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Chapter

Introduction to Microsoft Excel

A spreadsheet is a computer program that turns the computer into a very powerful
calculator. Headings and comments can be entered along with detailed formulas.
The spreadsheet screen is divided into ROWS and COLUMNS; the intersection
between a row and a column is termed a CELL. Usually only a small section of the
overall spreadsheet is displayed on the screen.

Loading Microsoft Excel

1 Load Microsoft Excel and you should receive the following WELCOME window.

2 Recently used documents are
displayed at the left of the window or
you can click on the OPEN icon to open
a saved document.

Excel

Recent

- c
|| Your Company Nama.

(@ Open Other Workbooks &

3 Templates (prepared spreadsheets) can
be selected from the main section of
the window.

Personal Monthly Bu(

Personal Monthly Budget Sales Report

?2 - 0 %

Sign in to get the most out of Office
Learn mere.

Excel

Recent

4 Click on the BLANK WORKBOOK icon to
start a blank document.

— <
|| Your Company Name.

Blank workbook Billing Statement Bloox

Personal Monthly Bu(

Personal Monthly Budget

© Guided Computer Tutorials 2013 1-1
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The Microsoft Excel Screen

1 The Microsoft Excel screen should load. Read through its labelled sections.

The FILE tab Quick Access Toolbar The Ribbon

! s Bookl - Excel 72 B - O X
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in
Y - o= Py .
b Cut Calibri Su A A - EPWrapText Genera - B 9} £= EEEEX i = AutoSum Ay i

ER Copy - : Fill = .
i BLu o aani= Conditional Formatas Cell | Inseit Delete Format Sort & Find &
Format Painter Formatting= Tablew Styles- | - - - & Clear~ Filter~ Select -

Styles Cells Editing ~

¥

Paste 3= [EMerge&Center - | $ - % » %0 %
.

Clipboard 5 Font o Alignment 5 Humber

>
[

4
™

Column Headings

Cell Cursor

RN T ST

12(—| Row Headingsl \| Cells i

Sheetl @ i [d 0

| Worksheet Tabs i I Zoom and Page Views i

READY %3

1-2 © Guided Computer Tutorials 2013



Introduction to Microsoft Excel 1

=] z Bookl - Excel 2 E - O %
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in

e O, Cut T Bx [ | ZAvtosum - A
K 5 B 5= A 2oy M
& 3= [ Merge&Center - | $ - %

Rl e ..\ | 2 Each Microsoft Excel file is considered
' to be a WORKBOOK hence the title:

BOOK1 EXCEL

- | BeWrap Text Gener.

Calibri - -A A==

n
.
5
®
-
e
!
&
'
I

| 3 Each WORKBOOK can have numerous
sheets, called WORKSHEETS.

4 The letters A, ‘B, 'C, etc. across the top
of the sheet label the spreadsheet

B H -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

- E%(Ut Calibri -l <A A F - EFWiapTet Genera COLUMNS.
= V%E:r:)\‘atvpamtar Tu-|HE-[S-A £ 4= | B Magghenter 8 ormatting * | Table® Styles= | T
Al = &
A B C D E F
-
2( 5 The numbers down the left edge of the
z sheet label the spreadsheet ROWS.

6 Storage CELLS are found at the
intersection of columns and rows. The
intersection of column A and row 1 is
read as Al.

NOTE: Atcell A1 you should see a rectangular bar. This bar is called the CELL
CURSOR and it can be positioned over any storage cell. When you first
start up Microsoft Excel the cell cursor will be positioned at cell A1.

© Guided Computer Tutorials 2013 1-3
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Moving the Cursor

The cursor can be moved in a number of different ways.

A Using the Mouse

= :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

= g"C”t Calibri -l c A K| T = e

Paste %:p*tpt Bru- - »-a- === =4 1 Movethe mouse so that the pointer
Clipboard 5 Font - (which is a solid cross-hair) is over cell

s - 7S C3 and click the left mouse button to

. : move the cursor to this new cell.

al

2

B

4

2 Try clicking the mouse button with the cursor over cell B4, then cell D2.

B Using the Arrow Keys

= :
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
e o
D b Cut Calibri -l A A== - BewapTe
baci 1B Copy ~
a: < & Format Painter | B 4 Y T E - H-A-=== &= Merge & Center
Clipboard [F] Faont [F} Alignment
D6 - [ Je
A B E D E F G H I

1 Press the DOWN ARROW KEY a few
times. The cursor should move straight
down.

=L W e

2 Try the other ARROW KEYS.

1-4 © Guided Computer Tutorials 2013



Chapter

Formatting Cells

Microsoft Excel allows you to rearrange the appearance of the LABELS and VALUES
on the screen. This is called FORMATTING and the HOME tab of the RIBBON is used

to carry out the formats.

1 If you are continuing directly from the previous chapter, close the current file
and start a new BLANK WORKBOOK.

2 Ifyou are starting a new session, load Microsoft Excel.

H - 0 s
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
&D f};-":“t Calibri -l -|A A | S= &- &
Paste i S e
& % Format Painter B e 3R = = = )
Clipboard [ Faont I Alignment

w

Enter the following labels and
values in the cells indicated.

Q26 | I

A E i
1 |ITEM PRICES RATE
2
3 |Printer 375 0.1
4 |iPad 695 0.08
5 |Monitor 455 0.15
& |CD-R (10) 6.95 0.05
¥

NOTE: i Thistable shows the price of various items and the percentage
rate of discount available on those items.

ii Notice that the labels are placed into the left-hand side of a
cell and the values are placed into the right. This is the way
Microsoft Excel has been preset to enter them; however, often
we prefer to have them displayed differently.

© Guided Computer Tutorials 2013 2-1
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Formatting Single Cells

E - D b Bookl - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

"D & Cut Calibri -l <A A === - EBWaepTet General
B Copy -
Pa':-tr: o o Dt I u- #H- H-A- === &£ EMegelCenter - | § - % 9

Clipboard P Faont ra Alignment ra MNumber
Al v £ || ITEM N

Cente\your content.

A B C D E F
1| ITEM-QRRICES _RATE Move the cursor to cell A1 and, in the
2
B = = ALIGNMENT group of the HOME tab
4 |ipad 695 0.8 in the RIBBON, click on the CENTRE
5 |Monitor 455 0.15 icon.
6 |CD-R({10) 5.95 0.05
7

Formatting Groups of Cells

We can not only centre headings, we can underline them and change the print to
boldface so that they stand out. This can be done to a number of different cells in one

step.

1 Position the pointer over cell A1.

H - O = Boolkd - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

T E‘}E’C”t Calibri Ju x| == &~ | S wepTes —
S : BIU- - &H-A-=B=
o el i == 2 Hold down the mouse button and

Clipboard [P Faont

drag the cursor to cell C1. Cell A1
should remain clear while cells B1

AL M

A B c and C1 are highlighted.

1 ITEM |PRICES |RATE

2

3 |Printer 375 0.1

4 |iPad 695 0.08

5 |Monitor 455 0.15

& |CD-R (10) 6.95 0.05

7

2-2 © Guided Computer Tutorials 2013



Formatting Cells

E - D = Bookl - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
g Cut Calibri -lu -|A AT =a #-  BPwapTe General
R Copy -
Laste o Eorat Dt Iu- #. A~ === &= [EHMergeiCenter - | § - %
i 0¥
.0 g Font g 3 Click twice on the CENTRE icon in
Center
AL M || ITEm P the ALIGNMENT group of the HOME
A 8 E E F © " tab of the RIBBON to centre all three
1| mem [ prices | rate |
E B labels.
3 |Printer 375 0.1
4 |ipad 695 0.08
5 |Monitor 455 0.15
6 |CD-R (10) 6.95 0.05
7
NOTE: The first click turns centring off for the first cell then the second click

turns centring on for all three cells.

E - D = Bookl - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

&D b cut Calibri == = - E—f‘\"."rap Text General
e ER Copy ~ v A
E:E ~ Format Painter == TS Merge&Center A[BS Sioon

Clipboard [P} Alignment
- . 4 In the FONT group of the HOME

B : - 2 : tab click on the BOLD icon to
1| mem | prices | RatE | change the labels to bold.
7
3 |Printer 375 0.1
4 |ipad 695 0.08
5 |Monitor 455 0.15
& |CD-R (10} 6.95 0.05
7
E - D = Bookl - Excel

HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

&D b Cut Calibri 1 | A A =2 ¥ BWapTe General

ER Copy -
Pavste  Eormat Painter TS = . H.-A- =B= &= Merge & Center ~ [ $ -~ %

Clipboard [F} Alignment [F} Mumber
Al - £ || ITEM

5 Inthe FONT group of the HOME

A B C D E . .
B vev I tab click on the UNDERLINE icon
: to add an underline to the labels.
3 |Printer 375 0.1
4 |ipad 695 0.08
5 |Monitor 455 0.15
& |CD-R (10} 6.95 0.05
7
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H ©- 0 = Bookl - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

) ?CUt Calibri ‘AN F== ¥ BwaepTet Genel
i3 Copy
Paste oo | = === aeE e . .
-t » Format Painter | © 1 U = 2 = = e 6 C'le the mouse button Wlth the
e ront = femmentl - cursor over any cell to remove the

© M E |} 005 highlight and the headings will be

A - centred, bold and underlined.

