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A Message From the Author

Congratulations on taking ownership of your professional development. My name is Allen
Aguilar and | am the author of this booklet. My intention with this message is to provide you
with additional context about this booklet and details on how to use it.

| began to use Excel since | was about 11 years old. However, | never received formal training in
Excel until college but forgot most of it because | stopped using it. It wasn't until | worked for a
start-up company that Excel became the every-day software to use. This booklet is intended for
the average Excel user with not technical background. Although | do cover some of the Excel
terminology in this booklet, | shy away from being too technical, and instead, provide a very
practical approach to this booklet.

About This Booklet

This booklet can be used as a reference guide for any intermediate Excel user. This booklet most
likely accompanies one of my in-person trainings or online trainings on the same topic. My Excel
trainings typically consists of the training content (either in-person or online) a booklet (such as
the one you're reading) and Excel files where the participants get to practice what they learned.
To learn more about my trainings, please visit www.leadershipbuild.com.

How to Use This Booklet

This booklet will take you step-by-step through the journey of an Excel user moving form
beginner level to intermediate. There are various screenshots that will help you visualize my
explanations in this booklet. Additionally, there are practice exercises along with this booklet
that will help you apply what you are learning. If you purchased one of my online courses, or are
attending an in-person training, the practice exercises will be provided for you by your
instructor.

If you have any questions or would like to get in contact with me, please feel free to send me an
email at allenaguilar@leadershipbuild.com. Enjoy!

Allen Aguilar
Founder of Leadership Build


http://www.leadershipbuild.com/
mailto:allenaguilar@leadershipbuild.com

Excel continues to be a very popular software used across different companies. Most people
don’t know this, but MS Excel existed since 1985, making its way to the offices of different
companies throughout the world.

What is Excel used for?

Excel is typically used to capture information in a centralized location. However, the true power
of Excel lies in its ability to make calculations by using different formulas and functions. MS Excel
is one of the most powerful software that can make calculations, forecasts, charts, graphs and
organize data in a way that can be understood.

How can Excel help me do my job?

Depending on the type of work that you do, a good understanding of Excel can help you
become faster at your job. Excel experts are extremely efficient when it comes to projects,
reports and sharing information. Those that use Excel with proficiency will save time because
Excel will do the work for them.

What will | learn in the Excel Intermediate Course?
In the Excel Intermediate Course, you will learn:

1. More advanced techniques on using the Format Painter

2. How to use indentation and additional number formats

3. How to use different types of Conditional Formatting and how to set rules for your
formatting

How to create data validation cells and drop-down entries

How to protect your workbook, sheet and restrict areas from being touched or edited
How to work with a list and table and how to convert a list into a table

How to customize your table and work with different types of formatting

A few tips on Excel formulas

9. How to use the Auto Fill Handle

10. How to use anchors when using the Auto Fill Handle and formulas

11. How to work with date formulas and use dates to make calculations

12. How to use more intermediate formulas

© N oA

13. How to set up pages to print properly
14. How to change print settings for your printing needs



Before you begin this course, it is important that you know some of the terminology that we will
use throughout the book. As you read through this booklet you will encounter different words
that are used in Excel and you will get a chance to learn the definition of those words. Just like
anything new that is worth learning, it takes some time to get used to the terminology used in
Excel. The following are a few words we cover in our Beginner's course that need to be covered
in the Intermediate course just in case:

A Workbook

A Workbook consists of one or many spreadsheets. You can think of a Workbook as a book with
different pages (or sheets) that you are working on. Typically, when you save you work in Excel,
you save it as a Workbook file.

A File

A file is the name of your workbook. Think of it as a book that you are ‘filing” away. You need to
give it a name so that you can easily find it later. The older versions of Excel save workbooks as
xls. Newer version of Excel saves files as .x(sx.

A Spreadsheet

The spreadsheet is the platform that allows you to do you work with cells, make calculations,
enter data, store data, create graphs and display any type of information you would like to
present. Spreadsheets are sometimes called ‘sheets’ or ‘Excel sheets’ as well.

Gridlines

Gridlines are the rectangles’ that you see on a spreadsheet. They help users gauge the space
between each entry while neatly organizing data. The gridlines do not print unless you modify a
setting in Excel.

LEADERSHIP BUILD



Beginner to Intermediate Excel Functions

The functions you'll learn in this section are functions we discussed in our Beginner's booklet.
However, in the Beginner's booklet, we only touched the surface on how to use these functions.
In this section, you'll learn more about these functions and how to use them beyond the basics.

The Format Painter

As an intermediate Excel user, you should know how to use the Format Painter. This is a very
useful tool to ensure that your tables have consistent formatting. In this section, you'll learn how

to use the Format Painter and how to lock the Format Painter as well.

How to Use the Format Painter
The Format Painter is a useful tool located in the Clipboard group of the Home tab ribbon.
The Format Painter is typically recognized by an icon of a paint brush. The Format Painter
allows you to replicate the style, fonts, borders (aka cell’'s format) without replacing or overriding

any of the values or contents form one cell to another. The Format Painter allows users to have
a consistent looking spreadsheet.

L) [ S W E R L B

To use the Format Painter:

1.

A

McDonald's

Disneyland

E

A E se——r A C
Account Mame  Sales Amount Sales Date 1 [Account Name  Sales Amount Sales Date
|Dundler-Mifflin 29000 19-Feb 2 |Dundler-Mifflin 29000 2/19/2019
|McDonald's 32000 19-Jan 3 |McDonald's 32000| 1/19/2019
|Burger King 44000 4-Mar 4 |Burger King 44000 3/4/2019
Disneyland | 22000 1-May 5 |Disneyland 22000 5/1/2019

e I = T, (R <SS TR R L I

C
Sales Amount Sales Date
29000 19-Feh
32000 19-Jan
44000 4-Mar
22000 1-May

Select the range that includes the formatting you want to apply to the rest of the table

1l
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2. After selecting the range, select the Format Painter command, located in the Clipboard
group

5 9-C- ¥ s

File Home Insert Page Layout

D & Calibri 11 - A AT
Pﬂﬂe . A
‘ B I U~ - . -
- \§ - L —

Clipboard Font E

3. After the Format Painter is selected, your selected range will have animated dashes
around the content

B %

| |
iSales Amount Sales Date

29000 19-Feb
32000 19-Jan
44000 4-Mar
22000 1-May

4. Select the range where you want to apply the formatting and let go of your mouse after
you're done

A
Account Name
Dundler-Mifflin
McDonald's
Burger King
Disneyland

S I = R (R S R B L

The Format Painter allows you to copy background colors, number formats, font colors font
types and font alignments. You'll know that you successfully used the Format Painter because
you applied it correctly to the selected range.

- N
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How to Lock the Format Painter

If you can successfully use the Format Painter, you know that once you “brush” the formatting
to your desired location, the paint brush icon in your cursor disappears. This means that if you
want to use the Format Painter for a big table, you would have to keep selecting the exemplary
formatting and do the steps repeatedly. There is a shortcut that allows you to lock the Format
Painter so that you don’t have to do the steps repeatedly.

To lock the Format Painter:

1. Select the range that includes the formatting you want to apply to the rest of the table.

A B C

1 SaIEE Amount Sales Date
> |Dundler-Mifflin 29000  19-Feb
3 |McDonald's 32000 19-Jan
¢ |Burgerking 44000 4-Mar
5 |Disneyland ! 22000 1-May
6 J 7

7

2. Navigate to the Home tab.

Insert Page Layout Formulas Data Review View Help

Eﬁ & Calibri 111 - A A | = 7+ 38 Wrap Text

== Merge & Center -

=)
[=1]
'V_"'_
m
==}
|.|_|
|
4
4
&
4
I=
4
11
11
il
I

Clipboard Font P Alignment P

3. Locate the Clipboard group.

File Home Insert Page Layout Formulas Data Review View Help
If'-lj & -1 AN === B ab, Wrap Text

@ -
pafte <f U- i+ - ﬁ - | = = = | &= 2= Merge&-‘.Center =
Clipboard Font P Alignment P

4. Double-click on the Format Painter command.



= - - ¥

File Home Insert Page Layout

fﬁ & Calibri 11 - A AT
(3 -

Paste
, B I U- "+ &.A-

Clipboard Font I

5. After the Format Painter is selected, your selected range will have animated dashes
around the content

A B %

1 i BN = S ales Amount  Sales Date

2 29000 19-Feb
3 32000 19-Jan
4 1 44000 A4-Mar
5 jDisne 22000 1-May
6
7

6. Select the area where you want to apply the formatting and let go of your mouse after
you're done

A

| Account Name
2 |Dundler-Mifflin

3 |McDonald's 32000 43484
4 |Burger King

5 |Disneyland 22000 43586
&

7

Note that when you lock the Format Painter the Format Painter command is permanently
selected. This means, that the formatting you selected will apply to any cell that you click on. To
stop using the Format Painter you will have to unlock it, which will be covered in the next
section.

How to Unlock the Format Painter
Be careful when locking the Format Painter because the formatting will apply to any area, or
cell, that you click on. To stop using the locked Format Painter you will need to unlock it.

E N
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To unlock the Format Painter:

1. Navigate to the Home tab.

LEADERSHIP BUILD

File @ Insert Page Layout Formulas Data Review WView Help
£ ; . —
[] & Calibri -1 - AN | === ®- BwWapTes g
Paste B === == &
aste ¢ B I U- - O-A.| === == 3= [E Merge&Center -
Clipboard Font P Alignment P
2. Locate the Clipboard group.
File Home Insert Page Layout Formulas Data Review View Help
™ E = —
|:| & 11 - AA === ¥~ ab, Wrap Text !
Poste B3 ===|== B
aste of U o |- d"'ﬁ" = = = | == =5 Merge&[enter -
Clipboard Font P Alignment P

3. Click on the locked Format Painter command.

File Home Insert Page Layout Fo
£ a
|:| & Calibri -1 - A A
Paste = B I U- - O-A-
Cliphna?ﬂ’ s Font ]

If you followed these steps correctly, you would have unselected the Format Painter command

and your cursor will no longer have a paint brush icon.

Indentation

If you recall from grammar school, you always use an indentation when starting a new
paragraph. Technically, this feature is also available in Excel. Indentation is not commonly used
in Excel unless you're using this feature to demonstrate a sub category of some sort. Let's

explore how to use this feature on a spreadsheet.
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How to Increase Indentation

By default, the text in your cells are aligned to the left. You can change the alignment, but you
can also use indentation to add space to the left of the text. This is commonly done in Excel to
show a sub category.

To increase the indentation of a cell:

1. Select the cell(s) that you want to add indentation.

A B
I Account Name Potential Revenue |
2 |THE DAILY BREAD CRUMBS LLC $297,083.00
32 |Revenue from new business $59,416.60
4 iﬂevenue from renewals $237,666.40

2. Navigate to the Home tab.

Insert Page Layout Formulas Data Review View Help

D' E?" Calibri 11 - A AT #2- 35 Wrap Text
@v
= B I U- - DA

Paste

-

€= 3= Merge&CEnter -

Clipboard Font T Alignment s

3. Locate the Alignment group.

File Home Insert Page Layout Formulas Data Review View Help
fﬁ & Calibri HJno A Al E== 0 ®- 8BWeap Tet
[ -
F'ETS’EE P B I U- - O-A-l === =35 [ Merge&Center -
Clipboard = Font F Alignment r
-

4. Select the Increase Indent command.

File Home Insert Page Layout Formulas Data Review View Help

fﬁ & Calibri 11 A A | =

-
s |BlIu-E- &A=

B a5, \Wrap Text

Merge & Center -

Clipboard Font a Alignment M

Paste

-

If you successfully followed these steps, you would see the indentation in your cell(s).



A

Account Name Potential Revenue .

THE DAILY BREAD CRUMBS LLC

1
2

3 | Revenue from new business
4 | Revenue from renewals

How to Decrease Indentation

B

$297,083.00
$59,416.60
$237,666.40

In Excel, you can also decrease or remove the indentation in your cells.

To decrease the indentation:

1. Select the cell(s) that you want to decrease or remove the indentation.

A

(I Account Name

B

Potential Revenue |

2 |THE DAILY BREAD CRUMBS LLC

evenue from renewals

3 IRevenue from new business
4

2. Navigate to the Home tab.

$297,083.00
$59,416.60
$237,666.40

Insert Page Layout Formulas Data Review View Help

4
-
—
4
=
b=
[}
I
il

Paste B I U- - M. A,

-

fﬁ I_;‘év | Calibri

Clipboard ra Font I

3. Locate the Alignment group.

- EE Wrap Text
€= 2= Merge & Center -

Alignment

]

File Home Insert Page Layout Formulas

Data Review View Help

-

3
Paste
< B I U- - . A

- \'\.'

fﬁ A Calibri 11 - A AT
[

Clipboard ra Font

rb?”' < EE Wrap Text
€= 3= Merge & Center -

Alignment

P

4. Select the Decrease Indent command.

E N
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File Home Insert Page Layout Formulas Data Review View Help |
(il —
DE‘E Calibri -1 - AN === ®- 2 wap Tedt {
il _
Paste of B I U- - O-A. | === Merge & Center -
Clipboard = Font T Alignment r

Additional Number Formats

As a beginner, you were able to quickly format your numbers into currency, dates or other basic
formats. In this section, we will explore other number formats you can use for your numbers.

Percentages

It is a common misconception that you must do a calculation in Excel in order to give you a
percentage. There is also no “"Percentage formula” in Excel. In fact, Excel makes it easy for us to
use percentages. Typically, we would have decimals that we would like to convert into
percentages.

To convert numbers into percentages:

1. Select the cell(s) you want to convert to percentages.

StudentID  Score

o R =
Ln
b
i
fat]

W 00 =] h Ln
=
=
Lo
c

=
=
=
[Xu)
L
=
=
[¥%]

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

™ - =
D b Calibri =11 ~| A A &,

= EE: Wrap Text [

£= 3= Merge & Center -

Paste B I U- Tdﬂvﬁv

Clipboard = Font I Alignment M ‘
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3. Locate the Number group

Home Insert Page Layout Formulas Data Review View Help 2 Tell me what }fC{

j?b Calibri -1 AN === #  BwapTet General -
I8~

3 B I U~ |t~ d"'ﬁ* = = = &= 2= Merge&Center* $*%, €0 -
¢ B Font P Alignment P} Mumber [}

4. Select the Percent icon.

Home Insert Page Layout Formulas Data Review View Help £ Tell me what yg
jvb Calibri -1 A A A === #- | BwapTet General -
ET BT U~ - O@-A-| === =3 EMegedCenter - | $ " <8 L0
d Font P Alignment P Mumber M

Foreign currency
If you are working with other types of currency from around the world, Excel gives you a quick
option to make changes to your number format.

