Microsoft Excel 2010 Tutorial

Excel is a spreadsheet program in the Microsoft Office system. You can use Excel to create and format workbooks (a collection of
spreadsheets) in order to analyze data and make more informed business decisions. Specifically, you can use Excel to track data, build
models for analyzing data, write formulas to perform calculations on that data, pivot the data in numerous ways, and present data in a variety
of professional looking charts.

The Ribbon

Understanding the Ribbon is a great way to help understand the changes between Microsoft 2003 to Microsoft 2010. The ribbon holds all of
the information in previous versions of Microsoft Office in a more visual stream line manner through a series of tabs that include an immense
variety of program features.

Home Tab
This is the most used tab; it incorporates all text and cell formatting features such as font and paragraph changes. The Home Tab also

includes basic spreadsheet formatting elements such as text wrap, merging cells and cell style.
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Insert Tab

This tab allows you to insert a variety of items into a document from pictures, clip art, and headers and footers.
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Page Layout Tab
This tab has commands to adjust page such as margins, orientation and themes.
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Formulas Tab

This tab has commands to use when creating Formulas. This tab holds an immense function library which can assist when creating any
formula or function in your spreadsheet.
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Data Tab

This tab allows you to modifying worksheets with large amounts of data by sorting and filtering as well as analyzing and grouping data.
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Review Tab

This tab allows you to correct spelling and grammar issues as well as set up security protections. It also provides the track changes and
notes feature providing the ability to make notes and changes someone’s document.
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View Tab

This tab allows you to change the view of your document including freezing or splitting panes, viewing gridlines and hide cells.
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Getting Started
Now that you have an understanding of where things are located, let’s look at the steps needed to create
an Excel document.

Opening Outlook
You may have a shortcut to Word on your desktop, if so double click the icon and Word will open. If not

follow the steps below: %
1. CIle on the Start button uj ; . Pl‘@ Microsoft Office 2010 Tools 3
. i 7| ACCessories |A| Microsoft Access 2010
2. nghllght Pf:OgramS . = uj Games i | Microsoft Excel 2010
3. nghllght Microsoft Office = i h Micrasaft Office E Microsoft InfoPath Designer 2010
4. Click on Microsoft Excel 2010 ; V) stary JLLI Microsoft InfaPath Fler 2010
Ll ' & [N] Microsoft Onelote 2010
5 E}. Sathian , () Ubraiinc ¥ 0] Microsoft Outlook 2010
:% é Internet Explorer |E| Microsoft PowerPoint 2010
:._: .-‘—':' =t I' “ WS Explarer |2] Microsaft Publisher 2010
E i) el ared Bppart L.,'{;J U E @ Mlcrosot SharePoint Workspace 2010
= [ . m Micrasoft Word 2010
o N T 4o Remote Assistance
; W Whindeane Macearnay
R 2] Log Off shamschenin
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Create a New Workbook i 5tack |k | bax - Alwesshn .
1. Click the File tab and then click New.
2. Under Available Templates, double click Blank Workbook or Click Create.

Find and Apply Template

Excel 2010 allows you to apply built-in templates and to search from a variety of templates on
Office.com. To find a template in Excel 2010, do the following:

1. On the File tab, click New.

2. Under Available Templates, do one of the following:

a. Toreuse a template that you’ve recently used, click Recent Templates, click the template
that you want, and then click Create.

b. To use your own template that you already have installed, click My Templates, select the
template that you want, and then click OK.

c. Tofind a template on Office.com, under Office.com Templates, click a template category,
select the template that you want, and then click Download to download the template from
Office.com to your computer.

3. Once you click on the template you like it will open on your screen as a new document.

Enter Data in a Worksheet




Select Cells or Ranges
In order to complete more advanced processes in Excel you need to be able to highlight or select cells,
rows and columns. There are a variety of way to do this, see the table below to understand the options.

To select Do this
A single cell Click the cell, or press the arrow keys to move to the cell.
A range of cells Click the first cell in the range, and then drag to the last cell, or hold down
SHIFT while you press the arrow keys to extend the selection.
A large range of cells Click the first cell in the range, and then hold down SHIFT while you click the
last cell in the range. You can scroll to make the last cell visible.
All cells on a worksheet Salact Al bistton

Click the Select All button or press CTRL+A.
A
-
Nonadjacent cells or cell  Select the first cell or range of cells, and then hold down CTRL while you select
ranges the other cells or ranges.
NOTE: You cannot cancel the selection of a cell or range of cells in a

nonadjacent selection without canceling the entire selection.