1| ITEM  PRICES RATE

2

3 |Printer 375 0.1

4 |iPad 695 0.08

5 |Monitor 455 0.15

6 ICD—R {10} 5.95| 0.05_|

7

Formatting Values to Currency

The format of values can be changed to a number of different forms. For example,
currency, per cent, a set number of decimal places, etc.

E - D = Bookl - Excel ‘
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW .
o X cu e 1 Position the cursor at cell B3.
DE‘@( . Calibri -l AN | TE=EE #-
Pavste \.For:atpainter B I U- #H- &- A == €©= = Merge&Center - %%
Clipboard ] Faont Alignment ] Mumber
B3 A
A2 ¢ 2 Hold down the SHIFT key and click
1| IMEM  PRICES  RAT|
2 on cell B6. The cells between B3 and
- g B6 should be highlighted. This is
5 |Monitor 455 another way of highlighting cells.
6 |CD-R(10) 6.95
i

H - -0 g Bookl - Excel ‘
HOME = INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

bt Calibri -l AN | === ¥ BEPWepTet General - 3 CI|Ck on the arrow neXt tO
ER Copy ~ . .

Pavzts ‘.ForpnwatPainter B I U~ - &'A' E=E=E EE MErgE&CEntH M $ &4 the $ |C0n In the NUMBER
—— - : group of the HOME tab and

B3 i ¢ F || 375
. B < | b | -« S e select MORE ACCOUNTING

o e B FORMATS.

i Printer 375 01

4 |iPad 695 0.08 More Accounting Formats...

5 |Monitor 455 0.15

6 |cD-R (10) 6.95 0.05

7
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Chapter

Further Formatting

To practice your formatting skills and to look at some different types of formats, an
unformatted workbook has been prepared for you. Its worksheet will display the income
earned from agriculture by some countries.

1  Load Microsoft Excel 2013 or close the current workbook.

2 Click on the OPEN button in the QUICK ACCESS TOOLBAR or from within the FILE tab.

Open ==
@Qd « Users » GB » Desktop b Excel 2013 Support Files b Chapter3 «[#3 | [ Search Chapter3 o]
Organize ¥ New folder - 0 @
Microscftbxcel  Name ’ Date modified Type size
) Agricult 9/02/201310:53 AM_ Mi
Favorit % Assignment 3 9/02/201310:54 AM  Mi
. j 3 Access the CHAPTER 3 folder of
1% Download: F CCQSS e O er O
| Recent Pl m
a soone the EXCEL 2013 SUPPORT FILES

and open the AGRICULTURE file.

ricutture ~ | All Excel Files -
s

4 Select YES to the READ-ONLY
message. This will ensure that
you won't be able to save over the

original document.

Microsoft Excel [

low The author would like you to open ‘Agriculture xisc’ as read-only unless you need to make changes. Open as read-only?

[ E———r ‘

Formatting the Values

The values, which are fictitious, represent billions of dollars so we will just format the
values to one decimal place. The Billion $ label at the top of the sheet provides the unit.

‘v' 0 = - sl 1 Highlight cells B5 to DO.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

'“'D g;z;;) ) Adal o A x| =E=F - Number - Q‘ ’——p‘j
P omatpainter | B 1 U [~ [ 2 A~ | === LA Rl e e
Clipboard -1 Font IF] 1 Number [F] Styles
s - £ | 1 SN . -
1 mc_omAE FROM AGRIC?JLTURE 5 2 Click on the INCREASE DECIMAL
e icon in the NUMBER group of
T— the HOME tab of the RIBBON to
£ JEngiend increased all the values to two
B United Sctes decimal places.
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NOTE: When you increase the decimal places of highlighted cells all the
values are set to the highest number of decimal places.

E - D = Agriculture [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

sBey X Cut

- [ma]
Arial sl & A== = - %\-‘."rap Text Mumber - = 2 .} L
P D B8 Copy ~ C \' | F i C‘TI IEEI
aste BT U [ Ry E=E = E s Merge & Center = | $ - % » % 8 onditional Formatas Cel nsert
& ¥ Format Painter oz = d i Formatting = Table v Styles = b
Clipboard ] Font [Pl Alignment ] Mumber Styles
BS .| : 3 18.8 Decrdgse Decimal

Show feNgr decimal places.

A B c D E F G H J r

1 |INCOME FROM AGRICULTURE

2 |Billion §, 2012

3 First Quarter i

4 | Country Wh;at anr(ti Grains Dairy Products Meat 3 CIICk on the DECREASE DECIMAL
5 |Australia 18.8 123 18.9) H H

S Austal = Tt icon in the HOME tab and all the
i |England 4.6 264 21.0 A £

& [rueea = = values will be set to one decimal
190 United States 92.0 82.9 74.6] place.

Formatting the Table Headings

The table headings can be formatted to be vertical within their cells.

E - D = Agriculture [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ol I, [mm]
D d Cut Arial o A A | === & %\-‘.‘rap Text General - -- ’;‘J D} EEI'I'
ER Copy -
Past - e W & - o a0 | Conditional Formatas Cell | Insert
a‘ H & Format Painter | I i &H- A === &= Merge & Center $-% » @48 Fo:::altllzﬁ's' ?[r:;reva St}fleez 2 nve
Clipboard ] Alignment [F] Mumber F1 Styles
Ae d £ | Country 1 Highlight cells A4 to D4 and set

A B c c
1 INCOME FROM AGRICULTURE their STYLES to BOLD.
2 |Billon 5, 2012

3

4 heat and Grain Dairy Product: Meat

5 [Austialia 16.8 123 189

6 |Canada 158 65 143

7 |England 46 %64 210

8 Russia 827 12.9 389

9 |United States 92,0 829 T4

10
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H - O s Agriculture [Read-Cnly] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ke T

D 3 Cut Arial -l - A K| === ¥- 5 WepTet General -
o ER Copy ~

aste o - e o . €0 00

- ¥ Format Painter Ty O- A === == M & Center $-%+ W3

Clipboard [F] Font [F] Alignment [F] Mumber [F]
B4 - [ || Wheatand Grains . . .
2 Highlight cells B4 to D4 and click
A B C D E E G

1 |INCOME FROM AGRICULTURE
2 |Billion §, 2012

on the WRAP TEXT icon in the

3 First Quatter HOME tab to wrap the text within
Wheat and =B

4 |Country Grains Products Meat

5 | Australia 18.8 123 18.9 eaCh Ce”'

6 |Canada 158 65 143

7 |England 46 264 210

8 |Russia 527 129 389

9 |United States 92.0 82.9 746

10

E - D = Agriculture [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

< E}‘QCut Arial -lw <A | == = ¥~ %WrapTeld: General -
= Copy + .
Pav':-te ‘eF:r'::atPamter i u-| - D A== — [ e Counterclockwise $-9% » W9
@5 AngleNJockwise
Clipboard [F} Font ) la . Mumber )
b ¥
| i e h d i . . .
= £ || Wheatand Grains If ‘ 3 Click on the ORIENTATION icon in
A B C D E o N

1 [INCOME FROM AGRICULTURE B Format Cell Al the HOME tab and select ROTATE
2 |Billion §, 2012 - - . .

3 First Quarter TEXT UP to rotate the text within

E_2E .S 5

4 |country SsSce|SnaSnlies each cell.

5 |Australia 18.8 12.3 18.9

6 |Canada 15.8 6.5 14.3

7 |England 4.6 26.4 21.0

8 Russia 520 12.9 38.9

9 |United States 92.0 82.9 746
10

You might also like to try some of the other orientations.