To apply a foreign currency to your numbers:

1. Select the cell or cells where you want to apply the Foreign Currency format.

A B
I Account Name Potential Revenue |
2 |THE DAILY BREAD CRUMBS LLC $297,083.00
3 |ESPINOZA YARD LLC $295,231.00
4 INGUYEN INSTITUTE $294,923.00
5 |DAN & CRADSTREED INC. $246,715.00
6 |GRACE WARE LLC $224,816.00
7 |STANFORD LAW INC. $213,352.00
& |DAVIDE&MIMIS INC $211,193.00
9 |ROBERT SATIN, MD. $196,825.00
10 |RAIN INSTITUTE OF THE ARTS $150,326.00

10



2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help
fﬁ & Calibri -1 - A A === ®- 28 wWap Tedt
Poste B3 ===|=x=|E
TE B I U- - O-A. === =3 B Merge& Center -
Clipboard = Font M Alignment r
3. Locate the Number group
Home Insert Page Layout Formulas Data Review View Help 2 Tell me what },«J
jvb Calibri - AN === #-  BwapTet General -
o B I U~ |-~ d"'ﬁ' = = = | = a= Merge&Center' $'% b %2_93
a Font ] Alignment ] MNumber P

4. Select the drop-down menu from the dollar-sign icon.

Currency -

000

% %o 30
Mumber la

5. Select the Foreign Currency of your choice from the drop-down menu.

0 .00 Condition
$ - % 9 %5 350

Eorim oty

5 English (United States)
£ English (United Kingdom)

€ Euro (£ 123)

¥ Chinese (China)
i CHF French (Switzerland)

Mere Accounting Formats..,

More Number Formats

If you're looking to customize the number format of your text or are looking for a style that is
not listed as a command or on a dropdown menu, then you can select the More Number
Formats option at the bottom of the dropdown menu.

To select other number formats:

11
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1. Select the cell or cells where you want to apply other types of number formats.

Account Name

ESPINOZA YARD LLC
NGUYEMN INSTITUTE
DAN & CRADSTREED INC.
GRACE WARE LLC
STANFORD LAW INC.
DAVID&MIMIS INC
ROBERT SATIN, MD.

000~ kW M=

10

Navigate to the Home tab.

RAIN INSTITUTE OF THE ARTS

THE DAILY BREAD CRUMBS LLC

—

1l

Potential Revenue |
$297,083.00
$295,231.00
$294,923.00

$246,715.00
$224,816.00
$213,352.00
$211,193.00
$196,825.00
$150,326.00

Insert Page Layout Formulas Data Review View Help

fﬁ Lj‘i' Calibri -1 s AN | === ®- 8 WapTet

F‘avste - B I U~ - O-A-| === == 3= [ Merge& Center -

Clipboard Font P Alignment P

3. Locate the Number group

Home Insert Page Layout Formulas Data Review View Help 2 Tell me what }fd
jvb Calibri -1 AN === #- | BwapTet General -
g |BIU-[E-|0-A-|=S==|=% EMageacemer - | $-% 9|45
d Font P Alignment Fu- Mumber M

4. Select the Number Format drop-down menu.

m Insert Page Layout Formulas Data Review View Help 2 Tell me what yd
jvb Calibri -1 A A === #-  BwapTet B General -
ET BIU-|H-[®-A-|=E==|=5% EMergeacenter - | $ - % 9 | 5828 |
d R Font P Alignment P Mumber M

5. From the drop-down menu, select the More Number Formats... option.

12
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L General

123 Mo specific format

1 2 _I;I;mher

Currency
TX

Q

T
{1 (%I
LLLE

0

L]
mmm
Ty =

it
LLLE

TX

TX

TX

Time
TX

@ [T [T

0 Percentage
Yo

TX

1 Fraction
/2 TX

1 02 _f_;ientific

Accounting

Short Date

Long Date

B E

-

I! More Mumber Formats... |

the ribbon.

Format Cells

Alignment

Category:
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

Font Border Fill Protection
Sample

T

General format cells have no specific number format,

6. After selecting the More Number Formats... option, Excel will prompt a window where
you will be able to select from a variety of number formats that aren’t readily available in

Cancel

LEADERSHIP BUILD

ﬂu-



The Intermediate Excel Functions

Before you learn more of the intermediate-type of formulas, there are some important Excel
functions that you should also learn. These functions will help you properly manipulate,
configure and enhanced your tables that go beyond what you learned as a beginner.

Conditional Formatting

One neat way to make your tables look impressive is by using Conditional Formatting.
Typically, novice Excel users like to highlight entire columns and rows which unfortunately make
spreadsheets look unprofessional with much unnecessary color. Conditional Formatting allows
you to create rules to highlight cells based on certain conditions.

A B C D
1
2 |THE DAILY BREAD CRUMBS LLC  CA 237144 $297,083.00
3 |ESPINOZA YARD LLC MM 607771 $295,231.00
4 NGUYEN INSTITUTE TX 496586 $204,923.00
5 |DAN & CRADSTREED INC. CA 323843 $246,715.00
6 GRACE WARE LLC CA 692196 $224,816.00
7 |STANFORD LAW INC. D 466796 $213,352.00
8 |DAVID&MIMIS INC NY 801195 $211,193.00
S |ROBERT 5ATIN, MD. CoO 691498 $196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 $150,326.00
11 |FLOYD INC. AL 936397 $147,635.00
12 |BASIC TEES, LLC AL 762117 $131,281.00
13 ONE WORLD FINANCIAL CA 087742 $113,949.00
14 |ITALIANO BISTRO FRANCHISE T 395227 $109,443.00
15 ABC DISTRIBUTION CENTER INC. TX 0998149 $84,092.00
Highlight Cells Rules

One way to use Conditional Formatting is by creating a rule that allows you to highlight cells
based on rules you create. Let's explore some of the rules you can create that allow Excel to
automatically highlight cells that meet those criterias.

——
LEADERSHIP BUILD

1l

14



Greater Than

The Greater Than rule will highlight any cell that includes a number greater than the number that

you determine.

To create a Greater Than rule:

1. Select the range where you want to apply your conditional formatting.

yiy B

(I Account Name

2 |THE DAILY BREAD CRUMBS LLC CA 237144 $5297,083.00

2 |ESPINOZA YARD LLC NM 607771 5295,231.00
4 |INGUYEM INSTITUTE TX 496586 5294,923.00

5 |DAN & CRADSTREED INC. CA 323843 5246,715.00

& |GRACE WARE LLC CA 692196 5224,816.00

7 |STANFORD LAW INC. D 466796 5213,352.00

S |DAVIDEMIMIS INC NY 801195 $211,193.00

9 |ROBERT SATIN, MD. CO 691498 5196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 515{},326.{}0_

2. Navigate to the Home tab.
Insert Page Layout Formulas Data Review View Help
Eﬁ E?b Calibri -1 - AN === #- 2BWap Text
3~ o

F‘avste f B I U~ - d"'ﬁ* = = = | == == MergEE-'.Center =
Clipboard Font P Alignment P

3. Locate the Styles group.

Review View Help

£ Tell me what you want to do [

EE; Wrap Text Currency -

$-% 9

MNumber Il

Merge & Center -

nment Fa

& B B

Conditional Formatas Cell
Formatting~ Table~ Styles -
Styles

4. Select the Conditional Formatting command to display a drop-down menu.

15
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ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...

A\
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6. Choose the option at the top: Greater Than...

= BBz B emoemx B | 2
Conditional Formatas Cell Insert Delete Farmat
Formatting = Table~ Styles - = - - &

g Highlight Cells Rules " ‘ g Greater Than...

H’T‘H ﬁ:ﬂ
Top/Bottom Rules " Less Than...

] @ Data Bars r @ Between...
ﬁ Color Scales 4 EEI Equal To...

1 =0

¢ lcon Sets 4 g@ Text that Contains...
: Mew Rule...

3 = Eﬁ A Date Occurring...
1 ﬁi}q Clear Rules k

;Eﬂé_lﬂ:a?a_geﬂules... @ Duplicate Values...

31!535'[][] More Rules...

1C M4 N nnl

7. Excel will display a window to set up your rule. In the text box, type the number for your
rule. You want Excel to highlight any cell greater than the number in this text box.

Greater Than ? >

Format cells that are GREATER THAN:

ﬂ'$19ﬂ,53?.54] + I with | Light Red Fill with Dark Red Text |«

Cancel

8. The last step is to select the color(s) of the cells Excel will highlight when the rule is true.

Greater Than ? >

Format cells that are GREATER THAN:

5190,587.50 4 with JLlight Red Fill with Dark Red Text

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text
Light Red Fill

Fed Text

Fed Border

17
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Less Than

The Less Than rule will highlight any cell that includes a number less than the number that you

determine.

To create a Less Than rule:

1.

Select the range where you want to apply your conditional formatting.

A B C D
(I Account Name
2 |THE DAILY BREAD CRUMBS LLC  CA 237144 $297,083.00
3 |ESPINOZA YARD LLC NM 607771 $295,231.00
4 |INGUYEN INSTITUTE TX 496586 $204,923.00
5 |DAN & CRADSTREED INC. CA 323843 $246,715.00
6 |GRACE WARE LLC CA 692196 $224,816.00
7 |STANFORD LAW INC. D 466796 $213,352.00
8 |DAVID&MIMIS INC NY 801195 $211,193.00
9 |ROBERT SATIN, MD. co 691498 $196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 515{},325.{}[},
Navigate to the Home tab.
Insert Page Layout Formulas Data Review View Help
Eﬁ I_‘“ﬁ Calibri -1 - AN === #- 2BWap Text
&~ _
F‘avste < B I U~ - d"'ﬁ* = = = | == == MergEE-'.Center =
Clipboard Font P Alignment P

Locate the Styles group.

Review View Help
EE: Wrap Text Currency
MergE&Center - $ - % ) <T:|§'. JE'%
nment M Mumber la

2 Tell me what you want to do |

HE

Conditional
Formatting ~

¥ 5

Formatas Cell
Table~ Styles -
Styles

Select the Conditional Formatting command to display a drop-down menu.

—

1l
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ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...

A\
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6. Choose the option: Less Than...

T — T Z -
B D BRE
Conditional Formatas Cell Insert Delete Farmat
Formatting = Table~ Styles~ = v - & -

g Highlight Cells Rules ' g Greater Than...

HT‘H b ﬁ:':‘
Top/Bottom Rules ‘ Less Than...

! @ Data Bars 4 @ Between...

: ﬁ Color 5cales 4 EEI Equal To...

i

4 M=

¢ lcon Sets 4 g@ Text that Contains...
: Mew Rule...

3 = Eﬁ A Date Occurring...
1 ﬂi}q Clear Rules 3

;Eﬂé_r\_d_aﬁa_geﬂules... @ Duplicate Values...

31!535'[][] More Rules...

1iC M4 n nnl

7. Excel will display a window to set up your rule. In the text box, type the number for your
rule. You want Excel to highlight any cell less than the number in this text box.

Less Than ? X

Format cells that are LESS THAMN:

$190,587.50 | # § with | Light Red Fill with Dark Red Text |

Cancel

8. The last step is to select the color(s) of the cells Excel will highlight when the rule is true.

Less Than ? >

Format cells that are LESS THAMN:

$190,587.50 4+  with | Light Red Fill with Dark Red Text
ight Bed Fill with Dark Red Text

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text
Light Red Fill

Fed Text

Red Border

Custom Format

20

LEADERSHIP BUILD



Between
The Between rule will highlight cells between two numbers that you specify.

To create a Between rule:

1.

Select the range where you want to apply your conditional formatting.

A B C D
Il Account Name
2 |THE DAILY BREAD CRUMBS LLC  CA 237144 $297,083.00
3 |ESPINOZA YARD LLC NM 607771 $295,231.00
4 |INGUYEN INSTITUTE TX 496586 $204,923.00
5 |DAN & CRADSTREED INC. CA 323843 $246,715.00
6 |GRACE WARE LLC CA 692196 $224,816.00
7 |STANFORD LAW INC. D 466796 $213,352.00
& |DAVID&MIMIS INC NY 801195 $211,193.00
9 |ROBERT SATIN, MD. co 691498 $196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 515{},326.{}[},
Navigate to the Home tab.
Insert Page Layout Formulas Data Review View Help
Eﬁ Lj*; Calibri -1 - AN === #-  BWapTet
& - N
F‘avste < B I U- - d-A-| === == 3= [E Merge&iCenter -
Clipboard Font P Alignment P

Locate the Styles group.

Review View Help

2 Tell me what you want to do |

ab, Wrap Text Currency -

$-% 9

MNumber I

HE

Conditional

MergE&Center v . .
ormatting *

nment Fa

¥ B

Formatas Cell
Table~ Styles~
Styles

Select the Conditional Formatting command to display a drop-down menu.

—
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LEADERSHIP BUILD

21



ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...

A\
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6. Choose the option: Between...

T — T Z -
B D BRE
Conditional Formatas Cell Insert Delete Farmat
Formatting = Table~ Styles~ = v - & -

g Highlight Cells Rules ' g Greater Than...

HT‘H b ﬁ:':‘
Top/Bottom Rules Less Than...

|
: @ Data Bars r ‘@ Between...

: ﬁ Color 5cales 4 EEI Equal To...

i

1 =0

¢ Hi=H lcon Sets r g@ Text that Contains...
: Mew Rule...

3 = Eﬁ A Date Occurring...
1 ﬂi}q Clear Rules k

;Eﬂé_r\_d_aﬁa_geﬂules... @ Duplicate Values...

31!535'[][] More Rules...

1C M4 N F'IF"II

7. Excel will display a window to set up your rule. In the text box, type the numbers for the

range in your rule. Excel will highlight any cells between these two numbers.

Between ? >

Format cells that are BETWEEN:

5137,340.00 T+ and |5243,835.00 * Bwith | Light Red Fill with Dark Red Text |«

8. The last step is to select the color(s) of the cells Excel will highlight when this rule is true.

Between ? >

Format cells that are BETWEEM:

5137,340.00 4 | and 524383500 + with JLight Red Fill with Dark Red Text

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Fed Border

—

1l
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Equal To

The Equal To rule will highlight cells that match an exact number or phrase you include in your

rule.

To create an Equal To rule:

1.

Select the range where you want to apply your conditional formatting.

A B C D
(I Account Name
2 |THE DAILY BREAD CRUMBS LLC  CA 237144 $297,083.00
3 |ESPINOZA YARD LLC NM 607771 $295,231.00
4 |INGUYEN INSTITUTE TX 496586 $204,923.00
5 |DAN & CRADSTREED INC. CA 323843 $246,715.00
6 |GRACE WARE LLC CA 692196 $224,816.00
7 |STANFORD LAW INC. D 466796 $213,352.00
8 |DAVID&MIMIS INC NY 801195 $211,193.00
9 |ROBERT SATIN, MD. co 691498 $196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 515{},325.{}[},
Navigate to the Home tab.
Insert Page Layout Formulas Data Review View Help
Eﬁ I_‘“ﬁ Calibri -1 - AN === #- 2BWap Text
&~ _
F‘avste < B I U~ - d"'ﬁ* = = = | == == MergEE-'.Center =
Clipboard Font P Alignment P

Locate the Styles group.