An entire row or column i B ~ Click the row or column heading.

i —E—m -~ ! Rowheading
2

= Column heading

Adjacent rows or columns Drag across the row or column headings. Or select the first row or column;
then hold down SHIFT while you select the last row or column.

Nonadjacent rows or Click the column or row heading of the first row or column in your selection;

columns then hold down CTRL while you click the column or row headings of other rows
or columns that you want to add to the selection.

Cells to the last used cell ~ Select the first cell, and then press CTRL+SHIFT+END to extend the selection

on the worksheet (lower-  of cells to the last used cell on the worksheet (lower-right corner).

right corner)

Cells to the beginning of theSelect the first cell, and then press CTRL+SHIFT+HOME to extend the

worksheet selection of cells to the beginning of the worksheet.

NOTE: To cancel a selection of cells, click any cell on the worksheet. This is not applicable to cells with

formulas in it.

Modifying Spreadsheets

In order to create an understandable and professional document you will need to make adjustments to
the cells, rows, columns and text. Use the following processes to assist when creating a spreadsheet.



Move/Copy Cells

When you move or copy a cell, Excel moves or copies the entire cell, el ﬁ' fut
including formulas and their resulting values, cell formats, and comments. e S8 Copy T

1. Select the cells that you want to move or copy. - Format Painter
2. Onthe Home tab, in the Clipboard group, do one of the following: Cliphaard

a. To move cells, click Cut &

b. To copy cells, click Copy |
3. Click in the center of the cell you would like to Paste the information too.

4. On the Home tab, in the Clipboard group, click Paste a

NOTES: Excel replaces existing data in the paste area when you cut and paste cells to move them.
When you copy cells, cell references are automatically adjusted. If the selected copy or paste area
includes hidden cells, Excel also copies the hidden cells. You may need to temporarily unhide cells that
you don't want to include when you copy information.

Move/Copy Cells with Mouse
1. Select the cells or a range of cells that you want to move or copy.

2. To move a cell or range of cells, point to the border of the selection. When the pointer becomes a
*

-k
move pointer {E‘ drag the cell or range of cells to another location.

Column Width and Row Height

On a worksheet, you can specify a column width of 0 to 255 and a row height of 0 to 409. This value
represents the number of characters that can be displayed in a cell that is formatted with the standard
font. The default column width is 8.43 characters and the default row ==

| ¥ AutoSum = A
height is 12.75 points. If a column/row has a width of 0, it is hidden. ; _:,J 3] Fin - 7
o oo e
Set Column/Row Width/Height S
1. Select the column(s) or row(s) that you want to change. *C Row Height...
2. On the Home tab, in the Cells group, click Format. AutoFit Row Height
3. Under Cell Size, click Column Width or Row Height. £ Column Width..
4. A Column Width or Row Height box will appear. AutoFit Column Width
5. In the Column Width or Row Height box, type the value that you Default Width...
want your column or row to be. Visibility
Cokren Width I_'Lﬁ Frar Hexgirt =M Hide & Unhide £
'1;;:;:- ﬁ‘: —] IP;n.--I-e-;u E — Organize Sheets
e [ { - Eename Sheet
W) Careosdl | | e Caned
e | R ] Move or Copy Sheet..,

Automatically Fit Column/Row Contents Iab Colay



Set Column/Row Width/Height with Mouse

s To change the width of one column/row

1. Place you cursor on the line between two rows or columns.

2. A symbol that looks like a lower case t with arrows on the horizontal
line will appear

3. Drag the boundary on the right side of the column/row heading until the
column/row is the width that you want.

Drag to resize
A B +pC,

l'.q.'lll.'l -

= To change the width of multiple columns/rows A B c

1. Select the columns/rows that you want to change 1 i

2. Drag a boundary to the right of a selected column/row heading. :é :

3. All selected columns/rows will become a different size. '
. . , |Drag to resize

s To change the width of columns/rows to fit the contents in the cells

1. Select the column(s) or row(s) that you want to change

2. Double-click the boundary to the right of a selected column/row heading.

3. The Column/Row will automatically be size to the length/height of the longest/tallest text.

Merge or Split Cells

When you merge two or more adjacent horizontal or vertical cells the cells become one larger cell that is
displayed across multiple columns or rows. When you merge multiple cells, the contents of only one cell
appear in the merged cell.

[

D~ = wrap Text

Merge and Center Cells :
1. Select two or more adjacent cells that you want to merge. Aitatient
2. On the Home tab, in the Alignment group, click Merge and Center.

