menu Keyboard Shortcut
DB T = O A
m Sales higher due o [ Control+X
.00 |after Christma
{ E— 3'{;, Cut 4—
.n._ T :gg Em Copy
r' EE] I:'Dp = I ESte Options:
Paste 3
= * Forrmat Painter

Paste Special...

Clipboard F




Copying

Copying will duplicate the data from one or more cells to another location in the spreadsheet. There
are three options to copy data: the Ribbon, shortcut menu, and a keyboard shortcut. To get started,
select the data to copy, then use one of the following three options.

Ribbon

|_ 2, Cut
By c —
Paste = Copy

-

.00
00
00

¥ Forrnat Painter

Clipboard F

Pasting

Short Cut Menu

B

Sales higher duew
after Christma %

i
B

Keyboard Shortcut

R s
. Control+C

Cut

Copy <{_
Paste Options:
o

O

Paste Special...

Do BT

Once data has been cut or copied, it can be pasted to a new location in the spreadsheet. Just like
with Cut and Copy, Excel gives you three options for pasting as well. Be aware, that any existing
data is the cell(s) that are being pasted into will be replaced with the new data.

Ribbon Short Cut Menu
rx Cu‘ gg after Christma (#\
I 3 Copy -
Paste

= ¥ Format Painter
Clipsb oard G

Inserting Cut or Copied Data

Excel offers the option to insert cut or copied data without pasting over
data. This option can be accessed from the shortcut menu after selecting
the data to be cut or copied and right-clicking on the selection. This will
place the cut or copied data to the left or above the location selected to
insert (just like when adding columns and rows).

Moving

Keyboard Shortcut
LT Control+V

K

I

Cut

o -

auoa
oo &

Copy

Paste Options:
ol

O

Paste Special...

¥
B C

Paste Options:
Cn, e o

Ol LA “E %‘ -]
Paste Special... >

Smart Lookup

Insert Copied Cgll:‘.d_

Delete...

Floar

[ ——

Data can also be moved from one location to another by using the mouse. Be aware that if you move
data to a cell that already has data in it, the original data in the cell will be replaced with the data

being moved.

1. Select the cell(s) to move.
2. Go to the edge of the selected cell(s) until a four-way arrow areh 2
Sales higher due t
appears. 70.00 |after Christmas sales
3. Hold the left mouse button down. 65.00
4. Drag the information to where it should go. 75.00

12



If there is data in the destination, Excel will warn that the information will be replaced and request

confirmation of the move.

Undo & Redo (Possible The Two Most Used Buttons!)

In the event an action needs to be repeated or undone, this can be
accomplished with the Undo and Redo buttons in Excel.

Find and Replace

To look for certain information in a spreadsheet, search for it by using the
Find feature. If there is data that needs to be updated or replaced in your
spreadsheet, there is an option to locate and replace the data quickly and
easily with the Find and Replace feature.

Use the Find feature with an entire spreadsheet or just a selection of data. To
use the Find feature, either select a group of cells to search or just go directly
to the Find feature to search the entire spreadsheet. The Feature is located in
the Editing group of the Home tab.

The Find and Replace dialogue will appear. Type in what should be searched.

_ >

If data should be replaced in the spreadsheet, but it is uncertain where the
specific data is or how many instances that data may appear, the Find and
Replace feature will be helpful. The Find and Replace option can be selected
in the Editing Group of the Home tab.

The Find and Replace dialog box will appear. Type in the data to search for
and what to replace it with.

There are options to choose to replace each instance one by one or replace
them all.

There are also other options available for the [ Find and Replace

diting

Ead S

Sort &  Find &
Filter - Select=

L Find.:

ab_ Replace...

iting
Find (Ctrl+F)
=2 GoTo..

Go To Special...

Formulas

Comments

Conditional Formatting

Constants

Data Validation
[3 Select Objects

s Selection Pane...