Review View Help
EE: Wrap Text Currency
MergE&Center - $ - % ) <T:|§'. JE'%
nment M Mumber la

2 Tell me what you want to do |

HE

Conditional
Formatting ~

¥ 5

Formatas Cell
Table~ Styles -
Styles

Select the Conditional Formatting command to display a drop-down menu.

—

1l
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ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...

A\

LEADERSHIP BUILD

|-|m-



6. Choose the option: Equal To...

-

Caonditional Format as
Formatting = Table -

=

Cell
Styles ~

Highlight Cells Rules "
Top/Bottom Rules '
: @ Data Bars 4
ﬁ Color 5cales 4

4 M=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂi}q Clear Rules 3

1 Manage Rules...

[

31,636.00
1C AN NN I

7. Excel will display a window to set up your rule. In the text box, type the number or word(s)

B 2
Inzert Delete Format

-
- - -

g Greater Than...

g Less Than...

@ Between...

azlzﬂl Equal To...

g@ Text that Contains...

Eﬁ A Date Occurring...
@ Duplicate Values...

More Rules...

that Excel will match in order to highlight the cells.

Equal To

Format cells that are EQUAL TO:

7 >

Ehg-u, 587.50

+ I with |Light Red Fill with Dark Red Text |-«

8. The last step is to select the color(s) of the cells Excel will highlight when this rule is true.

Equal Te

Format cells that are EQUAL TO:

5190,587.50

4 pod

+ with JLight Red Fill with Dark Red Text E

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Fed Border

’- : w
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Text That Contains

The Text That Contains rule will highlight cells that contain a certain word or phrase inside those

cells.

To create a Text That Contains rule:

1. Select the range where you want to apply your conditional formatting.

A B C D

Il Account Name

2 |THE DAILY BREAD CRUMBS LLC CA 237144 $297,083.00

3 |ESPINOZA YARD LLC NM 607771 $295,231.00
4 |NGUYEN INSTITUTE TX 496586 $204,923.00

5 |DAN & CRADSTREED INC. CA 323843 $246,715.00

6 |GRACE WARE LLC CA 692196 $224,816.00

7 |STANFORD LAW INC. ID 466796 $213,352.00

8 |DAVID&MIMIS INC NY 801195 $211,193.00

9 |ROBERT SATIN, MD. co 691498 $196,825.00
10 |RAIN INSTITUTE OF THE ARTS AL 209014 515{},325.{}[}:

2. Navigate to the Home tab.
File @ Insert Page Layout Formulas Data Review View Help
Eﬁ I_‘“ﬁ Calibri -1 - AN === #- 2BWap Text
il B

F‘avste < B I U~ - d"'ﬁ* = = = | == == MergEE-'.Center =
Clipboard Font P Alignment P

3. Locate the Styles group.

Review View Help
EE: Wrap Text Currency
MergE&Center - $ - % ) <T:|§'. JE'%
nment M Mumber la

2 Tell me what you want to do |

HE

Conditional
Formatting ~

¥ 5

Formatas Cell
Table~ Styles -
Styles

4. Select the Conditional Formatting command to display a drop-down menu.

—
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ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...

A\
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6. Choose the option: Text That Contains...

T — T Z -
B D BRE
Conditional Formatas Cell Insert Delete Farmat
Formatting = Table~ Styles~ = v - & -

g Highlight Cells Rules ' g Greater Than...

HT‘H b ﬁ:':‘
Top/Bottom Rules Less Than...

: @ Data Bars r @ Between...
: Color Scales Equal To...
I=i =

[}
g@ Text that Contains...

-

-

4 M=
g lcon Sets

.

ﬁ Mew Rule...

3 ﬁ A Date Occurring...
1 ﬂi}q Clear Rules k

;_Fﬂé_r\_d_aﬁa_geﬂules... @ Duplicate Values...
31!535'[][] More Rules...
pp——

7. Excel will display a window to set up your rule. In the text box, type the number or word(s)
that Excel will match in order to highlight the cells.

Text That Contains ? 4

Format cells that contain the text:

E + I with |Light Red Fill with Dark Red Text |«

8. The last step is to select the color(s) of the cells Excel will highlight when this rule is true.

Text That Contains 7 >

Format cells that contain the text:

+ with JLight Red Fill with Dark Red Text E

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Light Red Fill
Fed Text [

Fed Border
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A Date Occurring

The A Date Occurring rule will highlight cells that contain a certain date that you select from a

list of choices that Excel provides.

To create A Date Occurring rule:

1. Select the range where you want to apply your conditional formatting.

A B C D

Il Account Name Account State Account ID Date of Expiration
2 |THE DAILY BREAD CRUMBS LLC  CA 2371443 5/5/2019
3 |ESPINOZA YARD LLC NM 607771} 4/4/2019
4 |NGUYEN INSTITUTE T 496586) 1/5/2019
5 |DAN & CRADSTREED INC. CA 323843 7/8/2019
6 |GRACE WARE LLC CA 692196 11_!15_!2[]19'
7 |STANFORD LAW INC. 1D 4667964 5/5/2019
8 | DAVIDEMIMIS INC NY 801195) 4/4/2019
9 |ROBERT SATIN, MD. co 691498} 1/5/2019
10 |RAIN INSTITUTE OF THE ARTS AL 209014 7/8/2019
11 |FLOYD INC. AL 936397} 11/15/2019
12 |BASIC TEES, LLC AL 762117 5/5/2019
13 |ONE WORLD FINANCIAL CA 987742} 4/4/2019
14 |ITALIANO BISTRO FRANCHISE TX 395227} 1/5/2019
15 |ABC DISTRIBUTION CENTER INC. TX 998149} 7/8/2019

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

Eﬁ &b Calibri Sl A AT
Paste EBT B T U - - . A -
Clipboard Font P

3. Locate the Styles group.

Review View Help

== = L EE‘JWFEPTM
= = = &= 3= Merge&CEnter -
Alignment P

£ Tell me what you want to do [

EEJ Wrap Text Currency -
MergE&Center = $ -9% 9

nment ] MNumber I

B B

Conditional Formatas Cell
Formatting~ Table~ Styles~
Styles

4. Select the Conditional Formatting command to display a drop-down menu.

—

1l
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ormat as Cell
Table~ Styles -

ﬁ Highlight Cells Rules *

B“T‘H 3
Top/Bottom Rules :

: E Data Bars 4

: @ Color Scales r
i

! /=

¢ lcon Sets 4
ﬁ Mew Rule...

ﬂ:”‘} Clear Rules k

: E Manage Rules...

Select the Highlight Cells Rules option to display a submenu.

Conditional Farmatas Cell
Formatting = Table~ Styles~

h

E Top/Bottom Rules

! E Data Bars r

: @ Color Scales k
i

=

¢ lcon Sets r
ﬁ Mew Rule...

ﬂm‘} Clear Rules K

! Manage Rules...

S

31,636.00
1C nAn nnl

Insert Delete Farmat

- - -

§| Greater Than...

Less Than...

@ Between...
azlzﬂl Equal To...

g@l Text that Contains...

% A Date Occurring...

@ Duplicate Values...

More Rules...
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6. Choose the option: A Date Ocurring...

T — T Z -
B D BRE
Conditional Formatas Cell Insert Delete Farmat
Formatting = Table~ Styles~ = v - & -

g Highlight Cells Rules ' g Greater Than...

HT‘H b ﬁ:':‘
Top/Bottom Rules Less Than...

: @ Data Bars r @ Between...
: Color Scales Equal To...
I=i =

-

1 =0

¢ lcon Sets 4 g@ Text that Contains...
: Mew Rule...

3 = Eﬁ A Date Occurring...
1 ﬂi}q Clear Rules k

i Eﬂé_h—d_aﬁa_geﬂules... \ @ Duplicate Values...

31!535'[][] More Rules...

1C M4 N nnl

7. Excel will display a window to set up your rule. In the drop-down menu on the left side,
whether you want to highlight duplicate entries or unique entries.

Duplicate Values 7 x

Format cells that contain:

Duplicate values with | Light Red Fill with Dark Red Text |«

8. The last step is to select the color(s) of the cells Excel will highlight when this rule is true.

’- : w
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A Date Oceurring

Yesterday

Format cells that contain a date occurring:

« | with [Light Red Fill with Dark Red Text

ith Dark Red Text
Dark Yellow Text
Green Fill with Dark Green Text

Duplicate Values

Light Red Fill
Fed Text

Fed Border
Custom Format...

The Duplicate Values rule will highlight cells in a range or area with duplicate entries, or you can
also highlight cells with unique values.

To create Duplicate Values rule:

1. Select the range or column where you want to apply your conditional formatting.

A B C D
I Account Name Account State Account ID Date of Expiration
2 HE DAILY BREAD CRUMBS LLC A 237144 5/5/2019
3 SPINOZA YARD LLC M 607771 4/4/2019
4 GUYEN INSTITUTE X 496586 1/5/2019
5 WEDAN & CRADSTREED INC. 323843 7/8/2019
) RACE WARE LLC A 692196 11_/15,/2[]19'
7 BTANFORD LAW INC. D 466796 5/5/2019
8 IDAVID&MIMIS INC Y 801195 4/4/2019
9 BROBERT SATIN, MD. 0] 691498 1/5/2019
10 BRAIN INSTITUTE OF THE ARTS AL 209014 7/8/2019
11 FFLOYD INC. A 936397 11/15/2019
12 PBASIC TEES, LLC AL 762117 5/5/2019
13 JONE WORLD FINANCIAL A 987742 4/4/2019
14 MTALIANO BISTRO FRANCHISE X 395227 1/5/2019
15 PABC DISTRIBUTION CENTER INC. J§TX 998149 7/8/2019
2. Navigate to the Home tab.
File @ Insert Page Layout Formulas Data Review View Help
fﬂ db Calibri Hdnosa | == @ [ BWepTet
[ -
F'ETStE 2 B I U R &y L i o = = = &= 3= Merge & Center -
Clipboard & Font T Alignment T

—

1l
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3. Locate the Styles group.

Review View Help 2 Tell me what you want to do |

F

EE; Wrap Text Currency - H:_r—ldj % w

Conditional Farmatas  Cell
Formatting = Table~ Styles~

=] Merge & Center ~ $-9% 9 i

nment T Mumber I Styles

4. Select the Conditional Formatting command to display a drop-down menu.

i | B

Conditional fFormat as  Cell
Formatting = | Table = Styles =

E =] Highlight Cells Rules *

TH
H Top/Bottom Rules

! @ Data Bars *
: E Color Scales 4

1 =
: lcon Sets ¢ [ R E M
= B By B®E
j | Hill T
Conditional Format as  Cell Insert Delete Format

5. Select the Highlight Cells Rules Formatting~ Table~ Styles~ - - - ¢
option to display a submenu.

ﬁ Highlight Cells Rules " ﬁ Greater Than...

6. Choose the option: Duplicate

HrH . =
Values... Top/Bottom Rules Less Than...

I —_
7. Excel will display a window to set ! @ Data Bars r @ Between..

up your rule. In the drop-down

menu on the left side, select * @ Color Scales Etzlzﬂlgquawo...
whether you want Excel to !

. . . . - [T 1]
highlight  duplicate entries or ¢ ==l 1o Sets C %Ieﬂthat[mtﬂinsm

unique values. :
IEH MNewRule...

B:" Clesr Rl X %ﬁﬂateﬂccurring...
(B ClearRules

! Manage Rules... I@ Duplicate Values... II

-

L




Duplicate Values ? x

Format cells that contain:

8. The last step is to select the color(s) of the cells Excel will highlight when this rule is true.

Duplicate Values ? *

Format cells that contain:

Duplicate |~ | wvalues with LightRedFiIIwithDarkRedTe:d:

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text
Light Red Fill E
Red Text

Fed Border
Custom Format...

Top/Bottom Rules

Excel has some pre-built rules that you can use if you want to highlight cells from a predefined
list. The Top/Bottom Rules options are to be used only with numbers. Here are the few options
available for the Top/Bottom Rules.

Top 10 Items
The Top 10 Items defaults to the highest 10 amounts or numbers in a range or column. You can
also change how many entries you want to highlight.

To use the Top 10 Items rule:

1. Select the range or column where you want to apply the rule.

A B iz

(l Account Name Sales Amount Awvaraca Nrdar .
2 |ABCDISTRIBUTION CENTER INC. $84,092.50 20.2
3 |BASIC TEES, LLC $131,281.65 36.55
4 |DAN & CRADSTREED INC. $246,715.65 78.5
5 |DAVID&MIMIS INC $211,193.76 67.67777
6 |ESPINOZA YARD LLC $295,231.23 £9.999999
7 |FLOYD INC. $147,635.76 38.75
8 |GRACE WARE LLC $224,816.89 75.6666606
9 |ITALIANO BISTRO FRANCHISE $109,443.01 25.25
10 [NGUYEN INSTITUTE $294,923.13 25.25
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2. Navigate to the Home tab.

View

Help

File Insert Page Layout Formulas Data Review
Eﬁ & Calibri oAl s | = =B 2 | [Einan e
@ -
Paste -~ B I U~ -~ &~ ﬁ - | === == Merge&Center >
Clipboard Font P Alignment

3. Locate the Styles group.

Review View Help 2 Tell me what you want to do |

@

EE: Wrap Text Currency - H:_I'_Idj % @

— Conditional Formatas Cell
¥ & Cent - - 0 &0 00
. =rge EnEer $ ;6 Y | To 30 Formatting~ Table~ Styles -

nment ] Number I Styles

4. Select the Conditional Formatting command to display a drop-down menu.

Review View Help 2 Tell me what you want to do

EE; Wrap Text Currency

— Conditional Format as  Cell
Merge & Center ~ > 5 = )
Lt = $ CIE i Formatting = | Table~ Styles -

tyles

nment ra Number

5. In the drop-down menu, select the Top/Bottom Rules option.

&1 B B

Caonditional Format as Cell
Formatting~ Table~ Styles -

B =] Highlight Cells Rules *

-

TH
Top/Bottom Rules

! @ Data Bars 4
] E Color Scales
i

! =
¢ H==H lcon Sets

-

]

E N
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6. From the Top/Bottom Rules submenu select the Top 10 Items... option.

E’T‘H
Top 10 ltems...

E’T“H g

Top 10 %..

ﬁ\l/ Bottom 10 ltems...
N

HYE Bottom 10 %..
-

EKT\_ Above Average...
.

E Below Average...

More Rules...

7. After selecting the Top 10 Items... option, Excel will display a dialog box. On the left side
of the box you can change the number of top items to highlight. Excel defaults to 10.

Top 10 ltems ? *

Format cells that rank in the TOP:

-

10 1| Bwith | Light Red Fill with Dark Red Text |«

Cancel

8. On the right-side of the pop-up window, select how you would like Excel to highlight the
cells that meet this rule.

Top 10 ltems 7 x

Format cells that rank in the TOP:

10 = with I[Light Red Fill with Dark Red Text |- IM
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Top 10%
The Top 10% option allows you to highlight the top 10% of a given range. You can also change
the percentage if, for example, you want Excel to highlight the top 25% ranking instead.

