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Exam 77-420: Microsoft Excel 2013

This book covers the skills you need to have for certification as a Microsoft Office Specialist in Microsoft Excel
2013. With these skills, you can create, populate, format, and manage the types of workbooks and workbook
content most commonly used in a business environment.

Prerequisites

We assume that you have been working with Excel 2013 for at least six months and that you know how to
carry out fundamental tasks that are not specifically mentioned in the objectives for this Microsoft Office
Specialist exam. Before you begin studying for this exam, you might want to make sure you are familiar with
the information in this section.

Managing worksheets
o To delete a worksheet

o Right-click the worksheet tab, and then click Delete.
o With the worksheet active, on the Home tab, in the Cells group, click the Delete arrow, and
then click Delete Sheet.

o Torename a worksheet

o Double-click the worksheet tab, enter the new worksheet name, and then press Enter.

1. Right-click the worksheet tab, and then click Rename.

Or

On the Home tab, in the Cells group, click Format, and then in the Organize Sheets section, click
Rename Sheet.

2. Enter the new worksheet name, and then press Enter.

Managing worksheet content

o To select all the content in a worksheet
o Atthe junction of the row and column headings (above row 1 and to the left of column A),
click the Select All button.
o To select an individual column or row
o Click the column heading (labeled with the column letter) or the row heading (labeled with the
row number).

Managing Excel tables

o Toselect data in a table, table column, or table row

o Point to the upper-left corner of the table. When the pointer changes to a diagonal arrow, click
once to select only the data, or twice to select the data and headers.

Tip

This method works only with tables, not with data ranges.

o Point to the top edge of the table column. When the pointer changes to a downward-pointing
arrow, click once to select only the data, or twice to select the data and header.

Tip

You must point to the edge of the table, not to the column heading or row heading.
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o

Point to the left edge of the table row. When the pointer changes to a right-pointing arrow,
click once to select the data.

Managing data entries

You enter text or a number in a cell simply by clicking the cell and entering the content. When entering
content, a Cancel button (an X) and an Enter button (a check mark) are located between the formula bar and
Name box, and the indicator at the left end of the status bar changes from Ready to Enter.

Excel allows a long text entry to overflow into an adjacent empty cell and truncates the entry only if the
adjacent cell also contains an entry. However, unless you tell it otherwise, Excel displays long numbers in their
simplest form, as follows:

o

If you enter a number with fewer than 12 digits in a standard-width cell (which holds 8.43 characters),
Excel adjusts the width of the column to accommodate the entry.

If you enter a number with 12 or more digits, Excel displays it in scientific notation. For example, if you
enter 12345678912345 in a standard-width cell, Excel displays 1.23457E+13 (1.23457 times 10 to the
13th power).

If you enter a value with many decimal places, Excel might round it. For example, if you enter
123456.789 in a standard-width cell, Excel displays 123456.8.

If you manually set the width of a column and then enter a numeric value that is too large to be
displayed in its entirety, Excel displays pound signs (#) instead of the value.

To complete a data entry

o

Click the Enter button (the check mark) on the formula bar to complete the entry and stay in
the same cell.

Press Enter or the Down Arrow key to complete the entry and move down to the next cell in
the same column.

Press the Tab key or the Right Arrow key to complete the entry and move (to the right) to the
next cell in the same row, or to the next cell in the table (which might be the first cell of the
next row).

Press Shift+Enter or the Up Arrow key to complete the entry and move up to the previous cell
in the same column.

Press Shift+Tab or the Left Arrow key to complete the entry and move (to the left) to the
previous cell in the same row.
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Chapter 1. Create and Manage Workbooks and Worksheets

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft Excel 2013 relate to
creating and managing workbooks and worksheets. Specifically, the following objectives are associated with
this set of skills:

1.1 Create workbooks and worksheets

1.2 Navigate through worksheets and workbooks

1.3 Format worksheets and workbooks

1.4 Customize options and views for worksheets and workbooks
1.5 Configure worksheets and workbooks to print or save

An Excel workbook contains one or more worksheets. The data on a worksheet can be related to data in other
areas of the workbook or in other workbooks.

A single workbook can contain a vast amount of raw and calculated data. You can structure and format
workbook content so that key information can be easily identified and so that data is presented correctly on
the screen and when printed. You can locate information within a workbook by searching values, formula
elements, or named objects.

There are many ways of optimizing the appearance and functionality of Excel for the processes you perform
most frequently and to suit your individual preferences.

This chapter guides you in studying ways of creating, navigating through, formatting, printing, and saving the
workbooks and worksheets in which you store information in Excel, and customizing elements of the Excel
environment.

1.1 Create workbooks and worksheets

Creating new workbooks and worksheets

One of the ways in which Excel 2013 operates more efficiently than previous versions of Excel is by creating
only necessary workbooks and worksheets. Instead of creating a workbook each time you start the program,
Excel displays a start screen from which you can open an existing workbook or create a new workbook.

When Excel is running, you can create a blank or prepopulated workbook from the New page of the Backstage
view.
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By default, a new workbook includes only one worksheet. You can add blank worksheets to the workbook or
copy or move worksheets from another workbook.

Tip
When you create Excel objects such as charts, PivotTables, and PivotCharts, you can insert them on the
worksheet that contains the data or on sheets that are dedicated to the new object.

To create a blank workbook

o Start Excel. On the Start screen, press Esc or click Blank Workbook.
o Onthe New page of the Backstage view, click Blank Workbook.
o From the program window, press Ctrl+N.

To create a workbook from a template

o On the Start screen or on the New page of the Backstage view, do one of the following:

o Click a featured template.

o Enter atemplate type or subject in the Search box, and then press Enter or click the
Search button. Click a template thumbnail to preview its contents and then create a
workbook by clicking Create in the preview window; or double-click the template
thumbnail to create a workbook without first previewing it.

o Click the Personal heading, and then double-click a custom or downloaded workbook
template.

To insert a new worksheet

Click the New sheet button at the right end of the worksheet tab section.
On the Home tab, in the Cells group, click the Insert arrow, and then click Insert Sheet.
Or
7. Right-click the worksheet tab before which you want to insert a new worksheet, and then click
Insert.
8. On the General page of the Insert dialog box, click Worksheet, and then click OK.

Reusing existing content
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You can add a worksheet from another workbook by moving or copying it from the original (source) workbook.

If the content you want to use exists in another format, such as in a delimited text file, you can import the file
contents into a worksheet in Excel. Alternatively, you can open the file in Excel and copy only the data you
want from the file.

Impaort Data ?

Select how you want to view this data in your workbook.
F @ Table
PivotTable Report
| [} PivotChart
|:| Power View Report
|:‘ Only Create Connection
‘Where do you want to put the data?
(®) Existing worksheet:

=581 55

() New worksheet

|:| Add this data to the Data Model

Properties... Cancel

Tip
Importing a file disconnects the contents from the source file, whereas opening the file permits you to edit the
file contents in Excel.

To move or copy a worksheet

o On the tab bar, drag the worksheet tab to the new position to move it.
o Press Ctrl and drag the worksheet tab to the new position to copy it.
Or

3. Right-click the worksheet tab, and then click Move or Copy.

Or

On the Home tab, in the Cells group, click Format, and then in the Organize Sheets section, click Move or
Copy Sheet.

4. Inthe Move or Copy dialog box, do one of the following, and then click OK:

1. To move the worksheet within the same workbook, in the Before sheet box, click the worksheet
before which you want to insert the worksheet.

2. To move the worksheet to another open workbook, click the destination workbook in the To book list.
Then in the Before sheet box, click the worksheet before which you want to insert the worksheet.

3. To move the worksheet to a new workbook, click (New book) in the To book list.
Or

In the Move or Copy dialog box, select the Create a copy check box, do one of the following, and then click
OK:

o To create a copy within the same workbook, in the Before sheet box, click the worksheet before which
you want to insert the copy.

o To create a copy in another open workbook, click the destination workbook in the To book list. Then in
the Before sheet box, click the worksheet before which you want to insert the copy.

6
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o To create a copy in a new workbook, click (New book) in the To book list.
Tip
You can move or copy a worksheet to an existing workbook only if that workbook is open.

To import the contents of a text file

0. On the Data tab, in the Get External Data group, click From Text.

1. Inthe Import Text File dialog box, browse to and select the text file you want to import, and
then click Import.

2. On the Step 1 page of the Text Import Wizard, click Delimited or Fixed width to indicate the
way that data in the text file is separated. Specify the first row of data you want to import (this
will almost always be 1), and select the My data has headers check box if applicable. Then click
Next.

Tip
The preview at the bottom of the page displays the data being imported.

3. On the Step 2 page of the Text Import Wizard, select the character or characters that separate
the field content within the text file, and then click Next.
4. On the Step 3 page of the Text Import Wizard, do the following, and then click Finish:
0. For each column of numeric data in the preview that requires specific number
formatting, click the column and then specify the number format.
1. For each column you want to exclude from the import operation, click the column and
then click Do not import column (skip).
5. Inthe Import Data dialog box, click the location to which you want to import the data, and
then click OK.

To open a non-native file in Excel

6. On the Open page of the Backstage view, select the storage location from which you want to
open the file, and then click Browse.

7. Inthe Open dialog box, in the list of file types, click All Files (*.*) or click the specific type of
file you want to open.

8. Browse to and select the file you want to open, and then click Open.

Practice tasks

The practice file for these tasks is located in the MOSExcel2013\Objectivel practice file folder. Save the results
of the tasks in the same folder.

o Create a workbook based on a sales report template of your choice, and save it as Sales Data. Leave
the workbook open.
Open the Excel_1-1 workbook, and complete the following tasks:
Move the Source Data worksheet so it is the last worksheet in the workbook.
Make a copy of the Source Data worksheet as the last worksheet in the Sales Data workbook.

1.2 Navigate through worksheets and workbooks

Locating data and worksheet elements
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You can easily locate specific values, formula content, comment text, and formatting anywhere within a
workbook. Using the Find operation, you can search the entire workbook or a specific worksheet for text and
formatting in formulas, calculated values, or comments.

Find and Replace ? n !

Fimd Replace

Find what: 2011 w Mo Format Set Format... -

within: | Workbook || L] Match case
Match entire ¢ell contents
Search: By Rows L ' 2
Looakin: Formulas W Options <<

Find All Eind Mext Close

If you’re looking for a specific element or type of element, you can locate it by using the Go To and Go To
Special commands. From the Go To dialog box, you can locate any named element (such as a cell, cell range,
named range, table, or chart). From the Go To Special dialog box, you can locate comments, formulas or
specific formula elements, blank cells, objects, row or column differences, precedents and dependents,
conditional formatting, data validation, and more.

coto 7 IEM

Go to:
[scs10
SES:SESE |
?::,121 Go To Special ? n
Table13
aelect
() Comments ") Row differences
.} Constants ") Column differences
| .} Formulas ®) Precedents
Beference: | + Numbers ") Dependents
<10 | o Text ®) Direct only
Spedal. oK + Logicals - ) Al fevels
;s " Errors . Last cell
() Blanks ) Visible cells anly
I} Current region ) Conditional formats
)} Current array ) Data yalidation
) Objects " Al
Same
QK Cancel

To search for text

1. Onthe Home tab, in the Editing group, display the Find & Select list, and then click Find (or
press Ctrl+F).

2. On the Find page of the Find and Replace dialog box, enter the text you want to locate, and if
necessary, click Options to display the search parameters.

3. Specify the following search parameters:

8
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1. In the Within list, click Sheet or Workbook.
2. In the Search list, click By Rows or By Columns.
3. In the Look in list, click Formulas, Values, or Comments.
4. Select the Match case or Match entire cell contents check boxes to further restrict your
search.

5. Click Find Next.

To search for formatting

6. On the Find page of the Find and Replace dialog box, click the Format button.

7. Inthe Find Format dialog box, specify the number, alignment, font, border, fill, or protection
formatting you want to find. Then click OK.

8. Inthe Find and Replace dialog box, click Find Next.

To search for matching formatting

9. On the Find page of the Find and Replace dialog box, click the Format arrow, and then click
Choose Format From Cell.

10. When the pointer changes to an eyedropper, select the cell on which you want to base your
search.

11. In the Find and Replace dialog box, click Find Next.

To move to a named cell, range, or workbook element

o On the formula bar, click the Name box arrow, and then select the named element.
Or

13. In the Find & Select list, click Go To (or press Ctrl+G).

14. In the Go To dialog box, click a named element in the Go to list, and then click OK.

To move to a location that has a specific property

15. In the Find & Select list, click Go To Special (or click Special in the Go To dialog box).
16. In the Go To Special dialog box, click the property for which you want to search, and then click
OK.

Inserting hyperlinks

Excel worksheets can include hyperlinks that provide a quick way to connect to related information or to
create a pre-addressed email message. You can create a hyperlink from any cell content to any of the hyperlink
locations supported by the Office 2013 programs—another location on the worksheet, in the workbook, in an
external document, or on the web.
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By default, hyperlinks are formatted as underlined, colored text. (The active and followed hyperlink colors are
specified by the theme.) Clicking the hyperlink text in the cell that contains the hyperlink displays the hyperlink
target.

Tip
To select a cell that contains a hyperlink, click part of the cell away from the hyperlink or click and hold down
the mouse button until the pointer changes to a plus sign.

To create a hyperlink to a webpage

1. Enter a URLin the cell, and then press Enter.

Or

Select the cell or element from which you want to link.

On the Insert tab, in the Links group, click the Hyperlink button (or press Ctrl+K).

In the Insert Hyperlink dialog box, in the Link to list, click Existing File or Web Page.
In the Address box, enter the URL of the webpage you want to link to.

Or

PwnNPE

Click the Browse the Web button (the button labeled with a globe and magnifying glass). In
the web browser window that opens (not a previously open window), display the webpage
you want to link to, and click the Insert Hyperlink dialog box to copy the webpage address
from the browser address bar to the Address box of the dialog box. Then minimize or close
the browser window.

Tip
If the webpage address doesn’t copy to the Address box in a valid format—for example if the

webpage is on a Microsoft SharePoint site—manually copy the address from the browser
address bar to the Address box of the Insert Hyperlink dialog box.

5. If you want to display text other than the target when a user points to the hyperlink, click the
ScreenTip button, enter the ScreenTip text, and then click OK.

Tip

10
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6.

When inserting a hyperlink from a cell that contains text (not numeric data), the Text To
Display box is active. You can change the text in the cell by entering alternative text in the Text
To Display box.

In the Insert Hyperlink dialog box, click OK.

To create a hyperlink to an existing file

1.

2.
3.
4.

Select the cell or element from which you want to link. Then click the Hyperlink button (or
press Ctrl+K).

In the Insert Hyperlink dialog box, in the Link to list, click Existing File or Web Page.

In the Look in area, browse to the file you want to link to.

In the Insert Hyperlink dialog box, click OK.

To create an Excel workbook and a hyperlink to it

1.

2.
3.

Tip

Select the cell or element from which you want to link. Then click the Hyperlink button (or
press Ctrl+K).

In the Insert Hyperlink dialog box, in the Link to list, click Create New Document.

In the Name of new document box, enter a name for the workbook.

Do not enter the file extension. The Create New Document hyperlink in an Excel workbook
automatically creates an Excel workbook.

4.

7.

To create the document in a folder other than your Documents folder, click the Change
button. Then, in the Create New Document dialog box, browse to the folder in which you want
to save the file, and click OK.
In the When to edit area, do one of the following:

= Click Edit the new document later to create a blank workbook.

= C(Click Edit the new document now to create a workbook and open it in Excel.
In the Insert Hyperlink dialog box, click OK.

To create a hyperlink to a worksheet or named range within the workbook

1.

4.

Select the cell or element from which you want to link. Then click the Hyperlink button (or
press Ctrl+K).

In the Insert Hyperlink dialog box, in the Link to list, click Place in This Document.

In the Or select a place in this document box, click the heading or bookmark you want to link
to.

In the Insert Hyperlink dialog box, click OK.

To create a hyperlink that creates a pre-addressed email message

1.

Select the cell or element from which you want to link. Then click the Hyperlink button (or
press Ctrl+K).

In the Insert Hyperlink dialog box, in the Link to list, click E-mail Address.
In the E-mail address box, enter the email address of the message recipient.
In the Subject box, enter the message subject.

11
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5. Inthe Insert Hyperlink dialog box, click OK.

Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objectivel practice file folder. Save the
results of the tasks in the same folder.

e Open the Excel_1-2a workbook, and complete the following tasks on the Product List worksheet by
using the techniques described in this section:
o Move to the first cell that contains a comment.
o Move to the cell range named Berry_bushes.
o Move to cell F13.
o Create a hyperlink from cell F13 to the cell range named Berry_bushes.
o Move to the cell at the intersection of the last active row and column in the worksheet.
e Open the Excel_1-2b workbook, and complete the following tasks on the Employees worksheet:
o Incell C12, enter a hyperlink to the website located at www.adventure-works.com.
o Edit the hyperlink so that the cell displays Please visit our website instead of the URL.

1.3 Format worksheets and workbooks

Modifying page setup

You can control the basic footprint of printed worksheets by defining the paper size and orientation, changing
the page margins, and changing the space allocated to the header and footer. By configuring these page setup
options, you define the space that is available for the content on an individual page when it is printed or
displayed in Print Layout view.

Tip

If your content doesn’t fit within the allocated area, you can adjust the way it fits on the page by scaling it,

either from the Page Setup tab or from the Print page. For more information, see 1.5 Configure worksheets
and workbooks to print or save.

To change the page margins

e On the Page Layout tab, in the Page Setup group, click the Margins button.
e On the Margins menu, do one of the following:
o Click the standard margin setting you want.
o Click the Custom Margins command. Then on the Margins page of the Page Setup dialog box,
specify the Top, Bottom, Left, and Right margins, and click OK.

To change the page orientation

e On the Page Layout tab, in the Page Setup group, click the Orientation button, and then click Portrait
or Landscape.

To set a standard paper size

o On the Page Layout tab, in the Page Setup group, click the Size button, and then click the
paper size you want.

To set a custom paper size

12
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e On the Page Layout tab, in the Page Setup group, click the Size button, and then click More Paper
Sizes.

e On the Page page of the Page Setup dialog box, click Options.

e On the Paper/Quality page of the Printer Properties dialog box, in the Paper Options area, click
Custom.

e In the Custom Paper Size dialog box, enter a name for the custom size, enter the width and length of
the paper, specify the units of measurement, click Save, and then click Close.

e C(Click OK in each of the open dialog boxes.

Tip
The available print settings depend on the currently selected printer.

Inserting page elements

You can display information on every page of a printed worksheet, and also in Page Layout view, by inserting it
in the page headers and footers. You can have a different header and footer on the first page or different
headers and footers on odd and even pages. When you create a header or footer, Excel displays the workbook
in a view that is similar to Page Layout view, and the Design tool tab appears on the ribbon.

An active header or footer is divided into three sections in which you can enter information either manually or
from the Design tool tab. (The commands on the Insert tab are not available while the header or footer is
active for editing.)

You can enter document information and properties such as the current or total page number, current date or
time, file path, file name, or sheet name from the Design tool tab, or you can enter and format text the same
way you would in the worksheet body. You can also insert an image, such as a company logo.

If you want to display and print an image or text on a worksheet, for example to denote draft or confidential
information or to indicate copyright ownership, you can simulate a watermark in the following ways:

o Insert a graphic in the header or footer. The advantages of this method are that the graphic appears
on all printed pages, and you can easily apply a “wash out” effect so that it looks like a true watermark.
A possible disadvantage is that the graphic is anchored in the header or footer rather than centered on
the page.

Important

If you anchor the graphic in the footer, you must include some content in the header, or the graphic will not be
visible in the content area.

o Insert a background image on the worksheet. The advantage of this method is that the image appears
on all printed pages. The disadvantage is that Excel tiles background images, so you must either choose
a page-sized image or an image that repeats gracefully. You must also manually apply any washout
effects before selecting the image.

o Insert a WordArt object on the worksheet. The advantages of this method are that it provides a
simple way of creating and formatting text that is appropriate for a watermark, you can position it
anywhere on the page, and you can rotate the WordArt object however you want. A possible
disadvantage is that you must place the WordArt object on each page on which you want it to appear.

13
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Graphic watermark in header WordArt watermark

o Toinsert content in the page header and footer

1. Onthelnsert tab, in the Text group, click Header & Footer, or in Page Layout view, click Click
to add header.

2. Click the left, center, or right header section. Then do any of the following:

1. To insert a document property in the active header section, select document information from the
Header list in the Header & Footer group on the Design tool tab, or click a button in the Header & Footer
Elements group.

2. in the Header & Footer Elements group, click Picture, and then browse to the local or online picture
you want to display in the active header section.

3. Manually enter information in the active header section.

3. Todisplay different headers on the first and following pages, or on odd and even pages, select
the corresponding check box in the Options group, and then insert the header information you
want for each set of pages.

14
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4. To move to the footer, click Click to add footer on any page, or on the Design tool tab, in the
Navigation group, click the Go to Footer button.

5. To close the header and footer areas, click in the workbook body.
Tip
If you decide to insert a header or footer just before printing, you can do so from the Header/Footer page of
the Page Setup dialog box, which is accessible from the Print page of the Backstage view.
o To edit the header or footer
o Activate the header or footer, and then make your changes.
o To simulate a picture watermark by adding a picture to the header or footer

0. Activate the header or footer and click the left, center, or right section in which you want to
anchor the watermark.

1. Onthe Design tool tab, in the Header & Footer Elements group, click Picture, and then browse
to the local or online picture you want to display as a watermark.

2. With &[Picture] selected in the header or footer, in the Header & Footer Elements group, click
Format Picture.

3. On the Size page of the Format Picture dialog box, set the height and width of the picture so
that it is approximately the size of the page (or the size you want it to extend from the anchor
location).