H ©- O £ Agriculture [Read-Cnly] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
AD E‘%CUt Arial %Wrﬂme General =
] CU \Jr -
Pa":-tr: I3Fo:ﬂatpamter T u- ME[QE&CEMEF | %% W
Clipboard ) Font [F] Alignment [F] Mumber [F]
B4 M fe || Wheat and Grains
A B ¢ b | E F ¢ 14 Increase the ROW HEIGHT of ROW
1 INCOME FROM AGRICULTURE
- ET¥ - 4 to about 50 characters and check
| . £ that the headings are displayed
#HE““’M o T i 8 neatly within their cells.
5 |Australia 18.8 123 18.9
6 |Canada 15.8 6.5 14.3

7_|England 46 264 21.0
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E - D = Agriculture [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
FY -
D d Cut Arial -l - A AT = 8- E—f‘\"."rap Text General -
= ER Copy ~
= = | — — | o 0 0p
a.- £ o |y B|I U- - O-A- === &&= EMergelbiCenter - | $ - % 0 53
Clipboard ] Font [ Alignment ] Mumber [F]
A4 . I Country
A B c D E
1 [INCOME FROM AGRICULTURE 5 Centre the contents of cell A4.
2 |Billion §, 2012
3 First Quarter
=
4 Country =
5 |Australia 18.8 123 189
6 |Canada 15.8 6.5 14.3
7 |England 4.6 264 210
E € - D = Agriculture [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
-1 s
D & Cut Arial -l - A AT = 8- E—f‘\"."rap Text General -
ER Copy ~ — _
Pav':-te  FormatPainter | B 4 Y 7| i - D-A- === &= EMerge&iCenter = | $ - % * WP
Clipboard ] Font [ Alignme ] Mumber [F]
B3 A fe || First Quarter
A B C D E E H J

1 [INCOME FROM AGRICULTURE

2 Billion 3, 2012
3] [ & First Quarter
= 6 Highlight cells B3 to D3 and click
B coun £%5 on the MERGE AND CENTRE icon
=5 = in the HOME tab to centre the
[ Engend — heading over the three cells.
NOTE: Centre Across Selection could have been used to centre the First

Quarter heading. As it covers just one row Merge and Centre was used.

3-4
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Chapter

Copying Cell Data

In this chapter you will learn about COPYING which is one of Microsoft Excel’s most
useful features. It allows you to enter a formula, label or value once and copy the cell
contents to as many other cells as required.

1  Load Microsoft Excel or close the current file and start a new BLANK WORKBOOK.

HS & 0 @ -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

ey X Cut

2 In cell A1 enter the value: 10

& : Calibri flu A A FE= %~ EFWrap Text
B Copy -
F'a':tr: %Fu:natpainter B I U-~ E’f - ﬁ - == E = Merge 8 Center
e g S 3 Move the cursor to cell BT and enter
= - o € the formula:
A C E E =
1] 10 20| € =A1+10

Fill Right

Suppose that we want a similar formula in the next 3 cells. Instead of having to go to
each cell in turn and entering the formula, Excel provides you with a short cut.

H S- O s
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

= %Cut
DEECUp}f'
Paste BIQ'E’I" &'A';

- ~ Format Painter

1 Highlight cells B1 to ET.

Calibri -l A A== ®-  BWnpT

Clipboard [ Font ]
Bl >
A B
1] 10 20
H ©- O = Bookd - Excel 7 E - O %
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in

-y o e A =
6 Cut Calibri Slu AN - BWimpTet General - S‘J D.} g B @ 2 Autosum ‘%Y i

PDE@CUP"" - Conditional F Cell | Insert Delete F 0o Coct 1 Cind §

aste BT U- [~ AL |l===les o .95 s <o o Conditional Formatas Cel nsert Delete Forrighf =~ Som R Ein

. < Format Painter u- - 24 E verg $ 2 o A e i S I+
Clipboard & Font n Alignment & Humber B Styles Cells 3] Right ~

B1 M fe | =A1+10 U L3

2 Click on the FILL icon in the EDITING
group of the HOME tab, select RIGHT
and the formula should be copied to
each of the highlighted cells.
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H - O :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

o - - e
i Calibri u cla x| == %  SwapT
B Copy -
R i BIU-F-R2-AS== &5 EMerges
& ~ Format Painter ) = == == = g

3 Click in each cell (C1, D1, E1) and
notice that the formula has been
adjusted in each cell.

Clipboard ] Font ]

C1 - f || =B1+10

NOTE: Thisis called RELATIVE COPYING and it means that the structure of the
formula is copied; that is, one column back in the same row plus 10.

4 Move the cursor back to cell A1,
enter: 20 and press the <enter>
key.

H ©- O :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

e S
‘L_%C”t Calibri u A x| == -
i3 Copy ~

Paste B I U- m‘, &'A'

- ~ Format Painter

Clipboard ] Font

Al

; Notice that all the other values
3 alter accordingly.
Fill Down

You can also fill cells down.

H ©- O :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

i - -
db Cut Calibri B T
ER Copy -

Paste B I U- D" &'Av = =

- ~ Format Painter

%
4

E—f‘ Wrap Text
Eweea) 1 Move the cursor to A2 and enter
the formula: =A1 + 20

ihi
i

Clipboard ] Font ]

A2 v | i e =A1+20

2 Highlight cells A2 to A6.

~N|a W N e
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H ©- [} s Bookd - Excel T E - O %X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Signin
e 6 Cut ; .o l== ’ = 2 Autosum = A,
De C:py i Calibri A A - : f i,il \-\.rame General — F tr %5 FEDZ EEE‘:'T F@ E::O fr EI Elti;
e romatpanter B 1 U Er 2-A- === &5 EMegeacens - $- % 0 W% et sz‘ nse
Clipboard ] Font 1] Alignment 1] Number Cells ~
A2 - F =A1+20 W
A B C D E 3 G H 1 J K L M N [e] P T [~
1 20 30 40 50 60
2 40|
3 60 . . .
< - 3 Click on the FILL icon in the HOME
5 100
a___ tab, select DOWN and the formula

should be copied to the other 4
highlighted cells.

H ©- O s
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

iy X Cut o Al —

. Calibri 11 -|A A = - E—r’\"."rap'!'"‘
e . BIU- M- D-A- === &= EMeg 4 Change the value in A1 to 40 and

- ~ Format Painter

Clipboard 5 Font ; : observe the effect on the other cells.

AL -
A

1 | 40|
7 60

3 80

4 100

5 120

6 140

7

Autofill

AUTOFILL enables you to fill cells by simply dragging a‘handle’

H - 0O = Bookd - Excel T E - O %
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in
e X Cut . o b = = -.. Fm By | 3 Autosum - A
Calibri Sl <A AT == ¥ EfwapTet General - = 2 Y| &= B ; 54 H
g LI - c | e C‘TI IEEIrt gEl't Pt | FELEL SZrtBtF &
aste B I U- - DA === == ElMegeaCenter - § - % » %3 g Conditional Formatss Cell | Inse ort & Find
- ¥ Format Painter ®- L-A B Merge & Center $ e e Tahes Syl Clear~ Filter = Select ~
Clipboard m Font [ Alignment [ Humber B Styles Cells Clear All >
a1 - £ -
Ciff Contents
A B C D E 3 G H 1 J K L M N [e] P T [~
mments
1 40 50
2 60 Clear Hyperlinks
3 80
4 100
3 120
6 140 ' . . .
: 1 Highlight cells C1 to E1, click on the

CLEAR icon in the EDITING group of
the HOME tab and select CLEAR ALL
to clear the cell contents.
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H oS- O -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW —

gy Ko s m rren P 2 Select cell B1.

E® Copy -
Pafte ~ Format Painter I u- m. N & A LS Merge GliCenter

Clipboard ] Alignment
Bl -

A B F H I
1] a )_f_ ~
2 60 3 Move the pointer over the ‘handle’
2 30 o
. — at the bottom right corner of the
5 120 cell until the pointer changes to a
] 140
7 + and drag the ‘handle’ to the cell

E1.
—

H ©- O 5
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
"D g{,cu Calibri A N E=a ®- SewapTed
8 Copy ~
Pafte VF::nat Painter | B T Y~ - H-A- === &= Merge & Center
Clipboard [F] Font [F] Alignment
A2 - £ || =A1+20
A B D E F H I
1 40 50 60 70 80 Lo
2 o] 4 Try clicking on the cell A2 and
- - AUTOFILL it down to A10 by
5 120 dragging its AUTOFILL ‘handle’
6 140
= = down.
8 180
9 200
10 220]
alal +5:J.
12
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Chapter

S

Rearranging Data

When using larger and more involved spreadsheets it is often necessary to insert data in
specific positions or to rearrange the order of the data. Microsoft Excel offers a number
of useful features to make this process easier. Some of these features include inserting
rows and columns, editing cells and sorting data into order.

Loading The Prepared Template

A larger version of the Grocery workbook has been prepared for you and it will need to
be opened from the EXCEL 2013 SUPPORT FILES.

1 Load Microsoft Excel 2013 or close the current workbook.

2  Click on the OPEN button in the QUICK ACCESS TOOLBAR or from within the FILE
tab.

Open =)

Cj:izl « ::;;:a » Desktop » Fxcel 2013 Support Files » Chapter 5 v|¢,H ;5;,;.‘@;‘;;:5:;; 3 Access the CHAPTER 5 folder of the
EXCEL 2013 SUPPORT FILES and

B Desktop * Name Date modified
& Downloads

B Recemt Places l%::i(g:;enti e iigigi:;uﬁ Mmru:uftExtE\\.“:"::: 14 Open the GROCERY2 ﬁle as a READ'
ONLY file.

& SkyDrive ‘

i Libraries
Bn

Saving the Document

The document will be saved and the READ-ONLY option turned off.