To use the Top 10% rule:

1. Select the range or column where you want to apply the rule.

A B C
Account Name Sales Amount Averaze Order
ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC
DAN & CRADSTREED INC.
DAVID&MIMIS INC
ESPINOZA YARD LLC
FLOYD INC.
GRACE WARE LLC
ITALIANO BISTRO FRANCHISE
10 INGUYEN INSTITUTE

W |~ oW WM =

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

fﬁ ij;v Calibri - AN === - (28 Wep Text
F'EftE P BT U- - d-A- | === = Merge & Center ~
Clipboard = Font I Alignment M
3. Locate the Styles group.
Review View Help 2 Tell me what you want to do ‘

EE; Wrap Text Currency - H:_r—IEH % w

— Conditional Formatas Cell
Merge & Center - -0 <5 2
Lt = $ % 9 %% 0 Formatting~ Table~ Styles~

nment Ma Mumber I Styles
k

4. Select the Conditional Formatting command to display a drop-down menu.

Review View Help £ Tell me what you want to do

EEJ Wrap Text Currency - H:_LIEH % @

= Conditional formatas Cell
Merge & Center - ~-0L 9 A .
. $ % oo Formatting ~ § Table ~ Styles -

nment ] MNumber ] Styles

LEADERSHIP BUILD

é_\
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In the drop-down menu, select the Top/Bottom Rules option.

- B B

Conditional Formatas Cell
Formatting = Table~ Styles~

E Highlight Cells Rules *

TH »
B Top/Bottom Rules

' ﬁ Data Bars 4
] @ Color Scales

i
! =
¢ H==H lcon Sets r

From the Top/Bottom Rules submenu select the Top 10%... option.

-

B Top 10 ltems...
B Top 10 %... I

deﬂ
Bottom 10 ltems...

Bxlfﬂ

Bottom 10 %...

pr Above Average.
= 98-

B Below Average...

More Rules...

After selecting the Top 10%... option, Excel will display a dialog box. On the left side of
the box you can change the percentage of cells that will be highlighted.

Top 10% ? >

Format cells that rank in the TOP:

I3°E~'l.|'4.rith Light Red Fill with Dark Red Text |«
Cancel

’- : -
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8. On the right-side of the pop-up window, select how you would like Excel to highlight the
cells that meet this rule.

Top 10% ? >

Format cells that rank in the TOP:

10 k2 %withIlLightRedFiIIwithDarkRedText Tll

Bottom 10 Items
The Bottom 10 Items option highlights the lowest 10 items in a given range or column. You
also have the option to change the number of items to be highlighted; it doesn’t have to be ten.

To use the Bottom 10 Items rule:

1. Select the range or column where you want to apply the rule.

A B C

(I Account Name Sales Amount Awarasa Ordar

2 |ABCDISTRIBUTION CENTER INC. $84,092.50

3 |BASIC TEES, LLC $131,281.65

4 |DAN & CRADSTREED INC. 5246,715.65

5 |DAVID&MIMIS INC 5211,193.76

6 |ESPINOZA YARD LLC $295,231.23 £9.999999
7 |FLOYD INC. $147,635.76 38.75
& |GRACE WARE LLC 5224,816.89 75.66b6066
9 |ITALIANO BISTRO FRANCHISE 5109,443.01

10 |INGUYEN INSTITUTE $294,923.13

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

ﬁ { ., ' — —
[] & Calibri -1 - A A === ¥~ 2wap Text g
(&~
Paste < BT U- - d-A- | === = Merge & Center -
Clipboard = Font I Alignment M

3. Locate the Styles group.
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Review View Help 2 Tell me what you want to do |

ab, Wrap Text Currency - H:_ﬂdj E% w

Conditional Formatas Cell
Formatting = Table = Styles~

&) Merge & Center - $ -% 9 %4

nment P MNumber P Styles

4. Select the Conditional Formatting command to display a drop-down menu.
Review View Help 2 Tell me what you want to do

EEJ Wrap Text Currency - Hﬂj %’ @

-~ Conditional formatas Cell
Merge & Center - -0 9 0. .
= . $ % e Formatting ~ § Table - Styles -~

nment [P Mumber s Styles
5. In the drop-down menu, select the Top/Bottom Rules option.

= B B

Conditional Formatas Cell
Farmatting = Table~ Styles -

B =] Highlight Cells Rules *

| B Top/Bottom Rules '
! ﬁ Data Bars 4
: E Color 5cales »
i

] H:::H Lo Cale 3

E“T\H
Top 10 ltems...

T
6. From the Top/I:"ottom Rules submenu select the Bottom Top 10 %..
10 Items... option.

|

7. After selecting the Bottom 10 Items... option, Excel will
display a dialog box. On the left side of the box you can
change the number of items Excel will highlight.

Exlxﬂ
Bottom 10 ltems...

delq
Bottom 10 %...

Bottom 10 ltems ? >
E Above Average...
Format cells that rank in the BOTTOM: -

0 B Iwith Light Red Fill with Dark Red Text |« Below Average...
Cancel More Rules...
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8. On the right-side of the pop-up window, select how you would like Excel to highlight the
cells that meet this rule.

Bottorn 10 ltems ? >

Format cells that rank in the BOTTOM:

10 | with I[Light Red Fill with Dark Red Text TI

Cancel

Bottom 10%
The Bottom 10% highlights the lowest 10% of a given range or column.

To use the Bottom 10% rule:

1. Select the range or column where you want to apply the rule.

A B C
Account Name Sales Amount Averaze Order
ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC
DAN & CRADSTREED INC.
DAVID&MIMIS INC
ESPINOZA YARD LLC
FLOYD INC.
GRACE WARE LLC
ITALIANO BISTRO FRANCHISE
10 INGUYEN INSTITUTE

W |~ u (s WM =

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help
fﬁ Eé- Calibri 11 A A === ¥~ 28 wap Text

F'aftE = B I U~ i~ O-A-| === =32 [ Merge& Center -
Clipboard Font P Alignment a

3. Locate the Styles group.
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Review View Help £ Tell me what you want to do l

EE: Wrap Text Currency - H:_I'_Idj H @

— Conditional Formatas Cell
Merge & Center ~ -9 <8 2
. =as =t $ % 9 o= Formatting~ Table~ Styles -

nment ] Number I Styles
=

Select the Conditional Formatting command to display a drop-down menu.

Review View Help 2 Tell me what you want to do

EEJ Wrap Text Currency v IEI:_LIEH % @

5] Conditional formatas Cell
Merge & Center - ~ 0L 9 &0 00 :
= ) $ %o o =0 Formatting ~ | Table ~  Styles ~

nment Fa Number P Styles

In the drop-down menu, select the Top/Bottom Rules option.

i B B

Conditional Formatas Cell
Formatting * Table~ Styles~

E <] Highlight Cells Rules *

| E Top/Bottom Rules "
! @ Data Bars »
] @ Color Scales 4

From the Top/Bottom Rules submenu select the Bottom 10%...

option. E Top 10 %..
After selecting the Bottom 10%... option, Excel will display a

B’T‘H
Top 10 ltems...

dialog box. On the left side of the box you can change the Bottom 10 [tems...

percentage of cells that will be highlighted.

Exlfﬂ
Bottom 10% ? b4 Bottom 10 %...

Format cells that rank in the BOTTOM:

B’T‘H
— Above Average...
10 =| B5. with | Light Red Fill with Dark Red Text |«

Ewlfﬂ
Below Average...

More Rules...
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8. On the right-side of the pop-up window, select how you would like Excel to highlight the
cells that meet this rule.

Bottom 10% ? >

Format cells that rank in the BOTTOM:

10 | % with lLight Red Fill with Dark Red Text ||

Cancel

Above Average
The Above Average rule allows you to highlight any cells that are above the average from a
given range or column.

To use the Above Average rule:

1. Select the range or column where you want to apply the rule.

A B C

Il Account Name Sales Amount Averaze Order
2 |ABC DISTRIBUTION CENTER INC.

3 |BASIC TEES, LLC 5131,281.65

4 |DAN & CRADSTREED INC. 5246,715.65

5 |DAVID&MIMIS INC 5211,193.76

6 |ESPINOZA YARD LLC 5295,231.23

7 |FLOYD INC. 5147,635.76

8 |GRACE WARE LLC 5224,816.89

9 |ITALIANO BISTRO FRANCHISE 5109,443.01

10 [NGUYEN INSTITUTE 5294,923.13

2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

Eﬁ & Calibri 11 - AT AT 2+ 35 Wrap Text
@ -
Paste ” B I U - R N

-

= 3= Merge & Center -

Clipboard Font a Alignment Ta

3. Locate the Styles group.

1l
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Review View Help
EE’ Wrap Text Currency -
=] Merge & Center ~ ¢ -9% 9 %%
nment F Mumber I

£ Tell me what you want to do l

B B

Conditional Formatas Cell
Formatting~ Table~ Styles -
Styles

Select the Conditional Formatting command to display a drop-down menu.

Review View Help

ab, Wrap Text

nment

Currency -

Merge & Center - $ ~% 9 | % 38

Fa Number P

2 Tell me what you want to do

= |z B

Conditional format as  Cell
Formatting ~ § Table =  Styles -
Styles

In the drop-down menu, select the Top/Bottom Rules option.

i B B

Conditional Formatas Cell
Formatting * Table~ Styles~

E <] Highlight Cells Rules *

| E Top/Bottom Rules "
! @ Data Bars »
] @ Color Scales 4

From the Top/Bottom Rules submenu select the Above

Average... option.

Select the color(s) you want Excel use to highlight the cells that

meet your rule.

Format cells that are ABOVE AVERAGE:

Above Average ?

H’T‘H
Top 10 Items...

H’T‘H
Top 10 %...

Hxlﬂ
Bottom 10 %...

E«LH
Bottom 10 ltems...

LUK

LEADERSHIP BUILD

| E Above Average..

x E Below Average...

More Rules...

for the selected range with ﬂélight Red Fill with Dark Red Text TI

Cancel
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Below Average

The Below Average rule allows you to highlight any cells that are below average in a given

range.

To use the Below Average rule:

1. Select the range or column where you want to apply the rule.

A B

Account Name
ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC

DAN & CRADSTREED INC.
DAVID&MIMIS INC

ESPINOZA YARD LLC

FLOYD INC.

GRACE WARE LLC

ITALIANO BISTRO FRANCHISE

10 |NGUYEN INSTITUTE

W |~ W[ WM =

2. Navigate to the Home tab.

Sales Amount Average Order

C

File @ Insert Page Layout Formulas Data Review View Help

fﬁgb Calibri Jio-la
E -
Paste

N g By I U~ | - M. ﬁ =
Clipboard = Font I

3. Locate the Styles group.

Review View Help
ab, Wrap Text Currency -
=] Merge & Center ~ $ -% 9 048
nment ] Mumber Ia

- EE: Wrap Text

£= 3= Merge & Center -

Alignment M

2 Tell me what you want to do ‘

& B B

Conditional Formatas Cell
Formatting~ Table~ Styles~
Styles

4. Select the Conditional Formatting command to display a drop-down menu.

Review View Help
EE’ Wrap Text Currency -
Merge & Center - $ - % ] <—ﬂ§: gg
nment F MNumber M

£ Tell me what you want to do

= |z B

Conditional formatas Cell
Formatting ~ § Table ~ Styles -
Styles

46

LEADERSHIP BUILD



E N

LEADERSHIP BUILD

5. In the drop-down menu, select the Top/Bottom Rules option.

] B B

Canditional Format as Cell
Formatting= Table~ Styles~

B =] Highlight Cells Rules *

TH »
Top/Bottom Rules

! @ Data Bars 4
] @ Color Scales 4

6. From the Top/Bottom Rules submenu select the Below Average... option.

E¢ Top 10 ltems...
:
E Top 10 %...
E\H:l
Bottom 10 ltems...

Exlﬂ
Bottom 10 %...

E Above Average...

E Below Average...

More Rules...

7. Select the color(s) you want Excel use to highlight the cells that meet your rule.

Below Average ? >

Format cells that are BELOW AVERAGE:

for the selected range with I!i_._:l_ght Red Fill with Dark Red Text ? IN

Cancel




Data Bars

Data Bars allow you to insert colored bars inside your cells to represent a number. The larger
the number the longer the bar. The smaller the number, the shorter the bar. The length of the
bars are represented in relation to the range that you select. The Data Bars option is an easy
way to add a visual representation to your data without needing to use charts or graphs.

To use Data Bars:

1. Select the range or columns where you want to apply the data bars.

A
Account Name
ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC
DAN & CRADSTREED INC.
DAVID&MIMIS INC
ESPINOZA YARD LLC
FLOYD INC.
GRACE WARE LLC
ITALIANO BISTRO FRANCHISE
NGUYEN INSTITUTE

W 0~ 3wk W N

—_
=]

2. Navigate to the Home tab.

B C

Sales Amount Averaee Order

File @ Insert Page Layout Formulas Data

IﬁD 5;, Calibri -1
Pafte E Bl 7 u-|-
Clipboard = Font
3. Locate the Styles group.
Review  View Help 2 Tell
EE; Wrap Text Currency
Merge & Center - $ -9% 9
nment [ Number

Review View
- A A == = A~ EE:WrapTﬂrt
d"'ﬁ" = = = | &= a= MergEB-'.Center -
I Alignment

me what you want to do

- HH %ﬁv

Conditional Format as
Formatting = Table -

I Styles

>

Cell
Styles -

4. Select the Conditional Formatting command to display a drop-down menu.

Help

T
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Review View Help £ Tell me what you want to do

EE: Wrap Text Currency - H:_I'_Idj % @

Conditional formatas Cell
Formatting ~ § Table~  Styles -

=] Merge & Center ~ ¢ -% 9 548

nment ] Number a Styles

5. In the drop-down menu, select the Data Bars option.

) B

Canditional Formatas Cell
Formatting = Table~ Styles -

H Highlight Cells Rules *

I B Top/Bottom Rules "
! @ Data Bars »
] @ Color Scales *

6. The Data Bars option will display a gallery of bar types that you can choose one. Select
the color scheme of your choice.

Gradient Fill

;
;

Solid Fil

il
ol

More Rules...

If you properly added the Data Bars you'll see these applied to the data in your table.

- N
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Account Name

ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC

DAMN & CRADSTREED INC.
DAVID&MIMIS INC

ESPINOZA YARD LLC

FLOYD INC.

GRACE WARE LLC

ITALIANO BISTRO FRANCHISE

LU= T« =T o ) T BN S F W R o B

Color Scales

$84,092.50
$131,281.65
$246,715.65
$211,193.76
$295,231.23
$147,635.76
$224,816.89
$109,443.01

=
o
]

Sales Amount Average Order

20.2%
36.6%
78.5%
67.7%
90.0%
38.8%
75.7%
25.3%

Color Scales is a function in Excel that allows you to apply a color gradient to a range of cells.
Basically, Excel will highglight each cell with one of three colors, representing where that cell falls
in comparison to the other cells. You can almost think of it as one color represents the bottom
third, another color represents the middle third and another color represents the top third. Excel
allows you to choose the color combinations.