3. The cells will be merged in a row or column, and the cell contents will be centered in the merged cell.

41
il
v
"

Merge Cells = ..
. . = Wrap Text G
To merge cells only, click the arrow next to Merge and Center, and then click ]
Merge Across or Merge Cells. |2 Merge & Center| | §
| ﬁ herge & Center
Split Cells =] Merge Across
1. Select the merged cell you want to split T3 Merge Cells

2. To split the merged cell, click Merge and Center = The cells will split i Unmerge Cell

and the contents of the merged cell will appear in the upper-left cell of the range of split cells.

Automatically Fill Data

To quickly fill in several types of data series, you can select cells and drag the fill handle % Touse
the fill handle v celeact the calle that vorr want ta 11ceca ac a hacie for fillina additional celle and than dAran



Formatting Spreadsheets

To further enhance your spreadsheet you can format a number of elements such as text, numbers,
coloring, and table styles. Spreadsheets can become professional documents used for company
meetings or can even be published.

Wrap Text
You can display multiple lines of text inside a cell by wrapping the text. Wrapping text in a cell does not

affect other cells.

1. Click the cell in which you want to wrap the text.

2. Onthe Home tab, in the Alignment group, click Wrap Text.
3. The text in your cell will be wrapped.

NOTE: If the text is a long word, the characters won't wrap (the Blinament

word won't be split); instead, you can widen the column or decrease the font size to see all the text. If all
the text is not visible after you wrap the text, you might have to adjust the height of the row. On the
Home tab, in the Cells group, click Format, and then under Cell Size click AutoFit Row

AP = Wrap Text

-]

= 5 = Merge & Center =

Format Numbers

In Excel, the format of a cell is separate from the data that is stored in the cell. This display difference
can have a significant effect when the data is numeric. For example, numbers in cells will default as
rounded numbers, date and time may not appear as anticipated. After you type numbers in a cell, you
can change the format in which they are displayed to ensure the numbers in your spreadsheet are

displayed as you intended
1. Click the cell(s) that contains the numbers that you want to format. Befer) O
2. On the Home tab, in the Number group, click the arrow next to the $ v % » 9 50
Number Format box, and then click the format that
| - =| you want, Flumber
ABC General -
123 Mo spechictomat If you are unable to format numbers in the detail you would like that you can click
12 PR on the More Number Formats at the bottom of the Number Format drop down
list.
[y Currency ) .
=~ | 1. In the Category list, click e :
@ Accounting the format that you want to use, — o
=i and then adjust settings to the | Mumber | alignment | Font | Border | Fil | P
= short Date _ right of the Format Qells dialog Category:
B — box. For example, if you're using ,Genera] .| Sample
= the Currency format, you can | Mumber , $138,690.63
o Tme select a different currency "H&u&.ﬁg ) petiial cesr [2 ~
e symbol, show more or fewer Date R =




Cell Borders
By using predefined border styles, you can quickly add a border around cells or ranges of cells. If
predefined cell borders do not meet your needs, you can create a custom border.

NOTE: Cell borders that you apply appear on printed pages. If you do not use cell borders but want
worksheet gridline borders for all cells to be visible on printed pages, you can display the gridlines.

Formulas Data Review
Apply Cell Borders 1 - A A == ®
1. On a worksheet, select the cell or range of cells that you want to oE »-A- === =
add a border to, change the border style on, or remove a border

from.
Go to the Home tab, in the Font group

Eottom Border
Top Border

. Left Border
Click the arrow next to Borders

Click on the border style you would like

The border will be applied to the cell or cell range

NOTE To apply a custom border style, click More Borders. In the
Format Cells dialog box, on the Border tab, under Line and Color,
click the line style and color that you want.

Right Border

Mo Border

SIFNEAIEN

All Barders
Dutside Borders
Thick Box Barder

S oEA

EBottom Double Border
Thick Bottom Border
Top and Bottom Border

Top and Thick Bottom Border

Remove Cell Borders
1. Go to the Home tab, in the Font group =

Draw Borders

Top and Double Bottam Baorder

2. Click the arrow next to Borders
3. Click No Border
NOTES: The Borders button displays the most recently used

border style. You can click the Borders button (not the arrow) to
apply that style.

Draw Border
Draw Barder Grid

Erase Barder

K Roe s

Line Colaor

Line Style

H

Maore Borders...