1  Click on the SAVE icon in the QUICK ACCESS TOOLBAR and select OK.

Save As @W
—~—— —
(L)) [l » Computer » LocalDisk (C) » Users » GB » Deskiop » ExcelStorage .
P — 2 Access your STORAGE folder and call
4 RecentPlaces  ~  Name . Date modified Type h ﬁl .
& SkyDrive = ; the e:
%) Ch3 Agricutture 9/02/2013 1115 AM  Microsoft Excel W... 10k8
@5 Chd Grocery 9/02/2013 4:54 PM ft Excel W... KB G 2
Lib q
ﬁj‘D'a”ES 1% Chapter1 T0UXITASPM W 9KB roce ry
= it T
2 MD(”"'E" : 1% Chapter2 8/02/2013251PM  Mic 10kB
ks s = 0% Lookout Sports Store 8/02/2013 3:55 Pl 10kB
cty T
; V‘d e 1955 Bxercise 11 9KB
e 1% 55 Bxercise 12 1ke
_ T AESSExercise3-1 11 kB
8 Computer =
B 55 Brercise 3-2 9/02/2013 11:27 AM . 13KB
& Local Disk (C:)
eeeeee las 9/02/201311:29 AM  Microsoft Excel 13KB

% WD SmartWare o +

3 Click on the TOOLS icon at the base

File name:  Grocery?

S ype: (B Vewonk | of the SAVE AS dialogue box and
select GENERAL OPTIONS.

Authors: me Tags: Add atag

[F] Save Thumbnai

* Hide Folders Tools -
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General Opticns m

|:| Always create backup
File sharing

4 Turn off READ-ONLY
RECOMMENDED and select OK.

Password to open:

Password to modify:

Cancel

5 Select SAVE to save the document.

Inserting Rows or Columns

Rows or Columns can be inserted anywhere in the spreadsheet. Let’s assume that three
new foods have become available and the store wishes to have them included in the
worksheet. To do this, 3 rows will be inserted after the Pumpkin row.

B HS- i} e Grocery2 - Excel
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW

e — [am] =1
?’(”t Calibri o - A== -  EwepTed General N = L—p-“ [p‘ a = El
By Copy -
Past - - A== = = =l = < - 0 oy Conditional Formatas Cell | Insert Delete Format
SR rormatpanen (B0 UG A = = = e | Bl vessacana il B8 EteRaB [t i enatemitord 2 ool Lestint s
Clipboard [ Font & Alignment B Number 2 Styles Cells
A13 - I
A B & D £ IF G H 1 i K 1 ]
1
g con's DEl 1 Click the pointer over the ROW 13
: heading. This should highlight all of
5 ITEM APRIL MAY JUNE JULY  AUGUST SEPTEMBER ea |ng. T IS SNOU |g |g t all O
6 |Beans $2.45 $2.45 $2.45 $2.45 $2.45 O
7 |Brussels Sprouts $2.95 $3.54 $4.25 $5.10 R W 13-
8 Carrots $1.75 aiE]
9 corn 52 $3.17 $2.85 $2.57 $2.31
10 |Peas 54.84 55.57 $6.40 $7.36 $8.47
11 Potatoes $3.16 $3.00 $2.85 $2.71 $2.57
12 $2.26 $2.48 $2.73 $3.00 $3.30 $3.63
13
14 TOTALS $20.71 52153 $22.63 $24.01 $25.80 527.96 $30.59
18

H ©- 0 : Gracery? - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

- ?’c”t Calibri i ca A B== - EwepTet General - S‘J ’;5 Em EX E Ei‘”msu"‘

B Copy ~ - =lE ] Fill -
Pt g matpamte | ® £ 1| B- |- A | = = == | EMagemcon - | § - % o |58 38 | Condiona) Formaces o | [ et Fomt |

Clipboard IF} Font F] Alignment F] Number F] Styles Insert Cells Ed
Alz | £ €=\ Insert Sheet Rows

A B & D E F G H i J K N

1 i ] Nsert ffeet
2 CON'S DELI ‘
3
4 !
5 ITEM APRIL MAY JUNE Jury AUGUST SEPTEMBER
CEE el ool Gl omel wus| B 2 Click on the INSERT icon arrow in the
7 Brussels Sprouts $2.95 $3.54 $4.25 $5.10 $6.12 57.34
& Carrots $1.75 $1.84 $1.93 $2.03 $2.13 $2.23
9 Corn $4.35 $3.92 $3.52 $3.17 $2.85 $2.57 CELLS group Of the HOME tab and
10|peas $3.66 $1.21 $4.84 $5.57 $6.40 Z .
11 | Patatoes 53.50% ] $2.71 Se|eCt INSERT SHEET ROWS to insert
12 | Pumpkin 205 = 2.43 $2.73 $3.00 $3.30
n[ e a row before the selected row (13).
14
15 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96
16
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H ©- 0 : Gracery? - Excel
HOME | INSERT ~ PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW
B X Cut o - o B= . =w 5 = T =22 | X AutoSum
K - Calibri :11 - A A e : : '%W \.rapTExt General i ‘FS:J %5 I"m ?): F@t Tei
= rmetininen | & T U [ B[ & A== = [ | Bt - | § - % # | | Conional o o1 | I e ot | L
Clipboard IF} Font F] Alignment F] Number F] Styles Cells Ed
Al13 - [ E3
A B @ D E 3 (6 H 1 J K L M N
1 :
2 CON'S DELI | \
3 !
4
5 ITEM APRIL MAY JUNE JULY  AUGUST SEPTEMBER  OCTOBE| 3 Cllck on the INSERT Icon in the
6 Beans $2.45 $2.45 $2.45 $2.45 $2.45 $2.45 2. . .
7 Brussels Sprouts $2.95 $3.54 $1.25 $5.10 $6.12 $7.34 HOME tab twice to insert 2 more
& carrots 5175 51.84 $1.93 $2.03 $2.13
4 corn $4.35 $3.92 $3.17
10 | Peas $3.66 $4.21 4. rows.
11 |Potatoes
12 |Pumpkin
13 - i
14 [¥]
15
16
17 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96 $30.59
18
H ©- O = Grocery2 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
=) - - o
& J Cut Calibri u Ay BE== ®-  EwaepTe Custom B .
Past: & Sl Conditional
aste o P e - === aalSs e » €0 .00 onditicna
> ~ Format Painter B I U 1] & L === E = Merge&Center $ % G0 3.0 P
Clipboard 7} Font 7} Alignment [P Mumber F
E16 v Jx
A B c D E B G H J
]
2 CON'S DELI
3
4
5 ITEM APRIL MAY JUNE JuLy
B Beans $2.45 $2.45 $2.45 for JULY in ROWS 13, 14 and 15.
7 |Brussels Sprouts 32,95 33.54 34,25
8 |Carrots $2.13 $2.23 §2.35
9 |Corn 52.85 52.57 52.31
10 |Peas 56.40 57.36 58.47
11 |Potatoes $2.85 $2.71 52.57
12 |Pumpkin 53.00 53.30 53.63
13 |Apples
14 |Bananas $2.50
15 |Oranges $2.35
16 ]
17 TOTALS 520.71 521.53 522.63 524.04 525.80 527.96 530.59
18

NOTE: The new values are formatted because the rows were inserted in
between rows that had previously been formatted.
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5 Columns can be inserted in exactly the same way. The company might wish to
include item codes next to each food.

H ©- 0O = Grocery2 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

L] %Cut o Rl . ) = [ET]
B copy - Calibri 11 ~|A A == |- = Wrap Text - -
Pte L lBIu-E- b-A- === == Bwacn | 0 Move the pointer over the heading
Cipooard Font r- Aignment for COLUMN B and click the mouse
e d = button. The whole column should
A gy €T D E F G . .
i highlight.
2 CON'S DELI
3
4
5 ITEM APRIL MAY JUNE JULY  AUGUST SEPTEMBER  OCTOBER
b |Beans $2.45 $2.45 $2.45 $2.45 $2.45 $2.45 $2.45
7 |Brussels Sprouts £2.95 53.54 84,25 45.10 56.12 57.34 58.81
8 |Carrots $1.75 $1.84 $1.93 $2.03 $2.13 $2.23 $2.35
9 |corn $4.35 $3.92 $3.52 $3.17 $2.85 $2.57 $2.31
10 |Peas $3.66 $4.21 $4.84 $5.57 $6.40 $7.36 $8.47
11 |Potatoes $3.50 $3.33 $3.16 $3.00 $2.85 $2.71 $2.57
12 |Pumpkin $2.05 $2.26 $2.48 $2.73 $3.00 $3.30 $3.63
13 |Apples $3.15
14 |Bananas $2.50
15 |Oranges $2.35
16
17 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96 $30.59
18