[Find and Replace - 23l In the Find What section, type in the data to search
vd L " forand using the Find All option, will identify all
Figd what =] areas that the data being searched for is located.

| - Using the Find Next option will only identify the

' [ options »> next location of the searched data.

:: finaAl | [(BnaNea | [ Close

Ead’®

Sort & Find &
Filter ~ Select =

A2 FEind...

ab_ Replace..

=2 GoTo..
Go To Special...
Formulas
Comments
Conditional Formatting
Constants
Data Validation

[+ Select Objects

EQ Selection Pane...

search through the Options menu.

Find Replace

Find what:

Replace with:

Within: | Sheet

|Z| |:| Match case

Search: | By Rows

[=]

Lookin: | Formulas

|z| Mo Format Set Format.. -

|Z| Mo Format Set Format... -

|Z| D Match entire cell contents

| Repla(eAll]l Replace ] [ Find Al ][EindNe)rt] [

Close ]

= =

13



Comments

With the use of shared files, it may be helpful to use comments to help clarify items on the

spreadsheet.
To add a comment to a cell s
T
1. Select the cell. ;0
2. Right-click for the shortcut menu. 1
3. Select Insert Comment. I
4. Abox will appear with the name of the person making the ig
comment at the top. 1
5. Type the comment and then select anywhere else in the 2
document. -
6. Ared triangle will appear in the upper right-hand corner of the g%
cell to indicate the cell has a comment. 2

28
29
30

4978 Bdge Road % cut o "

8090 Browne Stre

708 Princeton Stre B Copy

98 Eim P

123 Lincaln

435 Pocatello Ave
45 Main Straet
504 Fayette Place
321 Richland

456 Welch Bhd
543 Adams Ave
98 Jefferson Stree
2353 Mebraska Ax
23 Idaho Street

50 Downing Streel |

190 Alamo Street
908 Logan P1
3092 Fairview Ay
90 Lee Circle

129 Tornado Stres
126 Florida Street =)

Ty Paste Options:

=

Insert Comment

et “/r—fﬂﬂ-v—ﬁ-—al To view comments in a spreadsheet, hover over the cell with the
id I Test Test j mouse and the comment will pop out.
itreet
Street 4
3
2500 1 3

By right-clicking the cell with the comment options can be selected to edit,
delete, or hide/show all comments.

Analyzing The Data

B auee

JeRoad 2can c A

% Cut

mne Stree b
ceton Stre fy Copy
3 -

oln

atello Ave.

Street

stte Place

land
ch Blvd.
ms Ave.

son Street
braska Avi

Street

'y Paste Options:
o
0
Paste Special...
£ smart Lookup
Insert...
Delete...

Clear Contents

ing Street 5] Quick Analysis

no Street

an Pl

view Ave.

tircle

ado Stree
da Strest| 5 Delete Comment

Filter »
Sort 3

#3 Edit Comment

Show/Hide Comments

Format Cells...

Excel offers many ways to analyze data. Some of those methods include sorting, filtering, use of
formulas, pivots tables, etc. The basic functions are sorting, filtering, and formulas.

Sorting

Sorting allows the sorting of data in a variety of ways, alphabetically, numerically, by date,
ascending, descending, etc. When sorting data, be careful to watch what data is selected for the
sort. For example, if selecting to only sort one of six columns, the data will be scrambled and will

not be aligned with the original corresponding data in the other columns.

To perform a basic sort:

Tu

T
T

T

14



Select Sort & Filter from the -~ S ) [
Editing Group in the Home Tab. SEREY [faker] it lponme Rl |
Excel will provide basic options it !

depending on the type of data in the o e

G H J K =
column selected for the sort. e Y b
1 0 12101595 2121996
Choose one of those options, or A
0 12041995 20601396
select Custom Sort. n  1zanses] 2eisse]

Excel will ask to expand the
selection to include all data in the spreadsheet (recommended to avoid scrambling the data)
or if you want to only sort the selected data. Make your selection.

Click Sort.