Cell Styles
You can create a cell style that

Microsoft Excel

includes a custom border, colors and = N L @ o moausine A
accounting formatting. sen - —34 Sy ﬂJ o zr } 3'
1. Onthe Home tab, inthe Styles ~ * ~ " * #5% Fs. b sqtese = = o ZCkre  Fiters selsc
group, click Cell Styles —Z—E?‘;:—:‘EF—HEN—?T‘:; Good MNeutral
2. Select the different cell style E———
option you would like applied to Calculation ||| | Explonatory... W Linked Ce Note
your spreadsheet. Warning Text
NOTE: If you would like to apply a Titles and Headings ) o
cell fill and a cell border, select the Headmg 1 Heading2 Heading 3 Heading 4 Title Total )

e S —



Cell and Text Coloring
You can also modify a variety of cell and text colors manually.
Cell Fill

1. Select the cells that you want to apply or remove a fill color from.

2. Go to the Home tab, in the Font group and select one of the
following options:
a. Tofill cells with a solid color, click the arrow next to Fill
Color A , and then under Theme Colors or Standard
Colors, click the color that you want.

b. To fill cells with a custom color, click the arrow next to Fill

Color , click More Colors, and then in the Colors dialog
box select the color that you want.
c. To apply the most recently selected color, click Fill Color
-y
NOTE: Microsoft Excel saves your 10 most recently selected
custom colors. To quickly apply one of these colors, click the arrow
next to Fill Color
Recent Colors.

, and then click the color that you want under

Remove Cell Fill

1. Select the cells that contain a fill color or fill pattern.

2. Onthe Home tab, in the Font group, click the arrow next to Fill
Color, and then click No Fill.

Text Color

Calibri

I
M|
ikl

Theme Colors

«HRNEEENES

Standard Colors

3 More Colors...

1. Select the cell, range of cells, text, or characters that you want to format with a different text color.
2. On the Home tab, in the Font group and select one of the following options:

a. To apply the most recently selected text color, click Font Color

b. To change the text color, click the arrow next to Font Color

'-H -
A

Colors or Standard Colors, click the color that you want to use.

Bold, Underline and Italics Text

1. Select the cell, range of cells, or text.

2. Go to the Home tab, in the Font group

3. Click on the Bold (B) Italics (I) or Underline (U) commands.
4. The selected command will be applied.

Calilori

B J T+

, and then under Theme
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Formulas in Excel

Formulas are equations that perform calculations on values in your worksheet. A formula always starts
with an equal sign (=). An example of a simple is =5+2*3 that multiplies two numbers and then adds a
number to the result. Microsoft Office Excel follows the standard order of mathematical operations. In the
preceding example, the multiplication operation (2*3) is performed first, and then 5 is added to its result.

You can also create a formula by using a function which is a prewritten formula that takes a value,
performs an operation and returns a value. For example, the formulas =SUM(A1:A2) and SUM(A1,A2)
both use the SUM function to add the values in cells A1 and A2.

Depending on the type of formula that you create, a formula can contain any or all of the following parts.
1 Functions A function, such as PI() or SUM(), starts with an equal

sign (=). 1 3 g
2 Cell references You can refer to data in worksheet cells by including =p10 * A2 A D
cell references in the formula. For example, the cell reference A2 4

returns the value of that cell or uses that value in the calculation.
3 Constants You can also enter constants, such as numbers (such as 2) or text values, directly into a
formula.
4 Operators Operators are the symbols that are used to specify the type of calculation that you want the
formula to perform.

EXAMPLE WHAT IT DOES

Create a Simple Formulas FORMULA
1. Click the cell in which you want to enter the formula. =5+2 Adds 5 and 2
2. Type = (equal sign). =5-2 Subtracts 2 from 5
3. Enter the formula by typing the constants and operators  _g/o Divides 5 by 2
that you want to use in the calculation. =5*2 Multiplies 5 times 2
4. Press ENTER. =5/2 Raises 5 to the 2nd power
Create a Formula with Cell References
A B C 1 The first cell reference is B3, the color is blue, and the cell range
1 =ez*cqd | has a blue border with square corners.
7 /Jy_‘ 2 The second cell reference is C3, the color is green, and the cell
3 [ I_ | range has a green border with square corners.
4 To create your formula:
Click the cell in which you want to enter the formula.
In the formula bar, at the top of the Excel window that you use, % , type = (equal sign).

Click on the 1% cell you want in the formula.
Enter an Operator such

e

EYAMDIE WUATIT DNOAEC



Create a Formula with Function
1. Click the cell in which you want to enter the
formula.