H ©- [} 8 Grocery2 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

= E%c”t Calibri sl - A A BE== % SwepTet General - 5‘1 L_p) E‘I' EX E EAUWSU”‘
E® Copy ~ Fill »
paste %Fu:q’]atpam BIU- B &-A- === &= Elvegesicener - § - % » B 8 Fco.::f:tttu‘unn;\‘ o = séi- st Delete Format CIEW
Clipboard ] Font ] Alignment [ Number [ Styles Insert Cells E
B1 | Jx
U Insert Sheet Columns
A B
1
2
3
4
5 ITEM JULY ~ AUGUST SEPTEMBER  OCTOI
6 |Beans 5245 $2.45 5245 $2.45 5245
7 [Brussels sprouts o5 me s s se| 7 (Click on the INSERT icon arrow in the
§ |Carrots 51.75 $1.84 $1.93 $2.03 §2.13
8 fcom 35| @o) Nwl 0 G| S HOME tab and select INSERT SHEET
10 |Peas $3.66 $4.21 $4.84 $5.57 $6.40
11 |Potatoes $3.50 $3.33 $3.16 $3.00 $2.85 COLUMNS to insert a column before
12 |Pumpkin $2.05 $2.26 $2.48 $2.73 $3.00
13 |apples $3.15 HK
14 [Bananas $2.50 Aprll S Values'
15 [Oranges 52.35
16
7 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96 $30.59
18
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Chapter

Using Worksheets

Microsoft Excel provides worksheets at the bottom of the screen. In fact, a workbook
(file) can have up to 256 worksheets. Each worksheet is a separate spreadsheet and
when you save a workbook all its worksheets are saved with it. This means that large
spreadsheets can be split up into smaller sections with each section placed in a separate
worksheet. To illustrate the use of worksheets we will create paysheets for three
employees of a used car business on separate worksheets.

Loading a Prepared File

The first paysheet has been prepared for you and it needs to be loaded from the EXCEL
2013 SUPPORT FILES.

1 Load Microsoft Excel 2013 or close the current workbook.

2  Click on the OPEN button in the QUICK ACCESS TOOLBAR or from within the FILE
tab.

3 Access the EXCEL 2013 SUPPORT FILES folder and open the CHAPTER 6 folder.

4 Load the PAYSHEET file and select YES to the READ-ONLY dialogue box. The
worksheet shows the weekly pay advice information for the manager of the

business.
Saving the Workbook
1 Click on the FILE tab and select SAVE AS to display the SAVE AS dialogue box.
m,saviﬁs . ==
e | 2 Access your STORAGE folder and

il RecentPlaces  *  Name Date modified Type

3> set the FILE NAME to:
CH6 Paysheet.

A Ch3 Agriculture 9/02/201311:15AM  Microsoft Excel
8] Chd Grecery 9/02/2013 4:54 PM Mi

ﬂ,L‘b’a”Es 7 @ Chapterl 7/02/20131:45 PM Mi

j S @] Chapter2 8/02/2013 2:51 PM Mi

CICE = 8 Grocen2 1002720131153 .. Mi

e Pict B Lookout Sports Store 8/02/2013 3:55 PM

B va L @ 55 Assignment 5

. 755 Bxercise 1-1 ;

& Comp : e m

E_? Local Disk () ﬂr SS Exercise 1-2 8/02/2013 2:31 PM Mi

B S5 Exercise 3-1 9/02/201311:23 AM  Microsof
&2 WD SmartW, [ p— RO
- 3 Click on the TOOLS button and
Save as type: | Excel Workbook -
s T A g4 |  select GENERAL OPTIONS.

[ Save Thumbnail

“ Hide Folders
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General Opticns m

D Always create backup

4 Turn off READ-ONLY
RECOMMENDED and select OK to
return to the SAVE AS dialogue box.

File sharing

Password to gpen:

Password to modify:

5 Click on SAVE to save the file.

Naming a Worksheet

When using worksheets it is a good idea to name each sheet so that you know what
information is contained in that sheet.

4 Ché Paysheet - Excel

HOME | INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW

s % cut Calibri <li6 <A A - wrap Text
ER Copy ~
R | - TR = Merge & Center - % ol
Clipboard i) Font Alignment Number Styles
AL ME F || DOUG'S USED CARS
A B c D E F [ H J K L
a DOUG'S USED CARS
2 i Not a Wreck in Sight .
3
: 1 Double click on the SHEET1 label
5 Employee: Doug O'Brien
6 (Occupation: | Manager/Sales Pay Advice for 100 | at the bottom left of the worksheet
T
Z CREDITS DEDUCTIONS h' hl' h h I b I
N e — e B Ve T — screen to highlight the label.
11 Normal Rate $25.00 Tax $306.25
12 |Normal Pay $1,000.00 Medical Benefits $24.50
13
14 | Overtime Hours 6.00
15 |Overtime Rate $37.50
16 Overtime Pay $225.00
17 NET PAY
18 |Gross Pay $1,225.00 Total Deductions
19
20
21
22
23
Sheetl] @ K
READY
s Chb Paysheet - Excel

HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW

o

0 % cut Calibri -6 -| A A rap Text
pae B Copy =
aste .- ge & C - % o

& Format Painter | I Y~ | E Merge & Center 5 9
Clipboard ~ Font Alignment Number Styles
AL M £ || DOUG'S USED CARS
A B c D E F G H J K L

1 DOUG'S USED CARS
2 = Not a Wreck in Sight
3
4
5 [Employee: Doug O'Brien h
6 Occupation:  Manager/sales Pay Advice for:_10-Feb | 2 Enter t e name:
1
8
9 CREDITS DEDUCTIONS
10 [Normal Hours 40.00] Superannuation $61.25 Doug
11 |Normal Rate $25.00 Tax $306.25
12 |Normal Pay $1,000.00 Medical Benefits $24.50
13
14 Ovsrtimeriows o1 and press the <enter> key.
15 |Qvertime Rate $37.50
16 | Overtime Pay $225.00
7

Gross Pay $1,225.00 Total Deductions __ $392.00
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Using Worksheets

Copying Data to a New Worksheet

We can copy the information in Doug’s worksheet to a new worksheet and then modify
it for the second employee.

which is the blank rectangle at the

E D = Ché Paysheet - Excel ‘

HOME INSERT PAGE LAYOUT FORMIULAS DATA REVIEW VIEW
gy o e e o xw == 9 zwmre | | Clickonthe SELECT ALL button
Pﬁfte _%::Eatvpam B I U- M- DB-A- === & 3= [ Merge & Centd

Clipboard 5 Font 5 Alignment top of the ROW headlngs' This
- & G .

At s will cause all of the cells to be
| T B c D E F G H . .
1 DOUG'S USED CARS highlighted.
2 Not a Wreck in Sight
3
F
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales Pay Advice for:
7

We could just highlight the table, but SELECT ALL is easier.

] 0 e Ché Paysheet - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
"D f’m Calibri -6 <& A== ¥ | SwapTe General |:_'-‘-,;| L_D_'J
3 Copy =
Paste '& = - e DA === &£ 3= [E Merge & Centd . . .
s A 2 Click on the COPY icon in the
Clipboard ] Font ) nment
o o CLIPBOARD group of the HOME tab
Bl Gibontcovon con pote . B e e — i in the RIBBON to copy the cells.
; somewhere else. S USED CARS
2 Mot a Wreck in Sight
3
4
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales Pay Advice Ior:
7

You can also press CTRL+C to copy cells.
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H ©- 0 s Ché Paysheet - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

3 %C”t Calibri s ca == ®- EwapTet General -
Paste e B I U-F- &- A - Merge & Center -
= =
Clipboard [F] Alignment
Al M e .
pre— —— worksheet to insert a new blank
1 DOUG'S USED CARS SHEET then click on the PASTE icon
2 Not a Wreck in Sight . .
- in the RIBBON to place the copied
5 |Employee: Doug O'Brien H
6 |Occupation: Manager/Sales Pay Advice for: data Into the blank WorkSheet'
I —
8
9 CREDITS DEDUCTIONS
10 |Normal Hours 40.00| Superannuation 5$61.25
11 |Normal Rate $25.00 Tax
12 |Normal Pay 5$1,000.00 Medical Benefits
13
14 |Qvertime Hours 6.00
15 |Overtime Rate $37.50
16 | Overtime Pay $225.00
17 NET PAY
18 | Gross Pay $1,225.00 $392.00 $833.00
19
20
21
22
23
Doug | Sheetl (O] i

Select destination and press ENTER or choose Paste VERAGE: 3499317383 COUNT: 34

NOTE: You can also press CTRL+V to paste cells.

e Ché Paysheet - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

= cut Calibri - cla s E=H - Wrap Text

o Bl Copy - -

e . = e R |

o ' Format Painter BRETE U R Sisis Merge & Center

loboud = Font Aignment 4 Click on a cell to remove the
o5 d £ highlight.
A B E D E E G H

1 DOUG'S USED CARS
2 Not a Wreck in Sight
3
4
5 |Employee: Doug O'Brien I
6 |Occupation: Manager/Sales Pay Advice for:
7
8
9 CREDITS DEDUCTIONS 4 ~
10 |Normal Hours 40,00 Superannuation $61.25 .
i1 Normal Rate s5.00 | |rax $306.25 5 Double click on the SHEET1 label
12 |Normal Pay $1,000.00 Medical Benefits $24.50
C and enter:
14 |Overtime Hours 6.00]
15 |Overtime Rate $37.50 .
16 |Overtime Pay $225.00 L|nda
ir
18 |Gross Pay $1,225.00 Total Deductions $392.00
19 then press the <enter> key.
20
2
22
23

Doug Linda

Select destination and press ENTER or choose Paste
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Chapter

Displaying Data in Charts

It is advantageous to display spreadsheet information in graphical form so that the
information can be more easily understood and so comparisons between items can be
made quickly and easily. Microsoft Excel has extensive charting facilities that allow you
to produce a comprehensive range of graphic displays.