4. On the Picture page of the Format Picture dialog box, in the Image control area, click Washout
in the Color list. Make any other color adjustments you want, and then click OK.

o To simulate a picture watermark by adding a background picture
0. On the Page Layout tab, in the Page Setup group, click the Background button.

1. From the Insert Picture dialog box, locate and insert the picture file you want to use as the
background. (Use standard techniques to locate a file on your computer or online.)

o To simulate a text watermark
0. On the Insert tab, in the Text group, click the WordArt button.
1. Inthe WordArt gallery, click a transparent text style.
2. Enter the text of the watermark.
3. Adjust the rotation, size, and location of the WordArt object as necessary.
Changing workbook themes and colors

You can enhance the look of an entire workbook by applying a predefined theme—a combination of colors,
fonts, and effects. In the Themes gallery, you can point to a theme to display a live preview of its effect on the
workbook elements before you apply it.

15
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If you like certain aspects of different themes (for example, the colors of one theme and the fonts of another),
you can mix and match theme elements. If you create a combination of theme elements that you would like to
use with other worksheets, you can save the combination as a new theme. After you save a theme in the
default Document Themes folder, the theme is available in the Custom section of the Themes gallery.

To apply formatting to several worksheets at once, group the worksheets, and then perform the formatting
operation.

o To apply a theme to a worksheet
1. Onthe Page Layout tab, in the Themes group, click the Themes button.
2. Inthe Themes gallery, click the theme you want.
o To modify a theme
1. Inthe Themes group, click the Colors, Fonts, or Effects button.
2. Inthe gallery, click the theme element you want.
o To save a customized theme
1. Inthe Themes gallery, click Save Current Theme.

2. Inthe Save Current Theme dialog box, enter a name for the theme in the File name box, and
then click Save.

o To group worksheets

16
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o To group all worksheets, right-click any worksheet tab, and then click Select All Sheets.

o To group adjacent worksheets, click the tab of the leftmost worksheet you want to group,
press Shift, and then click the tab of the rightmost worksheet you want to group.

o To group nonadjacent worksheets, click any worksheet tab, press Ctrl, and then click each
additional worksheet tab.

Tip
When worksheets are grouped, Excel displays [Group] after the workbook name in the title bar. Many
commands are not available when worksheets are grouped.

o To ungroup worksheets
o Click the tab of any worksheet.
o Right-click the tab of any worksheet that is not grouped.
o Right-click the tab of any grouped worksheet, and then click Ungroup Sheets.
Tip
When a workbook contains several worksheets, it can be helpful to assign different colors to the tabs to

categorize them or to make them easily distinguishable. To change the color of a worksheet tab, right-click the
tab, click Tab Color, and then click the color you want.

Modifying rows and columns

Inserting and deleting rows and columns is a natural part of worksheet development, and in Excel 2013, it
couldn’t be easier. You can insert an entire row above the selected cell or an entire column to the left of it. If
you want to insert a cell instead of a row or column, you are given the option of making room by moving cells
down or to the right.

Similarly, you can delete a selected row or column, or you can delete only the selected cells, optionally
specifying how the remaining cells should fill the space.

In addition to inserting empty rows, columns, or cells, you can insert cut or copied cell contents directly into an
existing table or data range with one command. When you insert a range of cells rather than an entire row or
column, Excel requests instructions for making room before inserting a similarly shaped range.

Tip
Always select a single cell when inserting cut or copied cells. If you select a range that is a different size and
shape from the one you want to insert, you will get an error message.

By default, worksheet rows have a standard height of 15 points, or 0.21 inches, and their height increases and
decreases to accommodate the number of lines in their longest entry. You can manually change the height of a
row, but it is best to leave the row height dynamic to accommodate future changes, unless you have a good
reason to specify a height. For example, you might want to specify a narrow row to create a visual break
between blocks of data. (You can restore dynamic height adjustment if you need to.)

Worksheet columns have a standard width of 8.43 characters (in the default font), or 0.72 inches, and their
width is not dynamic. You are more likely to want to change column width than row height, usually to
accommodate long cell entries. You can have Excel adjust a column to fit its longest entry, or you can adjust it
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manually to up to 255 characters. In conjunction with text wrapping, adjusting column widths is a key
technique for making as much data as possible visible on the screen or page.

Tip
When the ruler is hidden, row heights are specified in points and column widths in characters. When the ruler

is displayed, row heights and column widths are specified in inches.

For the purposes of height and width adjustments, selecting a single cell in a row or column is the same as
selecting the entire row or column. You can change the height or width of multiple rows or columns at the
same time by selecting them and then performing the resizing operation.

o Toinsert rows or columns

1. Select the number of rows you want to insert, starting with the row above which you want the
inserted rows to appear, or select the number of columns you want to insert, starting with the
column to the left of which you want the inserted columns to appear.

2. Onthe Home tab, in the Cells group, click the Insert button.
Or
Right-click the selection, and then click Insert.
o To delete selected rows or columns
o Onthe Home tab, in the Cells group, click the Delete button.
o To change the height of a selected row
o Dragthe bottom border of the row selector up or down.
Tip
As you drag the border, a ScreenTip displays the current row height in either points or inches and in pixels.
Or
1. Onthe Home tab, in the Cells group, display the Format list, and then click Row Height.
2. Inthe Row Height dialog box, specify the height you want, and then click OK.
o To change the width of a selected column
o Dragthe right border of the column selector to the left or right.
Tip
As you drag the border, a ScreenTip displays the current column width in either characters or inches and in
pixels.
Or
1. Onthe Home tab, in the Cells group, display the Format list, and then click Column Width.
2. Inthe Column Width dialog box, specify the width you want, and then click OK.
o To size a column or row to fit its contents

o Double-click the right border of the column heading or the bottom border of the row heading.
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o Onthe Home tab, in the Cells group, display the Format list, and then click AutoFit Column
Width.

o Onthe Home tab, in the Cells group, display the Format list, and then click AutoFit Row
Height.

Tip
You can adjust the width of all the columns in a worksheet at the same time. Click the worksheet selector to

select the entire worksheet, and then double-click the border between any two columns. Every populated
column resizes to fit its contents. Empty columns remain unchanged.

Configuring data validation

A simple way to ensure that worksheets produce the expected results is to take measures to ensure that the
data being entered meets necessary criteria. This is especially important in workbooks that you will be
distributing for other people to populate with data. You can do this in two ways:

o By limiting entries to those the user chooses from a list that you provide.
o By checking the data against specific criteria as it is entered. This is referred to as validating the data.

You can validate data in several ways. For any numeric, date, or time validation check, you can specify whether
you want to allow the entry to be between two values, not between two values, greater than, less than, equal
to, or not equal to a value. Each of the values to be used for validation can be a specific value, a reference to a
cell on the worksheet or a cell on another worksheet, or calculated with a formula referencing cells. With this,
very complex validation rules can be created. For example, you could create a rule in a budget worksheet
specifying that the budget item for charitable contributions should be at least as large as the previous year, but
no more than 10 percent of the net pretax profit.

You can restrict cell content to the following data types:
o Anyvalue This is the default value.
o Whole number An integer, either positive or negative.
o Decimal Any type of number, whole or otherwise, positive or negative.
o List An input list from which the user can select only a specific value.
o Date Any recognized date format. You can specify an allowable range of dates.
o Time Any recognized time format. You can specify an allowable range of times.
o Text length A maximum number of characters.

o Custom Any valid Excel formula that equates to True or False. To validate the value that is being
entered, reference the cell in the formula. For example, to check whether the value in C3 contains text,
use the formula =ISTEXT(C3).

When the data entered in a cell doesn’t meet the data validation criteria, Excel displays an error message. You
can also have Excel display instructions to guide the user in inserting the correct type of data in the cell. The
input message resembles a comment, and is visible only when the cell is active.

o Torestrict entries to a specific list of options
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1. On the worksheet on which you will create the input list, enter the items you want to make
available from the list into a range of cells. Choose a location that will not interfere with data
entry.

Or

On a worksheet other than the one on which you will create the input list, enter the list items in a range of
cells.

Select the cell or range of cells for which you want to create the input list.
On the Data tab, in the Data Tools group, click the Data Validation button.

On the Settings tab of the Data Validation dialog box, in the Allow list, click List.

LA

Position the cursor in the Source box, then select or enter the cell range containing the list
items you created in step 1.

6. Inthe Data Validation dialog box, click OK.

o Torestrict entries to those meeting specific criteria
1. Select the cell or range of cells for which you want to enforce data validation criteria.
2. On the Data tab, in the Data Tools group, click the Data Validation button.

3. On the Settings tab of the Data Validation dialog box, click the Allow arrow, and then in the
list, click the type of data you want to allow.

4. In the data type—specific criteria boxes that appear, select or enter the criteria that data in the
selected cells must meet. Then click OK.

Tip
Take care when setting up data validation checks that you don’t inadvertently disallow valid data. Test your
data validation criteria by entering both valid and invalid data and verifying that you get the expected results.

o To configure an input message to support data validation

1. Onthe Input Message page of the Data Validation dialog box, select the Show input message
when cell is selected check box.

2. Inthe Title box, enter the text you want to appear in bold font at the beginning of the input
message.

3. Inthe Input message box, enter the text you want to appear in regular font after the input
message title.

4. Click OK.
o To modify the standard error message

1. Onthe Error Alert page of the Data Validation dialog box, select the Show error alert after
invalid data is entered check box.

2. Inthe Style list, click the type of icon you want to display in the error message: Stop to display
a white X in a red circle, Warning to display a black exclamation point in a yellow triangle, or
Information to display a white lowercase letter i in a blue circle.
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3. Inthe Title box, enter the text you want to appear in the title bar of the error message dialog
box.

4. Inthe Error message box, enter the text you want to appear in the body of the error message
dialog box.

5. Click OK.
o Tolocate worksheet cells that have data validation configured

o Onthe Home tab, in the Editing group, click Find & Select, and then in the list, click Data
Validation.

o To cancel data validation
0. Select one or more cells from which you want to remove data validation.

1. To cancel all instances of the selected data validation criteria in the worksheet, select the
Apply these changes to all other cells with the same settings check box on the Settings page
of the Data Validation dialog box.

2. Onany page of the dialog box, click Clear All, and then click OK.
Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objectivel practice file folder. Save the
results of the tasks in the same folder.

o Open the Excel _1-3a workbook, and complete the following tasks:
o Change each of the visible worksheet tabs to a different color.
o Configure the JanFeb worksheet to print horizontally on two pages of letter-size paper.
o Configure the MarApr worksheet to print on two pages of A5-size paper.
o Configure the MayJun worksheet to print at 50 percent of its actual size.
o Open the Excel_1-3b workbook, and complete the following tasks on the Orders worksheet:

o Create a header that will print on all the pages of the worksheet except the first page. On the
left side of the header, enter today’s date; in the center section, enter the name of the
workbook; and on the right side, enter the page number.

o In Normal view, change the center section of the header to reflect the name of the worksheet
instead of the workbook.

o Remove the page numbers from the header, and then add page numbers that print at the
bottom of each page.

o Inthe Excel 1-3c workbook, on the Order Details worksheet, add a data validation check to the
Discount column to ensure that the value is between 0 and .2 (in other words, that the discount does
not exceed 20 percent). Include an input message and display a warning if an incorrect value is
entered.
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o Inthe Excel_1-3d workbook, display the By Product-Customer worksheet and ensure that at least one
outline section is expanded. Then group all the worksheets and apply the Austin theme to the
worksheet group.

1.4 Customize options and views for worksheets and workbooks
Displaying different views of worksheets

From the View toolbar at the bottom of the program window, or from the View tab, you can switch among
three views of a worksheet:

o Normal The worksheet is displayed in the window at 100 percent magnification or at whatever zoom
level you select. Page breaks are indicated by black dashed lines.

o Page Layout Each worksheet page appears as it will when printed, with space between the individual
pages. A ruler appears at the left edge of the window next to the optional row headings. The page
header and footer are visible and you can select them for editing.

o Page Break Preview The entire worksheet is displayed in the window, with page breaks indicated by
bold blue dashed lines and page numbers displayed in the center of each page. You can change the
page breaks by dragging the blue lines.

To maximize your work area, you can display a worksheet in full-screen mode, so that only the title bar is
visible. To increase the vertical space of the work area but still have easy access to commands, you can hide
the ribbon so that only its tabs are visible, and hide the formula bar.

The View Shortcuts toolbar includes buttons for changing the view of the document window.

View Shortcuts toolbar

From the Zoom toolbar at the bottom of the program window, or from the Zoom group on the View tab, you
can change the zoom level of a worksheet in any range from 10 percent to 400 percent. You can zoom the
entire worksheet or select a range of cells and have Excel determine the zoom level necessary to fit the
selection in the window.

o Todisplay a standard worksheet view

o On the View Shortcuts toolbar near the right end of the status bar, click the Normal, Page
Layout, or Page Break Preview button.

o On the View tab, in the Workbook Views group, click the Normal, Page Layout, or Page Break
Preview button.

o Tozoom in or out in 10-percent increments

o On the status bar, click the Zoom In (+) or Zoom Out (-) button.
o To change the zoom level dynamically

o Dragthe Zoom slider to the left to zoom out or to the right to zoom in.
o Tozoom to a specific magnification

0. On the View tab, in the Zoom group, click the Zoom button.
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Or
On the status bar, click the Zoom level button.

1. Inthe Zoom dialog box, click a specific magnification level, or click Custom and then enter a
value from 10 to 400. Then click OK.

o Tozoom in on selected cells
0. Select the cell or cell range you want to zoom in on.
1. Open the Zoom dialog box, click Fit selection, and then click OK.
Displaying multiple parts of a workbook

It can be cumbersome to work in a worksheet that is too long or wide to display legibly in the program
window, to scroll up and down or back and forth to view data elsewhere in the worksheet, or to switch back
and forth between multiple worksheets in the same workbook if you frequently need to access information in
both of them.

You can view multiple parts of a worksheet at one time by freezing rows or columns so they stay in view while
you scroll the rest of the worksheet, by splitting the window so you can independently scroll and work in two
or four views of the worksheet within the same program window, or by displaying multiple instances of the
workbook in separate program windows. Regardless of the technique you use, changes you make to the
workbook content in any one view are immediately reflected in the others.

Tip
Another way to display disparate rows or columns together on one screen is to hide the rows or columns
between them.
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Multiple instances of a workbook
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o To freeze the first row or column of a worksheet
o On the View tab, in the Window group, click the Freeze Panes button, and then click Freeze
Top Row or Freeze First Column.
o To freeze multiple rows or columns
0. Select the row below or column to the right of those you want to freeze, by clicking the row
selector or column selector.
1. Onthe View tab, in the Window group, click the Freeze Panes button, and then click Freeze
Panes.
o To simultaneously freeze columns and rows
0. Select the cell that is below and to the right of the intersection of the row and column you
want to freeze.
1. Onthe View tab, in the Window group, click the Freeze Panes button, and then click Freeze
Panes.
Tip

You can freeze as many columns and rows as you like depending on what cell is selected when you invoke the
Freeze Panes command. Selecting a cell in row 1 freezes the columns to the left of that cell. Selecting a cell in
column A freezes the rows above that cell. Selecting cell Al freezes the panes at the midpoint of the current
window (the top half of the rows and the left half of the columns). Selecting a cell other than those in row 1
and column A freezes the rows above and columns to the left of the cell.
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o To unfreeze all rows and columns

o On the View tab, in the Window group, click the Freeze Panes button, and then click Unfreeze
Panes.

o To display multiple views of a workbook in the same program window
0. To split the window into two parts, click a cell in row 1 or column A.
Or
To split the window into four parts, click the cell above and to the left of where you want to split the panes.
1. Onthe View tab, in the Window group, click Split.
o To modify the split between windows

o Drag the vertical or horizontal split bar to the row or column where you want to split the
window.

o Toremove a split from a program window
o Double-click the split bar that divides the pane.
o Dragthe vertical split bar to the top of the scroll bar.
o Drag the horizontal split bar to the right end of the scroll bar.
o To display multiple views of a workbook in separate program windows

0. On the View tab, in the Window group, click the New Window button to open another
instance of the workbook.

Tip
You can open several instances of the workbook; Excel displays the instance number after the workbook name

in the program window title bar.

1. Arrange the workbook windows as you want, or click the Arrange All button and then in the
Arrange Windows dialog box, click Tiled, Horizontal, Vertical, or Cascade. To arrange only the
instances of the active workbook, select the Windows of active workbook check box. Then
click OK.

2. Display the worksheet, worksheet section, or workbook element you want in each workbook
window.

3. Toreturn to a single program window, close the others. It is not necessary to save changes in
any but the last open instance of the workbook.

Hiding and displaying workbook content

A workbook, particularly one that contains data calculations, PivotTables, or PivotCharts, might contain
reference data that isn’t otherwise required. You can hide rows, columns, or entire worksheets of data you
don’t need to use or don’t want other people to see.

When you hide rows or columns, anyone who notices that column letters or row numbers are missing can
unhide the information unless you protect the workbook. If you don’t want to go to the trouble of enforcing
protection, you can hide the row and column headings so that the hidden information is not as obvious. This
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leaves only a small gap in place of any hidden rows or columns. To entirely mask the rows and columns, you
can also hide the gridlines.

Hidden columns D and E

A B C - G H -
4 L4 s 4 w L4 - L4
5 365 93 150 237 147 82
& 323 S8 163 166 122 72
7 365 168 152 182 106 54
8 345 182 116 173 114 43
g8 365 181 123 161 112 51
10 365 287 65 152 69 35
11 365 284 73 155 ) 34
12 365 187 140 195 101 49
Tip

Many worksheets contain formulas for the purpose of calculating data. A formula is visible in the formula bar
when you click the cell that contains it, but its resulting value is visible in the cell. You can display formulas in
the worksheet by clicking the Show Formulas button in the Formula Auditing group on the Formulas tab, or by
pressing Ctrl+’.

o To hide a worksheet
o Right-click the worksheet tab, and then click Hide.
o Todisplay a hidden worksheet
0. Right-click the worksheet tab, and then click Unhide.
1. Inthe Unhide dialog box, select the worksheet you want to display, and then click OK.
o To hide selected rows or columns
o Right-click the selection, and then click Hide.
Or
1. Onthe Home tab, in the Cells group, display the Format list.

2. Inthe Visibility section of the Format list, point to Hide & Unhide, and then click Hide Rows to
hide the selected row(s) or Hide Columns to hide the selected column(s).

o To hide row and column headings

o Onthe View tab, in the Show group, clear the Headings check box.
o To hide gridlines

o On the View tab, in the Show group, clear the Gridlines check box.
o To unhide rows or columns

0. Select the columns or rows on both sides of the hidden column(s) or row(s).
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1. Right-click the selection, and then click Unhide.

Or
2. Select the rows or columns on both sides of the hidden rows or columns.
3. Onthe Home tab, in the Cells group, display the Format list.

4. In the Visibility section of the Format list, point to Hide & Unhide, and then click Unhide Rows
to display the selected row(s) or Unhide Columns to display the selected column(s).

o To unhide the first row or column of a worksheet
0. Inthe Name box to the left of the formula bar, enter A1, and then press Enter.
1. Onthe Home tab, in the Cells group, display the Format list.

2. Inthe Visibility section of the Format list, point to Hide & Unhide, and then click Unhide Rows
to display row 1, or Unhide Columns to display column A.

Tip
To find hidden cells in a worksheet, click the Find & Select button, click Go To Special, select Visible Cells Only,
and then click OK. Cells adjacent to hidden cells are identified by a white border.

Customizing the Quick Access Toolbar

By default, buttons representing the Save, Undo, and Redo commands (and the Touch/Mouse Mode
command, when you’re working on a touchscreen device) appear on the Quick Access Toolbar in the Excel
program window. If you regularly use a few commands that are scattered on various tabs of the ribbon and
you don’t want to switch between tabs to access the commands, you can add them to the Quick Access
Toolbar so that they’re always available to you. You can add commands to the Quick Access Toolbar from the
Customize Quick Access Toolbar menu (which includes 8 additional common commands), from the ribbon, or
from the Excel Options dialog box. You can add any type of command to the Quick Access Toolbar, even a
drop-down list of options or gallery of thumbnails.

You save time by placing frequently used commands on the Quick Access Toolbar. To save even more time,
you can move the Quick Access Toolbar from its default position above the ribbon to below the ribbon, so your
mouse has less distance to travel from the content you’re working with to the command you want to invoke. If
you add all the buttons you use most often to the Quick Access Toolbar, you can hide the ribbon to gain screen
space.

You can modify the Quick Access Toolbar by adding, moving, separating, or removing commands. You can add
commands in several ways, but you can modify and separate commands only from the Excel Options dialog
box. From that dialog box, you can modify the Quick Access Toolbar that appears in the program window or
create a custom Quick Access Toolbar that appears only in the currently active workbook.

o To add commands to the Quick Access Toolbar

o Atthe right end of the Quick Access Toolbar, click the Customize Quick Access Toolbar button
(the arrow), and then click one of the common commands displayed on the menu.

o Right-click a command on the ribbon, and then click Add to Quick Access Toolbar.

Or
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3. Display the Quick Access Toolbar page of the Excel Options dialog box.