To use Color Scales:

1. Select the range or columns where you want to apply the data bars.

A

Account Name

BASIC TEES, LLC

DAN & CRADSTREED INC.
DAVIDE&MIMIS INC
ESPINOZA YARD LLC

FLOYD INC.

GRACE WARE LLC

ITALIANO BISTRO FRANCHISE
NGUYEN INSTITUTE

[T o= T o TR O B O - SO PR N R

'y
=)

2. Navigate to the Home tab.

ABC DISTRIBUTION CENTER INC.

Sales Amount Averaege Order

C

File @ Insert Page Layout Formulas Data Review View Help

- AT AT

s ,
|:| ‘E'I:" Calibri -1

Paste E ' B I U - -

Clipboard Font

LI

A -

]

’b‘}"* EE.-WrapTﬂrt
€= 3= Merge&l:enter -
Alignment T

M-
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3. Locate the Styles group.

Review View Help O Tell me what you want to do |
ab, Wrap Text Currency - Hﬂj % w
Merge & Center - $ -9 %g _eg Conditional Formatas Cell

; Formatting~ Table~ Styles~

nment I Mumber I Styles

4. Select the Conditional Formatting command to display a drop-down menu.
Review View Help 2 Tell me what you want to do

= |z B

Conditional format as  Cell
Formatting ~ § Table =  Styles -

ab, Wrap Text Currency

B Merge & Center ~ | $ - 9% 9

nment Fa Number

Sfyles
5. In the drop-down menu, select the Color Scales option.

&) B B

Caonditional Formatas Cell
Formatting = Table~ Styles-

B =] Highlight Cells Rules *

1TH »
Top/Bottom Rules |

i I
! @ Data Bars *
| @ Color Scales »

6. The Color Scales option will display a gallery with diffent type of colors that you can use
to reperesent a scale. Select the color schehme of your choice from this drop-down menu.

i i

i [

i
i K

More Rules...
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Once you select the Color Scales your cells will be highlighted in color based on a predetermined
scale that Excel applied.

A B C
Account Name Sales Amount Average Order

1
2 ABCDISTRIBUTION CENTER INC. $84,092.50 20.2%
3 |BASICTEES, LLC $131,281.65 36.6%
4 |DAN & CRADSTREED INC. $246,715.65 78.5%
5 DAVIDE&MIMIS INC $211,193.76 67.7%
6 ESPINOZA YARD LLC $295,231.23 90.0%
7 |FLOYD INC. $147,635.76 38.8%
8 | GRACE WARE LLC $224,816.89 75.7%
9 | ITALIANO BISTRO FRANCHISE $109,443.01 25.3%

Icon Sets

Icon Sets works more or less the same way as the Color Scales, but instead of using colors to
highlight cells that represent certain milestones, this option uses icons. For example, instead of
highlighting the bottom third with a red color, you can choose to include a down arrow instead.

To use lcon Sets:

1. Select the range or columns where you want to apply the data bars.

A B C

Account Name Sales Amount Averaeze Order
ABC DISTRIBUTION CENTER INC.
BASIC TEES, LLC

DAN & CRADSTREED INC.
DAVIDE&MIMIS INC

ESPINOZA YARD LLC

FLOYD INC.

GRACE WARE LLC

ITALIANO BISTRO FRANCHISE
NGUYEN INSTITUTE

W00 ~N L=

-
(o]

2. Navigate to the Home tab.
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File Insert Page Layout Formulas Data Review View Help
ﬁ E\"‘; | Calibri -1 AN === 9 (28 Wep Text
Pafte x-l_—_glv - EEE AR R d"'ﬁ" = = = &= 2= [&3 Merge & Center ~
Clipboard = Font I Alignment T
3. Locate the Styles group.
Review View Help 2 Tell me what you want to do |

3

EE: Wrap Text Currency v IEI:_LIEH Eﬁ w

= Conditional Formatas Cell
Merge & Center - -9 <5 2
= Lt = $ % 9 % a0 Formatting~ Table~ Styles~

nment r Mumber I Styles

4. Select the Conditional Formatting command to display a drop-down menu.
Review View Help £ Tell me what you want to do

= |8z B

Conditional formatas Cell
Formatting ~ § Table~  Styles -

EE; Wrap Text Currency

5| Merge & Center - $ -9% 9

nment Fa MNumber

51':1.rles
5. In the drop-down menu, select the Icon Sets option.

) B B

Caonditional Formatas Cell
Formatting= Table= Styles~

E Highlight Cells Rules *

TH »
Top/Bottom Rules |

i I

! @ Data Bars *

: @ Color Scales
Hi—=H lcon Sets

-

-




6. The lcon Sets option will display a gallery of icons that you can choose to be displayed
directly in the cells that you selected. Choose the icons that best fit your need.

Once you select the Icon Sets, Excel will display the icons directly on the cells that represent the

Directional

oY X

F Yh 4 AIAOY
RIATXY AFIDAV
ERN

Shapes

000 ofeo] ]
L@ 000
[ JOIOX |

Indicators

Q0O vIiX
g

Ratings

A (A all] off] ol ol
Q@O il alll ull uill il

LT

Mare Rules...

scale selected.

1
2
3
4
5
6
7
8
9

A

Account Name Sales Amount Average Order

|ABCDISTRIBUTION CENTER INC.
|BASIC TEES, LLC

|DAN & CRADSTREED INC.

| DAVID&MIMIS INC

|ESPINOZA YARD LLC

|FLOYD INC.

GRACE WARE LLC

ITALIANO BISTRO FRANCHISE

B

$84,092.50 b
$131,281.65 b
$246,715.65 &
$211,193.76 &
$295,231.23 #h
$147,635.76 b
$224,816.89 &
$109,443.01 b

20.2%
36.6%
78.5%
67.7%
90.0%
38.8%
75.7%
25.3%
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New Rules & More Rules

The Conditional Formatting function allows you to create your own rules and higlight (or color
or use icons) the cells with the conditions you specify. If you understand how the rules work, you
can use the New Rules option in the Conditional Formatting drop-down menu to create a rule.

Excel makes it easy to start this process by allowing you to select a rule type (which is essentially
the rules we described in the Highlight Cell Rules section of this booklet).

At the bottom of the window, you can edit the Rule description and format the cells in any of
the ways we just described. For example, you can create a rule for those amounts that are above
average and change the Format Style to data bars.

Whenever you use any of the options for Conditional Formatting, such as Data Bars or
Top/Bottom 10, there is an option at the bottom of the dropdown-menu that allows you to see
More Rules. The More Rules option works just like the Create Rules option, but the More Rules
option defaults to the type of rule that you selected. Therefore, if | choose to use Icon Sets and
select More Rules, | will be prompted to choose my conditions for the Icon Sets.

MWew Formatting Rule 7 X

Select a Rule Type:

| = Format all cells based on their values |

= Format only cells that contain

= Format only top or bottom ranked values

= Farmat only values that are above or below average
= Format only unique or duplicate values

= Llse a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Farmat Style: | 2 Color Scale w

minimum Maximum
Type: Lowest Value e Highest Value e
Value: |[Lowest value] + Highest value] +
Color: N - v

Preview: -

Cancel

How to Clear Rules
If you created any rules by using any of the Conditional Formatting options, you have the
option to remove the rule if you no longer want to use it.
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To remove your Conditional Formatting rule(s):

1. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

ﬁ Ljvb Calibri 1 A AT
E -
Paste
N g By I U~ | - . ﬁ =
Clipboard = Font I

2. Locate the Styles group.

Review View Help
EE; Wrap Text Currency -
MergE&Center - $ - % o %S _ES
nment T Mumber s

B~ EE: Wrap Text

Merge & Center -

== =

Alignment T

2 Tell me what you want to do [

& Bz

Conditional Formatas Cell
Formatting~ Table~ Styles~
Styles

3. Select the Conditional Formatting command to display a drop-down menu.

Review View Help 2 Tell me what you want to do
EEA Wrap Text Currency - H:_r—ldj % w
M & Center ~ . O &0 00 Conditional formatas Cell
= e = $ % 9 | %6 2 Formatting = | Table = Styles -
nment I Mumber T Styles

In the drop-down menu, select the Clear Rules option.
5. Once you select the Clear Rules option, you will notice a

EE' Highlight Cells Rules *

submenu where you get to decide if you want to remove rules

from selected cells, a table or the entire spreadsheet. Select

one of these options.

Clear Rules from Selected Cells

Clear Rules from Entire Sheet

-

B Top/Bottom Rules

-

] @ Color Scales

! =
¢ Hi=H lcon Sets r

1HEH MewRule..

' ﬁ Data Bars 4

Iﬂ}' Clear Rules 3
{HH Manage Rules...

Bt

o
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How to Manage Rules

Excel also gives you the option to edit rules you created with Conditional Formatting. This
process is simple because you'll be able to edit certain aspects of your rules (such as the range,
the style, etc.).

To edit or manage your Conditional Formatting rules:

1. Select the area where you have created or applied rules for Conditional Formatting.
2. Navigate to the Home tab.

File @ Insert Page Layout Formulas Data Review View Help

~ D
(] & Calibri o T F7-  28 Wrap Text :

=
}‘:
1l
1l

Il

= 3= Merge & Center -

P“tEEE B I U- R

-

Clipboard Font a Alignment Ta
3. Locate the Styles group.

Review View Help 2 Tell me what you want to do

ab, Wrap Text Currency - IEI:_LIEH @ w

= Conditional Formatas Cell
Merge & Center ~ -0 <5 98
. et = $ % 9 e e Formatting~ Table~ Styles -

nment Fa Mumber Il Styles
| -

4. Select the Conditional Formatting command to display a drop-down menu.
Review View Help 2 Tell me what you want to do

EEJ Wrap Text Currency - IEI:_I'_IE|5| % w

] Conditional formatas Cell
Merge & Center - -0 e .
. . $ % ae e Formatting =~ § Table - Styles -

nment a Mumber P Styles

5. In the drop-down menu, select the Manage Rules... option.
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mlj-

E Highlight Cells Rules *

-

TH
Top/Bottom Rules

ﬁ Data Bars *
: @ Color Scales »

I

: lcon Sets *
THEH NewRule...

:E:pr' Clear Rules 3

I E Manage Rules... '

6. Once you select the Manage Rules... option, you will have the ability to change the rule
by clicking on the Edit Rule button in the top section.

Conditional Formatting Rules Manager ? *
Show formatting rules for: |=Cumrnt Calection D
ﬁmm Rule... Edrt Rule... | < Delete Rule D .
Rule [applied in order shown)  Format Applies to Stop If True
Cell Value > 1 AaBbCcYyZz |=5c52:5c515 EI L]
Ican Set (I | =5C52:5C515
oK | | Close | | Apply



Data Validation

Many times, spreadsheets are shared within an organization, department or coworkers and with
so many hands using one spreadsheet, things can go wrong. This is particularly true when
spreadsheets are heavily used for data entry. When many people enter data onto spreadsheets,
there could be a lot of misspellings and errors. To control the input from users, you can use the
Data Validation function. The Data Validation function allows you to use drop-down lists or to
limit the type of data used for entry. This helps keep the spreadsheet clean and improves the data
integrity of the users.

Things to Consider When Using Data Validation

Before you set up a criterion for your Data Validation, decide what type of validation you want.
Can users type any number? Should entries be restricted to certain digits or characters? Should
entries be restricted to certain choices? Do you want to exclusively provide the entries for users
instead of relying on their typing?

These questions will help you better set up the Data Validation feature in Excel.

How to Restrict Entries in Cells
After you made your decision on how you want to use Data Validation, it is time to restrict the
type of entries available to people who use your spreadsheet.

To restrict the type of entries in your cells and set up Data Validation:

1. Select the cell(s) or column(s) where you want to include a drop-down menu to validate

the data.
fil B

1 - -
2 |Dominguez Barbara

3 |Anthony Rob

4 |Williams Debon

5 |Hernandez Harold

6 |Ochoa Jose

7 |Houston Steven

8 |Stevenson Raymond

9 |Guill Sarah

10 [Quintero Jesus

2. Navigate to the Data tab.
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Home Insert Page Layout Formulas Review View

[b|§| From Text/CSV [%) Recent Sources r [ Queries & Connections
|
[a From Web [h Existing Connections ~
Refresh
B2 From Table/Range All =
Get & Transform Data Queries & Connections

Locate the Data Tools group.

\/ ¥ GEE X| B B3

Filter ] Text to o N What-If Forecast
Eﬁkdvanced Columns c@ ~ rﬁ“ Analysis~  Sheet

Sort & Filter Data Tools Forecast

4. Select the Data Validation command.

"Qf =" Flash Fill Bs=Cons
— B:f Remove Duplicates =5 Relat

Text to E Data Valiaation .' @ Mane

Columns
S{ Data Validation...

[ Circle Invalid Data

= Clear Validation Circles

5. Selecting Data Validation will display a window. Select the type of validation you want to
allow in the cells that you selected and make additional changes to your settings in this

window.

Crata Validation 7 >

Input Message  Error Alert

‘alidation criteria

Allow: I
Any value « | I 1gnore blank
Any value

Whaole number
Decimal

Time
Text length
Custom

Apply these changes to all other cells with the same settings

Clear All Cancel
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You can decide to only allow users to input whole numbers, dates, or restrict the number of
characters they can enter by choosing the Text length option. The most popular type of Data
Validation is the List which we will explore further in the next section.

How to Use A Manual List for Data Validation

The Data Validation function is easy to set up and will help control the data integrity of your
spreadsheet. In this section you'll learn how to create a drop-down menu inside the cells that
allows users to pick the entry allowed in that cell while prohibiting the user from typing any other
data.

To set up a list for your Data Validation:

1. Select the cell(s) or column(s) where you want to include a drop-down menu to validate

the data.
A B
i Customer Last Name B customer First Name B Account 1D B Membership Tvpe E2
2 |Dominguez Barbara
3 |Anthony Rob
4 |Williams Debon
5 |Hernandez Harold
6 |Ochoa Jose
7 |Houston Steven
8 |Stevenson Raymond
9 |Guill Sarah
10 |Quintero Jesus

2. Navigate to the Data tab.

Home Insert Page Layout Formulas Review View

[BEFrDm Text/CSY [%Recent Sources r T Queries & Connections
™
[.E. From Web [h Existing Connections —
Refresh
E From Table/Range All -
Get & Transform Data Queries & Connections

3. Locate the Data Tools group.

T2 SZCleas I:aﬂ:ﬁgal@ﬁ

= Flash Fill Es=Cons .
. = What-If Forecast
Bsf Remove Duplicates =5 Relat Analysis = Sheet

Text t e :
extto E Data Validation Iv [@: Man
Columns Forecast

Fi

4. Select the Data Validation command.
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5. Selecting Data Validation will display a window. In the Allow area of the Settings section,
change the option to List which will change the cells’ restriction from any input to values
only available in a list that you provide.