To perform a custom sort:

1. Select Sort & Filter from the Editing Group in the Home Tab. &y O
2. Select Custom Sort. " Sotté Find &
3. If only one column is selected, Excel will ask about expanding the R v r—
selection, select Expand the Selection. 1l s
4. Click Sort.
5. A Sort dialog box appears which offers a variety of ways to sort the Y e
information.
6. Make a selection and click OK.
= 2
*41 Add Level || DX Delete Level || [T Copy Level | v || gptions... 7' My data has headers
Column Sot On Order
Sotby  Date Listed w |  Values w | | Newestto Oldest -
Il Thenby square Ft vl [Values v | | Smatestto Largest -
oK Cancel
Filtering
Filers can be used to narrow down the data in a worksheet, enabling a = ‘%Y ,O
view of only the data needed. Filtering can be applied to more than one e
column at a time to narrow down the information even more. The filter o F{_i'r';::';l‘;;m _— |
feature can be located within the Sort & Filter option on the Editing Group Z] Sort Newsst to Oldest
of the Home Tab. Custom Sort...
— Y Filter <

Once this option is selected, each column will have a drop down arrow
next to the header row title.

15



A =} C U E F G H

1 Addresg-,- ~ Square | * Bedroor ~ Bat v Tub/Show v | Price ~ Date List( * Date Sc *
2 5245Medfiland 3500 6 5  Tub/Shower $655.000 12/10/1995 2/12/1996
3 6239 Highland 3500 6 4  Tub/Shower $650,000  12/7/1995 2/9/1996

To create a basic filter:

A B E
Address = Square | * | Bedroor | B,

1. Select the drop down arrow in the column to be filtered. This

1
will list each different entry in that column. £ 21 SortSmalesttn Largest
2. Place a checkmark by the entry to filter on. (The Select All -~} , ,
option will need to be unchecked before making the selection).  §
3. Those entries with the checked selection will then be the only s -
entries displayed. 4 : 5
g ::Z l]j.SeIecl Al
Filtering on more than one option in a column is available, as L vz
well as filtering on more than one column at a time. 1 o
e
20
21
22
gi oK [ cancel |

25 | 120 ronua Sueer EI) 1

Formulas
Excel offers hundreds of options for formulas. Formulas are equations that can perform
calculations, return information, manipulate the contents of other cells, test conditions, and more.

There are a couple of ways to create a formula in Excel. The function wizard helps users
understand and use functions. A formula can also be entered manually. A formula always starts
with an equal sign (=).

To create a formula using the function wizard:

1. Select the cell for the formula.

2. Click the Insert Function command. f

3. The Insert Function dialog box will appear. This box shows the
functions that are available and provides a description for each formula.

4. Select the formula needed. A Function Arguments dialog box will appear. This is where
the cells that should be included in the formula need to be added.

5. Once the cells are selected, click OK.
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click Go
Or select a category: Most Recently Used 3

Select a functiop:

| AVERAGE
|IF

|| | HreeruNK
| count

| max
]

L

( R -— - I ™
Insert Function P — _&
Search for a function:
Type a brief description of what you want to do and then

SUM(numberl,number2,...)
Adds all the numbers in a range of celis.

il Help on this function ( 0K

Cancel

Function Arguments

Numberl F2
Number2 |
Number3

Adds all the numbers in a range of cells,

Number2:

|| Formuts resuit = 655000

| He!

ip on this function

To create a formula manually:

@) - oo

= 655000

numberl, numberZ,... are 1 1o 255 numbers 1o sum. Logical values and
text are ignored In cells, included If typed a5 arguments. |

o] [one

1. Selecta cell and type an equal sign (=) to start the formula.

2. Fill in the rest of the formula by using one of the following options.

|=1EI+5 -I

a. Type a combination of numbers and operators; for example, 10+5.

b. Use the mouse to select other cells (inserting an operator such as +,-*
and / between them). For example, select A1 and then type a plus sign

(+), select B1 and type +, and then select C1.

c. Type aletter to choose from a list of worksheet functions. For

example, typing "s" displays all available functions that start with the

letter "s."
3. Complete the formula

a. To complete a formula that uses a combination of numbers, cell

references, and operators, press ENTER. @) SEC ¥
b. To complete a formula that uses a function, fill in the required ! SECH E
information for the function and then press ENTER. For ::: gssligfum P
example, the ABS function requires one numeric value — this @ SHEET
can be a number that you type, or a cell that you select that ® sHeets
contains a number. f :EN
r SINH
() skEW
() SKEW.P -

AT
| _$66.000 |
1556000 |

=F24 +F25!