4. In the Choose commands from list, click the group of commands from which you want to
select.

5. Inthe Choose commands pane, locate the command you want to add. Then click the Add

button.
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o Toremove a command from the Quick Access Toolbar

o Right-click the command on the Quick Access Toolbar, and then click Remove from Quick
Access Toolbar.

o On the Customize Quick Access Toolbar menu, click any active command (indicated by a check
mark) to remove it.

o On the Quick Access Toolbar page of the Excel Options dialog box, in the Customize Quick
Access Toolbar pane, click the command. Then click the Remove button.

o To change the order of commands on the Quick Access Toolbar
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o On the Quick Access Toolbar page of the Excel Options dialog box, in the Customize Quick
Access Toolbar pane, click the command you want to move. Then click Move Up to move the
command to the left or Move Down to move it to the right.

o To separate commands on the Quick Access Toolbar

o Inthe Customize Quick Access Toolbar pane, click the command after which you want to
insert a separator. At the top of the Choose commands pane, click <Separator>. Then click
Add.

o To create a Quick Access Toolbar that is specific to the current workbook

o On the Quick Access Toolbar page of the Excel Options dialog box, in the Customize Quick
Access Toolbar list, click For document name. Then add buttons to the toolbar as usual.

o To change the location of the Quick Access Toolbar

o On the Customize Quick Access Toolbar menu, click Show Below the Ribbon or Show Above
the Ribbon.

o Right-click the Quick Access Toolbar, and then click Show Quick Access Toolbar Below the
Ribbon or Show Quick Access Toolbar Above the Ribbon.

o On the Quick Access Toolbar page of the Excel Options dialog box, select or clear the Show
Quick Access Toolbar below the Ribbon check box.

o Toreset the Quick Access Toolbar to its default content

o On the Quick Access Toolbar page of the Excel Options dialog box, click the Reset button, and
then click Reset only Quick Access Toolbar or Reset all customizations.

Tip
Resetting the Quick Access Toolbar doesn’t change its location.
Customizing the ribbon

Experienced users who upgrade to Excel 2013 might identify a few commands that no longer seem to be
available. Lesser-used commands do not appear on the ribbon; instead, they are hidden in dialog boxes or
panes, or not available at all from the standard user interface. You can make any of these commands easily
accessible by adding it to the Quick Access Toolbar or to the ribbon.

You can customize the ribbon to display more or fewer tabs and groups of commands. You can choose from
among all commands that are available in the program to create custom tabs and groups of commands.

While working in the program window, you can minimize the ribbon to increase the available working space.
The minimized ribbon displays only the tab names.

o To modify the ribbon tabs and groups
1. Display the Customize Ribbon page of the Excel Options dialog box.
2. Inthe Customize the Ribbon list, click the group of tabs on which you want to modify content.
3. Inthe Customize the Ribbon pane, do any of the following:

1. To prevent a tab from appearing on the ribbon, clear the check box that precedes the tab name.
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2. To allow a tab to appear on the ribbon, select the check box that precedes the tab name.

3. To remove a group from a tab, click the Expand button that precedes the tab name to display its
groups, click a group name, and then click the Remove button.

Tip
The group is removed only from the tab, not from the program.

4, To change the display name of a built-in tab or group, click the tab name or group name, and then click
the Rename button. In the Rename dialog box, enter the name you want in the Display name box, and then
click OK.

5. To move a group of commands to another tab, expand the source and destination tabs, and click the
group you want to move. Then drag the group to its new location or click the Move Up or Move Down button
until the group is where you want it.

o To add a custom tab to the ribbon

1. On the Customize Ribbon page of the Excel Options dialog box, in the Customize the Ribbon
pane, select the tab after which you want the new tab to appear. Then click the New Tab
button.

2. Click New Tab (Custom), and then click the Rename button.

3. Inthe Rename dialog box, enter the name you want to assign to the custom tab in the Display
name box, and then click OK.

Tip
Built-in tab names appear in uppercase letters, but you can use uppercase and lowercase letters when naming

custom tabs and groups. You might want to use capitalized names to differentiate custom tabs from built-in
tabs.

o Toadd a custom group to a tab

1. Inthe Customize the Ribbon pane, select the tab on which you want the group to appear, and
then click the New Group button.

2. Click New Group (Custom), and then click the Rename button.

3. Inthe Rename dialog box, click the icon that you want to appear when the custom group is
condensed. In the Display name box, enter the name you want to assign to the custom group.
Then click OK.

o Toadd a command to a custom group

1. Inthe Customize the Ribbon pane, click the custom group to which you want to add the
command.

2. Inthe Choose commands from list, click the group of commands from which you want to
select.

3. Inthe Choose commands pane, locate the command you want to add, and then click the Add
button.

Tip
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You can add commands to and remove commands from custom groups but not from predefined groups.

o Toremove a command from a custom group

o Inthe Customize the Ribbon pane, click the command. Then click the Remove button.
o Toreset atab or the ribbon to its default content and configuration
o On the Customize Ribbon page of the Excel Options dialog box, click the Reset button, and
then click Reset only selected Ribbon tab or Reset all customizations.
Working with macros
Macros are useful for completing repetitive tasks or tasks that you perform frequently. You can record a series

of simple actions that you perform in Excel and save the recorded actions as a macro. If you want to automate

a more advanced task and have some basic coding skills, you can record the basic actions and then modify the
code in the recorded macro to meet your needs.

= Excel_1-5bxism - Module1 (Code) ==

[General) w  Highlight

Sub Highlight () —

-~
'

' Hiakl§

ght Macro

Range ("C4,C6,C10™) . Select
Range ("C10") .Activate
Range ["E3"™) . S=lsect

End Sub

=] < >

Macros can be saved in macro-enabled workbooks and macro-enabled templates. They cannot be saved in

standard Excel workbooks or templates. You can control the way Excel handles macros from the Macro
Settings page of the Trust Center.

Trust Center
Trusted Publishers
Macro Settings
Trusted Locations
! Disable all macros without notification
Trusted Documents
() Dizable all macros with notification
Trusted App Catalogs Disable all macros except digitally signed macros
fdd-ins ® Enable all macros (not recommended; potentially dangerous code can run)
AETVES. aet s Developer Macro Settings
Macro Settings

L] Trust access to the VEA project ohject model

Protected View
o To record a macro

1. Onthe View tab, click the Macros arrow, and then click Record Macro.
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2. Inthe Record Macro dialog box, enter a name for the macro in the Macro name box (the
name cannot include spaces) and a description of its actions in the Description box.

3. Inthe Store macro in list, click the template or workbook in which you want to save the
macro.

4. If you want to assign the macro to a keyboard shortcut, enter any one letter (uppercase or
lowercase) in the box after Ctrl+ in the Shortcut key area.

5. Click OK, and then perform each step of the task you want to record as a macro. A white
square near the left end of the status bar indicates that Excel is recording.

Tip
You can perform the task by clicking commands or by pressing buttons.

6. When you complete the task, click the status bar indicator to stop recording, or click the
Macros arrow, and then click Stop Recording.

o To modify a macro
1. Onthe View tab, click the Macros button (or press Alt+F8).
2. Inthe Macros dialog box, click the name of the macro you want to modify, and then click Edit.

3. Inthe Microsoft Visual Basic for Applications window, select the macro you want to modify,
and then edit the code.

Modifying workbook properties

Before distributing a workbook, you might want to attach properties to it so that the file is readily identifiable
in the Details view of any browsing dialog box, such as the Open dialog box. In Excel 2013, workbook
properties are easily accessible from the Info page of the Backstage view. You can view and modify some
properties directly on the Info page, or you can work in the Document Panel or Properties dialog box.

o To set or change a basic property

o On the Info page of the Backstage view, click the property to activate it, and then add or
change information.

o Todisplay additional common properties
o On the Info page of the Backstage view, click Show All Properties.
o Todisplay all properties in the Properties dialog box
o On the Info page of the Backstage view, click Properties, and then click Advanced Properties.
o InFile Explorer, right-click the file, and then click Properties.
Tip
In Windows 8, File Explorer replaced Windows Explorer. Throughout this book, we refer to this utility by its

Windows 8 name. If your computer is running Windows 7 or an earlier version of Windows, use Windows
Explorer instead.
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Properties -

Size 32.8KB

Title 2013 Argyle Drill Team
Tags AYSA Youth Sports
Comments Add comments
Template

Status Waiting for input
Categories Add a category
Subject Drill tearn participants

Hyperlink Base Add text

Cormpany Specify the company

Related Dates
Last Madified Yesterday, 57 FM
Created T20M3 718 PM

Last Printed Yesterday, %45 PM

Related People

Manager Specify the manager
Author Add an author

Last Modified By ] Lamb
oan Lambert

Related Documents
|| Open File Location
Show Fewer Properties
o Todisplay properties in the Document Panel

0. On the Info page of the Backstage view, click Properties, and then click Show Document
Panel.

1. Inthe Document Information Panel, click the Property Views and Options button, and then
click Document Properties — Server to display properties associated with a server version of
the document (for example, properties used in a document workspace), Document Properties
to display the common properties stored with the document, or Advanced Properties to
display the Properties dialog box.

Tip
In the Document Panel, fields marked with a red asterisk are required. Required fields are usually associated
with the requirements of a Microsoft SharePoint document library in which the workbook is saved.
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Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objectivel practice file folder. Save the
results of the tasks in the same folder.

o Open the Excel_1-4a workbook, and complete the following tasks:

o Hide the column containing the Inventory ID, and the row containing the data’s source notes.
Then unhide the row but not the column.

o Add the Calculator button (which is not available on any ribbon tab) to the Quick Access
Toolbar, make it the leftmost button, and visually separate it from the other buttons.

o Create a Quick Access Toolbar for only the current workbook that contains buttons for
inserting pictures, charts, and tables. Then display the Quick Access Toolbar below the ribbon.

o Reset the Quick Access Toolbar to its default content, and display it above the ribbon.
o Open the Excel_1-4b workbook, and complete the following tasks:

o On the Personal Monthly Budget worksheet, freeze rows 1 through 9 so that when you scroll
the rest of the workbook, those rows are always visible. Then unfreeze the panes.

o Split the Personal Monthly Budget worksheet vertically so that you can display rows 1 through
9 in the top window and scroll the budget data in the bottom window.

o Attach the keywords spending and saving to the workbook.

o Display the Personal Monthly Budget worksheet in Page Layout view, and then zoom out so
you can see the entire first page.

o Select the Projected Monthly Income section of the worksheet, and zoom in to display only the
selected cells.

o Inthe Excel_1-4c workbook, hide the By Product-Customer Filtered worksheet.
1.5 Configure worksheets and workbooks to print or save
Printing workbook content

An Excel workbook can contain many separate worksheets of data. You can print part or all of an individual
worksheet, a selected worksheet, or all the worksheets that contain content at one time. By default, Excel
prints only the currently active worksheet or worksheet group.

If you want to print only part of a worksheet, you can do so from the Print page of the Backstage view or, if you
will often print the same portion of a worksheet, you can define that portion as the print area.

After defining the print area of a workbook, you can add selected ranges to it. A range that is contiguous to the
original range becomes part of the original print area definition; a range that is noncontiguous or a different
shape becomes a separate print area and is printed on a separate page. You can also remove ranges from the
print area.

If you don’t want to limit printing to the print area, you can permanently clear the print area or temporarily
ignore it by selecting an option on the Print page of the Backstage view.

If your worksheet content doesn’t fit naturally within the space allocated to it on the page, you can scale the
content for the purpose of printing, instead of modifying the content to make it fit. You can scale the
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worksheet manually or allow Excel to scale it for you by specifying the number of pages you want the printed
worksheet to be.

o To print all populated worksheets in a workbook

o On the Print page of the Backstage view, in the first list in the Settings area, click Print Entire
Workbook.

o To print a single worksheet
0. Display the worksheet you want to print.

1. Onthe Print page of the Backstage view, in the Settings area, click Print Active Sheets in the
first list.

o To print specific worksheets
0. Group the worksheets that you want to print.

1. Onthe Print page of the Backstage view, in the Settings area, click Print Active Sheets in the
first list.

o To print a portion of a worksheet without defining a print area
0. On the worksheet, select the range of cells you want to print.

1. Onthe Print page of the Backstage view, in the Settings area, click Print Selection in the first
list.

o To define a selected range as the print area

o On the Page Layout tab, in the Page Setup group, click the Print Area button, and then click
Set Print Area.

o Toadd a selected range to a defined print area

o On the Page Layout tab, in the Page Setup group, click the Print Area button, and then click
Add to Print Area.

Tip
The Add To Print Area option will not display if the area of the worksheet designated as the print area is
currently selected.
o Toremove arange from the print area
0. On the Page Layout tab, click the Page Setup dialog box launcher.

1. Onthe Sheet page of the Page Setup dialog box, change the range reference in the Print area
box, and then click OK.

o Toclear the print area

o On the Page Layout tab, in the Page Setup group, click the Print Area button, and then click
Clear Print Area.

o Toignore the print area
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o On the Print page of the Backstage view, in the Settings area, click Ignore Print Area in the
first list.

Tip
The Ignore Print Area setting remains active (indicated by a check mark) until you turn it off by clicking it again.
o To scale the worksheet when printing

o On the Print page of the Backstage view, in the Settings area, click No Scaling, and then click
Fit Sheet on One Page, Fit All Columns on One Page, or Fit All Rows on One Page.

Or
1. On the Print page of the Backstage view, in the Settings area, click No Scaling, and then click
Custom Scaling Options.
2. On the Page page of the Page Setup dialog box, do one of the following:
1. In the Scaling area, click Adjust to, and then set the % normal size to any number from 10 to 95

percent (in five percent increments).

2. In the Scaling area, click Fit to. Then specify the number of pages horizontally and vertically across
which you want to print the worksheet.

3. Inthe Page Setup dialog box, click OK.
Saving workbooks
You can save a workbook in multiple locations and in multiple formats.

Where once it was common only to save a file locally on your computer, many people now save files to shared
locations such as SharePoint sites, Microsoft SkyDrive folders, and corporate SkyDrive Pro folders for the
purpose of collaborating with other people or accessing the files from multiple computers and devices.

You can save a workbook to disk (to your local computer, a network location, or writable media), to an Internet
location (a SkyDrive folder or corporate SkyDrive Pro folder), or to a SharePoint site.

Tip
With a free SkyDrive account, you can store and share 7 GB (or more) of files, such as photos and Office

documents, on the Internet. To create a SkyDrive folder, visit skydrive.live.com, and sign in with your Microsoft
account.
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The 2007 Microsoft Office system introduced a new set of file formats based on XML, called Microsoft Office
Open XML Formats. By default, Excel 2013 workbooks are saved in the .xlIsx format, which is an Excel-specific
Open XML format. The .xlsx format provides the following benefits:

o File sizes are smaller than with previous file formats.

o Itissimpler to recover damaged content because XML files can be opened in a variety of text editors.

o Security is greater because .xlIsx files cannot contain macros, and personal data can easily be identified

and removed from files.

Other Excel-specific Open XML formats include .xIsm for macro-enabled workbooks and .xIsb for binary

workbooks.

Workbooks saved in the .xIsx format can be opened by Excel 2013, Excel 2010, and Excel 2007. Users of earlier
versions of Excel can download a converter that they can use to open an .xlsx file in their version of Excel.

In addition to saving a workbook for use with Excel 2013, you can save it in other formats, including the

following:

o Excel Macro-Enabled Workbook To be able to store VBA macro code or Excel 4.0 macro sheets, use

the XML-based .xIsm format.

o Excel 97-2003 To share an Excel workbook with users of an earlier version of Excel, you can save it in

the .xIs file format.

o Single File Web Page or Web Page You can convert a workbook into HTML so that it can be viewed in a
web browser. Saving a workbook in the Single File Web Page format creates one .mht or .mhtml file
that contains the content and supporting information, whereas saving a workbook in the Web Page
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format creates one .htm or .html file that sets up the display structure and a folder that contains
separate content and supporting information files.

o Excel Template To be able to use a workbook as the starting point for other workbooks, you can save
the file as a template.

o Text (Tab delimited) or CSV (Comma delimited) If you don’t know what program will be used to open
the file, you can save it as a delimited text file that can be opened by many programs.

Tip
When you save a workbook in one of the text formats, you lose all formatting.

If you intend to share an Excel workbook specifically with users of Excel 2003 or earlier, you can save it in the
Xls file format used by those versions of the program. Users of Excel 2013, Excel 2010, and Excel 2007 can
open an .xls file in Compatibility Mode. Compatibility Mode turns off advanced program features. These
features can be re-enabled by saving the file in one of the current file formats.

If you want to ensure that the appearance of the file content is the same no matter what computer or device it
is displayed on, you can save it in one of the following formats:

o Portable Document Format (PDF) A fixed-layout document format created by Adobe Systems. A PDF
file includes the text, fonts, images, and vector graphics that compose the document. The Adobe
Reader or Adobe Acrobat software is required to view a PDF document.

o XML Paper Specification (XPS) document format A fixed-layout document format created by
Microsoft. The XPS document format consists of structured XML markup that defines the layout of a
document and the visual appearance of each page, along with rendering rules for distributing,
archiving, rendering, processing, and printing the documents.

Each of these formats displays content in a device-independent manner. When saving a workbook in one of
these formats, you can specify the content that you want to include in the file.

Options ? “

Page range
® All
) Pagefs) From: |4 o] Te | :
Publish what
"I Selection ") Entire workbook
®) Active sheet(s) Table
| ignore print areas
Include nan-printing information
|¥| Document properties

[¥] Document structure tags for accessibility
PDF options
[] 150 19005.1 compliant [PDF/A)

QK Cancel

Note

38



Microsoft Excel 2013 — Study Guide

Strategy Ensure that you are familiar with the types of file formats in which you can save Excel workbooks and
when it is appropriate to use each one.

o To save a document to a remote location

1. On the Save As page of the Backstage view, click the type of remote location in which you
want to save the file.

2. Inthe remote location list, click the folder in which you want to save the file, or click Browse
and then enter your credentials for the remote location.

3. Inthe Save As dialog box, navigate to an existing folder or create a new folder, modify the
name in the File name box if necessary, and then click Save.

Tip
You can share a file with other people while saving it to a shared remote location by selecting options on the
Share page of the Backstage view.
o To add a SharePoint site that is not associated with Office 365 to your Web Locations list
1. On the Save As page of the Backstage view, click Other Web Locations, and then click Browse.

2. Inthe Save As dialog box, enter the URL of the SharePoint site in the Address bar, and then
click the Go to button.

3. Enter your user credentials for the SharePoint site, and then click OK.
o To add an Office 365 SharePoint site or SkyDrive to your Save As locations

1. Onthe Save As page of the Backstage view, click Add a Place.

2. Inthe Add a Place list, click Office 365 SharePoint or SkyDrive.

3. Inthe Add a service window, enter the email address with which you sign in to the SharePoint
site or SkyDrive, and then click Next.

4. Inthe Sign In window, enter your user credentials for the SharePoint site or SkyDrive, and then
click Sign in.

o To set browser view options when saving a workbook to a SharePoint site

1. Inthe Save As dialog box, browse to the document library in which you want to save the file.
Enter a file name and select a file format.

2. To specify the workbook content that will be displayed when the workbook is viewed in the
browser, click Browser View Options.

3. On the Show page of the Browser View Options dialog box, in the list, do one of the following,
and then click OK:

1. Click Entire Workbook to make all sheets and objects available for display in the browser.

2. Click Sheets, and then select the check boxes of the worksheets or object sheets you want to make
available for display.

3. Click Items in the Workbook, and then display the check boxes of the workbook objects you want to
make available for display.

39



Microsoft Excel 2013 — Study Guide

4.

In the Save As dialog box, click Save.

o To save a workbook in a specific format

1.

Or

Or

Practice tasks

From the Save As page of the Backstage view, select the location in which you want to save
the workbook.

In the Save As dialog box, enter a file name and select a file format, and then click Save.

On the Export page of the Backstage view, click Create PDF/XPS Document in the left pane,
and then click Create PDF/XPS in the right pane.

In the Publish as PDF or XPS dialog box, browse to the folder in which you want to save the
workbook, and enter a file name.

In the Optimize for area, click Standard to generate a larger, higher-quality file or Minimum
size to generate a smaller, lower-quality file. Then click Options.

In the Options dialog box, select the workbook content you want to include in the file, and
then click OK.

In the Publish as PDF or XPS dialog box, click Publish.

On the Export page of the Backstage view, click Change File Type, and click the file format in
which you want to save the workbook. Then click the Save As button.

In the Save As dialog box, browse to the folder in which you want to save the workbook. Enter
a file name, and then click Save.

The practice files for these tasks are located in the MOSExcel2013\Objectivel practice file folder. Save the
results of the tasks in the same folder.

o Open the Excel_1-5a workbook, and configure the worksheet so that printing with the default settings
prints only columns B and C, and the worksheet gridlines print.

o Open the Excel _1-5b macro-enabled workbook, and save it with the file name MOS-Compatible in a file
format that can be viewed and worked on by a colleague who is using Excel 2003.

o Save the MOS-Compatible workbook with the file name MOS-Template in a file format that can be
used as the basis for other similar workbooks in the future.

o Save the MOS-Template workbook with the file name MOS-Macro in a file format that permits users to
run the macro that is saved in the workbook.
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Chapter 2. Manage Cells and Ranges

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft Excel 2013 relate to
managing cells and cell ranges in worksheets and workbooks. Specifically, the following objectives are
associated with this set of skills:

2.1 Insert data in cells and ranges
2.2 Format cells and ranges
2.3 Order and group cells and ranges

Excel stores data in individual cells of the worksheets within a workbook. You can process or reference the
data in each cell in many ways; either individually or in logical groups. An organized set of contiguous data is a
data range. A data range can be as small as a list of dates, or as large as a multicolumn table that has
thousands of rows of data. If you apply an Excel table format to a data range, it then becomes a table, which
has additional functionality beyond that of a data range. We discuss tables in Chapter 3. The functionality in
this chapter explicitly pertains to data ranges that are not formatted as Excel tables.

You might populate a worksheet from scratch or by creating, reusing, or calculating data from other sources.
You can perform various operations on data when pasting it into a worksheet, either to maintain the original
state of the data or to change it. When creating data from scratch, you can quickly enter large amounts of data
that follows a pattern by filling a numeric or alphanumeric data series. You can fill any of the default series that
come with Excel or create a custom data series.