Data Validation ? >

Input Message  Error Alert

‘Validation criteria

Any value e lgnore blank

Any value
Whaole number

[ S—

Time
Text length
Custom

Apply these changes to all other cells with the same settings

Clear All Cancel

6. After selecting List as your option, type the available entries for these cells by separating
them by a comma in the Source section of the window. To allow a drop-down menu in the
cells, make sure to check the box that says In-cell dropdown.

Diata Validation ? >

Settings  Input Message  Error Alert

Yalidation criteria

Allow:

List i lgnore blank
Data: -cell dropdown
between w

Source:
[Gl:uldr Silver, Bronze

e J

Apply these changes to all other cells with the same settings

Clear All Cancel

7. Click the OK button when finished.

You will know that you followed these steps correctly if your cells now include a drop-down menu
with the options you manually typed as a list.
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A B C D |
1
2 |Dominguez Barbara
3 |Anthony Rob 42897 Ho
4 |Williams Debon 1575 -
5 Hernandez Harold 87321 Gold
6 |Ochoa Jose 2582 g'r'ﬁf{ze
7 |Houston Steven 29520 Lo
B |Stevenson Raymond 86884 AB

How to Use A Table or List for Data Validation

If you have a long list you would like to include as a drop-down menu in a cell or your list is
constantly changing or growing, then you may want to use a table as a source instead of manually
typing your list.

To use a table or list for Data Validation:
1. Create or locate a table that you have available in your workbook.

A B
January
February
March
April
May
June
July
August

- RS T U SR

2. Select the cell(s) or column(s) where you want to include a drop-down menu to validate
the data.

-

2 |Dominguez Barbara

3 |Anthony Rob

4 |Williams Debon

5 |Hernandez Harold

6 |Ochoa lose

7 |Houston Steven

8 |Stevenson Raymond
9 |Guill Sarah

10 |Quintero Jesus

3. Navigate to the Data tab.
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Home Insert Page Layout Formulas Review View
[EFru:um Text/CSV [%)Recent Sources r [ Queries & Connections
e
[a From Web [h Existing Connections ~
Refresh
B2 From Table/Range All =
Get & Transform Data Queries & Connections

4. Locate the Data Tools group.

¥ GEE X| B B3

&
Eg

Filter ] Text to o N What-If Forecast
& Advanced Columns =8 7 (5 Analysis~  Sheet
Sort & Filter Data Tools Forecast
-

5. Select the Data Validation command.

’-Qﬂ =" Flash Fill Hs=Cons
= B:f Remove Duplicates =£ Relat

Text to E Data Validation Iv [ Man
Columns

6. Selecting Data Validation will display a window. In the Allow area of the Settings section,
change the option to List which will change the cells’ restriction from any input to values
only available in a list that you provide.

Drata Validation ? >

Input Message  Error Alert

Yalidation criteria

Any value o lgnore blank

Any value
Whaole number

[ —

Time
Text length
Custom

Apply these changes to all other cells with the same settings

Clear All Cancel

7. After selecting List as your option make sure that the In-cell dropdown box is checked.
Click in the Source section of the window.
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Diata Validation ? >

settings  Input Message  Error Alert

Validation criteria

Allow:

List «  [<]lgnore blank
Data: n-cell dropdown
between o

Source;

| * |

Apply these changes to all other cells with the same settings

Clear All Cancel

8. After clicking on the Source section of the window, select the list you created (from Step

1}iJanuary | Data Validation 7 X
I
28 IFebruary 1
3l IMarch i settings  Input Message  Error Alert
af jApril | validation criteria
) May : Allows
6l llune : v Ignnre blank
7] uly : In-call dropdown
s I
8] jAugust : between w
9 SEptETT'IbEF: '50|_|rce1l -
i | 5
1@ 10ctober : ['able'!5A51:5A512—'Remurce Table'!SA51:5A512 | * |
Movember :
13 IDecember |
13 ) ) p -
g Apply these changes to all other cells with the same settings
14_
15_ Clear All Cancel
16
9. Click the OK button when you are finished.
b
January A
You will know that you followed these steps correctly if your cells now | Ef:éf“’
include a drop-down menu that align with the table that you selected. | April
1 May
J June
July
1August -
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How to Change the Input Message When Entering Data

Excel gives you the option to provide an Input Message, which is more like a Help window for
the users entering data in cells where you use Data Validation. The Input Message may appear
any time that someone clicks on a cell that has the Data Validation enabled. For example, we
can include an Input Message as a quick explanation of what someone should enter in this cell.

To change the Input Message for your Data Validation cells:

1.

2.

3.

4.

Select the cell(s) or column(s) where you want to include an Input Message.

TR LDl ISLe = A FILCUT
2 |Dominguez Barbara

3 |Anthony Rob

4 |Williams Debon

5 |Hernandez Harold

6 |Ochoa Jose

7 |Houston Steven

8 |Stevenson Raymond

9 |Guill Sarah

10| Quintero lesus

Navigate to the Data tab.

Home Insert Page Layout Formulas Review View

[E'E From Text/CSV [%;. Recent Sources
[.E. From Web

% From Table/Range

[h Existing Connections

Get & Transform Data

Locate the Data Tools group.

=g d &=
N/ GH o

[2

E Cueries & Connections

Refresh

All -

T

Cueries & Connections

822

What-If Faorecast

Filter Text to
Eﬁkdvanced Columns & 7 Analysis~  Sheet
Sort & Filter Data Taols Forecast
Select the Data Validation command.
’% = Flash Fill B*=Cons

Text to

E Data Validation Iv
Columns

F

B:E Remove Duplicates =< Relati

Mane
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5. Selecting Data Validation will display a window. By default, you will view the Settings E

section. Make sure that you click on the Input Message section instead.

Data Validation ? >

Settingsl Input Message IErrnrAIvart

Validation criteria

Allow:

6. After selecting the Input Message section, make sure that the Show input message when
cell is selected box is checked. Add a title for your message and include the message in

the boxes available.

Data Validation ? >

Settings  Input Message  Error Alert
hnw input message when cell is selected

When cell is selected, show this input message:
Et[e:

Enter month

Ilnput message:

Select the month from the available choices in this menu,

Clear All Cancel

7. Click the OK button when finished.

You'll know that you followed these steps correctly because your

message will appear anytime someone clicks on any of the cells with

Data Validation.

Enter month

Select the month |
from the availablet

choices in this
MEenu.

How to Customize the Error Alert in a Data Validation List

Another thing you can customize when using Data Validation is the error message that users
receive when they type something that is not included in your Data Validation list.

To customize the Error Alert of your Data Validation list:
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1.

Select the cell(s) or column(s) where you want to include your Error Alert.

TR L Lot Pt e - R
2 |Dominguez Barbara
3 |Anthony Rob

4 |Williams Debon
5 |Hernandez Harold
6 |Ochoa Jose

7 |Houston Steven
8 |Stevenson Raymond
9 |Guill Sarah
10 |Quintero Jesus

Navigate to the Data tab.

Home Insert Page Layout Formulas Review View
[EFru:um Text/CSV [{%Recent Sources r T Queries & Connections
r-:.u
[% From Web [h Existing Connections —
Refresh
E From Table/Range All -
Get & Transform Data Queries & Connections

Locate the Data Tools group.

Voo, | | B E

Filter Text to What-If Forecast

o 7
Eﬁkdvanced Columns ci& 7 ﬁ[l Analysis = Sheet
Sort & Filter Data Tools Forecast

Select the Data Validation command.

N LE‘ Flash Fill E*D Cons

El=

Text to
Columns

B8 Remove Duplicates =g Relat
E Data Validation lv ﬁ Man

¥

Selecting Data Validation will display a window. By default, you will view the Settings

section. Make sure that you click on the Error Alert section instead.

Data Validation ? >

settings  Input Message§  Error Alert

Validation criteria

Allow:

68

LEADERSHIP BUILD



LEADERSHIP BUILD

6. After selecting the Error Alert section, make sure that the Show error alert after invalid data
is entered box is checked. Afterwards, select the style of the error icon, include a title and
write your error message in the spaces provided.

Data Validation ? >

Settings  Input Message  Error Alert

N\

[Bhow errar alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop “ |You made a mistake

Error message:

That entry is not valid, Please
— choose the correct entry from
the lsit provided.

Clear All Cancel

7. Click the OK button when finished.

You'll know that you followed these steps correctly if your error message displays when entering
an invalid value in the cells you selected.

You made a mistake >

e That entry is not valid. Please choose the correct entry from the Isit provided.

Cancel Help

The Circle Invalid Data Option

If you use a Data Validation list, Excel will not allow anyone to type any entries that are not
included in your list. However, if there were already entries in those cells before you enabled
your Data Validation list, Excel will not remove those entries that were in those cells prior to
your Data Validation setup. Yet, Excel does have an option where you can easily identify which
cells include invalid entries. This option is called the Circle Invalid Data option.

1. Navigate to the Data tab.
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Home Insert Page Layout Formulas Review View

r Eﬂueries&(:nnnectinns

[b|§| From Text/CSV [(%;. Recent Sources
[% From Web

B2 From Table/Range

[h Existing Connections

et & Transform Data

Locate the Data Tools group.

N% =F & &=
N - GH 5 =

. =
Filter Text to o N
Eﬁkdvanced Columns c& ~ (F

Sort & Filter Data Tools

|
4

Refresh
All -

Cueries & Connections

B B

What-If Forecast
Analysis~  Sheet

Forecast

Select the Data Validation command and choose the Circle Invalid Data option from

the drop-down menu.

"Qf [=! Flash Fill HB+=Cons
— Bsf Remove Duplicates =5 Relat
Text to =2 Data Validation ~ [ Mana

Columns

= Data Validation...

= Circle Invalid Data

You'll know that you followed the steps correctly because any invalid inputs will be automatically
circled in red.

{asdfs

Clear Validation Circles

If you added the circles for invalid data, Excel gives you the option

to remove those circles.

To remove the validation circles:

1.

Navigate to the Data tab.

E*D Cons
B-dRemove Duplicates =3 Relat
%‘/@Data Validation ~ ﬁ‘\ Man

7y [Z'Flash Fill

El=

Text to
Columns
=/ Data Validation...

> Cirde Invalid Data
I’_T Clear Validation Circles I
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Home Insert Page Layout Formulas Review View

[EFru:um Text/CSV [%Recent Sources Irb, [ Queries & Connections
|
[% From Web [h Existing Connections ~
Refresh
B2 From Table/Range All =
Get & Transform Data Queries & Connections

2. Locate the Data Tools group.

N/ cH g T B EZ

. = :
Filter Text to o What-If Forecast
Eﬁkdvanced Columns & 7 Analysis~ Sheet
Sort & Filter Data Tools Forecast

3. Select the Data Validation command and choose the Clear Validation Circles option
from the drop-down menu.

’% t=' Flash Fill H+=Cons

B+f Remove Duplicates =5 Relati

Textto | e i

Columns =2 Data Validation Manz

%‘\’ Data Validation...

You'll know that you followed these steps correctly if your validation circles disappear.

Protecting Your Sheet or Workbook

Microsoft understand that many organizations want to ensure that their data is safe especially
when it is shared across staff, departments or customers. Microsoft easily allows its users to
password-protect the data. In this section we will cover a few ways that you can protect your
sheet and workbook.

How to Password-Protect Your Workbook

More and more companies are taking extra measures to make sure that their data doesn't fall
into the wrong hands. Even if your spreadsheet will be shared with a client, it is best to
password-protect your workbook, especially if you're sending the file via email. Basically, if you
protect the workbook, you protect the file.

To password-protect your workbook:
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1. Navigate to the Review tab

Home Insert Page Layout Formulas Data @ Wiew
[D'EFru:um Text,/C5Y [(%:.Recent Sources |_ E[}ueries&:Cnnnectiuns
|
[%Fru:um Web [h Existing Connections —
Refresh

B4 From Table/Range
Get & Transform Data

2. Locate the Protect group.

All=

J &2 By BY B

Mates Protect Protect Allow Edit
- Sheet Workbook Ranges
Motes Protect

3. Select the Protect Workbook command.

L/ | B} BB |B? [EF

Mates Protecty Protect Rllow Edit
= Sheet fWorkbook | Ranges
Motes Protect

Queries & Connections

£

Hide
Ink

Ink

Ve

Hide
Ink

Ink

4. After selecting Protect Workbook, a small window will appear, asking you enter a

password. Type the password of your choice.

Protect Structure and Windows ? >

Password [optional):

|

Protect workbook for
Structure

Windows

Cancel

5. Select the OK button.

6. After pressing the OK button, a second
window will appear, asking you to re-enter
the password. Re-enter your password and
press OK.

Please note that there is no way to recover this
password. If you forget this password, you will not be
able to open this file any more. You'll know that you

Confirm Password ? .

Beenter password to proceed,

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are

case-sensitive.)

Cancel
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followed these steps correctly because any time that someone opens this file, Excel will ask for the
password.

How to Remove the Password-Protection of Your Workbook
If you no longer want the workbook to be password-protected, you can easily remove it. However,
you will need the original password you used to protect the workbook.

To remove the password-protection of your workbook:

1. Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View

[EFru:um Text/CSV [(%:.Recent Sources r [ Queries & Connections
|
[%Frl:um Web [h Existing Connections —
Refresh
B4 From Table/Range All=
Get & Transform Data Cueries & Connections

2. Locate the Protect group.

JIE B B B |&

Mates Frotect Protect Allow Edit Hide
- Sheet Workbook Ranges Ink
Motes Protect Ink

3. Select the Protect Workbook command.

J BB B &

Mates Protecty FProtect Rllow Edit Hide
- Sheet fWorkbook § Ranges Ink

Motes Frotect Ink

4. After unselecting Protect Workbook, a small window will appear asking you for your
password. Enter the password and select the OK button.

Unprotect Workbook ? >

Password: Il[l m

You'll know that you followed these steps correctly if (1) you don’t see the Protect Workbook
command selected and (2) if Excel no longer asks you a password when you open this file.
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Protecting Your Sheet So That No One Can Make Edits

We just covered how to protect the contents of an entire workbook. In addition to password-
protecting the entire file, Excel also gives you the option to block a spreadsheet so that no one
can edit. This feature is useful when you have multiple spreadsheets, but you want others to have
access to some sheets but not others. The following steps will show you a quick way to set this

up.

Make sure that you are working on the spreadsheet you want to protect.
Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View

[D'EFru:um Text/CSY [(%:.Recent Sources |_ T Queries & Connections
|
[%Fru:um Web [h Existing Connections —
Refresh
B4 From Table/Range All=
Get & Transform Data Cueries & Connections

Locate the Protect group.

JIE B & B |

Mates Protect Protect Allow Edit Hide
- Sheet Workbook Ranges Ink
Motes Protect Ink

Select the Protect Sheet command.

Lo B B B &

[
1]

Mates Protect§ Protect Allow Edit Hide
= Sheet Workbook Ranges Ink
Motes Protect Ink

Selecting the Protect Sheet command will trigger a window asking you to enter a
password. Enter a password and click the OK button.