1]
— | L)
\
A
1 »
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Charts
A chart is a visual representation of data. By using elements such as columns (in a column chart) or
lines (in a line chart), data is displayed visually

Creating a Chart
1. Select the data that to create the chart.
2. On the Insert Tab, in the Charts Group, click Recommended Charts or the chart type to use,
and then click a chart subtype.
3. Once the chart is added, there will be a new tab on the ribbon called Pivot Chart Tools with
many tools to format your chart.

- - o - L]
EX*: - |||I i~ - -
Recommended . PivotChart
Charts W @ ™ L~ - . — .
\ar’cs I . | I
. P

M | I

& seatter chartis used 1o comgare a4 least two sets of values o« pairs of
data. Use 210 show relationshugs between 5ets of values.

Working Exercise 2 - Excel

Page Layout Foemulas Data Review View

> . : '
Hom b dd-\ms Design  [ESSIN 7 Tefi me
B - = — p—
: »
I !l' % . 0 : y: G 1 l b
Add Chart Quick  Change Switch Bow/ Select Change Move

Elesnent = Layoet~  Coloes ~ Celuma Data ChantType Chan

Chant Layouts Chant Shybes Data Type

Headers and Footers

Headers and Footers are a great way to provide certain information such as the title, date, or page
number to the user of the spreadsheet. To insert a Header and/or Footer on the document, select
the Header & Footer option in the Text Group in the Insert Tab of the ribbon.

e 2 " - B . e o = D 2N
> = ™ ol 4w a 19 :,A‘.,'“_‘l-’ 34 R ¥ & 4

et et 0 Ure Columen Wi

rople  Faderreanded

blex Pctures

When Header & Footer is selected, the view of the spreadsheet will change to the Page Layout view
so that adjustments can be easily seen as they are made. There will also be a new tab on the ribbon
called Header & Footer Tools, which provides many formatting options for the Header and Footer.
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Working Exercise 2 - Excel

Insent Page Layout Formulas Data Renew View Add-ins Powet Prvot Desgn
o #2 71 \ L'f x FE{E ESS) 0O / Different Fust Page v Scale with Document
Header Footer Page Number Current Current  File File Sheet Picture 1 Goto Diffesent Odd & Even Pages Align with Page Margins
- Y Number of Pages Dste  Time Path Name Name Pict leader Footer
Meader & Footet Meader & Footer Elements Navigation Options

Enter the information you wish to display in the Header or Footer. There are also options on the tab
to insert information such a page number, date, file name, etc.

=
()
o

o~
4

Header

4132016

HrddTess
Document Setup
When working on a spreadsheet, it is important to think about how it should look printed.

Page Margins

A margin is the space between the text and the edge of the document. By default, a new document's
margins are set to Normal, which means it has a one-inch space between the text and each edge.
These margins can be changed.