2. Click Insert Function on the formula bar
f . Excel inserts the equal sign (=) for
you.

3. Select the function that you want to use.
NOTE: If you're not sure which function to use,
type a question that describes what you want to
do in the Search for a function box (for
example, "add numbers" returns the SUM
function), or browse from the categories in the
Or Select a category box.

4. Enter the arguments.

5. After you complete the formula, press ENTER.

Inszert Function

Search for a function:

Or select a category: | Most Recently Used

Select a function:

[y

|AVERAGE
IF
HYPERLINK
COUNT

[Max

SN

m

SUM{number1,number2,...)
Adds all the numbers in a range of cells,

Help on this function oK I | Cancel
Use Auto Sum
T Autosum|~| Av 3 To summarize values quickly, you can also use AutoSum.
5 | Sim 1. Select the cell where you would like your formulas solution to appear.

Average
Count Mumbers
Max

Min

Mare Fundctions..,

Delete a Formula

2. Go to the Home tab, in the Editing group,
3. Click AutoSum, to sum your numbers or click the arrow next to AutoSum to
select a function that you want to apply.

When you delete a formula, the resulting values of the formula is also deleted. However, you can instead

remove the formula only and leave the resulting value of the formula displayed in the cell.
To delete formulas along with their resulting values, do the following:
Select the cell or range of cells that contains the formula.

[ ]
1.
2. Press DELETE.

s To delete formulas without removing their resulting values, do the

following:

1. Select the cell or range of cells that contains the formula.

2. On the Home tab, in the Clipboard group, click Copy s

o~ o~ 1 [ PR . 1 P

~—
.

Pa :;te @
54

-

Clipboard
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The following table summarizes some of the most common errors that you can make when entering a
formula and how to correct those errors:

MAKE SURE THAT
YOU...

Match all open and close
parentheses

Use a colon to indicate a
range

Enter all required
arguments

Nest no more than 64
functions

Enclose other sheet
names in single quotation
marks

Enter numbers without
formatting

Charts in Excel

MORE INFORMATION

Make sure that all parentheses are part of a matching pair. When you create a
formula, Excel displays parentheses in color as they are entered.

When you refer to a range of cells, use a colon (:) to separate the reference to
the first cell in the range and the reference to the last cell in the range. For
example, A1:AS5.

Some functions have required arguments. Also, make sure that you have not
entered too many arguments.

You can enter, or nest, no more than 64 levels of functions within a function.

If the formula refers to values or cells on other worksheets or workbooks, and
the name of the other workbook or worksheet contains a non-alphabetical
character, you must enclose its name within single quotation marks ( *).

Do not format numbers as you enter them in formulas. For example, even if
the value that you want to enter is $1,000, enter 1000 in the formula.

Microsoft Excel no longer provides the chart wizard. Instead, you can Projected IGTFH 75 Lliz a5
create a basic chart by clicking the chart type that you want on the Actual 1 a4 g9
Insert tab in the Charts group. Charts are used to display series of i
numeric data in a graphical format to make it easier to understand 120
large quantities of data and the relationship between different series 100
of data.
To create a chart in Excel, you start by entering the numeric data for 80 ' -
the chart on a worksheet. Then you can plot that data into a chart by 60 H 2
selecting the chart type that you want to use on the Insert tab, in the a0 - -
Charts group. 1 Worksheet data

2 Chart created from worksheet data 207 B

0-

Getting to know the elements of a chart aTR1 aTr2

A chart has many elements. Some of these elements

1 6 East Asia Sales are displayed by default, others can be added as

Qtr4, 2007

35000 - ‘Outstanding needed. You can change the display of the chart
sales!
anrin -l 2 | W— :— 7 alements bv movina them to other locations in the




g b w

(o))

C

1.
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The data points are individual values plotted in a chart represented by bars, columns, lines, or pies.
The horizontal (category) and vertical (value) axis along which the data is plotted in the chart.
The legend identifies the patterns or colors that are assigned to the data series or categories in the
chart.
A chart and axis title are descriptive text that for the axis or chart.
A data label provides additional information about a data marker that you can use to identify the
details of a data point in a data series.

reate a Chart
On the worksheet, arrange the data that you want to plot in a chart. The data can be arranged in
rows or columns — Excel automatically determines the best way to plot the data in the chart.

2. Select the cells that contain the data that you want to use for the chart.

N

OTE: If the cells that you want to plot in a chart are not in a continuous range, you can select

nonadjacent cells or ranges as long as the selection forms a \ .
rectangle. You can also hide the rows or columns that you iL pive L —' Q L aJ

do not want to plot in the chart. Column e Pie Bar Aves Sertter Dther

3. Go to the Insert tab, in the Charts bt

4. Click the chart type, and then click a chart subtype from the drop menu that will appear.

5. Click anywhere in the embedded chart to activate it. When you click on the chart, Chart Tools will
be displayed which includes the Design, Layout, and Format tabs.