This chapter guides you in studying ways of working with the content, appearance, and functionality of cells
and data ranges.

2.1 Insert data in cells and ranges
Creating data

The most basic method of inserting data in cells is by entering it manually. When you create the structure of a
data range, or a series of formulas, you can automate the process of completing data patterns (such as
January, February, March) or copying calculations from one row or column to those adjacent. Automation
saves time and can help prevent human errors.

You can quickly fill adjacent cells with data that continues a formula or a series of numbers, days, or dates,
either manually from the Fill menu, or automatically by dragging the fill handle. When copying or filling data by
using the Fill menu commands, you can set specific options in the Series dialog box for the pattern of the data
sequence you want to create.
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When creating a series based on one or more selected cells (called filling a series), you can select from the
following series types:

o Linear Excel calculates the series values by adding the value you enter in the Step Value box to each
cell in the series.

o Growth Excel calculates the series values by multiplying each cell in the series by the step value.

o Date Excel calculates the series values by incrementing each cell in the series of dates, designated by
the Date Unit you select, by the step value.

o AutoFill This option creates a series that produces the same results as dragging the fill handle.

When using the AutoFill feature, either from the Fill menu or by dragging the fill handle, the Auto Fill Options
button appears in the lower-right corner of the fill range. Clicking the button displays a menu of fill options.
The fill options vary based on the type of content being filled.

B C D E
1 1-Aug
2 2-Aug
3 3-Aug
J_' — Fill handle
3 & - Auto Fill Options button
2 O Copy Cells
; B Fin series
9 O Fill Eormatting Only !
0 O Fill Withgut Formatting Auto Fill Options menu
11 < Fill Days
12 O Fill Weekdays
13 S Fill Months
_H O Fill Years
2 Elash Fill
L+]
Tip
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The Auto Fill Options button does not appear when copying data to adjacent cells.

You can use the AutoFill feature to create sequences of numbers, days, and dates; to apply formatting from
one cell to adjacent cells; or, if you use Excel for more sophisticated purposes, to create sequences of data
generated by formulas, or custom sequences based on information you specify.

If you want to fill a series of information that does not match the available series type or unit, you can create a
custom fill series consisting of a specific list of data you want your series to conform to. For example, this could
be a list of names, regions, or industry-specific reference points.

You can also use the fill functionality to copy text or numeric data within the column or row.

Options ?

Custom Lists

Custom lists: List entries:

MEW LIST Spring Add
Sun, Man, Tue, Wed, Thu, Fri, ! summer

Sunday, Monday, Tuesday, We Autumn Dalate

lan, Feb, Mar, Apr, May, Jun, I Winter

Januaq Februai March AEri
i 0

Press Enter to separate list entries.
Import list from cells: SF55:5F53 55 Import

o To fill a simple numeric, day, or date series

1. Inthe upper-left cell of the range you want to fill, enter the first number, day, or date of the
series you want to create.

Or

To create a series in which numbers or dates increment by more than one, enter the first two or more values
of the series in the first cells of the range you want to fill.

Tip
Enter as many numbers or dates as are necessary to establish the series.
2. Select the cell or cells that define the series.
3. Dragthe fill handle down or to the right to create an increasing series.

Or
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Drag the fill handle up or to the left to create a decreasing series.

Tip

When using the fill handle, you can drag in only one direction at a time; to fill a range of multiple columns and
rows, first drag in one direction, then release the mouse button and drag the new fill handle in the other
direction. The default fill series value is indicated in a tooltip as you drag.

o

o

o

o

o

Tip

To fill a selective day or date series

1.

2.

Fill the series. Immediately after you release the mouse button, click the Auto Fill Options
button that appears in the lower-right corner of the cell range.

On the Auto Fill Options menu, click Fill Days, Fill Weekdays, Fill Months, or Fill Years.

To fill a formatted numeric series

1.
2.

5.

Enter the amount or amounts beginning the series.

On the Home tab, use the commands in the Number group to format the amount or amounts
as currency, percentage, fraction, or whatever number format you want.

Select the cell or cells beginning the series.

Drag the fill handle down or to the right to create an increasing series, or up or to the left to
create a decreasing series.

Click the Auto Fill Options button and then, on the Auto Fill Options menu, click Fill Series.

To set advanced options for a numeric, day, or date series

1.
2.
3.

Enter the number or date beginning the series, and then select the cell range you want to fill.
On the Home tab, in the Editing group, in the Fill list, click Series.

In the Series dialog box, select the options you want, and then click OK.

To exclude formatting when filling a series

1.
2.

Fill the series, and then click the Auto Fill Options button.

On the Auto Fill Options menu, click Fill Without Formatting.

To create a custom fill series

1.

On the Advanced page of the Excel Options dialog box, in the General area, click the Edit
Custom Lists button.

In the Custom Lists dialog box, enter the fill series elements in the List entries box, pressing
Enter after each.

If the fill series elements are already entered on a worksheet, click the worksheet icon in the Import List From
Cells box, select the fill series elements, click the icon again, and then click Import to add them to the List
Entries box.

3.

In the List entries list, verify or edit the entries. Click Add, and then click OK in each of the
open dialog boxes.

44



Microsoft Excel 2013 — Study Guide

o To apply a custom fill series

o Select a cell containing any entry from the custom list, and then drag the fill handle to create a
series.

Tip
Excel fills the series with either lowercase or capitalized entries to match the cell you start with.
o To copy text or currency amounts to adjacent cells

0. Inthe upper-left cell of the range you want to fill, enter the text or currency amount
(formatted as currency) you want to duplicate, and then select the cell.

1. Drag the fill handle up, down, to the left, or to the right to encompass the cell range you want
to fill.

o To copy numeric data to adjacent cells

0. Inthe upper-left cell of the range you want to fill, enter the value you want to duplicate, and
then select the cell.

1. Drag the fill handle up, down, to the left, or to the right to encompass the cell range you want

to fill.
Or
2. Inthe upper-left cell of the range you want to fill, enter the value you want to duplicate.
3. Select the entire cell range you want to duplicate the value into.
4. Onthe Home tab, in the Editing group, click the Fill button, and then in the list, click the first
direction in which you want to duplicate the value (Down or Right).
5. To fill a cell range that includes multiple rows and columns, repeat steps 2 and 3, selecting the
other direction.
Tip

You can also fill a cell range up or to the left; if you do so, make sure that the value you want to duplicate is in
the lower-right cell of the range you want to fill.

o To exclude formatting when filling or copying data

o Drag the fill handle to fill the series or copy the data, and then on the Auto Fill Options menu,
click Fill Without Formatting.

Reusing data

If the content you want to work with in Excel already exists elsewhere—in another worksheet, a document, a
database table, or displayed on the screen within a report or webpage—you can cut or copy the data from the
source location to the Microsoft Office Clipboard and then paste it into the worksheet. When pasting data, you
have several options for inserting values, formulas, formatting, or links to the original source data into the new
location.
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4 - . - -
5 365 93 150
& 315 219 94
T 365 266 92
8 @ (Ctel) = 182 116
9 181 123
10 o 287 65

T

1|00 LA % 15 284 73
12| ™ ";1 "'::'E 187 140
13 o 170 117
14 i’jitf‘ l..l'::llw':L 243 56
15] L 25 L& 303 58
16 | Other Paste Options 283 42
17| ey 301 64
18| 1 LW 271 90
19 365 306 53

Tip

The available paste options vary based on the content being pasted.

Excel also offers some advanced pasting techniques you can use to modify data while pastingitinto a
worksheet. Using the Paste Special feature, you can perform mathematical operations when you paste data
over existing data, you can transpose columns to rows and rows to columns, and you can be selective about
what you want to paste from the source cells. You have the option to paste only values, formulas, formatting,
data validation, comments, or column widths. You can choose to exclude borders when you paste. You can
also link to data rather than inserting it, so that if the source data changes, the copied data will also change.

Paste
(® AN
() Formulas
) Values
() Formats
() Comments
() validation
COperation
(@) None
() Agda
() Subtract

[] skip blanks

Paste Link

Paste Special * IEM

) All using Source theme
) All except borders
) Column widths
J Formulas and number formats
() Values and number formats

() Multiply
[} Divide

[] Transpose

All merging conditional formats

oK | | Cancel

You can insert cut or copied cell contents into empty cells, or directly into an existing table or data range.
When you insert a range of cells rather than an entire row or column, you must also specify where Excel
should move the existing content to make room for the new cells.
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Insert » IEM |

Insert
| Shift cells right
@) Shift cells down
__J Entire row

_! Entire column

QK Cancel

Tip
Always select a single cell when inserting cut or copied cells. If you select a range that is a different size and
shape from the one you want to insert, you will get an error message.

1.2 Navigate through worksheets and workbooks, described methods of locating data and worksheet elements
within a workbook. You can use similar methods to replace data within a worksheet. For example, you might
reuse existing content by making a copy of a worksheet and updating the year within the worksheet formulas.
You can replace content within the sheet or workbook in a single operation.

Unlike the Find operation, which permits you to search formulas, values, or comments, the Replace operation
looks only in formulas. It doesn’t replace search strings in comments or in calculated values.

Find and Replace » IEM |

Find Replace

Find what: 2013 W Mo Format Set Format... =
Replace with: | 2014 L] Mo Format 5et Format... -

Within: | Shest w| [l Maten gase
(] Match entire cell cgntents

Search: | By Rows W
Look in: | Formulas W Options <<
Replace All Replace Find All Find Next | Close
Note

See Also For information about formulas, see Chapter 4.
o To add cells from the Clipboard to a data range
1. Select the upper-left cell of the area into which you want to insert the cut or copied cells.
2. Onthe Home tab, in the Cells group, click the Insert arrow, and then click Insert Cells.

3. Inthe Insert Paste dialog box, click Shift cells right, Shift cells down to move the existing data.
Then click OK.

o To paste cells from the Clipboard over existing data
1. Select the upper-left cell of the area into which you want to insert the cut or copied cells.
2. Onthe Home tab, in the Clipboard group, click Paste (or press Ctrl+V).
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o To paste formula results from one cell range to another
1. Select and copy the cell range containing the formulas you want to copy the values from.
2. Select the cell into which you want to copy the first value.

3. Onthe Home tab, in the Clipboard group, display the Paste list and then, in the Paste Values
section, click the Values button.

o To transpose rows and columns
1. Select the data range you want to transpose.
2. Onthe Home tab, in the Clipboard group, click the Copy button.
3. Select the cell into which you want to copy the first value of the transposed data.
4

On the Home tab, in the Clipboard group, display the Paste list and then, in the Paste section,
click the Transpose button.

Tip
Transposing data retains its formatting.
o Toreplace data

1. Onthe Home tab, in the Editing group, display the Find & Select list, and then click Replace (or
press Ctrl+H).

2. On the Replace page of the Find and Replace dialog box, enter the data you want to locate in
the Find what box, and the replacement data in the Replace with box.

3. Inthe Within list, click Workbook or Sheet to set the scope of the operation.

4. Select the Match case or Match entire cell contents check boxes if necessary to further refine
the search term.

5. Click Replace All, or click Find Next and then click Replace or Find Next for each instance of
the search term that is located.

Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective2 practice file folder. Save the
results of the tasks in the same folder.

o Open the Excel_2-1a workbook, and complete the following tasks by using the data in cells B4:G9 of
the Ad Buy Constraints worksheet:

o Paste only the values and formatting into the range beginning at B18.
o Paste only the formulas into the range beginning at B25.
o Paste only the formatting (but not the content) into the range beginning at B32.

o Delete rows to move the headings to row 1. Delete columns to move the Magazine column to
column A. Cut the data from the Mag3 row (B4:F4) and insert it into the Mag2 row (B3:F3).
Move the Cost Per Ad data to the left of the Total Cost cells. Finally, insert two cells in
positions B8:B9, shifting any existing data down.
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o Transpose the names in the Magazine column (cells A1:A6) to the first row of a new
worksheet.

Open the Excel _2-1b workbook, and complete the following tasks on the Price List worksheet:
o Using the fill handle, fill cells A2:A21 with Item 1, Item 2, Item 3, and so on through /tem 20.
o Fill cells B2:B21 with 10, 20, 30, and so on through 200.
o Then fill cells C2:C21 with $3.00, 52.95, $2.90, and so on through 52.05.

o Copy the background and font formatting from cell Al to cells A2:A21. Then delete the
contents of cell Al (but not the cell).

Open the Excel_2-1c workbook, and complete the following tasks on the Duty Roster worksheet:
o Fill cells B1:K1 with the days Monday through Friday, repeated twice.

o Create a custom series that uses the names entered in cells B2:B7. Fill the series in each row to
create a rotating duty roster for the two weeks.

In the Excel _2-1d workbook, on the Term Schedule worksheet, select cells A3:F14. Use the fill
functionality to duplicate the selected term schedule and following empty row immediately below the
original (through cell F25). Select the correct AutoFill option to ensure that the Period column in the
copy of the schedule displays periods 1 through 8.

2.2 Format cells and ranges

Formatting cell structure

Cell formatting can be applied to a cell, a row, a column, or the entire worksheet. However, some kinds of
formatting can detract from the readability of a worksheet if they are applied haphazardly. The formatting you

might typically apply to a row or column include the following:

o

Tip

Text wrapping By default, Excel does not wrap text in a cell. Instead, it allows the entry to overflow
into the surrounding cells (to the right from a left-aligned cell, to the left from a right-aligned cell, and
to both sides from a center-aligned cell) if those cells are empty, or hides the part that won’t fit if the
cells contains content. To make the entire entry visible, you can allow the cell entry to wrap to multiple
lines.

Increasing the height of one cell increases the height of the entire row.

o

Alignment By default, text is left aligned and numbers are right aligned. You can specify a particular
horizontal alighnment, and you can specify whether multiline entries should start at the top of their
cells and go down, be centered, or start at the bottom of their cells and go up.

Orientation By default, entries are horizontal and read from left to right. You can rotate entries for
special effect or to allow you to display more information on the screen or a printed page. This
capability is particularly useful when you have long column headings above columns of short entries.
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Worksheets that involve data at multiple hierarchical levels often use horizontal and vertical merged cells to
clearly delineate relationships. With Excel, you have the following three merge options:

o Merge & Center This option merges the cells across the selected rows and columns, and centers the
data from the first selected cell in the merged cell.

o Merge Across This option creates a separate merged cell for each row in the selection area, and
maintains default alignment for the data type of the first cell of each row of the merged cells.

o Merge Cells This option merges the cells across the selected rows and columns, and maintains default
alignment for the data type of the first cell of the merged cells.

In the case of Merge & Center and Merge Cells, data in selected cells other than the first is deleted. In the case
of Merge Across, data in selected cells other than the first cell of each row is deleted.

Merged horizontal cells Merged vertical cells
July 15 July 16 July 17 July 18 July 19
Total Total Total Total Total
0.00 0.00 0.00 0.00 0.00
Meal Break Total Hours
Total Total Total Total Total
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00

You can use the fill functionality to copy text data, numeric data, or cell formatting (such as text color,
background color, and alignment) to adjacent cells.

Tip
By default, row height is dynamic and increases to fit the text in its cells. If you manually change the height of a
row and then change the size or amount of content in that row, you might have to set or reset the row height.

For more information about adjusting row height, see Modifying rows and columns in 1.3 Format worksheets
and workbooks.
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o To allow the entries in a selected column to wrap
o Onthe Home tab, in the Alignment group, click the Wrap Text button.
o To align the entries of a selected column

o Onthe Home tab, in the Alignment group, click the Align Left, Center, or Align Right button to
specify horizontal alignment, or click the Top Align, Middle Align, or Bottom Align button to
specify vertical alignment.

o To change the orientation of a selected row of headings

o Onthe Home tab, in the Alignment group, click the Orientation button, and then click the
angle you want in the list.

Tip
You can change the text alignment, text control, text direction, and text orientation settings on the Alignment
page of the Format Cells dialog box.

o To merge selected cells

o Onthe Home tab, in the Alignment group, click the Merge & Center button to center and
bottom-align the entry from the first cell.

o Onthe Home tab, in the Alignment group, display the Merge & Center list, and then click
Merge Across to create a separate merged cell on each selected row, maintaining the
horizontal alignment of the data type in the first cell of each row.

o Onthe Home tab, in the Alignment group, display the Merge & Center list, and then click
Merge Cells to merge the entire selection, maintaining the horizontal alignment of the data
type in the first cell.

Formatting cell content

By default, the font used for text in a new Excel worksheet is 11-point Calibri, but you can use the same
techniques you would use in any Office 2013 program to change the font and the following font attributes:

o Size
o Style
o Color

o Underline

You can change individual attributes from the Font group on the Home tab or from the Mini Toolbar. You can
change several attributes at once in the Format Cells dialog box.
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Mumber | Alignment ~ Font  Border | Fill | Protection |

Eont: Fant style:
Calibri Regular

T Calibri Light i A
Calibri (Body) Ialic

Adobe Arabic Bold

Adobe Caslon Pro Bold Kalic

Adobe Caslon Pro Bold

&=k Adobe Devanagari

Underline: Color

|hlnne E |_E| [#] Mormal fant
Effects Preview
[] strikethraugh
[ supgrscript AaBbCoYyZz
[ | subscript

This is a TrueType font. The same font will be used on both your printer and your screen.

You don’t have to apply cell formats one at a time. You can quickly apply several formats at once by clicking a
style in the Cell Styles gallery. Some of the categories of styles in this gallery are static, whereas others are
dynamic and change according to the theme applied to the worksheet.

Good, Bad and Neutral

Bad Good MNeutral

Data and Model

m Explonatory ... Ilnput—| Linked Cell '—H_nhi—
Warning Text
. Titles and Headings

Headingl Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles

20%- Accentl  20%- Accent2  20%- Accent3  20%- Accentd  20%- Accent5  20% - Accentf
40%- Accentl  40%- Accent2  40%- Accent3  40% - Accentd - 40% - Accentt
|60%Accents | 60%-Accentz |08

Number Format

Comma Comma [0] Currency Currency [0] Percent
Mew Cell Style...
Bf Merge Styles...
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If you need a style that is not already defined, you can manually format a cell and then save the combination of
formatting as a cell style that you can easily apply elsewhere.

Style » IEN

Style name: | Product Hame

Format...

Style Includes [By Example)
| Humber General

+| Alignment Haorizontal Center, Bottom Aligned

'+ Font Calibri (Body) 12, Bold Accent 5
| Border  Bottom Border
| Fill Mo Shading

[+ Protection Locked

QK Cancel

To apply a style to a selected cell

@)

1. Onthe Home tab, in the Styles group, click the Cell Styles button.
2. Inthe Cell Styles gallery, click the style you want.
o To create a cell style based on a formatted cell
1. Select a cell that has the combination of formatting you want to save as a style.
2. Inthe Cell Styles gallery, click New Cell Style.

3. Inthe Style dialog box, name the style, clear the check boxes of any elements you don’t want
to include in the style, and then click OK.

o To create a cell style from scratch
1. Inthe Cell Styles gallery, click New Cell Style.
2. Inthe Style dialog box, enter a name for the style in the Style name box.

3. Click Format. In the Format Cells dialog box, on the Number, Alignment, Font, Border, Fill,
and Protection pages, specify the properties of the custom cell style.

4. Click OK in each of the open dialog boxes.
Applying number formats

By default, all the cells in a new worksheet are assigned the General format. When setting up a worksheet, you
assign to cells the format that is most appropriate for the type of information you expect them to contain. The
format determines not only how the information looks but also how Excel can work with it.

Note

Strategy Knowing which number formats are appropriate for different types of data is important for efficient
worksheet construction. Take the time to explore the formats so that you understand the available options.
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You can assign the format before or after you type an entry in the cell. You can also just start typing and have
Excel intuit the format from what you type. If you choose the format from the list or allow Excel to assign it for
you, the format is applied with its default settings. For number and currency formats, you can change those
settings in limited ways by clicking buttons on the Home tab. For all formats, you can change them in more
precise ways in the Format Cells dialog box.

f%c rtmerl ' Format Cells ? “

3 Mo specific format |
l 2 Number Number = Alignment Font Border Fill Protection
Lategory:
m Currency General sample
== | Number
Currency
il Accounting gcctﬂunhng Type:
e Ti:‘l: Up to one digit [1/4 o

Up to two digits (21/25)
Percentage :

e ShortDat [EETTR | |UP to three digits (512/943

5 e As halves [1/2)

Sdentific As quarters [2/4)

. T ;‘::':c.a, As eighths (4/8)
=== Long Date 4 -
—i 2 Custam | As shdeenths (8/16) i
(D) Time
e s
% Percentage
l// Fraction
I ‘}2 Scientific
Text oK | Cancel

More Number Formats...
If none of the number formats is exactly what you want, you can modify an existing format to define your own.
Your format then appears in a list of custom formats so that you can reuse it elsewhere in the workbook.
Tip
A custom format is saved in the workbook in which it is created and is not available for other workbooks unless
you save the workbook containing the custom format as an Excel template.

Note

Strategy The rules for constructing custom formats are complex. For the exam, you might be asked to modify a
format in simple ways, so be sure you are familiar with the characters used in a format and how to represent
different types of data and color.

A number format can include up to four sections that correspond to positive numbers, negative numbers, zero
values, and text, separated by semicolons, such as the following:

<POSITIVE>;<NEGATIVE>;<ZERO>;<TEXT>
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You don’t have to include all the sections in the format, but you must include semicolons if you leave a section
blank. For example, you could configure the following custom formatting:

[Blue]# ##0.00_);[Red](# ##0.00);0.00;“Test” @

This would result in the display shown in the following table, based on the value entered.