Formatting Page Margins

Excel has a number of built in page margins. To access the margin By s
options: iiii [ I = @
Margans OI-tera-..-on Sae  Prnt  Breaks Backy
1. Select Page Layout Tab. - m R -
2. Click the Margins command. A drop-down menu will appear. T = or &
. . . OO0 Header 03
3. Click the preferred margin size. i
ﬁfﬂ 1 Botaam: 1 m
Lefe: Right: 1 —
| B Headen 05 Footer: 0.5 ow
i o
e Marraw et
" = T-'li CT_E Eol'.ir'\:‘J.'-;S 3
- i ) I;:e[::z': E E- ":gerl.z.': 3 35 -
o
e ¥
e
o Custom Margins =
et
Custom Margins il
ww - e e B
[T} 1100 2 25 | TubiShow
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Using Custom Margins
If none of the predefined margins work for the document, Excel allows for custom margins to be

created.
1. Go to Page Layout Tab and select the Margins command and then Custom Margins.
2. The Page Setup dialog box will appear
3. Adjust the values as necessary
4. Click OK
Insert Page Layout Formulas Data Fage Sewn) - .- -
! F,‘q. N - 5 Page | | Margin | | HeagenFooter | sheet
E [ I e ™ d Tow: Header:
Margins Orientation Size  Pmnt  Breaks Backs I 05
- - *  Arear v
MNormal
- Top: 075 Bottomz0.75
‘ [| e o7 Right 0.7 Lert: Bight
- Header: 0.3 Footer: 0.3 0.75 5 035 =
] Wide W
Top 1 Bottom: 1 o
Left: 1 Right 1’ oW Eottom: Eouttr:‘
FrIll== Header: 0.5 Footer: 05" g ! 0s B
Center on page
l!d o Horigontally
Are Marrow fer Vertically
Sire Top: 075 Bottorm:0.75" -
= E lef: 025"  Right 025° | N i
—_— Header: 0.3 Footer: 0.3 v [ Brint.. | _PrlntPimm] [ Sptions.., |
[ p—
2= | - =
ace | Custom Margins bar
— rer
i Is rem 1er
. et e
rest 1100 2 25  Tub/Show

Page Orientation
Excel offers two page orientation options: landscape and portrait. Landscape means the page is
oriented horizontally, while portrait means the page is oriented vertically.
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Changing Page Orientation

1. Select the Page Layout Tab. !I Page Layout Im
2. Click the Orlentatlon'command 1n. the .Page Setup f}roup. ﬂ @ ]E [%h
3. A drop-down menu will appear. Click either Portrait or Landscape to i R s o
change the page orientation. : - - Area~
4. The page orientation of the document will be changed. D Portrait N !
nPL
D Landscape D
qu;]n: (IR =TT LV T Bat §
Page Size
By default, the page size of a new document is 8.5 inches by 11 PP s Dot Review
inches. Depending on the project, the page size may need to be =l b Y a g 1
adjusted. The page size can be adjusted, in the Page Layout Tab. PSR | DS |
4 /I [ | Letter
f' £ 85" x11
B l-.-\.-.galll {
wre (v Bat o e |
3500 Statement 1211
3500 Sl 120
3500 ] Executive 12
3500 725" 105 12¢
2550 11721
2550 A3 172
2500 1159 x16.54 12
2500 — !
Mo i
1250 o 11

1250 A5 LRl
1250 SB3"x8.27 15

Printing A Worksheet

1.

Click the worksheet or select the worksheets to preview.
a. Click File and then click Print. (Keyboard shortcut: press CTRL+P).
To preview the next and previous pages, at the bottom of the Print Preview window, click
Next Page and Previous Page.
To set the printing options, do the following:
a. To change the printer, click the drop-down box under Printer, and select the printer
that you want
b. To make page setup changes, including changing page orientation, paper size, and
page margins, select options needed under Settings.
c. To scale the entire worksheet to fit on a single printed page, under Settings, click the
option needed in the scale options drop-down box.
To print the workbook, do one of the following:
a. To printa portion of a worksheet, click the worksheet, and then select the range of
data to print.
b. To print the entire worksheet, click the worksheet to activate it.
Click Print
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Saving A Spreadsheet
1. Click the File Tab.
2. Click Save or Save As.

3.

Save As

Purt E,\/ Sites - Sam Houston State Unive.

Shase

Erpont

Account

Options.
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'~ OneDrive - Personal

| Other Web Locations

Werking Exescive 2 - Excel
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In the File name box, enter a name for the workbook.
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