6. The chart will automatically be embedded in the worksheet. A chart name will automatically be

assigned.

Move Chart to New Sheet

1. On the Design tab, in the Location group, click Move Chart.

UL

| == 2. Under Choose where you want the chart to be placed, click on the New sheet bubble

Maoye

|
R
{ Chart
|
I

3. Type a chart name in the New sheet box.

NPSbing
yeation

Change Chart Name

1.

Click the chart.

Chart Mame: 2. On the Layout tab, in the Properties group, click the Chart Name text box.

3. Type a new chart name.
4. Press ENTER.

Chart 1

Properties

Change Chart Layout

1

Click anvwhere in the chart
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Change Chart Style
1. Click anywhere in the chart.
2. On the Design tab, in the Chart Styles group, click the chart style that you want to use. To see all

¥

predefined chart styles, click More

oo (bl b b bd b

Chart or Axis Titles
To make a chart easier to understand, you can add titles, such as chart and axis titles.

To add a chart title:

1. Click anywhere in the chart.

2. On the Layout tab, in the Labels group, click Chart Title.

3. Click Centered Overlay Title or Above Chart.

4. Inthe Chart Title text box that appears in the chart, type the text that you want.

5. Toremove a chart title, click Chart Title, and then click None.

NOTE: You can also use the formatting buttons on the ribbon (Home tab, Font group). To format the
whole title, you can right-click it, click Format Chart Title, and then

select the formatting options that you want. __J —_] LJ JlJ J |

Chart  Axis Llegend Data Daty

To add axis titles: Titie> Titles> v Labels~ Table~
1. Click anywhere in the chart. | Labes
2. On the Layout tab, in the Labels group, click Axis Titles.
3. Do one or more of the following:
a. To add a title to a primary horizontal (category) axis, click Primary Horizontal Axis Title, and
then click the option that you want.
b. To add a title to primary vertical (value) axis, click Primary Vertical Axis Title, and then click the
option that you want.
4. Inthe Axis Title text box that appears in the chart, type the text that you want.
5. Toremove an axis title, click Axis Title, click the type of axis title to remove, and then click None.

Data Labels [ [ Chartroos |

1. On a chart, do one of the following: iew  View | Design | Layout
a. Click on the chart area to add a data label to all data points of all T i '
data series o
b. Click in the data series to add a data label to all data points of a il
data series j '?uor:eoff Data Labels for

selection

c. Click on a specific data point to add a data label to a single data

T Center
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Legend
When you create a chart, the legend appears, but you can hide the legend or change its location after
you create the chart. (.2l M
1. Click the chart in which you want to show or hide a legend. R oete
2. On the Layout tab, in the Labels group, click Legend. Labelsg
3. Do one of the following:

a. To hide the legend, click None.

b. To display a legend, click the display option that you want.

c. For additional options, click More Legend Options, and then select

the display option that you want.

NOTE: To quickly remove a legend or a legend entry from a chart, you can
select it, and then press DELETE. You can also right-click the legend or a
legend entry, and then click Delete.

None
Turn off Legend

Show Legend at Right
Show Legend and align
right

Show Legend at Top
Show Legend and top
align

Show Legend at Left
Show Legend and align
left

Show Legend at Bottom
Show Legend and align
battom

Owerlay Legend at Right
Show Legend at right of
the chart without resizing

Move or Resize Chart

You can move a chart to any location on a worksheet or to a new or existing ?:z:ffelgﬁed"; 7:;*-’::
worksheet. You can also change the size of the chart for a better fit. the chart without resizing
To move a chart, drag it to the location that you want. More Legend Options.

To resize a chart, click on one of the edges and drag towards the center.

ek B Rk

Advanced Spreadsheet Modification

Once you have created a basic spreadsheet there are numerous things you can do to make working with
you data easier. Some of these elements are hiding, freezing and splitting rows. You can also sort and
filter data, these features are quite helpful when working with a large amount of data.