Value entered Value displayed
123 (positive) 123.00 (blue text, right aligned, moved one space left)
-123 (negative) (123.00) (red text, right aligned)
0 (zero) 0.00 (default font color, right aligned)
One (text) Test One (default font color, left aligned)
Note

See Also For a full list of characters that are valid in a custom number format, see the Excel Help topic “Create
or delete a custom number format.”
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Format Cells iy x |

Mumber | Alignment Font Border Fill Protection

Category:
[General Sample
HNumber
Currency
Accounting Type:
Date
[Time §# £80,00 ) [Red](5=,#£0,00)
Percentage # ##0_):[Red]i# #20) A |
| Fraction # #40,00_):[# ##0.00)
Scientific & #20.00_):[Red](#, #2000 |
'ﬂl-'t 's,nrJ *’{'_]:[S’,"D]

_SEe:ial Su mm]) |-[Red][Se an()

Type the number format code, using one of the existing codes as a starting point.

oK Cancel

o To apply a default number format to selected cells

o Onthe Home tab, in the Number group, display the Number Format list, and then click a
format.

Tip
If you want a number to be treated as text, apply the text format.
o To refine a number or currency format

o Onthe Home tab, in the Number group, click buttons to add a currency symbol, percent sign,
or comma; or to increase or decrease the number of decimal places.

Or
1. Onthe Home tab, click the Number dialog box launcher.

2. Onthe Number page of the Format Cells dialog box, with the format selected in the Category
list, adjust the settings, and then click OK.

o To apply a custom number format to selected cells
0. On the Number page of the Format Cells dialog box, in the Category list, click Custom.

1. Inthe Type list, select a format that is close to the one you want, and then in the Type box,
modify the format to meet your needs. Then click OK.

o To delete a custom format
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0. Onthe Number page of the Format Cells dialog box, in the Category list, click Custom.
1. Inthe Type list, select the custom format, and then click Delete. Then click OK.

Tip

You cannot delete a built-in format from the Type list.

Copying formatting

You can use the Format Painter tool to copy cell formatting (such as text color, background color, and
alignment) to other cells, or the fill functionality to copy formatting to adjacent cells.

o To copy formatting to other cells
1. Select the cell or cells from which you want to copy formatting.

2. Onthe Home tab, in the Clipboard group, click the Format Painter button to store the
formatting of the selected cell for a single use.

Or

In the Clipboard group, double-click the Format Painter button to store the formatting of the selected cell for
multiple uses.

3. Drag the paintbrush-shaped cursor across the cell or cells to which you want to apply the
stored formatting.

4. If necessary, click the Format Painter button or press Esc to turn off the Format Painter tool.
o To copy formatting to adjacent cells
1. Select the cell that has the formatting you want to copy.

2. Drag the fill handle up, down, to the left, or to the right to encompass the cells you want to
format.

3. On the Auto Fill Options menu, click Fill Formatting Only.
Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective2 practice file folder. Save the
results of the tasks in the same folder.

o Inthe Excel 2-2a workbook, on the Employees worksheet, merge cells A13:C14 so that the hyperlink is
centered in a double-height cell across the three columns.

o Open the Excel_2-2b workbook, and complete the following tasks on the Expense worksheet:
o Format the entire worksheet so that all entries wrap in their cells.
o Right-align the entries in column A, and bottom-align the headings in row 9.
o Turn off text wrapping in rows 4, 5, and 9.
o Align the headings in row 9 at a counterclockwise angle.

o Format cell K10 to display its contents in any one of the number formats (Number, Currency,
or Accounting) with no decimal places. Then apply the same formatting to cells K11: K23.
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o Apply custom number formatting to the TOTAL value in cell K23 (2,643) that will cause it to be
displayed in green if it is a positive number or in red if it is a negative number. Do not add
formatting for zero or text values. Place a value of 3,000 into the Advances field (cell K22) to
verify the formatting of negative numbers.

o Apply the 20% - Accent2 cell style to cells A9:K9.

o Change the font style and size of the cell style applied to cells A9:K9, and then save the
formatting combination as a new cell style named MyStyle.

2.3 Order and group cells and ranges
Modeling data

Excel worksheets frequently contain vast quantities of numeric data that can be difficult to interpret. Excel
provides two useful tools for adding visual keys to data that provide the user with information about how each
entry within a data range relates to those around it: conditional formatting and sparklines.

You can make worksheet data easier to interpret by using conditional formatting to format cells based on their
values. If a value meets a particular condition, Excel applies the formatting; if it doesn’t, the formatting is not
applied.

You set up conditional formatting by specifying the condition, which is called a formatting rule. You can select
from the following types of rules:

o Highlight cells Apply formatting to cells that contain data within a specified numeric range, contain
specific text, or contain duplicate values.

o Top/bottom Apply formatting to cells that contain the highest or lowest values in a range.

o Data bars Fill a portion of each cell corresponding to the relationship of the cell’s data to the rest of
the data in the selected range.

o Color scales Fill each cell with a color point from a two-color or three-color gradient that corresponds
to the relationship of the cell’s data to the rest of the data in the selected range.

o Icon sets Insert an icon from a selected set that corresponds to the relationship of the cell’s data to the
rest of the data in the selected range.
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If a predefined formatting rule doesn’t meet your needs, you can define a custom rule based on the standard
rules, or based on a formula. This provides virtually unlimited opportunities to precisely define conditional
formatting.

You can define multiple conditions for the same range of cells or table.
Note

Strategy Familiarize yourself with all the types of rules and their variations so that you know how to quickly
apply any condition that might be requested on the exam.

All the rules you create are listed in the Conditional Formatting Rules Manager, in which you can do the
following:

o Create, edit, and delete formatting rules.
o Specify the order in which Excel processes formatting rules.

o Specify whether Excel should process additional rules after a cell meets the conditions of a rule.
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Conditional Formatting Rules Manager ?
Show formatting rules for | This Warksheet W
[Z] Mew Rule... (53 Edit Rule... 2 Delete Rule -
Rule [applied in order shown)  Format Applies to Stop if True
Data Bar =5§H514:51525 5.5
Top S AaBbCcYyZz = SH514:51525 | vl
lcon Set = SH$14:51525 |

oK Close

Sparklines are miniature charts that summarize worksheet data in a single cell. Excel 2013 includes three types
of sparklines: Line, Column, and Win/Loss. Line and Column sparklines resemble charts of the same types. A
Win/Loss sparkline indicates whether each data point is positive, zero, or negative.

A sparkline consists of a series of markers. Depending on the sparkline type, you can choose to accentuate the
first or last point in the data series, the high or low value, or the negative values, by displaying a marker of a
different color.

You can apply styles and other formatting to sparklines in the same way that you do to other graphic elements.

11:00 AM 12:00 PM 1:00 PM 2:00 PM 3:00 PM 4:00 PM 5:00 PM

Sedhtes WP WALAA WY Dn MR AR M
1687 2391 1486 2075 1626 1326 1612 I|'I|_.I_|._.
1559 2103 2493 1317 1519 1836 1439 ____I_lll_,|_
1709 1839 1495 1405 1513 1493 1997 | __uilunleonal
1811 1473 2339 1839 2416 1838 1403 IIII_.'.I.II_
2348 1355 1345 1947 2098 1163 1410 |“_|“__||__
2487 2464 1755 2086 1261 1989 2332 | il
2211 1195 1395 1727 1171 1753 1029 |||_III_.|_|_
1746 2243 1385 1414 1675 2274 1765 ||__I_|_I__.I|
2018 2468 2247 2493 1827 2261 1861 |Il__nalilals
1936 1233 1677 1988 1690 1649 1784 _I[_I_I_|I|||
1721 2235 1534 1407 1187 1581 2355 ._,_II.I.._.I

o To quickly apply the default value of a conditional formatting rule
1. Select the data range you want to format.

2. Click the Quick Analysis button that appears in the lower-right corner (or press Ctrl+Q) and
then click Data Bars, Color Scale, Icon Set, Greater Than, or Top 10% to apply the default rule
and formatting.
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o To format font color and cell fill in the selected data range based on a specified condition
1. Onthe Home tab, in the Styles group, click the Conditional Formatting button.

2. Inthe Conditional Formatting list, point to Highlight Cell Rules or Top/Bottom Rules, and then
click the type of condition you want to specify.

3. Inthe dialog box, specify the parameters of the condition, click the formatting combination
you want, and then click OK.

Tip
You can click Custom Format and then specify a combination of number, font, border, and fill formatting.
o To apply formatting based on the relationship of values in the selected data range

o Inthe Conditional Formatting list, point to Data Bars, Color Scales, or Icon Sets, and then click
the formatting option you want.

Tip
You can click More Rules and then specify custom configurations of two-color scales, three-color scales, data
bars, or icon sets.
o Tocreate a rule from scratch

0. Inthe Conditional Formatting list, click New Rule.

1. Inthe New Formatting Rule dialog box, in the Select a Rule Type list, click the type you want.
2. Inthe Edit the Rule Description area, specify the condition.
3

If the selected conditional formatting rule includes formatting options, click the Format
button. Then in the Format Cells dialog box, specify the number, font, border, and fill
formatting to apply if the condition is met, and click OK.

4. Inthe New Formatting Rule dialog box, click OK.
o To modify the conditional format applied to selected cells
0. Inthe Conditional Formatting list, click Manage Rules.

1. Inthe Conditional Formatting Rules Manager dialog box, click the rule you want to change,
and then click Edit Rule.

2. Inthe Edit Formatting Rule dialog box, make your changes, and then click OK.
o To stop testing the cell for subsequent rules if a rule is met

o Open the Conditional Formatting Rules Manager dialog box, click the rule, select the Stop If
True check box, and then click OK.

o To delete the conditional format applied to selected cells

o Inthe Conditional Formatting list, point to Clear Rules, and then click Clear Rules from
Selected Cells or Clear Rules from Entire Sheet.

o Open the Conditional Formatting Rules Manager dialog box, click the rule, click Delete Rule,
and then click OK.
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o To create a sparkline or sparklines

0. Select the data you want to summarize, or click the cell in which you want to insert the
sparkline.

1. Onthe Insert tab, in the Sparklines group, click Line, Column, or Win/Loss to specify the type
of sparkline you want to create.

2. Inthe Create Sparklines dialog box, select, enter, or verify the data range and the location
range. Then click OK.

o To enhance a sparkline
o On the Design tool tab, do any of the following:

o Inthe Show group, select the check boxes for the data markers you want to show, and
clear the check boxes for the data markers you want to hide.

o Inthe Style gallery, click the built-in style you want to apply.
o Inthe Style group, in the Sparkline Color gallery, click the color you want.

o Inthe Style group, in the Marker Color list, in the Negative Points, Markers, High
Point, Low Point, First Point, and Last Point galleries, click the colors you want.

o To change the type of a selected sparkline or sparkline group
o On the Design tool tab, in the Type group, click the sparkline type you want.
o To delete a sparkline or sparkline group

o Select the sparkline you want to delete. On the Design tool tab, in the Group group, click the
Clear Selected Sparklines button.

o Select one or more sparklines in the sparkline group you want to delete. On the Design tool
tab, in the Group group, click the Clear Selected Sparklines arrow, and then click Clear
Selected Sparklines Group.

Creating named ranges

To simplify the process of creating formulas that refer to a specific range of data, and to make your formulas
easier to read and create, you can refer to a cell or range of cells by a name that you define. For example, you
might name a cell containing an interest rate Interest, or a range of cells containing nonwork days Holidays. In
a formula, you can refer to a named range by name. Thus you might end up with a formula like this:

=WORKDAY(StartDate, WorkingDays,Holidays)
A formula using named ranges is simpler to understand than its standard equivalent, which could look like this:
=WORKDAY(B2,B53,Data!B2:B16)

Each named range has a scope, which is the context in which the name is recognized. The scope can be the
entire workbook or a specific worksheet. This allows you to use the same name on multiple worksheets. You
can include a comment with each name to provide more information about the range. (The comment is visible
only in the Name Manager.)
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After defining a named range, you can change the range name or the cells included in the named range. You
can delete a range name definition from the Name Manager. Note that deleting a cell from a worksheet does
not delete any associated range name. Invalid range names are indicated in the Name Manager by #REF! in the
Value column.

o To define a selected cell or range of cells as a named range

o Inthe Name box at the left end of the Formula Bar, enter the range name, and then press

Enter.
Or
2. On the Formulas tab, in the Defined Names group, click the Define Name button.
3. Inthe New Name dialog box, enter the range name in the Name box.
Tip

The New Name dialog box does not indicate any named ranges that the selected cell or cells are already part
of.

4. Inthe Scope list, click Workbook to define the named range for the entire workbook, or click a
specific worksheet name.

5. Inthe Comment box, enter any notes you want to make for your own reference.
6. Verify that the cell or range of cells in the Refers to box is correct, and then click OK.
Tip
If a cell is part of multiple named ranges, only the first name is shown in the Name box. The Name box displays

the name of a multiple-cell named range only when all cells in the range are selected.

o Toredefine the cells in a named range
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0. On the Formulas tab, in the Defined Names group, click the Name Manager button.
1. Inthe Name Manager window, click the named range you want to change, and then click Edit.
2. Inthe Edit Name dialog box, do one of the following, and then click OK.

1. In the Refers to box, enter the cell range to which you want the name to refer.

2. If necessary, click the Minimize button at the right end of the Refers to box to expose the worksheet
area. Then on the worksheet, drag to select the cells that you want to include in the named range.

o To change the name of the cells in a named range
0. Inthe Name Manager window, click the named range you want to change, and then click Edit.
1. Inthe Edit Name dialog box, change the range name in the Name box, and then click OK.

o To delete a named range definition

o Inthe Name Manager window, click the named range you want to delete, and click Delete.
Then click OK to confirm the deletion.

Working with data groups and summaries

You can designate specific rows or columns of data within a data range as groups. When you do so, Excel
inserts a control, to the left of the row headings or above the column headings, with which you can contract
and expand the data group. You can have column groups and row groups on the same worksheet; you cannot
have two consecutive groups of rows or columns, they must be separated by one row (the row can contain
data). The grouping feature is particularly useful when you’re working with a data range or table that is larger
than your display because it allows you to easily display and hide groups of columns and rows.

If your data range contains groups of data that are summarized or subtotaled, you can tell Excel to group the
data into a maximum of eight levels. In effect, Excel outlines the data, making it possible to hide or display as
much detail as you want. After grouping or outlining data, you can expand and collapse groups or levels.

Outline level selectors

Collapsed group

A B C E F H J
Days with AQ) Days AQiwas Days AQ)was Days AQlwas  MaximumAQl  Median AQ)
data Good Moderate Unhea value value State
343.68 252.64 72.56 2.48 145.2 41.92 CA Average
274 236 g 0 g5 33 OR
274 236 25 0 135 29 OR
33 273 255 17 0 102 25 OR
_ 34 267 253 14 0 a4 ] OR
-] 35 272 245 23.75 0 106.5 24 OR Average
[+] a5 361.4 299.7 57.9 0.2 114.3 8.6 WA Average
(=] 45 340.3 263.0 63.9 1.7 133.8 36.9 Grand Average
Tip

To outline by rows, each column must have a heading in the first row. To outline by columns, each row must
have a heading in the first column. In either case, no row or column should be blank.
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If your worksheet does not already have summary rows or columns, you can have Excel calculate the summary
rows and outline the data in one operation, by using the Subtotal feature. The data range must include
headers that identify data subsets, and must be sorted by at least one column that you want to use in the
summary. You specify the way the data should be summarized in the Subtotal dialog box. You can use the
SUM, COUNT, AVERAGE, MAX, MIN, PRODUCT, COUNT NUMBERS, STDDEV, STDDEVP, VAR, or VARP function
to summarize the data of each subset of cells.

Subtotal ? ﬂ

At each change im:

State W
Usze function:

Average W

Add subtotal to:

|| Days with AQI data ~
|| Days ACQH was Good

|| Days ACH was Moderate

|| Days ACH was Unhealthy for Sensitive Group
|+ Days ACH was Unhealthy

|| Maximum AQI value b

[+] Replace gurrent subtotals
[] page break between groups
[+ Summary below data

Remaove All oK Cancel

After creating subtotals, you can use the controls that appear in the bar to the left of the row headings to
collapse and expand subsets of data.

o To create subtotals within a data range

1. Select the data range and sort it by the column containing the category of data you want to
base the subset on.

2. On the Data tab, in the Outline group, click the Subtotal button.

3. Inthe Subtotal dialog box, verify that the correct subtotal category is shown in the At each
change in list.

4. In the Use function list, click the summary function you want to use.
5. Inthe Add subtotal to box, select the check box of each column you want to add subtotals to.

6. Select the check boxes to replace current subtotals, present each data subset on its own page,
or summarize the subtotals, and then click OK.

o To group worksheet data that contains summary rows or columns

o Click any cell in the data. Then on the Data tab, in the Outline group, click Auto Outline in the
Group list.

Or

2. Click any cell in the subset of data you want to group, and on the Data tab, in the Outline
group, click Group.
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Tip

3. Inthe Group dialog box, click Rows or Columns, and then click OK.
To hide or display grouped data

o Inthe headings area, click the button representing the outline level you want to display.

Each button displays that level and all those above it.

Or

o Click a visible group’s Hide Detail button to hide its rows or columns.

o Click a hidden group’s Show Detail button to redisplay its rows or columns.

o On the Data tab, in the Outline group, click the Hide Detail or Show Detail button.
To ungroup worksheet data

o To ungroup a specific group, click any cell in the group, and then on the Data tab, in the
Outline group, click the Ungroup button.

o Toungroup all groups but leave Excel-generated summary rows intact, click any cell in the
outline, and then on the Data tab, in the Outline group, click Clear Outline in the Ungroup list.

2. Toungroup all groups and remove Excel-generated summary rows, click any cell in the outline,
and then on the Data tab, in the Outline group, click the Subtotal button.

3. Inthe Subtotal dialog box, click Remove All.

Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective2 practice file folder. Save the
results of the tasks in the same folder.

Open the Excel _2-3a workbook, and complete the following tasks by using conditional formatting:
o Onthe Orders worksheet, format Seattle in the City column with red text.

o For all the values in the Extended Price column of the Details worksheet, display the Three
Arrows (Colored) icon set. Add blue data bars to the column. Then fill all cells in the column
that contain values of more than $100 with bright yellow.

o Configure Excel to first process the rule that fills the cells with yellow, and to not process any
more rules for cells that meet this condition.

Open the Excel 2-3b workbook, and complete the following tasks:

o OntheJanFeb worksheet, insert a row below the times, and then summarize the data for each
day of January by using a Column sparkline in that row. Apply the Sparkline Style Colorful #4
style, and then accentuate the First Point and Last Point data markers.

o Copy the formatted sparkline from January to February.

o Onthe MarApr worksheet, insert a column to the right of the dates, and then summarize the
data for each hour by using a Line sparkline in that column. Apply the Sparkline Style Accent 6,
Darker 25% style, and then display all the data markers without placing emphasis on any
specific type of data marker.
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o Copy the formatted sparkline from March to April and ensure that it appears only for the days
of the month.

o Inthe Excel _2-3c workbook, on the Results worksheet, define cells A1:T1 as a range named FirstRow,
and cells A1:A20 as a range named ColumnA. Then change the formulas in cells B2:T20 to reference

the named ranges.
o Open the Excel_2-3d workbook, and complete the following tasks on the Sales By Category worksheet:

o Have Excel create an outline of the data by adding summary rows that calculate total product
sales by category.

o Add a grouping to hide column A. Then hide all rows other than those containing subtotals.
o Remove the outline without removing the summary rows.

o Open the Excel_2-3e workbook, and complete the following tasks on the Sales By Region worksheet:
o Create subtotals of sales amounts first by period and then by region.
o Find the average sales by period and then by region.

o Find the maximum and minimum sales by period and region.
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Chapter 3. Manage Tables

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft Excel 2013 relate to
creating tables. Specifically, the following objectives are associated with this set of skills:

3.1 Create tables
3.2 Modify tables
3.3 Filter and sort tables

Data stored in an Excel worksheet is organized in rows and columns of cells. Data in a contiguous range of cells
is referred to as a data range. Similarly, an Excel table is a series of contiguous cells that have been formatted
as a named Excel object that has functionality beyond that of a simple data range.

Some table functionality, such as the ability to sort and filter on columns, is also available for data ranges.
Useful table functionality that is not available for data ranges includes the automatic application of formatting,
the automatic copying of formulas, the ability to perform the following actions:

o Quickly insert column totals or other mathematical results
o Search for the named table object

o Expose the named table object in a web view

o Reference the table or any table field by name in a formula

This chapter guides you in studying methods for creating and modifying tables. It also covers how to filter and
sort data that is stored in tables.

3.1 Create tables

The simplest way to create a table is by converting an existing data range. When you do so, you can retain the
existing formatting or apply thematic formatting. You can also create a blank table and then add data to it.
(Adding data to a table is often referred to as populating the table).