Loading the Spreadsheet

1 Load Microsoft Excel or close the current file.

2 Open the EXPENSES spreadsheet from the CHAPTER 7 folder of the EXCEL 2013
SUPPORT FILES folder, selecting YES to the READ-ONLY message.

3 The template shows the expenses for a particular office over a one month period.

Creating a Pie Chart
Before a chart can be created you must indicate which cells are to be included in the plot.

You can place a chart in the same sheet as the spreadsheet table or in a sheet of its own.
For this first chart we will place the chart in the same sheet as the spreadsheet table.

H N =
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

=y ¥ Cut =

& Calibri -l - A A == #- EfWapTet

By Copy -

PEvEtE ' Format Painter BARIE U _Y &v'&v === £ MEFgE&C
Clipboard P Font Pl Alignment

A “ o || Wages 1 Use the mouse to highlight cells A3

a g c D to B7.

1 |Office Expences

2

3 |Wages

4 |Rent

5 |Heating

6 |Power

7 |Supplies $825.

g
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E A
HOME

O

INSERT

PivotTable Recommended Table

PAGE LAYOUT

Pictures Onlin

FORMULAS
F& Shapes ~
ﬁSmartArt

Expenses [Read-Only] - Excel

DATA REVIEW VIEW

)
B R [ R
Apps for RECUmmEﬂdEdm ‘ I PivotChart | Line Column Win/ Slicer Timeline | Hyperlink

PivotTables Pictures & shot = Office Charts 2 - Loss
Tables Tllustrations Apps Sparklines Filters Links
Chart 1 - I
| A B % D E F N 0
1 |Office Expences
2
3 |Wages $2,552.00
4 |Rent $750.00
5 |Heating $355.00/ Doughnut
6 |Power $1,095.00/ I./JD
7 |supplies $825.00 '\I.‘,:,‘ '
5 | 2 Inthe INSERT tab of the RIBBON
9 | @ More q q
P click on the PIE icon and select the
first 2-D PIE chart.
H - i} = Expenses [Read-Only] - Excel CHART TOOLS
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW | DESIGN | FORMAT
. swva | T e — o
Add Chart Quick | Change| ‘al' %//%% o = @ . ". ; Switch Row/ SEIt
Element ~ Layout~ | Colors— Column Data
Chart Layouts Chart Styles Data
Chart2 - 5
o m ] B G D E F G H I T
B OFfice Expences 3 ThePIE chartis inserted and the
> q
T T Chart Title RIBBON displays the CHART TOOLS,
s e which are divided into FORMAT and
5 |Heating 5355.00
6 [Power $1,095.00 DESIGN tabs.
7 |Supplies $825.00
ol
S
10
M
12|
13|
14 |
15 | s Wages wmRent mHeating = Power = Supplies
16|
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Displaying Data in Charts 7

H - O
HOME  INSERT

L]
LA

PAGE LAYOUT

B e e
G I

b

Add Chart Quick | Change e"_
Elerment - Layout~ | Colors~
Chart Layouts

Chart2 - [ Je
A B

1 |Office Expences

2

3 |wages $2,552.00)

4 |Rent $750.00

5 |Heating $355.00

6 |Power $1,095.00)

7 |Supplies $825.00

8

Expenses [Read-Only] - Excel

FORMULAS

DATA

REVIEW VIEW

o oo o

Chart Styles

Chart Title

m'Wages mRent mHeating mPower

CHART TOOLS

DESIGN FORMAT

Switch Row/ Select
Column Data
Data

4 Try some of the different styles from
the CHART STYLES group of the
DESIGN tab. The DOWN and MORE
arrows at the right of the CHART
STYLES group can be used to display

more styles.

m Supplies

The Chart Icons

Three icons are added to the right of the chart to allow you to customise the chart. The
icons have the following functions.

Chart Title

W \Wages

HRent

H Heating

W Power

H Supplies

1 The Chart Elements icon allows
you to add, remove or change chart

/ elements such as the title, legend,

gridlines and data labels.

\ 2 The Chart Styles icon allows you to
set a style and colour scheme for the
chart.

3 The Chart Filters icon allows you to
edit what data points and names are
visible in the chart.
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Setting the Chart Title

The chart title is set by replacing the default title text at the top of the chart.

H® & 0@ -
HOME INSERT PAGE LAYOUT

Expenses [Read-Only] - Excel CHART TOOLS

FORMULAS DATA REVIEW VIEW DESIGM FORMAT
. = == B = — R =]

I (@7 e N ! D @& 3
Add Chart  Quick Change A //,}/,% = i __ v ‘ i',‘i Switch Row/ Select
Element~ Layout~ | Colors~

Crart Layouts Chart sty 1 Click on the CHART TITLE box then
Chart 2 -y > f

. drag the cursor over the text to
A B c 0] E F G H . . .
1 Office Expences hlghllght It.
2 | =)
3 |wages $2,552.00 |
4 Rent $750.00
5 Heating $355.00
6 Power $1,095.00
T jSuppIies $825.00
8 |
3 |
10|
11 ‘
12|
13 ‘
14
15‘ m\Wages mRent mHeating mPower mSupplies
16 |

H - 0O s
HOME INSERT PAGE LAYOUT

Expenses [Read-Only] - Excel CHART TOOLS

FORMULAS DATA REVIEW VIEW DESIGM FORMAT

. - | = P o
I H_ 5 | e,e a. = _ ® . — || B
Add Chart Quick | Change| M v o = ¥ | 5> Enter:
Element = Layout~ | Colors~ *
Chart Layouts Chart Styles
— ; Office Expenses
A B & D E
1 Office Expences
2 |
3 |wages $2,552.00
4 Rent $750.00
5 |Heating $355.00
6 Power $1,095.00
T jSuppIies $825.00
8 |
|
10
1" ‘
12 |
13 ‘
14
15‘ mWages mRent mHeating mPower mSupplies
16 |
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Chapter

More Detailed Charts

Microsoft Excel allows you to create more detailed charts. To do this a larger spreadsheet

will need to be opened.

1  Load Microsoft Excel 2013 and click on the OPEN icon in the QUICK ACCESS
TOOLBAR or from within the FILE tab.

2 Access the EXCEL 2013 SUPPORT FILES folder and open the CHAPTER 8 folder.

3 Open the EXPENSES2 template, selecting YES to the READ-ONLY dialogue box.

Recommending a Chart

Microsoft Excel can recommend possible charts to suit the data you are plotting.

H O
HOME | INSER

Expenses2 [Read-Only] - Excel

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

= L_.‘-\" 5T = T : T iz A 1
B B e 8 e R oy o
PivotTable Recommended Table | Pictures Online Apps for | Recommended ~ : 5 J PivotChart | Line Column Win/
PivotTables Pictures @+ ¢re i~ | Officer Ch -l - e
Tables Tllustrations &
- [ e . .
) = INSERT tab in the RIBBON and click
A B C D
B Office Expences on the RECOMMENDED CHARTS
2 icon in the CHART group.
4 item <€ May June July
5 |wages $2,482.00 52,765.00 $2,765.00
6 |Rent 5880.00 $550.00 5880.00
7 |Heating 5565.00 §725.00 $1,136.00
& |Power $1,275.00 51,440.00 $1,760.00
9 |Supplies $625.00 $682.00 $650.00
10
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Insert Chart ~
Recommended Charts | ol Charts

*  Clustered Column

Chart Title

%Mm@mﬂ
A

m

2 A series of possible charts
are suggested, but the first (a
CLUSTERED COLUMN chart) is the
most suitable, so select OK with it
selected.

Ey Wune Ejuly

A clustered column chart is used to compare values across a few categfio
Use it when the order of categories is not important.