M-
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Protect Sheet ? >

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

| Select locked cells A

=] Select unlocked cells
L | Format cells

|_[Format columns
[ | Format rows
Insert calumns
Insert rows
Insert hyperlinks
Delete columns

L[ Delete rows hd

6. Re-enter your password and click the OK button.

Confirm Password ? >

Eeenter password to proceed,

Caution: If you lose or forget the password, it cannot
be recoverad. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are

case-sensitive.)

Typically, you can use the default settings in the pop-up window and just worry about entering
(and remembering) your password. The common defaults settings include two checked
checkboxes: Select locked cells and Select unlocked cells. These two options should be checked.
These two options allow a user to see the spreadsheet and to click on cells, but if this person tries
to type or edit a cell an error message will appear. We'll discuss this in more detail shortly.

As previously mentioned, when a spreadsheet is password protected, the entire spreadsheet is
protected, and no cell can be edited. When someone tries to edit the spreadsheet the following
error message will appear like the one pictured below.

Microsoft Excel X

| The cell or chart you're trying to change is on a protected sheet. To make a change, unprotect the sheet. You might be requested to enter a password.

1l

75

LEADERSHIP BUILD



How to Remove the Password-Protection from Your Spreadsheet
The only way to remove the password-protection of a spreadsheet is by ‘unprotecting’ the
spreadsheet. This is simply done by entering the password.

To unprotect your spreadsheet:

1.
2.

Make sure that you are working on the spreadsheet you want to protect.
Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View

[EFru:um Text/CSV [%Recent Sources r [T Queries & Connections
e
[%.Fru:um Web [h Existing Connections .
Refresh
B2 From Table/Range All=
Get & Transform Data Queries & Connections

Locate the Protect group.

SlE B 2 B |2

Motes Unprotect Protect Hide
= Sheet Workbook Ink
Motes Protect Ink

Select the Unprotect Sheet command.

L7 B B B

Mates Protect Hide
- orkboaok Ink

N

Motes Protect Ink

Enter your password and select the OK button.

Unprotect Sheet ? >

Password: -------l

You'll know that you followed these steps correctly if (1) Excel no longer gives you an error
message when editing the spreadsheet and (2) the Unprotect Sheet command is replaced with
the Protect Sheet command.

g
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How to Limit Users from Making Format Changes or Edits on Spreadsheets

You may run into a scenario in which you want people to make edits to most of your spreadsheet
but want to restrict users from changing your formatting or moving columns or rows. Excel makes
it easy for you to restrict certain aspects of your spreadsheet.

To restrict certain formats or changes in your spreadsheet:

1.
2.

Make sure that you are working on the spreadsheet you want to protect.
Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View

[EFrn:nr‘n Text/CSV [%Recent Sources r [T Queries & Connections
I
[%.Fru:um Web [h Existing Connections o
Refresh
E From Table/Range All =
Get & Transform Data Cueries & Connections

Locate the Protect group.

LJ | B EE o ER ,@

Mates Protect Protect Allow Edit Hide
= Sheet Workbook Ranges Ink
Motes Protect Ink

Select the Protect Sheet command.

Lo B P B &

Motes Protect] Protect Allow Edit Hide
= Sheet Workbook Ranges Ink

[
1]

Motes Protect Ink

Selecting the Protect Sheet command will trigger a window asking you to enter a
password.

Protect Sheet ? X

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

Select locked cells
[] select unlocked cells

Next, check the boxes of the features you want to allow users to have. By default, most of
these boxes are not checked. Select the OK button when you are finished.
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Protect Sheet ? X

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

ud| Select locked cells ~

Select unlocked cells
|| Format cells

|| Format columns

|| Format rows

L | Insert columns

L | Insert rows

| Insert hyperlinks

|| Delete columns

|| Delete rows

7. Re-enter your password and click the OK button.

Confirm Password ? >

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are
case-sensitive.)

How to Unlock All Cells in Your Spreadsheet

Believe it or not, all cells in Excel are locked by default. This becomes an issue when you're trying
to protect certain cells, formulas, rows or columns in a spreadsheet from being edited. Therefore,
unlocking cells becomes the first step to ensuring that you can block certain areas in your
spreadsheet from being edited or even touched.

To unlock all cells in your spreadsheet:

1. Choose the spreadsheet where you want to unlock your cells.
2. Select all cells in your spreadsheet by clicking in the upper-left hand corner of the sheet.
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Contact Person Account ID Account Name Account Active?
2 Dominguez, Barbara 48941 [Howard & Son Inc. YES
3 |Anthony, Rob 42897 |Howard & Son Inc. YES
4 |williams, Debon 19751|The Getaway Franchise YES
5 |Hernandez, Harold 87321 (5teele Plumbing Inc. YES
6 |Ochoa, Jose 25829|5teele Plumbing Inc. YES
7 |Houston, Steven 29520|Loma Linda Unified School District |YES
8 |Stevenson, Raymond 86884 |ABC Study Group YES
9 |Guill, Sarah 68587 |Valley Way LLC YES

3. After selecting all cells in your spreadsheet, place your cursor over any cell and right-click.
Select the Format Cells... option.

| & Cut

|[® Copy

ﬁﬂ Paste Options:
i
Paste Special...
Insert
Delete
Clear Contents

| ]  Format Cells...

Row Height...
Hide
Unhide

4. The Format Cells... option will display a window and will default to the Protection section
of the window. By default, your cells are locked. Uncheck the Locked checkbox and click
the OK button.

Format Cells ? >

Mumber  Alignment Font Border Fill Protection

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Protect group, Protect Sheet button).

Il
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How to Restrict Users from Touching or Editing Areas in Your Spreadsheet

o

LEADERSHIP BUILD

In this section you'll learn how to restrict areas in your spreadsheet. This is useful when you want
users to edit certain cells, but not others. This method will not allow users to click or touch the
cells that you specify. You'll first need to make sure that only the cells you want blocked are

locked.

To restrict users from touching or editing areas in your spreadsheet:

1. Make sure that your cells are not locked.

Spreadsheet)

(See the How To Unlock All Cells In Your

2. Select the cells, columns or area you want to block.

A B

B8587

i Contact Person n Account I[}n Account Name

2 |Dominguez, Barbara 46941 |Howard & Son Inc.

3 |Anthony, Rob 42897 |Howard & Son Inc.

4 |williams, Debon 19751|The Getaway Franchise

5 |Hernandez, Harold 87321|5teele Plumbing Inc.

6 |Ochoa, Jose 25829(5teele Plumbing Inc.

7 |Houston, Steven 29520|Loma Linda Unified School District J¥ES
8 |Stevenson, Raymond 86884|ABC Study Group

9

Guill, Sarah

Valley Way LLC

3. Right-click with your mouse and select the Format Cells... option.

[ A Cut
|[@ Copy
| ﬁﬂ Faste Options:

[

Paste Special...
Insert
Delete

Clear Contents

|| Format Cells... l

Bow Height...

Hide
Unhide

4. The Format Cells... option will display the Protect section of the window. In the window,
check the Locked checkbox and click the OK button.

80

—




5.

10.

Mumber  Alignment Font Border Fill Protection

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Protect group, Protect Sheet button].

Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View
[BEFFDFH Text/CSV [{%;.Recent Sources |_ [T Queries & Connections
y
[%Fru:um Web |:r\ Existing Connections .
Refresh
E From Table/Range All -
Get & Transform Data Queries & Connections

Locate the Protect group.

JIEE BB B E &

Mates Protect Protect Allow Edit Hide
= Sheet Workbook Ranges Ink
Mates Protect Irik

Select the Protect Sheet command.

i B B B &

Mates Protect Allow Edit Hide
= orkbook Ranges Ink
Mates Protect Irik

Format Cells ? >

LEADERSHIP BUILD

The Protect Sheet command will display a window. In | Protect Sheet

the window, type your password in the top section and  [Jpassword to unprotect shest:

make sure that the Protect worksheet and contents of e

locked cells iS checked. E| Protect worksheet and contents of locked cells

After typing your password, uncheck the box in the area
titled Select locked cells and click on the OK button. ~
Confirm your password in the following window and E
press the OK button. E
L]
L]
L]
L

(W iclect locked celis
Select unlocked cells
Format cells

Farmat columns
Farmat rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows

Allow all users of this worksheet to:
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Confirm Password ?

Reenter password to proceed.

a safe place. (Remember that passwords are
case-sensitive.)

Cautiorn: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in

M—

If you followed these steps correctly, you'll learn that you can't click or type in the area that you
just blocked. This will prevent other users from making edits or even clicking on your cells within

this area.

How To Password-Protect Areas In Your Spreadsheet

In the previous section, you learned how to prevent users from selecting areas that you decide to
block in your spreadsheet. However, perhaps you only want certain people to edit those cells and
you want those people to edit those cells by using a password. In this section you'll learn how to

password-protect areas in your spreadsheet.
To password-protect areas in your spreadsheet:

1. Navigate to the Review tab

Home Insert Page Layout Formulas Data @ View

[b@ From Text/CSV [{D'g. Recent Sources
[%Fru:um Web [h Existing Connections
% From Table/Range

Get & Transform Data

2. Locate the Protect group.

P E Cueries & Connections
|
[

Refresh
All~

Queries & Connedions

|_I?J :I ! |§D E'?:/r‘, _

[

Maotes Protect Protect Allow Edit
= Sheet Workbook Ranges

Motes Protect

s

Hide
Ink

Ink

3. Select the Allow Edit Ranges command.
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0 B B

Motes Protect Protect § Allow Edit
- Sheet Workboo

Motes

4. The Allow Edit Ranges command will display a window where you'll be able to select the
area you want to password-protect. Click on the New button.

Allow Users to Edit Ranges ?

Title Refers to cells

Specify who may edit the range without a password:

Permissions...

|:| Paste permissions information into a new workbook

Protect Sheet... oK Cancel

Ranges unlocked by a password when sheet is protected:

Modify...

Delete

Apply

pod

5. After selecting the New button, a new window will appear. Give this range a title in the
top section. In the Refers to cells section, make sure that you select the cell or the range
you want to password protect. In the Range password select a password for this range.

Once you're done, click the OK button.

Mew Range

itle:

Rﬂnge1|
efers to cells:
=5F53

ange password:

I

Permissions... Cancel

6. After selecting the OK button, confirm your password.

1l
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Confirm Password ? X

Reenter password to proceed.

Cautiorn: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place, (Remember that passwords are

case-sensitive.)

7. Now that you have confirmed the ranges and password, Excel will take you back to the
previous window where you will verify the details, select Apply and then select the OK

button when you're done.

Allow Users to Edit Ranges ? et

Ranges unlocked by a password when sheet is protected:

Title Refers to cells

Rangel 5F53 Modify...

Delete

Specify who may edit the range without a password:

Permissions...

|:| Paste permissions information into a new workbook

Protect Sheet... Cancel I Apply I

7. After you selected the ranges to password-protect, you'll then need to protect the
spreadsheet. Navigate to the Review tab.

Home Insert Page Layout Formulas Data @ View

[D'EFrnm Text/CSW [.%;.Recent Sources r T Queries & Connections
|
[E.Fr-:nr‘n Web |:'\ Existing Connections e
Refresh
E Frorn Table/Range All~
Get & Transform Data Queries & Connections

8. Locate the Protect group.

84

LEADERSHIP BUILD



J|EE BE B

Mates Protect Protect Allow Edit
v Sheet Workbook Ranges

Motes Protect

9. Select the Protect Sheet command.

L7

Bl B/

Maotes Protect Allow Edit
v orkbook Ranges
Motes Protect

10. Selecting the Protect Sheet command will trigger a window asking you to enter a

ER

N

Hide
Ink

Ink

L

Hide
Ink

Ink

password. Enter a password and click the OK button.

Protect Sheet ?

o

Password to unprotedc sheet:

Allow all users of this worksheet to:

| Select unlocked cells
: Format cells

[ | Format columns
Format rows
Insert calumns
Insert rows
Insert hyperlinks
Delete columns

L[ Delete rows

Protect worksheet and contents of locked cells

Z| Select locked cells Fs

11. Re-enter your password and click the OK button.

Confirm Password

Pt

Eeenter password to proceed,

case-sensitive.)

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are

e
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You'll know that you followed these steps correctly if any time that you clicked on the protected
area of your spreadsheet, Excel prompts you to enter your password.

Working with Tables

In this section, you'll learn about the terminology that Excel uses when working with Tables, the
difference between lists and tables and how to format your lists and use them as table.

List vs Tables

Technically, Excel does not recognize any organized data as a table unless it is formatted as a
table. Although you may not be using tables, you can still use all the functions available in Excel.
If your data is organized, you can basically use your data as a table. When data is not formatted
as a table, Excel recognizes it only as a list. Let's explore the difference.

What Are Lists?
Any data organized in rows or columns is automatically considered a list in Excel. For example, in
the screenshot below, you'll see that we technically have a list with 9 columns and 10 rows. Even
if color is added to the headers and the list looks presentable, it still does not make this list a table,
according to Excel.

A B C D E F G H \

1 |TransacticStore ID Date of Transaction Time of Transaction Item No Item Desc Qty Price Amount

2 897003 11/19/2014 9:02:00 AM 100145 Peach Daisy 1 1.1 1.1
3 898004 11/19/2014 9:06:00 AM 100136 Yellow Orchids 18 1.5 27
4 899005 11/19/2014 9:10:00 AM 100145 Peach Daisy 9 1.1 9.9
5 900003 11/19/2014 9:14:00 AM 100132 Peach Carnations 8 1.3 10.4
6 900003 11/19/2014 9:14:00 AM 100146 Tigerlilly 4 0.99 3.96
7 900003 11/19/2014 9:14:00 AM 100124 Yellow Lillys 10 0.99 9.9
8 900003 11/19/2014 9:14:00 AM 100136 Yellow Orchids 21 1.5 31.5
9 904003 11/19/2014 9:20:00 AM 100137 Red Orchids 18 1.5 27
10 904 ZOO3 11/19/2014 9:20:00 AM 100141 Pink Daisy 14 1.1 15.4

Why are Lists Not Considered Tables?

Typically for the average user, any spreadsheet that we create and add data, can be considered a
table. In fact, many of us may be calling our data a “table”. Yet, the technical terminology is wrong
because Excel does not recognize the format as a table. The main reason why these differences
are explained in detail in this booklet is because we do not want you to get confused if we use
the technical terminology used by Excel.
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What is a Table?

To the eye, telling the difference between a table and a list may be difficult. This is especially true
if the list has been heavily formatted. A table is an Excel format that allows you to manage your
entries quicker, organize your data much better and format your cells in a consistent manner. A
table is nothing more than a formatted database. Most of the time, a person can spot a “table”
because Excel styles are used (such as the one pictured below).