A B C D E F G H | J K L M
1 [Name Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
2 jallen $ 7,222 5 3878 S 5369 5 2,763 S 8491 5 5009 S 3956 5 6,595 S5 8224 5 2,790 S5 4279 5 3,119
3 jBrock S 3008 S 5203 5 7854 51,201 S 357 S 2123 |5 2416 5 3,586 5 4582 5 2679 S 7565 5 4813
4 JLinda S 5311 (% 7320 |5 18957 | S 5736 | S 7,267 | § 3 : ‘n $ 680 5 5171 § 5907

'y

5 Max $ 1,082 $ 4404 $ 5278 § 1,93 § 7196 ¢  rormatAsTable $ 4097 S 1370 $ 4,513
6 jNancy S 5261 5 4742 S 7706 | S A557 5 4,627 | § Where is the data for your table? $ 3053 5 5625 S5 4,810
7T )Charles ' & 4,280 5 7501 S 3951 |5 1824 5 7.644 § =5A51:5M58 i $ 3769 5 6708 5 1734
8 [David S 5098 S 4745 S 5363 |5 138§ 559 [ [ tabie nas hesders $.1052 8 280 3 7729
4

ok || Canca

17

When you create a table, Excel evaluates the table content to identify the cells that are included in the table
and define functional table elements (header rows and total rows) and formatting (emphasized columns and
banding). Excel assigns a name to the table based on its order of creation in the workbook (Table1, Table2, and
so on). You can change the table name to one that makes it more easily identifiable (such as 2014Sales,
Students, or Products). When you assign the name, you can also identify the scope whether you want to
reference the table by that name in the entire workbook or only in the current worksheet.
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Inserting, deleting, or moving rows or columns in the table automatically updates the table formatting to
gracefully include the new content. For example, adding a column to the right end of a table extends the
formatting to that column, and inserting a row in the middle of a table that has banded rows updates the
banding. You can modify the table element selections at any time.

If you want to remove the table functionality from a table—for example, so you can work with the
functionality that is available only for data ranges and not for tables—you can easily convert a table to text.
Simply converting the table doesn’t remove any table formatting from the table. You can retain the formatting
or clear it.

Note

See Also For information about header rows, total rows, emphasized columns, and banding, see 3.2 Modify
tables. For information about functionality that is specific to data ranges, see Chapter 2.

o To convert a data range to an unformatted table
1. Click anywhere in the data range.
2. Onthe Insert tab, in the Tables group, click Table.
3. Inthe Create Table dialog box, do the following, and then click OK:
1. Verify that the correct data range is displayed in the dialog box (selected in the worksheet).
2. Verify that the My table includes headers check box is selected if the data range includes headers.
o To convert a data range to a formatted table
1. Click anywhere in the data range.

2. Onthe Home tab, in the Styles group, click Format as Table, and then click the formatting you
want.

3. Inthe Format As Table dialog box, do the following, and then click OK:
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0. Verify that the correct data range is displayed in the dialog box (selected in the
worksheet).

1. Verify that the My table includes headers check box is selected if the data range
includes headers.

o To change the name of a table

o Click any cell in the table. On the Design tool tab, in the Properties group, click the table name
to select it, and then enter the name you want to assign to the table.

Or
2. Select the table by using one of the following methods:

0. Atthe left end of the formula bar, click the Name arrow, and then click the table
name.

1. Inthe worksheet, drag to select all cells of the table.

3. Inthe Name box on the formula bar or in the Properties group on the Design tool tab, click the
table name to select it. Then enter the name you want to assign to the table.

Or
4. On the Formulas tab, in the Defined Names group, click Name Manager.
5. Inthe Name Manager window, click the table, and then click Edit.
6. Inthe Edit Name dialog box, select and replace the table name, and then click OK.
o Toinsert table rows and columns

o Toadd a column to the right end of a table, click in the cell to the right of the last header cell,
enter a header for the new column, and then press Enter.

o Toinsert a single column within a table, click a cell to the left of which you want to add a
column. On the Home tab, in the Cells group, click the Insert arrow, and then click Insert Table
Columns to the Left.

Or

Select a table column to the left of which you want to insert a column, and then in the Cells group, click the
Insert button.

o To add multiple columns within a table, select the number of columns that you want to insert,
and then in the Cells group, click the Insert button.

o To add a row at the bottom of the table, click in any cell in the row below the last table row,
enter the text for that table cell, and then press Tab.

o To add a row within the table, click a cell above which you want to add a row. On the Home
tab, in the Cells group, click the Insert arrow, and then click Insert Table Rows Above.

Or

Select a table row above which you want to insert a column, and then in the Cells group, click the Insert
button.
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o To add multiple rows to a table, select the number of rows that you want to insert, and then in
the Cells group, click the Insert button.

o To move rows within a table

0. Select the table row or rows you want to move, and then do one of the following to cut the
selection to the Microsoft Office Clipboard:

0. Press Ctrl+X.
1. Right-click the selection, and then click Cut.
2. Click Cut in the Clipboard group on the Home tab.
1. Select the table row above which you want to move the cut row or rows.

2. Onthe Home tab, in the Cells group, click the Insert arrow, and then click Insert Cut Cells.

Or
3. Select the worksheet row or rows containing the table row or rows you want to move, and
then cut the selection to the Clipboard.
4. Select the worksheet row above which you want to move the cut row or rows.
5. Onthe Home tab, in the Cells group, click the Insert arrow, and then click Insert Cut Cells.
o To move columns within a table
o Point to the top edge of the column you want to move. When the cursor changes to a four-
headed arrow, drag the column to the new location (indicated by a thick vertical insertion bar).
Or

1. Select the worksheet column or columns containing the table column or columns you want to
move, and then cut the selection to the Clipboard.

2. Select the worksheet column to the left of which you want to move the cut column or
columns.

3. Onthe Home tab, in the Cells group, click the Insert arrow, and then click Insert Cut Cells.
o To delete table rows and columns

o Select at least one cell in each row or column you want to delete. On the Home tab, in the
Cells group, click the Delete arrow, and then click Delete Table Rows or Delete Table
Columns.

o Right-click a cell in the row or column you want to delete, click Delete, and then click Table
Columns or Table Rows.

o To convert a table to a data range
o Right-click the table, click Table, and then click Convert to Range.

o Click anywhere in the table. Then on the Design tool tab, in the Tools group, click Convert to
Range, and then in the Microsoft Excel dialog box, click Yes.

Practice tasks
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The practice file for these tasks is located in the MOSExcel2013\Objective3 practice file folder. Save the results
of the tasks in the same folder.

o Open the Excel _3-1 workbook, and complete the following tasks on the Sales worksheet:

o

o

o

Convert the data range A2:M23 to a table that includes a header row. (Retain the existing
formatting.)

Assign the name Toys2013 to the table.
Move the July column so that it is between the June and August columns.

Move the Linda, Max, and Nancy rows at one time so that they are between the Kay and Olivia
rows.

Add a row to the table for a salesperson named Raina, between the Quentin and Steve rows.
Add a row to the end of the table for a salesperson named William.

Add a column named December to the right end of the table.

3.2 Modify tables

When you create a table, you can apply a combination of formatting elements called a table style. The table
style includes fonts, borders, and fills that are coordinated to provide a professional appearance. The available
table styles are based on the worksheet theme colors. You can change the table style by choosing another
from the Table Styles gallery.
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Tip
If you want to create the table and apply a specific table style at the same time, select the range containing the
data, click Format As Table in the Styles group on the Home tab, and then click a style.

The table style governs the appearance of standard cells, special elements, and functional table elements,
including the following:

o Header row These cells across the top of the table are formatted to contrast with the table content,
require an entry, and look like column titles, but are also used to reference fields in formulas.

o Total row These cells across the bottom of the table are formatted to contrast with the table content.
They do not require an entry, but clicking in any cell displays a list of functions for processing the
numeric contents of the table column. These include Average, Count, Count Numbers, Max, Min, Sum,
StdDev, and Var, and a link to the Insert Function dialog box from which any function can be inserted
in the cell.

Table element formatting is designed to make table entries or fields easier to differentiate, and include an
emphasized first column, emphasized last column, banded rows, and banded columns.
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Table elements

BEEH ® @ = Sales - Excel TABLE TOOLS

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGMN
Table Mame: I"_Jjﬁurnmarrze with PrvotTable (=== [0 | Header Row First Column + Filter Button B
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Tablel B-f Remove Duplicates { : Total Row Last Column “

= - - Insert  Export Refresh Quick
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Properties Tools External Table Data Table Style Dptunns Table Styles

A B C
ol nameBd san B reb mmmmﬂmmml
2 |alex $ 3703|S 1372 $ 6782 $ 6572 S 3,991 S5 4932 $ 4853 S 7,788 $§ 458 5 8007 5
3 |Brock S 5188 $ 3580 S 6380 S 2742 § 4741 5 7940 S 1,540 $ 6693 S 509 $ 3852
4 Charles £ 2295 & 1526 5 2915 § 8041 5 2881 5 6108 5 1929 5 5972 5 7355 5 3395 3
5 |David $ 5542 S 7263 5 2683 S 8417 S 8696 S 3,132 S 5068 5 8485 S 8338 S5 254 5
& |Emma S 3809 S5 4556 5 2814 5 2226 S 2919 5 5542 5 7554 5 4316 5 4001 5 7578 5
7 |Frank S 2967 & 2825 S5 4943 S5 1482 § 2554 S 3033 S 5325 $ 7,390 S B2l S 3,39 §
8 George 5 5762 5 1,299 $ 7197 S5 2114 5 7100 $ 6552 S5 4970 $5 28% S 320 § 2,787 5
9
Sales (+) 1]

READY |

o To apply a table style to a selected table

1. On the Design tool tab, in the Table Styles group, click the More button (if your screen
resolution allows for partial display of the Table Styles gallery), or click the Quick Styles

button.

2. Inthe Table Styles gallery, click the style you want.

o On the Design tool tab, in the Table Style Options group, select or clear the Header Row, Total

o To modify functional table elements
Row, or Filter Button check boxes.
o To apply contrasting formatting to specific table elements

o On the Design tool tab, in the Table Style Options group, select the Banded Rows, First

Column, Last Column, or Banded Columns check box.

o To clear formatting from a table

o Select any cell in the table. Then on the Design tool tab, on the Table Styles menu, click Clear.

o To clear formatting from a data range

o Select the entire data range. On the Home tab, in the Editing group, click Clear, and then click

Clear Formats.

Practice tasks

The practice file for these tasks is located in the MOSExcel2013\Objective3 practice file folder. Save the results

of the tasks in the same folder.

o Open the Excel_3-2 workbook, and complete the following tasks on the Sales worksheet:
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o Change the table style to a Medium table style of your choice, and then apply banded rows.
o Configure the table style options to emphasize the first and last columns of the table.

o Add atotal row to the table and change the row name to Average. Remove the total from the
Year column. For each month, insert the average sales for that month in the row.

o On the Bonuses worksheet, remove the formatting from the ToyBonus table.
3.3 Filter and sort tables

You can easily sort and filter content in an Excel table by using the filter buttons located at the top of each
column. If you prefer to hide the filter button, you can do so.

You can sort the values in one or more columns in a worksheet or table in either ascending or descending
order. To sort on multiple columns, you specify in the Sort dialog box the order in which you want them to be
sorted.

By default, Excel assumes that the first row in the worksheet contains column headings and does not include it
in the sort. It also assumes that you want to sort by the values in the table cells. Standard sort orders are from
A to Z for text, from smallest to largest for numbers, and from oldest to newest for dates. You can optionally
sort by other features of the data range, including cell color, font color, and cell icon. These options are
particularly useful in conjunction with conditional formatting.

Filtered rows Active sort Sort & filter options  Filter button  Active filter
A, B I C ] E

I Product Name -T| Supplier - | Category -¥| Unit Pric - |

2 |3-ga| watering can Gart 8] SotAte? £17.45

& Bow rake GaM 2| c,i7toh 521.50

9 |Bow saw oL AR : $7.50

15 |Clay flowerpot 2" The o T 53.95

16 | Clay flowerpot 4" The 1};‘ Clear Filter From ~“Category $5.95

17 (Clay flowerpot 6" The 51.75

18 |Compaost bin Gart Test Filters , Eauale.

24 E:.dger L Search D Does Mot Equal...
¢7 |Fiberglass loppers Gari -

30 |Garden cart Gart~ i (Select All o L

PR [[] Fertilizers Ends With
31 |Garden fencing Gar Pt ca i) nds With
32 |Garden hoe The (] Seils/sand Contgins...
[+ Taal

34 |Gardening gloves (L) The o Tools Ploss Mot Cantin:
35 |Gardening gloves (M) The -

36 |Gardening gloves (S) The Custorn Filter.
37 |Grass rake The 511.95

38 Grass shears 5" The $18.25

41 |Hand trowel The 57.35

47 Hand-held spreader Gart (a]4 Cancel 510.95

43 |Hedge shears The . 513.95

You can also specify whether entries starting with uppercase and lowercase letters should be sorted separately
and the orientation of the sort (whether you want to sort columns or rows).

Tip
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You can sort a table by the content of hidden columns within that table.

You can sort a data range, but not a table, by rows rather than columns by selecting the Sort Left To Right
option. This option is available only when the data range you’re sorting contains data that could be sorted in
either direction. To successfully sort data from left to right, select a data range that includes only data, and not
headers.

| +ﬂ‘&dd Level | XE!I!‘M Lewel ; EE Copy Level |z w | Dptions... | My data has headers

Column Sort On Order
Sort by | Year v i Values \w|  Smallest to Largest | v
Then by l'Na me [s] | Values v Atz [v'!

Irma | 4 Sort Options ?“

[] case sensitive
Orientation

() Sort top to bottom
Sort left to right

OK . Cancel

When simplifying a table that contains many entries, or when compiling data from multiple sources, you might
find that a table contains multiple matching entries. You can easily remove duplicate data from a table by using
the Remove Duplicates feature.

Remove Duplicates ?
To delete duplicate values, select one or more columns that contain duplicates.
42 setectan | |5 nsetectan | Bt s
Columns

Product Mame
Supplier
Categary

[ Quantity Per Unit
[] unit Price

ok | Cancel

Tip
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Use conditional formatting to locate duplicates so you can review them before permanently deleting them by
using the Remove Duplicates feature. If you are uncertain about deleting the duplicate data, copy the original
data to another worksheet as a backup.

o Tofilter data in an Excel table
1. Click the filter button in the header of the column you want to filter.

2. Atthe top of the list of column entries, clear the (Select All) check box, and then select the
check boxes of the items you want to display. Then click OK.

Tip
You can enlarge the menu to display more options by dragging the handle in the lower-right corner of the
menu.
o Toremove afilter
o Click the filter button, and then click Clear Filter From Column.
o To sort a table by multiple columns

0. Click any cell in the range to be sorted. Then on the Home tab, in the Editing group, click the
Sort & Filter button, and click Custom Sort.

Or

Click any cell in the range to be sorted, and then on the Data tab, in the Sort & Filter group, click the Sort
button.

1. Inthe Sort dialog box, click the first column you want in the Sort by list. Then click the criteria
by which you want to sort in the Sort on list. Finally, click the order you want in the Order list.

Tip
The options in the Sort dialog box change if you click Cell Color, Font Color, or Cell Icon in the Sort On list.

2. Click Add Level, and repeat step 2 for the second column. Repeat this step for additional
columns.

3. Click OK.
o Tosort a data range by rows

o Inthe Sort dialog box, click Options. In the Sort Option dialog box, click Sort left to right, and
then click OK.

o To remove duplicate rows from a table
0. On the Data tab, in the Data Tools group, click Remove Duplicates.

1. Inthe Remove Duplicates dialog box, select the columns from which you want to remove
duplicate entries. Then click OK.

Tip

Remove any outlines or subtotals from your data before trying to remove duplicates.
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Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective3 practice file folder. Save the
results of the tasks in the same folder.

o Inthe Excel_3-3a workbook, on the Bonuses worksheet, apply a filter to display only the bonuses that
were less than $2,500.00.

o Open the Excel_3-3b workbook, and complete the following tasks on the Sales worksheet:
o Sort the data in ascending order by category and by unit price.
o Sort the data in descending order by category and alphabetically by name.

o Remove duplicates so that there is only one entry for each supplier.
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Chapter 4. Apply Formulas and Functions

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft Excel 2013 relate to the
application of functions and formulas. Specifically, the following objectives are associated with this set of skills:

4.1 Utilize cell ranges and references in formulas and functions
4.2 Summarize data by using functions

4.3 Utilize conditional logic in functions

4.4 Format and modify text by using functions

Simple formulas and more complex functions provide the means to interpret raw data stored in a workbook in
meaningful ways. They also provide a useful structure for processing information. You can increase the
consistency and reliability of information by using formulas to calculate, evaluate, and express data.

You can calculate the data on a worksheet based on data in other areas of the workbook and in other
workbooks. Excel maintains referential relationships when you move data or modify the data storage
structure.

This chapter guides you in studying ways of referencing cells and ranges of cells both absolutely and relatively
in formulas, and using formulas to sum and average cell values and count cells. It also guides you in processing
data that meets specific conditions, and in manipulating text by using formulas.

4.1 Utilize cell ranges and references in formulas and functions
Referencing cells and cell ranges in formulas

Formulas in an Excel worksheet usually involve functions performed on the values contained in one or more
other cells on the worksheet (or on another worksheet). A reference that you make in a formula to the
contents of a worksheet cell is either a relative reference, an absolute reference, or a mixed reference. It is
important to understand the difference and know which to use when creating a formula.

A relative reference to a cell takes the form A1. When you copy or fill a formula from the original cell to other
cells, a relative reference changes to maintain the relationship between the cell containing the formula and the
referenced cell. For example, copying a formula that refers to cell A1 one row down changes the Al reference
to A2; copying the formula one column to the right changes the Al reference to B1.

An absolute reference takes the form SAS1; the dollar sign indicates the absolute reference to column A and
an absolute reference to row 1. When you copy or fill a formula from the original cell to other cells, an
absolute reference will not change—regardless of the relationship to the referenced cell, the reference stays
the same.
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A B [ v] E F
Customer  Wingtip Toys
2 Discount 20%
Product Toy plane

Base price 5 15.00

o L e

Order Quantity Order Customer
7 quantity discount Price (each) subtotal discount Order total
g 100 0% 5 1500 & 150000 $ 30000 § 1,200.00
] 200 5% 5 1425 § 2,850.00 S5 570.00 5 2,280.00
10 300 7.50% 5 1388 5 416250 5 83250 5 3,330.00
11 400 & B C o E F
12 500 1 Customer Wingtip Toys
2 Discount 0.2
Product Toy plane
5 Base price 15
[
7 Order guantity  Quantity discount Price [each) Order subtotal  Customer discount Order total
g 100 0 =5BS5-(SBS5*BA)  =AB*CE =DB*S052 =03-E8
g |200 0.05 =5855-(5B55%BY9)  =A9*C9 =D9*5052 =[19-E9
10 300 0.075 =5BS5-(SBS5*B10) =A10*C10 =D10*5052 =D10-E10
1 400 0.1 =5055-(5B55%811) =Al11*Cl11 =D11*50%2 =D11-E11
12 500 0.125 =5B855-(5B55*B12) =A12*C12 =D12*3052 =D12-E12

A mixed reference refers absolutely to either the column or row and relatively to the other. The mixed
reference AS1 always refers to row 1, and SA1 always refers to column A.

You can reference cells in other worksheets within the workbook. For example, you might prepare a Summary
worksheet that displays results based on data tracked on other worksheets. References to cells on other
worksheets can be relative, absolute, or mixed.

Tip

You can reference a worksheet by whatever name appears on the worksheet tab.

You can also reference cells in other workbooks. For example, you might prepare a report that collates data
from workbooks submitted by multiple regional managers.

When referencing a workbook located in a folder other than the one your active workbook is in, enter the path
to the file along with the file name. If the path includes a non-alphabetical character (such as the backslash in
C:\) in the file name, enclose the path in single quotation marks.

You can refer to the content of a range of adjacent cells. For example, you might use a formula to return the
maximum value of all the cells in a row. When referencing a range of cells in a formula, the cell references can
be relative, absolute, or mixed.
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Drag to select cells  Formula bar  Color-coded cell references

5 d x & & =SUM([C5:C12)
A, B & 1] E F
1 Category Marme Sales Category Subtotal
¢ Berry bushes |Blackberries §31.50
3 Berry bushes |Gooseberries S45.00
4q dor i $76.50
5 | Bulbs Anemong 15112.00;
6  Bulbs Autumn crocus ] $?5.|}EI=
7 |Bulbs Begonias $3?,9ﬂi
i |Bulbs Bulb planter 1 513.50]
9 |Bulbs Daffodil 5191661
10 Bulbs Lilies | $56.70}
11 Bulbs Lily-of-the-Field $3$,D-Ui
12  Bulbs Siberian Iris .I_S_Erg.g!i!
13] [ssumcsicizy |
14 Carnivorous American Pitcher Plant | 528.00 | SUMi{number!, [numberd], ...]

o Torelatively reference the contents of a cell
o Enter the column letter followed by the row number, like this:
Al
o Torelatively reference the contents of a range of cells

o Enter the upper-left cell of the range and the lower-right cell of the range, separated by a
colon, like this:

Al:B3
o Toinsert a relative reference to a range of cells in a formula

0. Position the cursor in the location within the formula in which you want to insert the cell range
reference.

1. Drag to select the cell range and insert the cell range reference.
o To absolutely reference the contents of a cell
o Precede the column letter and row number by dollar signs, like this:
SAS1
o To absolutely reference the contents of a range of cells

o Enter the upper-left cell of the range and the lower-right cell of the range, separated by a
colon, like this:

SAS1:5BS3
o Toreference a cell on a different worksheet in the same workbook
o Enter the worksheet name and cell reference, separated by an exclamation point, like this:
Data!C2
Or
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1. Click the worksheet tab of the worksheet containing the cell you want to reference.

2. Click the cell or select the cell range you want to reference, and then press Enter to enter the
cell reference into the formula and return to the original worksheet.

o Toreference a cell in another workbook

o If the workbook is in the same folder, enter the workbook name in square brackets followed
by the worksheet name and cell reference, separated by an exclamation point, like this:

[Sales.xIsx]Data!C2

o If the workbook is in a different folder, enter the path to the workbook, the workbook name in
square brackets, and the worksheet name; enclose all of this in single quotes. Then enter an
exclamation point followed by the cell reference, like this:

=’C:\PROJECTS\MOS2010\Excel Files\[test.xIsx]Sheet1’ISAS1
Or

2. Open the workbook that contains the cell you want to reference, and then switch to the
workbook you want to create the formula in.