H ©- 0 g Expenses2 [Read-Only] - Excel CHART TOOLS
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW | DESIGN  FORMAT

sy ESI

L]
IR ] | e,e |2

i
Add Chart  Quick | Change I“" [ "l FHE I

3 The COLUMN chart is plotted

Element ~ Layout~ | Colors~

Chart Layouts

. .
cratt <] ¢ [ > % showing the item values for each of
A B Z D E F G H

ST the 3 months.
1 |Office Expenses
2
4 53,000.00 [ ]
4| Item May June July L€
5 |Wages $2,482.00  $2,765.00  $2,765.00 52,500.00 ’YI
6 |Rent $880.00 $550.00 $880.00 $2.00000 Lo
7 |Heating $565.00 $725.00 | $1,136.00 ’
] EPower $1,275.00 $1,440.00 |  $1,760.00 51,500.00
9 |supplies $625.00 $682.00 $650.00 $1.000.00
10 §
i ul i
& 50.00
13 Wages Rent Heating Power Supplies
il mMay mjune mluly
15
16

4  Styles can be applied to the chart from the DESIGN tab of the CHART TOOLS in the
RIBBON or from the CHART STYLES icon next to the chart.
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More Detailed Charts

B H S 0
HOME  INSERT

PAGE LAYOUT

Expenses? [Read-Only] - Excel

FORMULAS

IH- " ':'
Add Chart  Quick | Change | =

Element - Layout~ | Colors -

Chart Layouts

Chart1 > I

A ] © D

1 |Office Expenses

2

3

4| Item May June July

5 Wages $2,482.00 |  $2,765.00  $2,765.00
6 Rent $880.00 $550.00 $880.00
7 Heating $565.00 §725.00  $1,136.00
8 |Power $1,275.00  5$1,440.00  51,760.00
9 Supplies $625.00 $682.00 $650.00
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

~1

B 5 Click on the CHART STYES icon
oo Moty Tt e and select the 3D COLUMN CHART
(STYLE 14).
Chart Title +

53,000.00 STYLE | COLOR
52,500.00
52,000.00
$1,500.00
$1,000.00

$500.00

I ot ol Ml s

Wages Rent

s0.00

Heating Power Supplies

WMay @iune @luly

Style 14

The Column Chart Options

The COLUMN chart has many more options than the PIE chart. We will look at a few of
these new options.

A The Chart Title

H ©- O
HOME  INSERT

g

L]
.'.

PAGE LAYOUT

Expenses2 [Read-Only] - Excel CHART TOOLS

FORMULAS DATA REVIEW

VIEW

DESIGN FORMAT

Add Chart Quick | Change Switch Row/
Element ~ Layout~ | Colors - Column
Chart Layouts Chart Styles Data
Chart1 - Fe
A B c D E F G H J K L ] N

1 |Office Expenses —
z | Office ExpensesE
3 G mmmrmmm e 3
4 Iltem May June July 53,000.00
5 |Wages $2,482.00 $2,765.00  $2,765.00 $2,500.00
6 Rent $880.00 $550.00 $880.00

= £2,000.00
7 |Heating £565.00 472500  %1,136.00
3 Power $1,275.00 $1,440.00 $1,760.00 $1,500.00 =u
9 |Supplies 5625.00 5682.00 5650.00 $1,000.00
10 . i 1 Highlight the CHART TITLE text and
11 500.00 .
12 2 change it to:
13 Wages Ren
u . Office Expenses
16
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H - O = Expenses? [Read-Only] - Excel CHART TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM FORMAT
- g’;gm Calibri (Body) s -A A== = ®- Wrap Text General -
q oL — . — oy o & . i Conditiona rmatas  C
Pavste ~ Format Painter I u- & AT EEE 3= Merge & Center P % 6 0 F‘c:C|:|I111I=‘tttI|c|:1H|I F?JTI: i . IEe”: In
Clipboard [F] Font [F] Alignment Mumber Styles
Chart 1 - F
A . 3 3 £ o H |catibri(E-[18 || & & == N

1 |Office Expenses | B I U R
2 i Office Expenses|

3 e — )
4 Item May June July $3,000.00

5 |Wages $2,482.00 $2,765.00  $2,765.00 $2,500.00

6 |Rent £880.00 4550.00 £880.00
7 |Heating 4565.00 472500 $1,136.00 5200000

8 |Power §1,275.00 $1,440.00 $1,760.00 5$1,500.00

9 |Supplies 5625.00 5682.00 5650.00 $1000.00 X N .
10 e i 2 Highlight the title and use the
11
. M| HOME tab or the MINI TOOLBAR to
13 Wages Rent
1 | setthe FONTSIZEto 18 ptand a
15
= TEXT COLOUR.

B Moving the Legend
The LEGEND would look better at the right of the chart in this case.

1  Click on the CHART AREA to reselect the chart.

‘ 2 Click on the CHART ELEMENTS icon,

= o Expenses? [Read-Only] - Excel CHARTTOOLS
HOME | INSERT ~ PAGELAVOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DESIGN  FORMAT h_ hl, h LEGEND I. k .
% cut Calibri Body) |9 - A A 4 rap Text General Ig Ig t ’ clickon Its arrow
oo R Copy - o T Sl
S romatromer | 81 8 H (& meescene - | 5<% 03| 450 and select RIGHT.
Clipboard 5 Font [ Alignment Number
Chart 1 M ¢ F
A 8 & D E F E H J K
1 |Office Expenses
2 .
2 Office Expenses B
Aces
4| tem May June July $3,00000 [ Axis Titles
5 Wages $2,48200 | $2,765.00  $2,765.00 e T Chart Title
6 Rent $820.00 $550.00 $880.00 . [ Data Labels
7 Heating $565.00 $725.00  $1,136.00 £2,00000 [ Data Table
2 Power $1,275.00 | $1,440.00  $1,760.00 uMay [ Error Bars
9 |Supplies $625.00 $682.00 $650.00 $1,500.00 > Wlune Gridlines
] Legend »
" $1,000.00 July g
11 [ Trendiine
- o IH iI i'u
13
14 50.00 Bottom
15 wages Rent Heating Power Supplies T
16

| 3 The LEGEND is moved to the right of
the chart.
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Sparkline Charts and Quick Analysis

Chapter

There are times when you don't want to create a detailed chart, but you still want to
show trends in data. Excel provides SPARKLINE CHARTS, which act like mini-charts
to show changes in values in selected cells. Excel also provides QUICK ANALYSIS

tools to quickly display relevant formatting and displays.

Loading the Spreadsheet

1  Load Microsoft Excel or close the current file.

2 Open the MONTHLY SALES spreadsheet from the CHAPTER 9 folder of the
EXCEL 2013 SUPPORT FILES folder, selecting YES to the READ-ONLY message.

3 The template shows the number of items sold by a computer store over a
6-month period.

Inserting Sparkline Charts

H O 5 Monthly Sales [Read-Only] - Excel
HOME | INSERT | PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW

= Do | oy p WE K G S| &
il E "R = =)

_.? D = 2 EISmartArt L) I .(? ‘f:x’[-' [V \Nd h T I n . Y o
PivotTable Recommended Table | Pictures Onl Apps for | Recommended 5 PivotChart  Line gKolumn Win/ Slicer Timeline | Hyperlink

PivotTables Pictures Screenshot™ | Office Charts L AR e Loss

Tables Ilustrations Apps Charts [F] SpXklines Filters Links
17 - 5

Sparklines Xe mini charts placed in
A B c D E H 1 J single cells, Nach representing a row o
== of data in yo selection, F

1 Pineapple Computer Systems
2
3 Monthly Sales Numbers, 2013
4

5

5 |Equipment Jan Feb Mar Apr May Jun
1 |iPad 87 70 102 90 45 109
& |iPhone 52 58 73 7 82 95
9 ipod 159 124 166 184 151 178

10 |iMac 39 62 40 71 70 62

1 Move the cursor to cell 17, open the

INSERT tab in the RIBBON and click
on the LINE icon in the SPARKLINES

group.

2  The CREATE SPARKLINE dialogue box should open.

© Guided Computer Tutorials 2013 9-1



Learning Microsoft Excel 2013

21

B7 ks

HOME

PivotTable Recommended Table
PivotTables
Tables

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Shapes
SmartArt IR T

Pictures Online N —_— —~ = hart | Line Column Win, Slicer Timeline | Hyperlink
Pictures 2“9 Create Sparklines &Iﬂ Loss
Ilustrations Sparklines Filters Links
Choose the data that you want
I Data Range: B7:GT
B € D K L % N (o]

1 Pineapple Com|
2
3 Menthly Sales N
1
5
& Equipment Jan
7 |iPad : 87
2 iPhone 52
o |ipod 159 3 Highlight cells B7 to G7 and those
0 e = cells should be added to the DATA
RANGE box.
H ©- I} " Monthly Sales [Read-Only] - Excel SPARKLINE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
T . o High Point First Point - ESparinme Color= | j
% :]:% C:]olllu%n E :.\IDWP.Dim; . I:Etkpuint \/\/\ \/\/\ \/\/\ \/\/\ \/\ /\ \/\\ /\ - | e Marker Color~ E
ata - oss eqative Points arkers
il i 4 Select OK and the SPARKLINE should
7 . % be drawn in cell 17 showing the
A B c o ; F | e |n changes in iPad sales from January
; Pineapple Computer Systems to June.
3 Monthly Sales Numbers, 2013
4
5
& Equipment Jan Feb Mar Apr May Jun
7 |ipad 87 70 102 90 a5 109
8 |iPhone 52 58 73 91 82 95
9 iPod 159 124 166 184 151 178
10 IMac 39 62 40 71 70 62

The RIBBON changes to show the SPARKLINE design tools.