Hide or Display Rows and Columns
You can hide a row or column by using the Hide command or when you change its row height or column
width to 0 (zero). You can display either again by using the Unhide command. You can either unhide
specific rows and columns, or you can unhide all hidden rows and columns at the same time. The first
row or column of the worksheet is tricky to unhide, but it can be done. 1 = = =9 = autosum - A&

Y ¥ 0 _Th ﬂJ ' & :ut-S Z?

i Insert Delete Format| Sort &

Hide Rows or Columns AN ZClear~  Fifter~
1. Select the rows or columns that you want to hide. M

2. Onthe Home tab, in the Cells group, click Format. o i

0 P AutoFit Row Height
3. Under Visibility, point to Hide & Unhide, and then click Hide .
= alumn Width...
Rows or Hide Columns. AutoFit Calumn Width
NOTE: You can also right-click a row or column (or a selection of s Wit

Visibility
Hide Rowse Hide & Unhide

multiple rows or columns), and then click Hide.
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Freezing/Splitting Rows and Columns

To keep an area of a worksheet visible while you scroll to another area of the worksheet, you can either
lock specific rows or columns in one area by freezing panes.

Freezing vs. splitting

When you freeze panes, Microsoft Excel keeps specific rows or _A | B | C -
columns visible when you scroll in the worksheet. For example, if the ; ::?;E ur:t; Books 5”'8'1
first row in your spreadsheet contains labels, you might freeze that ~ Denver | Mar 38
row to make sure that the column labels remain visible as you scroll 5 |Chicago  Feh B0
down in your spreadsheet. A solid line indicates that the row is |1l | Dallas Feb iz

. 11 e A hiar 154 |
frozen to keep column labels in place when you scroll. [4] "h'r M 2

When you split panes, Excel creates either two or four separate worksheet areas that you can scroll
within, while rows or columns in the non-scrolled area remain

H18 . 12
visible. This worksheet has been split into four areas. Notice that P c A &

. . aggqe 1 0 Couniry Sales Region 0 Country Salen §
each area contains a separate view of the same data. Splitting ; T ' Oar
panes is useful when you want to see different parts of a large i — ooy Iy
spreadsheet at the same time. s § Cermary  Md §Cermary Mo
NOTE: You cannot split panes and freeze panes at the same s e
. < Frivw North < Friwa Neorth
tlme I Frwce Mg 3 Frae Mg

& Germarry Mg & Gereery e
Sy Sonth 5 by South

Freeze Panes
1. On the worksheet, select the row or column that you want to keep visible when you scroll.
2. On the View tab, in the Window group, click the arrow below Freeze Panes

3. Then do one of the following: = rem— I: = split
= To lock one row only, click Freeze Top Row. L R o TP
. . Mew  Arrange Freesze
= To lock one column only, click Freeze First Column. Wi ow A:ﬁ": e rhiicle

# To lock more than one row or column, or to lock both
rows and columns at the same time, click Freeze Panes.
NOTE: You can freeze rows at the top and columns on the left side of the worksheet only. You cannot
freeze rows and columns in the middle of the worksheet.

Unfreeze panes
1. On the View tab, in the Window group, click the arrow below Freeze Panes.
2. Click Unfreeze Panes.

Split Panes
—=—3%plt box 1. To split panes, point to the split box at the top of the vertical scroll bar or at the right



Moving or Copying Worksheets
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Sometimes you may need to copy an entire worksheet instead of copying and pasting the data which
may or may not paste properly, you can use the steps below to achieve a must better result.
Move or Copy Worksheets

1.
2.

3.

Select the worksheets that you want to move or copy.

On the Home tab, in the Cells group, click Format, and then under Organize Sheets, click Move or
Copy Sheet. You can also right-click a selected sheet tab, and then click Move or Copy.

A Move or Copy dialog box will appear

To move a sheet, in the Before sheet list:

= Click the sheet that you want to insert the moved or copied
sheets directly in front of.

« Click move to end to insert the moved or copied sheets after
the last sheet in the workbook and before the Insert
Worksheet tab.

I M 4 b »| Sheetl | Sheet2 Sheetz [70 |

To copy the sheets, in the Move or Copy dialog box, select the
Create a copy check box.

NOTE: When you create a copy of the worksheet, the
worksheet is duplicated in the workbook, and the sheet name

Maove or Capy Iil&]
Move selected sheets
To book:
Book1 |T
Before sheet:
Sheet2
Sheet3
{move to end)
:-_, Create a copy
| OK | I Cancel J

indicates that it is a copy — for example, the first copy that you make of Sheet1 is named Sheet1 (2).
NOTE: To move sheets in the current workbook, you can drag the selected sheets along the row of
sheet tabs. To copy the sheets, hold down CTRL, and then drag the sheets; release the mouse

button before you release the CTRL key.