3. With the cursor active where you want to insert the reference, switch to the second
workbook, click the worksheet containing the cell you want to reference, click the cell or select
the range you want to reference, and then press Enter.

Defining order of operations

A formula can involve multiple types of calculations. Unless you specify another order of precedence, Excel
evaluates formula content and process calculations in the following order:

1. Reference operators The colon (:), space (), and comma (,) symbols
Negation The negative () symbol in phrases such as -1

Percentage The percent (%) symbol

Exponentiation The raising to a power (*) symbol

Multiplication and division The multiply (*) and divide (/) symbols
Addition and subtraction The plus (+) and minus (-) symbols

Concatenation The ampersand (&) symbol connecting two strings of text

©® N o U A~ W N

Comparison The equal (=), less than (<), and greater than (>) symbols and any combination thereof

If multiple calculations within a formula have the same precedence, Excel processes them in order from left to
right.

You can change the order in which Excel processes the calculations within a formula by enclosing the
calculations you want to perform first in parentheses. Similarly, when you use multiple calculations to
represent one value in a formula, you can instruct Excel to process the calculations as a unit before
incorporating the results of the calculation in the formula, by enclosing the calculations in parentheses.

The following table illustrates the effect of changing precedence within a simple formula.
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Formula Result
=1+2-3+4-5+6 5
=(1+2)-(3+4)-(5+6) -15
=1+(2-3)+4-(5+6) -7

o To change the order of calculation within a formula
o Enclose the calculations you want to perform first within parentheses.

o Arrange calculations that have the same precedence in the order you want to perform them,
from left to right.

Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective4 practice file folder. Save the
results of the tasks in the same folder.

o Create a new workbook named MyReferences, and complete the following tasks on Sheet 1:
o Incell Al, enter the formula =5x2+7-12.

o Copy the formula from cell Al to cells A2:A5. Edit each of the copied formulas, placing
parentheses around different groupings to view the effect.

o Inthe Excel_4-1a workbook, on the Practice worksheet, create a formula in cells B2:T20 to complete
the multiplication table of the numbers 1 through 20. (Challenge: Create the table in six or fewer
steps.) Compare the formulas in your multiplication table to those on the Results worksheet.

o Inthe Excel_4-1b workbook, on the Summary worksheet, display the total sales for each period in cells
B2:B5 by referencing the corresponding worksheets.

o Inthe Excel_4-1c workbook, on the Sales By Category worksheet, complete the following tasks:

o Incells C95, C101, and C104, calculate the sales total for each category by using a relative cell
range reference.

o Incell C86, calculate the Cacti sales total, using an absolute cell range reference.
4.2 Summarize data by using functions

Formulas in Excel can be made up of values that you enter, values that you reference (cell references, named
ranges, named objects), mathematical operators, and the functions that ultimately structure and control the
formula. A function can be thought of as a service provided by Excel to do a specific task. That task might be to
perform a mathematical operation, to make a decision based on specific factors, or to perform an action on
some text. A function is always indicated by the function name followed by a set of parentheses. (For example,
the SUM() function.) For most functions, arguments (variables) inside the parentheses either tell the function
what to do or identify values for the function to work with. An argument can be a value that you enter, a cell
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reference, a range reference, a named range, a named object, or even another function. The number and type
of arguments vary depending on which function you’re using. It is important to understand the syntax of
common functions and be able to correctly enter the function arguments. Fortunately, you don’t have to
memorize anything; the Formula AutoComplete feature leads you through the process of selecting the correct
function name and entering the required arguments in the correct syntax.

Probably the most common formula used in Excel, and certainly the simplest to understand, is the SUM()
function. The SUM() function returns the total value of a set of numbers. Rather than individually adding the
values of all the cells you want to total, you can use the SUM function to perform this task.

The following table describes the purpose of each of the functions that you can use to summarize data from a
set of cells, and the types of arguments the functions accept.

Function Purpose Arguments

SUM() Returns the total value of the cells Numberl,Number2,...,Number255

Returns the number of cells that contain numeric
COUNT() values Valuel,Value2,...,Value255

Returns the number of cells that contain any content

COUNTA() (are not empty) Valuel,Value2,...,Value255

AVERAGE() | Returns the average of the cell values Numberl,Number2,...,.Number255

MIN() Returns the minimum value within the set Numberl,Number2,...,.Number255

MAX() Returns the maximum value within the set Numberl,Number2,...,.Number255
Tip

The results of the AVERAGE, COUNT, and SUM functions appear by default on the status bar when you select
multiple cells (contiguous or separate) that contain numeric values. You can optionally display the Numeric
Count, Minimum, and Maximum values.

Each of these functions takes up to 255 arguments, either numbers or values, as follows:

o Anargument specified as a number can be a number that is entered directly in the formula, a text
representation of a number (a number inside of quotation marks), a cell reference, a range reference,
or a named reference. The function ignores any cells that contain text that can’t be translated to a
number, that are empty, or that contain an error.
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o Anargument specified as a value can be

any type of value. For example, the COUNT() function will

evaluate any type of value and return the count of only those that it identifies as numbers, whereas
the COUNTA() function will evaluate any type of value and return the count of all those that are not

blank.

You can enter arguments directly in the formula structure, through a dialog box interface, by clicking to select

cells, or by dragging to select ranges.

that contain numbers,

the average.

Function Arguments ? n
AVERAGE
Mumberi | C12:C20 F&| = (1500;60;150;150:150;75;17:100:50]
Mumber2 | C25:C30 | = (470:0;100;5,120;50
Number3 |H12:H15 2| = (100:50:50)
Numberd | o=

= 1635263158

Retumns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references

Mumber3: numberi, number2, ... are 1 to 255 numeric arguments for which you want

Formula result = 1635263158 COUNT

Help gn this Tundion Valuet

Value2

Value3
Valued
alues

Formula result = 17

Help on this funciion

Function Arguments L “

Table1[[#Headers] [#Data] [HOU F&| = ['HOUSING',Projected Cost';'Mort... 4

Table3[[#=Headers), [#Data], [TRAN ':"\_' = {TRANSPORTATION","Projected Cos..
Tabled[[#Headers], [#Data] [INSU | = [INSURANCE", Projected Cost’;"...
TableS[[#=Headers], [#Datal,[FOO E.‘h = ["FOOD", Projected Cost™,"Groceries...
Table{[#Headers],[#Data] [PETS. F&| = [PETS", Projected Costy'Food M.+

= 17

Counts the number of cells in & range that contain numbers.

Valuei: waluelvalue,... are 1to 255 arguments that can contain or refer to a
variety of different types of data, but only numbers are counted.

OK Cangel

o To sum values

o Inthe cell or formula bar, enter the following formula, including up to 255 numbers, which can

be in the form of cell references

=SUM(numberl,[number2],[number3]...)

or specific numbers:

o On the Formulas tab, in the Function Library group, click the AutoSum arrow (not the button),
and then click Sum. Select or enter the numeric arguments you want to sum, and then press

Enter.
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o Inthe Function Library group, click the AutoSum button (not the arrow) and press Enter to
accept the logical range of values selected by Excel (the range immediately above or to the left
of the active cell).

o Click the AutoSum button. Click or drag to select the input values you want (press and hold
Ctrl to select multiple cells and ranges). Then press Enter.

Or
5. On the Formulas tab, in the Function Library group, click Math & Trig, and then click SUM.
6. Inthe Function Arguments dialog box, do the following, and then click OK:
1. In the Numberl box, enter or select the first number.
2. In the Number2 box and each subsequent box, enter or select the additional numbers up to a total of

255 arguments.
o To count cells containing numeric values

o Inthe cell or formula bar, enter the following formula, including up to 255 cell references or
data ranges:

=COUNT(valuel,[value2],[value3]...)

o Inthe Function Library group, click the AutoSum arrow, and then click Count Numbers. Select
or enter the cells you want to count, and then press Enter.

Or
2. Inthe Function Library group, click More Functions, click Statistical, and then click COUNT.
3. Inthe Function Arguments box, do the following, and then click OK.
0. Inthe Valuel box, enter or select the first data range.

1. Inthe Value2 box and each subsequent box, enter or select additional data ranges up
to a total of 255 arguments.

o To count non-empty cells

o Inthe cell or formula bar, enter the following formula, including up to 255 cell references or
data ranges:

=COUNTA(valuel,[value2],[value3]...)
Or
1. Inthe Function Library group, click More Functions, click Statistical, and then click COUNTA.
2. Inthe Function Arguments box, do the following, and then click OK.
0. Inthe Valuel box, enter or select the first data range.

1. Inthe Value2 box and each subsequent box, enter or select additional data ranges up
to a total of 255 arguments.

o To average values in a data range
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o Inthe cell or formula bar, enter the following formula, including up to 255 cell references or
data ranges:

=AVERAGE(numberl,[number2],[number3]...)

o In the Function Library group, click the AutoSum arrow, and then click Average. Select or
enter the cells you want to average, and then press Enter.

Or
2. Inthe Function Library group, click More Functions, click Statistical, and then click AVERAGE.
3. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Numberl box, enter or select the first data range.

1. Inthe Number2 box and each subsequent box, enter or select additional data ranges
up to a total of 255 arguments.

o Toreturn the lowest value in a data range

o Inthe cell or formula bar, enter the following formula, including up to 255 cell references or
data ranges:

=MIN(numberl,[number2],[number3]...)

o Inthe Function Library group, click the AutoSum arrow, and then click Min. Select or enter the
cells you want to evaluate, and then press Enter.

Or
2. Inthe Function Library group, click More Functions, click Statistical, and then click MIN.
3. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Numberl box, enter or select the first data range.

1. Inthe Number2 box and each subsequent box, enter or select additional data ranges
up to a total of 255 arguments.

o Toreturn the highest value in a data range

o Inthe cell or formula bar, enter the following formula, including up to 255 cell references or
data ranges:

=MAX(numberl,[number2],[number3]...)

o Inthe Function Library group, click the AutoSum arrow, and then click Max. Select or enter
the cells you want to evaluate, and then press Enter.

Or
2. Inthe Function Library group, click More Functions, click Statistical, and then click MAX.
3. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Numberl box, enter or select the first data range.

1. Inthe Number2 box and each subsequent box, enter or select additional data ranges
up to a total of 255 arguments.
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Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective4 practice file folder. Save the
results of the tasks in the same folder.

o Inthe Excel_4-2a workbook, complete the following tasks on the Summary worksheet:
o Incell B18, create a formula that returns the number of non-empty cells in the Period range.
o Incell C18, create a formula that returns the average value in the Sales range.
o Incell D5, create a formula that returns the lowest Sales value for the Fall period.

o Inthe Excel_4-2b workbook, complete the following tasks on the Sales By Region worksheet:
o Create subtotals of sales amounts first by Period and then by Region.
o Find the average sales by Period and then by Region.
o Find the maximum and minimum values by Period and then by Region.

4.3 Utilize conditional logic in functions

You can use a formula to display specific results when certain conditions are met. To do so, you create a
formula that uses conditional logic; specifically the IF() function or one of its variations shown in the following
table.

Function Description

SUMIF()

SUMIFS() Returns the sum of values in a range that meet one or more criteria
COUNTIF()

COUNTIFS Returns the number of cells in a range that meet one or more criteria

AVERAGEIF()

AVERAGEIFS() Returns the average of values in a range that meet one or more criteria

A formula that uses conditional logic evaluates a specific condition and then returns one of two results based
on whether the logical test evaluates as TRUE or FALSE.

The correct syntax for the IF() function is as follows:
=IF(logical_test,value_if true,value_if false)
Tip

The IF() function in Excel is equivalent to an IF...THEN...ELSE function in a computer program.
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The logical test and the results can include text strings or calculations. Enclose text strings within the formula
in quotation marks. Do not enclose numeric values or calculations in quotation marks.

The syntax for the SUMIF function is SUMIF(range,criteria,sum_range).

The syntax for the COUNTIF function is COUNTIF(range,criteria). For example, the following formula returns
the number of students within a table who are in grade 5:

=COUNTIF(AllGirls[[#All],[Grade]], “5”)
The syntax for the AVERAGEIF function is AVERAGEIF(range,criteria,average_range).

112 - fe || =COUNTIF(E:E,H12) -
A B C O E F G H | -
1 Order Postal Orders by Region
2 | Date Name Address City Fegion Code Region Quantity
3 1/5/2013 Raman Sarin 8808 Backbay St Boston Ma " 88337  BC g
4 | 1/5/2013 Charlie Keen 991 3, Migsissippi Pd St Louis MO " 89203 @ CA 7
5 1/6/2013 George Schaller 401 Rodeo D, Auburm a7 34923 D 3
G 1/6/2013 Jed Brown 6Bk Fords Landing Wastover W' 7 BBA54 by, 1
7 1/8/2013 Patrick Sands 4568 Spaulding Ave N, Seattle wa " 12345 MO 1
g | 1N22M 3 Andreas Schou 145 Elm Dr, Moscow o " ooeez MT 2
9 | 1112/2013 Bob Kelk 12 Juanita Ln. Helena MT 7 42665 OR 4
10 1272013 Jimn Kim 78 Miller St, Seattle wa T 81233 Cuébec 1
11 1A12/2013 Eli Bowen 27 Chnstopher 5t Seaftle wWa 7 R7645 uT 1
12 I 11372013 Colleen Bracy 18 Elrm St Tulalip wa 7 77483 Wi, 571
13 114/2013 Markus Breyer 511 Lincoln Ase. Bums or T 27182
14 114/2013 Andy Brauninger 42 El Camino Dr. Seatle wa " 11299
15 1A5/2013 Lukas Keller 4220 hain St Bellevue WA 7 39200
16 | 1AE2013 Thaorsten Schall 89 CedarWay Fedmond wa 7 30293
17 | 11942013 Kendall Keil 6778 Cypress Plwy. Cak Harbor wa 7 30291
18 1/22/2013 Jennifer Kim 72 West 5t Fartland or " 67823
19 1/22/2013 Allison Brown 78 Brverside Dr. Waodimille WA, : 27283 -
Orders | Details (#) 4 v

The criteria is a condition or criteria in the form of a number, expression, or text that defines which cells will be
included in the calculation.

Tip

You can nest multiple functions so that Excel evaluates multiple conditions before returning a result. You can
add logical tests to a conditional formula by using the AND(), OR(), and NOT() functions.

Note

Strategy Nested functions, the multiple-condition formulas SUMIFS(), COUNTIFS(), and AVERAGEIFS(), and
custom conditional formats are part of the objective domain for Microsoft Office Specialist Exams 77-427 and
77-428, Microsoft Excel Expert.

o To sum values in a data range that meet a condition

o Inthe cell or formula bar, enter the following formula, where range is the data range you want
to evaluate, criteria is the condition that defines which cells will be summed, and sum_range is
the data range within which cells will be summed:
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=SUMIF(range,criteria,sum_range)

Or
2. On the Formulas tab, in the Function Library group, click Math & Trig, and then click SUMIF.
3. Inthe Function Arguments dialog box, do the following, and then click OK:

1. In the Range box, enter or select the data range you want to evaluate.

2. In the Criteria box, enter the condition, in the form of a number, expression, or text, that defines the

cells that will be summed.

3. In the Sum_range box, enter or select the data range within which you want to sum qualifying cell
values. If left blank, the formula sums cells within the data range in the Range box.

o To count cells in a data range that meet a condition

o Inthe cell or formula bar, enter the following formula, where range is the data range you want
to evaluate and count, and criteria is the condition that defines which cells will be counted:

=COUNTIF(range,criteria)
Or

1. Onthe Formulas tab, in the Function Library group, click More Functions, click Statistical, and
then click COUNTIF.

2. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Range box, enter or select the data range you want to evaluate.

1. Inthe Criteria box, enter the condition, in the form of a number, expression, or text,
that defines the cells that will be counted.

o To average values in a data range that meet a condition

o Inthe cell or formula bar, enter the following formula, where range is the data range you want
to evaluate, criteria is the condition that defines which cells will be averaged, and
average_range is the data range within which cells will be averaged:

=AVERAGEIF(range,criteria,average_range)
Or

1. Onthe Formulas tab, in the Function Library group, click More Functions, click Statistical, and
then click AVERAGEIF.

2. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Range box, enter or select the data range you want to evaluate.

1. Inthe Criteria box, enter the condition, in the form of a number, expression, or text,
that defines the cells that will be averaged.

2. Inthe Average_range box, enter or select the data range within which you want to
average qualifying cell values. If left blank, the formula averages cells within the data
range in the Range box.
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Practice tasks

The practice file for these tasks is located in the MOSExcel2013\Objective4 practice file folder. Save the results
of the tasks in the same folder.

o Inthe Excel_4-3 workbook, complete the following tasks on the Expense Statement worksheet:

o Incell C25, use the AND function to determine whether the Entertainment total is less than
$200.00 and the Misc. total is less than $100.00.

o Incell C26, use the OR function to determine whether the Entertainment total is more than
$200.00 or the Misc. total is more than $100.00.

o Incell C27, use the IF function to display the text “Expenses are okay” if the function in C25
evaluates to TRUE and “Expenses are too high” if it evaluates to FALSE.

o Incell C28, use the IF function to display the text “Expenses are okay” if the function in C26
evaluates to NOT TRUE and “Expenses are too high” if it evaluates to NOT FALSE.

o Add 60.00 to either the Entertainment column or the Misc. column to check your work.
4.4 Format and modify text by using functions

You can use the formulas shown in the following table to display text within a cell.

Function Description

LEFT() Returns the leftmost character or characters of a text string

Returns a specific number of characters from a text string, starting at the position you
MID() specify

RIGHT() Returns the rightmost character or characters of a text string

TRIM() Removes all spaces from text except for single spaces between words
UPPER() Converts text to uppercase

LOWER() Converts text to lowercase

CONCATENATE() | Concatenates up to 255 text components into one string

The LEFT(), MID(), and RIGHT() functions count each character in the specified text string The LEFT() and
RIGHT() functions take the following arguments:
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o text (required) The text string to be evaluated by the formula.

o num_chars (optional) The number of characters to be returned. If num_chars is not specified, the
function returns one character.

The syntax for the LEFT() and RIGHT() functions is:
LEFT(text,num_chars)
RIGHT(text,num_chars)
For example, the formula =LEFT(Students[@[Last Name]],1) returns the first letter of the student’s last name.
The MID() function takes the following arguments:
o text (required) The text string to be evaluated by the formula.

o start_num (required) The position from the left of the first character you want to extract. If start_num
is greater than the number of characters in the text string, the function returns an empty string.

o num_chars (required) The number of characters to be returned. If num_chars is not specified, the
function returns one character.

The syntax for the MID() function is:

MID(text,start_num,num_chars)

The MID{) function returns selected characters from a text string

B H S & v
FILE HOME INSERT PAGE LAYOUT FORMULAS

2 - ) 2 | =MID({A2,5.8)

A B C D E
1 Phone Area code Local number
z
3 972-555-0134 972 555-0134
4 425-555-0158 425 555-0158
5 360-555-0194 360 555-0194
& 123-335-0167 123 223-0167

The TRIM(), UPPER(), and LOWER() functions each take only one argument: the text string to be processed. The
syntax of the functions is:

TRIM(text)
UPPER(text)
LOWER(text)

The CONCATENATE() function can be very useful. Using this function, you can merge existing content from cells
in addition to content that you enter in the formula. The syntax for the CONCATENATE() function is:

CONCATENATE(text1, [text2], ...)

For example, this formula returns a result such as Smith, John: Grade 5.
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=CONCATENATE(Table1[@[Last Name]],”, “, Table1[@[First Name]],”: Grade “, Tablel[@Grade])
Tip
You can use the ampersand (&) operator to perform the same process as the CONCATENATE() function. For

example, =A1&B1 returns the same value as =CONCATENATE(A1,B1). The Flash Fill feature performs a similar
function.

Note

Strategy Using formulas to format cells is part of the objective domain for Microsoft Office Specialist Exams
77-427 and 77-428, “Microsoft Excel Expert.”

o Toreturn one or more characters from the left end of a text string

o Inthe cell or formula bar, enter the following formula, where text is the source text and
num_chars is the number of characters you want to return:

=LEFT(text,num_chars)

Or
2. On the Formulas tab, in the Function Library group, click Text, and then click LEFT.
3. Inthe Function Arguments dialog box, do the following, and then click OK:

1. In the Text box, enter or select the source text.

2. In the Num_chars box, enter the number of characters you want to return.

o Toreturn one or more characters from within a text string

o Inthe cell or formula bar, enter the following formula, where text is the source text, start_num
is the character from which you want to begin returning characters, and num_chars is the
number of characters you want to return:

=MID(text,start_num,num_chars)
Or
1. Onthe Formulas tab, in the Function Library group, click Text, and then click MID.
2. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Text box, enter or select the source text.

1. Inthe Start_num box, enter the character from which you want to begin returning
characters.

2. Inthe Num_chars box, enter the number of characters you want to return.
o Toreturn one or more characters from the right end of a text string

o Inthe cell or formula bar, enter the following formula, where text is the source text and
num_chars is the number of characters you want to return:

=RIGHT(text,num_chars)

Or
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1. Onthe Formulas tab, in the Function Library group, click Text, and then click RIGHT.
2. Inthe Function Arguments dialog box, do the following, and then click OK:
0. Inthe Text box, enter or select the source text.
1. Inthe Num_chars box, enter the number of characters you want to return.
o To convert multiple spaces in a text string to single spaces
o Inthe cell or formula bar, enter the following formula, where text is the source text:
=TRIM(text)
Or
1. Onthe Formulas tab, in the Function Library group, click Text, and then click TRIM.