9-2
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Formatting Sparkline Charts

As with other charts, the SPARKLINE CHARTS can be formatted using the RIBBON.

A The Sparkline Styles

H ©- 0 Monthly Sales [Read-Only] - Excel SPARKLINE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
~ T High Point First Point - ESparklimeColar' ]
[V [ 1] El
% % lein E Low Point Last Point \/\/\ \/\/\ \/\/\ \/\\/\ : EMarkErCnlnr' %
Data - loss MNegative Points Markers 2 -
Sparkline Type Show
17 > F
A B e D E E G H 1 — - - - - B o o - -
1 Pineapple Computer Systems 1 Try some of the different styles from
2
3 Monthly Sales Numbers, 2013 the STYLE group Of the SPARKLINE
. TOOLS - DESIGN tab. The UP, DOWN
5
5 |[Equipment Jan Feb Mar Apr May Jun Trend and MORE icons can be used to
7 |iPad 87 70 102 S0 a5 109 dlsplay more StYIeS.
2 iPhone 52 58 73 91 82 95
9 iPod 159 124 166 184 151 178
10 IMac 39 62 40 71 70 62
H - ] Monthly Sales [Read-Only] - Excel SPARKLINE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
@ E :]E :]E High Point First Point ‘ B '-?Sparklme(:olor' W
E;Iit B Colunn Win/ Low p.UiI']t Last Point \/\/\ \/\/\ \/\/\ \/\/\ e e
Data = (=5 Negative Points Markers EEEEENE
Sparkline Type Show Style
z ) & cARNE]
A B (@ D E F G H I g K L Colors
1 Pineapple Computer Systems | HENNE
5 ar JMpfre Colors..
3 Monthly Sales Numbers, 2013 = Yot i
4 ]
" — 2 You can set your own colour using
5 Equipment Jan Feb Mar Apr May Jun Trend )
 lipoa s w = a  ws | — ] theSPARKLINE COLOUR icon at the
g |iPhone 52 58 73 91 82 95 |'|ght of the RIBBON.
9 iPod 159 124 166 134 151 178
10 IMac 39 62 40 71 70 62
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The Drawing Tools

Chapter

10

Graphics can be used to enhance the appearance of spreadsheets. The DRAWING TOOLS
can be used to create the graphics or images can be imported from a file or clip art. In this
chapter you will create the following spreadsheet. The logo at the top of the page will be

created using the DRAWING TOOLS and the pet sketches will be imported.

Stock Inventory
Pet

N
?q&, Cats

Dogs

Type

Adult Female
Adult Male
Kittens
TOTAL

Adult Female
Adult Male
Pups
TOTAL

Henry's Pet Store

15
10
18

14-Feb-13

Sale Price

$25.00
$20.00
$15.00

$35.00
$30.00
$25.00

Opening the Prepared Template

A spreadsheet has been prepared for you and it will need to be opened from the EXCEL

2013 SUPPORT FILES.

1  Load Microsoft Excel 2013 and click on the OPEN icon in the QUICK ACCESS TOOLBAR

or from within the FILE tab.

2 Access the EXCEL 2013 SUPPORT FILES folder and open the CHAPTER 10 folder.

3 Open the PET STORE template, selecting YES to the READ-ONLY dialogue box.

© Guided Computer Tutorials 2013
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Creating the Logo

The TEXT BOX tool will be used to create the logo. The text box created using the TEXT
BOX tool is an object that can be moved anywhere within the worksheet.

A Inserting a Text Box

x| 0O s Pet Store [Read-Only] - Excel 72 E - O %
ly]
HOME INSER; PAGE LAYOU FORMULAS DATA REVIEW VIEW

Sign in

= [&) Shapes ~ - - = - n Tl a 4 - | TC Equation ~
B B o e 3 7 . W@ B e By & 5 G - | 2 opmom
PivotTable Recommended Table  Pictures Online Apps for | Recommended ' PivotChart | Line Column Win/ | Slicer Timeline Hyperlink | Test  Header e
PivotTables Pictures @+ Screenshot = Charts @7 k- - Loss Box & Footer
Tables Tllustrations Apps Charts i} Sparklines Filters Links Text Symbaols ~

i . = st Box G
Dfpw a text box anywhere.
A B c D M o - Q=
£ I
5
2

1 Open the INSERT tab in the RIBBON
and select the TEXT BOX icon.

H - O = Pet Store [Read-Only] - Excel DRAWING TOOLS
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW FORMAT

“D E}‘; Calibri(Body) -1 -|A A | == ¥~ iapiled =
Paste . & - === 3= \ . o
e (B I U 2-4- === == Ev 2 (Click the pointer (now an |-Beam)
Clipboard T Font 1 Alignment near CE” B2 and enter:
TextBox1 | i Fe ;
. Henry’s Pet Store
A B
1
2 e
3 0 Henry's Pet Store 0
1 [ [ gu ]
5
6
T
8 | Stock Inventory 14-Feb-13

The text frame is not part of a cell.

The text frame will adjust in size as you enter the text.
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The Drawing Tools

E - D = Pet Store [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
o] Y - s
D & Times Mew Roma - |18 s = - Wrap Tex
Eg -~
Paste o B [T - — = Merge &
Clipboard
TextBox1l ~

DRAWING TOOLS

VIEW FORMAT

3 Highlight the text by dragging the
[-Beam over it and, in the HOME
tab of the RIBBON or in the MINI
TOOLBAR, change the FONT to
TIMES NEW ROMAN, the SIZE to 18

’ S : pt and the STYLE to BOLD.
3 o Henry's Pet Store
4  m P PO [ S fal
5
H - ] 5 Pet Store [Read-Only] - Excel DRAWING TOOLS |
h HOME INSERT PAGE LAYOUT FORMULAS DATA REWVIEW 4 Move the pointer over the centre
&D ([ rereeuorn - 15 [EEE == ¥ w=ie right’handle’and drag it to the right
Fole ¢ I U-|E-|8-A-|S== Merge & about 1 cm to increase the width of
Clipboard Font 7 Alignment the text frame.
TextBoxl ~ e
B C D
] 3
i E Henry's Pet Store
5

B Adjusting the Text Box Shading

We can change the fill shading of the text box and the text colour.

H ©-
HOME

e . - | ==
D Times New Roma » |18~ A &
By ~

Paste = B
Clipboard =
TextBox1l

= AL Y s

0

INSERT

= Pet Store [Read-Only] - Excel
FORMULAS

DATA

PAGE LAYOUT REVIEV

Automatic

Theme Colors

Standard Cq Blue, Accent ], Darker 25%
HE EEEEER

Recent Colors

1 Re-highlight the text and click on
the arrow next to the FILL COLOUR
icon in the FONT group of the HOME
tab and select DARK BLUE. The text
box should fill with the selected
colour.
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H ©- 0O = Pet Store [Read-Only] - Excel DRAWING TOOLS ‘
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW .
N = 2 Click on the arrow next to the FONT
Times New Roma ~ |18  ~| A . .
O g - ¢ COLOUR icon in the HOME tab and
Paste o B I U- = & - A

-

set the FONT COLOUR to WHITE.

Clipboard 1 Font B Automatic
Theme
TextBox1 <~ | i 5
A F G H 1

1. White, Background 1

| E
el
gL
Standard Colors
¥ | EEEEE

Recent Colors

P I =Y P S

3 To add a shadow to the text box
open the DRAWING TOOLS -
FORMAT tab in the RIBBON.

H ©- 0O = Pet Store [Read-Only] - Excel DRAWING TOOLS
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW FORMAT

B~ OO O - | £ Edit Shape - A TextFill -

2 Shape Fill -
AL L 5| B Text Box ¥ EShapeOutlinE' A A A M ﬂTex‘I:Outlinev
K ERIANEEE 1k

7| &3 Shape Effects - =1\ Text Effects ~

Insert Shapes Shape Styles — WordArt Styles [F}

|_] Preset

TextBox1 <~ | i fe

A B c D J

1

2

3

4

5

6

o

8 |Stock Inventory

9 ) |
| | Bevel b

10 Pet Type Instoc '

| 4 Select the SHAPE EFFECTS icon,
highlight SHADOW and select an
OUTER shadow.

NOTE: You can click outside the text box to turn the ‘handles’ off to see how
the shadow looks, then click back on the text box to re-select it and
change the shadow style if need be.
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Module 1 Project

EasyTune
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