Move or Copy to a Different Workbook

1.

2.

In the workbook that contains the sheets that you want to move or

copy, select the sheets.

On the Home tab, in the Cells group, click Format, and then under

Organize Sheets, click Move or Copy Sheet.

In the Move or Copy dialog box, click the drop down list in the To

book box, then:

+ Click the workbook to which you want to move or copy the
selected sheets.

« Click new book to move or copy the selected sheets to a new
workbook.

To move a sheet, in the Before sheet list:

+ Click the sheet that you want to insert the moved or copied
sheets directly in front of.

Maove or Capy

ye gelected sheets

To book:
Book1

Before sheet:
Sheet2
Sheet3
{move to end)

:-_, Create a copy

OK

| I Cancel
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Sort Data in Single Column
1. Select a column of data in a range of cells
2. On the Data tab, in the Sort & Filter group, do one of the following:

A == ]
#« To sortin ascending or smallest to largest order, click [Z¥|Sort A to Z. Z| sort | Fitter v- SoHEE
A W Advanced

# To sortin descending or largest to smallest order, click Sort Zto A
3. To reapply a sort after you change the data, click a cell in the range or
table and then, on the Data tab, in the Sort & Filter group, click Reapply.

Sort & Filter

Sort Data in Multiple Columns or Rows
You may want to sort by more than one column or row when you have data that you want to group by the
same value in one column or row, and then sort another column or row within that group of equal values.
1. Select a range of cells with two or more columns of data.

On the Data tab, in the Sort & Filter group, click Sort.

2.
3. The Sort dialog box will appear. Sort % % |
4. Under Column, in the Sort by box, select = —
the first column that you want to sort. | optis.. | ]y databos ot
5. Under Sort On, select the type of sort. Column Sort On Order
« To sort by text, number, or date and Sortby  colunn P [v] s x| anz [+]
time, select Values.
« To sort by format, select Cell Color,
Font Color, or Cell Icon.
6. Under Order, select how you want to sort.
« For text values, select AtoZ or Z to A.
« For number values, select Smallest to
Largest or Largest to Smallest.
= For date or time values, select Oldest to Newest or Newest to Oldest.
= To sort based on a custom list, select Custom List.
To add another column to sort by, click Add Level, and then repeat steps four through six.
To copy a column to sort by, select the entry and then click Copy Level.
To delete a column to sort by, select the entry and then click Delete Level.
0. To change the order in which the columns are sorted, select an entry and then click the Up or Down
arrow to change the order.
11. To reapply a sort after you change the data, click a cell in the range or table and then, on the Data
tab, in the Sort & Filter group, click Reapply.

4 Add Level H ¥ Delete Level H =4 Copy Level ‘

Ok | | Cancel

= © o XN

Finalizing a Spreadsheet

To complete your spreadsheet there are a few steps to take to ensure your document is finalized.
llsina the "Spell Check" Eeature Spelling and Grammar: Englich s i B |
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Save a Spreadsheet
To save a document in the format used by Excel 2010 and Excel 2007, do the following:
1. Click the File tab.
2. Click Save As.
3. In the File name box, enter a name for your document.
4. Click Save.
To save a document so that it is compatible with Excel 2003 or earlier, do the following:
1. Click the File tab.
2. Click Save As.
3. Inthe Save as type list, click Excel 97-2003 Document. This changes the file format to .xls.
4
5

In the File name box, type a name for the document.
Click Save.

Print Preview

Print Preview automatically displays when you click on the Print tab. Whenever you make a change to a
print-related setting, the preview is automatically updated.

1. Click the File tab, and then click Print. To go back to your document, click the File tab.

2. A preview of your document automatically appears. To view each page, click the arrows below the

preview.
Print a Worksheet
1. Click the worksheet or select the worksheets that you want to print.

2. Click File
3. Click Print.
4. Once you are on the Print screen you can select printing options:
#« To change the printer, click the drop-down box under Printer,  Settings
and select the printer that you want. [ Print Active Sheets
« To make page setup changes, including changing page i
orientation, paper size, and page margins, select the options J 2’;‘?; ?:::{;hseh::t‘:re e
that you want under Settings. Print Entire Workbook
= To scale the entire worksheet to fit on a single printed page, o] e nirewerkooor
under Settings, click the option that you want in the scale
options drop-down box.
« To print the specific information, select Print Active Sheets or
Print Entire Workbook
5. Click Print.

Print Selection
= Only print the current selection

Ignore Print Area

Help
If you need additional assistance when completing your document you can use the help feature.