2. Inthe Function Arguments dialog box, enter or select the source text from which you want to
remove extra spaces, and then click OK.

o To convert a text string to uppercase
o Inthe cell or formula bar, enter the following formula, where text is the source text:
=UPPER(text)
Or
1. Onthe Formulas tab, in the Function Library group, click Text, and then click UPPER.

2. Inthe Function Arguments dialog box, enter or select the source text that you want to convert
to uppercase, and then click OK.

o To convert a text string to lowercase
o Inthe cell or formula bar, enter the following formula, where text is the source text:
=LOWER(text)
Or
1. Onthe Formulas tab, in the Function Library group, click Text, and then click LOWER.

2. Inthe Function Arguments dialog box, enter or select the source text that you want to convert
to lowercase, and then click OK.

o To join multiple text strings into one cell

o Inthe cell or formula bar, enter the following formula, including up to 255 text strings, which
can be in the form of cell references or specific text enclosed in quotation marks:

=CONCATENATE(text1,[text2],[text3]...)

Or
1. Onthe Formulas tab, in the Function Library group, click Text, and then click CONCATENATE.
2. Inthe Function Arguments dialog box, do the following, and then click OK:

0. Inthe Textl box, enter or select the first source text.
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1. Inthe Text2 box and each subsequent box, enter the additional source text.
Practice tasks

The practice file for these tasks is located in the MOSExcel2013\Objective4 practice file folder. Save the results
of the tasks in the same folder.

o Open the Excel _4-4 workbook, and complete the following tasks on the Book List worksheet:
o Inthe File By column, insert the first letter of the author’s last name.
o Inthe Locator column, insert the author’s area code.

o Inthe Biography column, use the CONCATENATE() function to insert text in the form Joan Lambert is
the author of Microsoft Word 2013 Step by Step, which was published by Microsoft Press in 2013.
(including the period).
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Chapter 5. Create Charts and Objects

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft Excel 2013 relate to
creating charts and objects. Specifically, the following objectives are associated with this set of skills:

5.1 Create charts
5.2 Format charts
5.3 Insert and format objects

You can store a large amount of data in an Excel workbook. When you want to present that data to other
people, you might choose to include additional information to help viewers interpret the information.

Chapter 2, discusses methods for visually interpreting data within the context of a data range or table. You can
take that interpretation a step farther by presenting the data in the form of a chart. Using Excel 2013, you can
create many types of charts from data stored on one or more worksheets. To simplify the process of choosing
a chart type, the Quick Analysis tool recommends charts that are most appropriate for the data you’re working
with. To aid viewers in interpreting the chart data, you can configure a chart to include identifying elements
such as a title, legend, and data markers.

1.3 Format worksheets and workbooks, discussed methods of inserting graphics in worksheet headers and as
backgrounds. You can also enhance the information you present in a workbook by including images such as
company logos directly on worksheets, displaying text and graphics in SmartArt business diagrams, and
displaying text independent of the worksheet or chart sheet structure within text boxes.

This chapter guides you in studying ways of presenting data in charts and enhancing worksheets by including
images, business diagrams, and text boxes.

5.1 Create charts

Charts (also referred to as graphs) are created by plotting data points onto a two-dimensional or three-
dimensional axis to assist in data analysis and are therefore a common component of certain types of
workbooks. Presenting data in the form of a chart can make it easy to identify trends and relationships that
might not be obvious from the data itself.

Different types of charts are best suited for different types of data. The following table shows the available
chart types and the data they are particularly useful for plotting.

Chart type Typically used to show

Area Multiple data series as cumulative layers showing change over time

Variations in value over time or the comparative values of several items at a single point in
Bar time

Bubble Correlations between three or more independent items
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Chart type

Column

Doughnut

Line

Pie

Radar

Stock

Surface

XY
(Scatter)

Typically used to show

Variations in value over time or comparisons

Percentages assigned to different components of more than one item

Multiple data trends over evenly spaced intervals

Percentages assigned to different components of a single item (nonnegative, nonzero, no
more than seven values)

Percentages assigned to different components of an item, radiating from a center point

Stock market or similar activity

Trends in values across two different dimensions in a continuous curve, such as a
topographic map

Correlations between independent items

You can also create combo charts that overlay different data charts in one space.

To plot data as a chart, all you have to do is select the data and specify the chart type. You can select any type
of chart from the Charts group on the Insert tab. You can also find recommendations based on the selected
content either on the Charts page of the Quick Analysis tool or on the Recommended Charts page of the Insert
Chart dialog box.

FORMATTING

Calumn

1111/ <. Hl BE= 12
Clustered Clustered  Scatter Stacked  Stacked Mare
Ear Column Bar Charts

_harts help you visualize data

Recommended C

CHARTS TOTALS TABLES SPARKLIMES

Tip
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The Quick Analysis tool provides access to formatting options that pertain to the currently selected data. From
the pages of the Quick Analysis tool, you can apply conditional formatting, perform mathematical operations,
create tables and PivotTables, and insert sparklines. Like the Mini Toolbar, the Paste Options menu, and other
context-specific tools, the Quick Analysis tool makes existing functionality available in a central location. The
reason this is a tool rather than simply a toolbar or menu is that the options shown in the tool—for example,
the charts shown on the Charts page—are selected as appropriate for the current data.

If the type of chart you initially select doesn’t depict your data the way you want, you can change the type at
any time. Most chart types have two-dimensional and three-dimensional variations, and you can customize
each aspect of each variation.

2

Insert Chart g “
Recommended Charts | All Charts

¥ Recent

R

[

Column
Line Clustered Column - Line

e E

Pie Chart Title
Bar

Area 2000
XY (Scatter)

Stock

BEREENe

Surface

Radar

s
L

Combo

=

— Leripr] el Sermpd ferepd ———lprigsl ——lerigsk

Choose the chart type and axis for your data series:

Series Name Chart Type Secondary Axis a |
0 Seriest Clustered Column b I
I Series2 Clustered Column v O
I Series3 Clustered Column W ]
. L*]
| oK | Cancel

Before selecting the data you want to present as a chart, ensure that it is correctly set up for the type of chart
you want to create. For example, a pie chart can display only one data series. Select only the data you want to
appear in the chart. If the data is not in a contiguous range of rows or columns, either rearrange the data or
hold down the Ctrl key while you select noncontiguous ranges.

A chart is linked to its worksheet data, so any changes you make to the plotted data are immediately reflected
in the chart. If you want to add or delete values in a data series or add or remove an entire series, you need to
increase or decrease the range of the plotted data in the worksheet.
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Sometimes a chart does not produce the results you expect because the data series are plotted against the
wrong axes; that is, Excel is plotting the data by row when it should be plotting by column, or vice versa. You
can quickly switch the rows and columns to see whether that produces the desired effect. To see what Excel is

doing behind the scenes, you can open the Select Data Source dialog box, in which you can control exactly

what is plotted on each axis.

Note

Strategy Practice plotting the same data in different ways. In particular, understand the effects of plotting data
by column or by row.

Select Data Source

Chart data range:

Legend Entries (Series)

=Sales!SAS2:5MSE25

|

’I' = | [F] switch Row/Column

3 \T

Horizontal (Category Axis Labels

i x|

iNadd | EFEdt || D Remove | & | 7 Edit
lan LIRS Allen *
[+ Feb ¥ Brock
Kar [+ Charles
0 apr ¥ David
0 may v | Emma W

Hidden and Empty Cells

Cancel

o To plot selected data as a chart on the worksheet
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o Onthe Insert tab, in the Charts group, click the general chart type you want, and then on the
menu, click the specific chart you want to create.

Tip
Pointing to a chart type on the menu displays a live preview of the selected data plotted as that chart type.

o On the Insert tab, in the Charts group, click Recommended Charts. Preview the recommended
charts by clicking the thumbnails in the left pane. Then click the chart type you want, and click
OK.

o Click the Quick Analysis button that appears in the lower-right corner of the selection, click
Charts, and then click the chart type you want to create.

o To change the type of a selected chart

0. On the Design tool tab, in the Type group, click Change Chart Type.

1. Inthe Change Chart Type dialog box, click a new type and sub-type, and then click OK.
o To modify the data points in a chart

o Inthe linked Excel worksheet, change the plotted values.
o To change the range of plotted data in a selected chart

o Inthe linked Excel worksheet, drag the corner handles of the series selectors until they enclose
the series you want to plot.

Or
1. Onthe Design tool tab, in the Data group, click Select Data.
Or
Right-click the chart border or data area, and then click Select Data.
2. Inthe Select Data Source dialog box, do any of the following, and then click OK:

1. Click the worksheet icon at the right end of the Chart data range box, and then drag to select the full
range of data you want to have available.

2. In the Legend Entries (Series) list and Horizontal (Category) Axis Labels boxes, select the check boxes
of the rows and columns of data you want to plot.

o To plot additional data series in a selected chart
0. On the Design tool tab, in the Data group, click Select Data.
Or
Right-click the chart border or data area, and then click Select Data.
1. Inthe Select Data Source dialog box, at the top of the Legend Entries (Series) list, click Add.

2. Inthe Edit Series dialog box, in the Series name box, enter or select the additional series. If
necessary, enter or select the series values. Then click OK.

3. Inthe Select Data Source dialog box, click OK.
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o To switch the display of a data series in a selected chart between the series axis and the category
axis

o On the Design tool tab, in the Data group, click the Switch Row/Column button.
Or

1. Onthe Design tool tab, in the Data group, click Select Data.
Or
Right-click the chart border or data area, and then click Select Data.

2. Inthe Select Data Source dialog box, click Switch Row/Column, and then click OK.
Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective5 practice file folder. Save the
results of the tasks in the same folder.

o Inthe Excel_5-1a workbook, use the data on the Seattle worksheet to plot a simple pie chart.

o Inthe Excel 5-1b workbook, on the Sales worksheet, plot the data as a simple two-dimensional
column chart. Then switch the rows and columns.

o Inthe Excel 5-1c workbook, on the Sales worksheet, change the October sales amount for the Flowers
category to 888.25. Then add the November data series to the chart, and change the way the data is
plotted so that you can compare sales for the two months.

5.2 Format charts

A chart includes many elements; some required and some optional. The chart content can be identified by a
chart title. Each data series is represented in the chart by a unique color. A legend that defines the colors is
created by default, but is optional. Each data point is represented in the chart by a data marker, and can also
be represented by a data label that specifies the data point value. The data is plotted against an x-axis (or
category axis) and a y-axis (or value axis). Three-dimensional charts also have a z-axis (or series axis). The axes
can have titles, and gridlines can more precisely indicate the axis measurements.

To augment the usefulness or the attractiveness of a chart, you can add elements. You can adjust each
element in appropriate ways, in addition to adjusting the plot area (the area defined by the axes) and the chart
area (the entire chart object). You can move and format most chart elements, and easily add or remove them
from the chart.

Tip
Data labels can clutter up all but the simplest charts. If you need to show the data for a chart on a separate
chart sheet, consider using a data table instead.
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Axis title Chart title Data label

Plant Sales by Category
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s00 i Trees
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0 s
| October
! Axis labels
You can add and remove chart elements from the Chart Elements pane or from the Design tool tab.
£8,000,000 m CHART ELEMENTS
$7,000,000 ] Axes
565,000,000 o i
$5,000,000 e
54,000,000 g L_J Chart Title
53,000,000 (] Data Labels
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Note

Strategy You can tailor the elements of charts in too many ways for us to cover them in detail here. In addition

to choosing options from galleries, you can open a Format dialog box for each type of element. Make sure you
are familiar with the chart elements and how to use them to enhance a chart.

By default, Excel creates charts on the same worksheet as the source data. You can move or size a chart on the
worksheet by dragging the chart or its handles, or by specifying a precise position or dimensions. If you prefer
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to display a chart on its own sheet, you can move it to another worksheet in the workbook, or to a dedicated
chart sheet.

I Choose where you want the chart to be placed:

|_HT$J () New sheet: | Chartt

@ (%) Object in: Isms

You can apply predefined combinations of layouts and styles to quickly format a chart. You can also apply a
shape style to the chart area to set it off from the rest of the sheet.

Berry bushes 3%

Wetland plants 1%
- Bonsai supplies 1%

Bulbs 11%

Cacti 1%
i.'_am'wmus i*

Fertilizers 2%

Tools 13%

Grasses 2%

| Ground covers 3%

Soils/sand 8%

Pest control 10%

Rhododendron 4%
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Or

To display and hide chart elements

o Click the chart, and then click the Chart Elements button (labeled with a plus sign) that
appears in the upper-right corner of the chart. In the Chart Elements pane, select the check
boxes of the elements you want to display, and clear the check boxes of the elements you
want to hide.

o On the Design tool tab, in the Chart Layouts group, click Add Chart Element, click the element
type, and then click the specific element you want to display or hide.

o On the Design tool tab, in the Chart Layouts group, click Quick Layout, and then click the
combination of elements you want to display.

To resize a chart
o Select the chart, and then drag the sizing handles.
o On the Format tool tab, in the Size group, enter the Height and Width dimensions.

o On the Format tool tab, click the Size dialog box launcher, and enter the Height and Width
dimensions or Scale Height and Scale Width percentages on the Size & Properties page of the
Format Chart Area pane.

To move a selected chart

o Dragthe chart to another location on the worksheet.

1. Onthe Design tool tab, in the Location group, click Move Chart.
2. Inthe Move Chart dialog box, select a location and click OK.
To change the layout of a selected chart

o On the Design tool tab, in the Type group, click Change Chart Type, and then click the layout
you want.

To apply a style to a selected chart
o On the Design tool tab, in the Chart Styles gallery, click the style you want.

o Click the Chart Styles button (labeled with a paintbrush) that appears in the upper-right corner
of the chart. On the Style page of the Chart Styles pane, click the style you want.

To apply a shape style to a selected chart
o On the Format tool tab, in the Shape Styles gallery, click the style you want.
To change the color scheme of a selected chart

o On the Design tool tab, in the Chart Styles group, click Change Colors, and then click the color
scheme you want.

o Click the Chart Styles button that appears in the upper-right corner of the chart. On the Color
page of the Chart Styles pane, click the color scheme you want.

o Apply a different theme to the worksheet.
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Note

See Also For information about applying themes, see 1.3 Format worksheets and workbooks.

Practice tasks

The practice files for these tasks are located in the MOSExcel2013\Objective5 practice file folder. Save the
results of the tasks in the same folder.

o Inthe Excel_5-2a workbook, on the Sales worksheet, change the pie chart to a 3-D Clustered Column
chart. Then apply Layout 1, Style 7, and the Subtle Effect — Accent 3 shape style.

o Inthe Excel_5-2b workbook, on the Sales worksheet, increase the size of the chart until it occupies
cells A1:L23. Then move it to a new chart sheet named Sales Chart.

o Inthe Excel 5-2c workbook, on the Seattle worksheet, add the title Air Quality Index Report to the
chart. Then add data labels that show the percentage of the whole that is represented by each data
marker. Ensure that the percentages are expressed as whole numbers, with no decimal places.

5.3 Insert and format objects

Although not frequently associated with the storage of data within Excel workbooks, it is worthwhile to note
that when preparing to present data, you can incorporate almost all of the graphic elements available in
Microsoft Word and PowerPoint into an Excel workbook. This can be particularly useful when creating
summary pages or when a workbook must provide a stand-alone information source for text content in
addition to data.

Tip
You use the same methods to insert and format graphic objects in Excel as you do in other Microsoft Office

programs. As an experienced Excel user, you are likely familiar with the methods for inserting, creating, and
configuring graphic objects in other programs.

Adding pictures to sheets

The simplest method of enhancing standard workbook content is to add an image, perhaps a company logo, a
product image, or an image that represents the concept you want to convey to the workbook viewer. After
you insert an image in a document, you can modify it in many ways. For example, you can crop or resize a
picture, change the picture’s brightness and contrast, recolor it, apply artistic effects to it, and compress it to
reduce the size of the document containing it. You can apply a wide range of preformatted styles to a picture
to change its shape and orientation, in addition to adding borders and picture effects.

o Toinsert a picture on a worksheet
1. Onthe Insert tab, in the lllustrations group, click the Pictures button.

2. Inthe Insert Picture dialog box, browse to and click the file you want. Then do one of the
following:

1. Click Insert to insert the picture into the worksheet.

2. In the Insert list, click Link to File to insert a picture that will update automatically if the picture file
changes.

3. In the Insert list, click Insert and Link to insert a picture that you can manually update if the picture file
changes.
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o To apply artistic effects to a selected picture on a worksheet

o On the Format tool tab, in the Adjust group, click Artistic Effects, and then in the gallery, click
the effect you want to apply.

o To apply a style to a selected picture on a worksheet

o On the Format tool tab, in the Picture Styles group, expand the Quick Styles gallery, and then
click the style you want to apply.

Or
1. Onthe Format tool tab, click the Picture Styles dialog box launcher.

2. Inthe Format Picture pane, on the Fill & Line and Effects pages, choose the options that you
want to apply.

o To change the size and/or shape of a selected picture on a worksheet
o Drag its sizing handles.
o On the Format tool tab, in the Size group, change the Height and Width settings.

o On the Format tool tab, click the Size dialog box launcher. Then on the Size & Properties page
of the Format Picture pane, change the Height, Width, and Scale settings.

o To move a picture on a worksheet

o Drag the picture to a new location.
o To copy a picture to a new location on a worksheet

o Hold down the Ctrl key and drag the picture to the second location.
o Toformat a selected picture

o Use the commands in the Adjust group on the Format tool tab to remove the picture
background; adjust the sharpness, brightness, and contrast; apply artistic effects; and
compress the picture to minimize the file size.

o Use the commands in the Picture Styles group on the Format tool tab to apply preconfigured
combinations of effects or to apply a border, shadow, reflection, glow, soft edge, beveled
edge, or three-dimensional effect.

o Use the commands in the Arrange group on the Format tool tab to control the relationship of
the picture to the sheet and to other pictures on the sheet, and to rotate or flip the picture.

o Use the commands in the Size group on the Format tool tab to change the picture height and
width and to crop the picture manually, to a specific aspect ratio, to a shape, or to fill or fit a
specific space.

Adding text boxes to sheets

To convey information more succinctly, you can add text. When you add text directly to a worksheet, you are
restricted by the width and height of the worksheet cells in which you must insert the text. To bypass that
restriction, you can insert the text in a text box and position the text box wherever you want it.

o Toinsert a text box on a worksheet

106



Microsoft Excel 2013 — Study Guide

1. Onthe Insert tab, in the Text group, click Text Box.

2. Inthe worksheet, click to insert a standard-sized text box or drag to draw the text box the size
that you want.

3. Enter or paste the text you want to display in the text box.
o To format a selected text box

o To change the shape, on the Format tool tab, in the Insert Shapes group, click Edit Shape, click
Change Shape, and then click the shape you want.

o To change the shape fill, outline, or effects, on the Format tool tab, use the formatting options
in the Shape Styles group.

o To rotate the shape, on the Format tool tab, in the Arrange group, click Rotate Objects, and
then click the rotation option you want.

o To change the size of the shape, on the Format tool tab, in the Size group, modify the height
and width, or click the Size dialog box launcher and then configure settings in the Format
Shape pane.

o To format text in a text box

o Select the text box. On the Format tool tab, use the formatting options in the WordArt Styles
group.

o Select the text, and then use the formatting options on the Mini Toolbar or in the Font group
on the Home tab.

Adding SmartArt graphics to sheets

To present more complicated information, you can use SmartArt to create a professional business diagram
that reflects the thematic elements of your workbook and by doing so, blends in with the rest of the workbook
content.

For example, when a worksheet includes details of a process such as a project schedule, you might want to
create an accompanying diagram to illustrate the process visually. You can create professional-looking business
diagrams by using the SmartArt graphics feature. By using predefined sets of formatting, you can easily create
the type of diagram best suited to the worksheet’s information. After selecting the type of diagram you want
and inserting it into the document, you add text either directly in the diagram’s shapes or from its text pane.
SmartArt diagrams can consist of only text, or of text and pictures.
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o To create a business diagram
1. Onthe Insert tab, in the lllustrations group, click the SmartArt button.
2. Inthe left pane of the Choose a SmartArt Graphic dialog box, click the type of diagram you
want.
3. Inthe center pane, click the layout you want, and then click OK.
o To apply a style to a selected diagram
o On the Design tool tab, in the SmartArt Styles gallery, click the style you want to apply.
o To apply a style to a selected diagram shape
o On the Format tool tab, in the Shape Styles gallery, click the style you want to apply.
Or

1. Onthe Format tool tab, click the Shape Styles dialog box launcher.

2. Inthe Format Shape pane, on the Fill & Line and Effects pages, choose the options that you
want to apply.

o To change the color scheme of a selected diagram

o On the Design tool tab, in the SmartArt Styles group, click the Change Colors button, and then
click the color scheme you want.

Practice tasks

The practice file for these tasks is located in the MOSExcel2013\Objective5 practice file folder. Save the results
of the tasks in the same folder.

o Open the Excel _5-3a workbook, and complete the following tasks:
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Month

November

December

January

February

March

o

On the Summary sheet, insert the Excel_5-3b logo in the upper-left corner.

On the Summary sheet, insert a text box on the sheet. Configure the text box to be three
inches wide and three inches high, and align it below the heading “Our Prediction.” Insert the
content of the Excel_5-3c text file in the text box. Format the text in 20-point orange Candara
font, and center it in the text box.

On the Sales worksheet, insert the Excel_5-3d product image in cell A1, and configure the
content so the product image appears neatly in the space to the left of the sales data.

On the Overview worksheet, create a SmartArt graphic of the type Vertical Chevron List that
depicts the promotional activity that accompanied each month of sales:

Activity

Pre-launch marketing

Launch

Standard marketing

Partner promotions

Partner promotions

Apply a color set and style to the SmartArt graphic.
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