A B < D E F G H [
(] Transaction No[§d store IDJ Date of Transaction§ll Time of Transaction§d item Nofd item Desc BEoty B rrice Bl Amount]s
2 897003 11/19/2014 9:02:00 AM 100145 Peach Daisy i 11 1.1
8 898004 11/19/2014 9:06:00 AM 100136 Yellow Orchids 18 1.5 27
4 899005 11/19/2014 9:10:00 AM 100145 Peach Daisy 9 11 9.9
5 900003 11/19/2014 9:14:.00 AM 100132 Peach Carnations 8 1.3 10.4
6 900003 11/19/2014 9:14:00 AM 100146 Tigerlilly 4 0.99 3.96
7 900003 11/19/2014 9:14:.00 AM 100124 Yellow Lillys 10 0.99 9.9
8 900003 11/19/2014 9:14:00AM 100136 Yellow Orchids 2L 15 315
9 904003 11/19/2014 9:20:00 AM 100137 Red Orchids 18 1.5 27
10 904003 11/19/2014 9:20:00 AM 100141 Pink Daisy 14 11 15.4

What is the Benefit of Using A Table?
There are some benefits of converting a list into a table:

The formatting (color, style, etc.) is consistent and automatically done by Excel
Filters are automatically added to your table

Any new column or row is automatically formatted

Formulas are automatically duplicated across the table

The table can be easily named and referenced

The table headers are always visible

oA WN =

What Are Some Limitations to Using Tables?
Although tables seem like the way to go when working with data on Excel, they do have their
limitations.

1. The table’s format may not be available in other (previous) versions of Excel
2. Using inconsistent formulas will make you reset your cells
3. The styles of the tables are limited to the styles available on Excel

For the Excel user who likes to heavily customize the data, then shying away from using tables is
probably the best option. Anything that you can do in a table, you can basically do on a list as
well.
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Converting Your List into A Table
Now that you understand the benefits of converting your list (or data) into a table, let's explore

the steps to create a table.

To convert your list into a table.

1. Click in any cell within your list.
2. Navigate to the Home tab.

1l
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Insert Page Layout Formulas Data Review View Help
Eﬁ E?b Calibri i o Lla s | =E =2 2 [iBan T
Q-
Paste B I U- - O A | === &3 [BMerge& Center ~
Clipboard Font a Alignment Ta

3. Locate the Styles group.

General -
0 00
$ - % b <_|:|:- =0
Mumber s
1L

=

Conditional
Formatting -

—

=

Format as  Cell
Table = Styles~
Styles

4. Select the Format as Table command.

General -
-0

$ T % ’ <_ﬂﬁ =0
Mumber Fa

(X
Delete

- - -

i=i

Format

Insert

Cells

X
Delete Farmat

- - -

Cells
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5. The Format as Table command will display a gallery of formats for you to choose.
Choose a table style.

Light

A D S RS S A EE————
Medium

AR B B B S . E———
N R B R EEEEE

6. Upon selecting a table style, Excel will ask you to confirm the data range of your table.
Excel will typically recognize your list and automatically display it in this window to convert.
Verify your range and ensure that the box titled My table has headers is checked.

Format As Table ? X

Where is the data for your table?
=5A51:5D542|

i

My table has headers

7. Click the OK button

You'll know that your list was converted to a table because your list will now be formatted in the
color scheme that you chose form the gallery of options.

Editing & Customizing Tables

Now that you have learned how to convert your list into an official Excel table, you'll be able to
customize your data and format your data in a more consistent way Moving forward, any time
that you click anywhere in your table, Excel will display a new tab called Design.

File Home Insert Page Layout Formulas Data Review View Help

1l
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Navigating Through Your Table

One of the benefits of converting your list into a table is that the headers of your table are always
visible. This makes it easier to scroll down your table when you have lots of data. As you scroll
down your spreadsheet, you'll see that the typical column letters now display the names of your
headers instead.

ITransactron No - StoreID| - |Date of Transaction ' ~ |Time of Transaction | ~ Item No ~ |ltem Desc - | Qty ~ Price  ~ Amount ~
AT IO SZ00AM 00130 velow oremas K e e
28 918'003 11/19/2014 10:36:00 AM 100140 Violet Violets 20 1.25 25
29 919’003 11/19/2014 10:40:00 AM 100145 Peach Daisy 21 11 23.1
30 920003 11/19/2014 10:44:00 AM 100130 Red Carnations 23 13 29.9
31 921004 11/19/2014 10:48:00 AM 100145 Peach Daisy 9 11 9.9
32 921004 11/19/2014 10:48:00 AM 100124 Yellow Lillys 17 0.99 16.83
33 922'003 11/19/2014 11:01:00 AM 100134 Pink Orchids 24 1.5 36
34 922'003 11/19/2014 11:01:00 AM 100124 Yellow Lillys 20 0.99 19.8
55 922'003 11/19/2014 11:01:00 AM 100128 Red Roses 10 1.25 12.5
36 922’003 11/19/2014 11:01:00 AM 100127 White Roses 16 1.25 20
37 923005 11/20/2014 9:02:00 AM 100134 Pink Orchids 8 1.5 12
38 924'004 11/20/2014 9:06:00 AM 100130 Red Carnations 8 1.3 10.4
39 925'004 11/20/2014 9:10:00 AM 100125|White Lillys ] 5 0.99 4.95

How to Name/Rename Your Table

Any range, list or cell can have a specific name in Excel. When using a table, you can easily name
or rename your table. Editing the table’s name allows Excel to easily reference the table. This is
particularly practical when working with formulas that need to reference this table.

To change the name of the table:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh
Table Name: Summarizewith PivotTable F‘ @ Header Row ] First Column
= [ ==—=]
Table2 B Remove Duplicates ? =2 f ] Total Row [ Last Column
. Insert Export Refresh —
‘BB Resize Table (';% Convert to Range Slicer - = Banded Rows [ ] Banded Columns
Properties Taols External Table Data Table Style Options

3. Locate the Properties group in the ribbon.

Table Name: Summarizewith PivotTable F‘ @

4. In the Properties group, click on the white bar underneath the Table Name section and
type a name for your table. Excel will default to naming the table “Table” with a number.

Header Row [ First Column

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh

Table2 R Duplicat ; [ TotalRow [ Last Column

‘a < EL SIS Insert Export Refresh —

‘B Resize Table (g% Convert to Range Slicer - - Banded Rows [_| Banded Columns
Properties Tools External Table Data Table Style Options
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File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me w

Table Mame: Summarizewith PivotTable F‘ @ [‘—‘ D Header Row [ ] First Column
=F
Table? B Remave Duplicates A\ =7 B L] Total Row [ Last Columnn

Insert Export Refresh

& Resize Table | G Convertto Range Slicer - w = Banded Rows [] Banded Columns

Properties Toals External Table Data Table Style Options

How to Update or Change the Range of Your Table

If you recall, when you first converted your list into a table, you selected the range of your table
which would let Excel know what cells should be included with the table formatting. Typically, if
you add new columns or rows, Excel will apply your table’s formatting to those new columns or
rows. However, there may be some instances in which you may need to change the data range to
include other data that is not formatted as your table. In this case, you'll need to change the data
source.

To update or change the range of your table:

1. Click on any cell within your table.
2. Navigate to the Design tab.

|

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh
Table Name: Summarizewith PivotTable F‘ @ Ij—‘ D HeaderRow | | First Column
=F
Table2 B Remove Duplicates ? =2 B L] Total Row [ Last Column
. Insert Export Refresh
‘B Resize Table (';% Convert to Range Slicer - - £ Banded Rows [ ] Banded Columns
Properties Taols External Table Data Table Style Options

3. Locate the Properties group in the ribbon.

4. In the Properties group, click on the Resize Table command.

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh
Table Name: Summarizewith PivotTable [=— @ |:| Header Row [ First Column
=5
Table2 B Remove Duplicates T =? =72 [ Total Row [] Last Column
5 Insert Export Refresh
‘B Resize Table c'i% Convert to Range Slicer - LT Banded Rows [ Banded Columns
Properties Tools External Table Data Table Style Options

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me wh
Table Name: Summarizewith PivotTable [=—= @ [‘—‘ D Header Row [ First Column
=t
Table2 B Remove Duplicates g =7 =72 [ Total Row [ Last Column
- Insert Export Refresh
‘& Resize Table ('_;% Convert to Range e S > Banded Rows [ | Banded Columns
Properties Toals External Table Data Table Style Options

5. Clicking on the Resize Table command will prompt a window where you can reselect the
range in your data. Select the new data range for your table and click the OK button when
finished.
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Resize Table ?

Select the new data range for your table:

=5A51:5D542] +

The headers must remain in the same row,
and the resulting table range must
overlap the original table range.

Mote:

Cancel

If you have followed these steps correctly, you'll notice that the boundaries of your table have

been modified and the area you selected is now formatted.

How to Change the Style of Your Table

When you converted your list into a table, you selected a table style format. Excel gives you the
flexibility to change the format even after you selected an original style.

To change the table style format:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas Data Review View Help £ Tell me wh
Table Mame: Summarize with PivotTable |[|=— @ Ij—‘ D Header Row || First Column
=5
Table2 B Remove Duplicates ? =2 B L] Total Row [ Last Column
. Insert Export Refresh
‘BB Resize Table (';% Convert to Range Slicer - s 5 Banded Rows [ ] Banded Columns

Properties Taols

3. Inthe ribbon, locate the Table Styles group.

External Table Data

Table Style Options

Header Row [ ] First Column Filter Button
[ Total Row [ Last Column

Banded Rows [ | Banded Columns

Table Style Options

Faaas BRERRE EEEEE SEEEE -

Table Styles

4. Click on the arrow in the lower-right hand corner of the group to display a gallery of

styles.

Header Row [ | First Column
[ Total Row
Banded Rows [ | Banded Columns

Filter Button

[ Last Column =

Table Style Options

ERaas BRRER BEEEEE BEEEE -

Table Styles
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5. Select the style of your choice from the gallery.

Light
e
Eeaas EEEEE EEEEE EEEEE

LEADERSHIP BUILD

How to Get Rid of The Table Formatting

Excel makes it easy for users to convert their table back to a list. If you decide to do this, please

note that the table color scheme will remain.
To convert your table back to a list:

1. Click on any cell within your table.
2. Navigate to the Design tab.

File Home Insert Page Layout Formulas
Table Name: Summarizewith PivotTable :?
=5
Table2 R Duplicat
‘a 13 EL emove Duplicates rsert
‘B Resize Table (E%Cnnverttn Range Slicer

Properties Tools

3. Locate the Tools group in the ribbon.

Data Review View Help Design 2 Tell me wh

B [&e
Export Refresh L_='

- -

External Table Data

Header Row || First Column
[ Total Row [ Last Column
Banded Rows [_| Banded Columns

Table Style Options
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File Hom Insert Page Layout Formul Data Review View Help Design £ Tell me wi
Table Name: Summarizewith PivotTable F‘ @ D D Header Row [ First Column
=F
Table2 B Remove Duplicates ? = B L] Total Row [ Last Column
: Insert Export Refresh
‘B Resize Table c'i% Convert to Range Slicer - LT Banded Rows [ ] Banded Columns
Properties Tools External Table Data Table Style Options

4. In the Tools group, click on the Convert to Range command.

File Home Insert Page Layout Formulas Data Review View Help Design 2 Tell me w
Table Mame: Summarizewith PivotTable F‘ @ P D Header Row [ ] First Column
=F
Table2 Remove Duplicates g = B [ Total Row [ Last Column
5 Insert Export Refresh
‘B Resize Table ('_-;% Convert to Range Slicer - L Banded Rows [ Banded Columns
Properties Toals External Table Data Table Style Options

5. Clicking on the Convert to Range command will display a window. Excel just wants to
confirm that you want to convert your table back to a normal range or a list. Click on the
Yes button.

Microsoft Excel >

o Do you want to convert the table to a normal range?

Yes Mo

After completing these steps, the table formatting will disappear and Excel will only recognize
your data as a list, not a table.
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The formulas you will be learning in this Intermediate Excel booklet are complex, take time to
learn but will help you do your job much quicker and smarter. To use and understand these
formulas, we rely on the assumption that you are comfortable and familiar with some of the
more basic Excel formulas such as the SUM formula, COUNT formulas and AVERAGE formula.

5 Tips to Remember About Excel Formulas

The following tips will hopefully help you learn and understand the structure of formulas, how to
approach using the intermediate Excel formulas and when to use them.

Excel speaks its own language

To make things simplistic, assume that your goal is to learn a language called Excel. By learning
Excel’s language you can tell Excel what you want it to do by writing in Excel’s language. Luckily,
most of the way we think and speak can be easily “translated” into Excel's language. Keep this
concept in mind while you work on these more intermediate Excel formulas and pretend that you
are the translator.

An Excel Formula cannot read words

In more advanced formulas, you'll want Excel to return certain values. For example, if you create a
formula that will tell you when employees have completed all compliance training, then you might
want Excel to show the word ‘Complete’ next to the employees’ name. In your formula, you'll need
to tell Excel to return the word ‘Complete’, but the only way Excel will know that you want it to
return a word (or text) is if you include those words inside quotation marks. Therefore, anytime
you include a word in Excel that is not a formula, you'll need to place it inside quotations marks
(i.e. "Complete”).

If you're stuck with a formula, read it out loud

The best habit to develop as an Excel beginner is the habit of reading the formulas out loud.
Remember, you're basically learning to write a new language and it may take you some time to
get the hang of this. If you read the formulas out loud, it will help you find a mistake if there is
one. Additionally, if you say out loud what you want Excel to do, it will also help you to
appropriately write a flawless formula.
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In Excel, there are multiple ways to do the same thing

In previous sections of this booklet, you learned that one Excel function can be accessed in
multiple ways. In fact, there could be a button in Excel that exists in two or three different ribbons.
This is also true with Excel formulas. For example, there are multiple ways to add in Excel. You
learned about the AutoSum function, but there are two other formulas that you can use that will
also add numbers for you. Just like there are separate ways to say things in the English language,
there are diverse ways that you can tell Excel to do something. Much of it depends on how your
brain works.

Work on the first entry or row before moving on

Since we plan to use the auto-fill handle quite often, we need to make sure that we access a cell
with a perfect formula. This way, we can select that cell and use the auto-fill handle to copy the
formula into the other cells. This is also important when you're fixing a formula in a cell. Always
make sure to work on the first entry and fix that formula so that you can use the auto-fill handle.

The Auto Fill Handle

Microsoft Excel has a useful tool called the Auto Fill Handle. The Auto Fill Handle helps you
become more efficient in Excel by quickly copying patterns or formulas across multiple cells. The
Auto Fill Handle is recognized as a little, black, flat cross that appears in the lower-right hand
corner of a cell. There are two main ways to use the Auto Fill Handle to copy information across
cells. Let's explore both options.

How to Drag the Auto Fill Handle When Using Patterns
The first way to use the Auto Fill Handle is by dragging the contents of a cell onto other cells.
Remember, dragging the Auto Fill Handle will copy a pattern or formula onto other cells.

To drag the Auto Fill Handle:

1. Select a cell that contains content or a formula that you wish to apply to other cells.

A B

=

2

2. Place your cursor in the lower-right hand corner of the cell you selected until you see a
black, flat cross. This cross is the Auto Fill Handle.
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A

1

January

2

-

3. Once you see the Auto Fill Handle, click with your mouse and hold, dragging your

&

cursor to the desired area.

A B .
1 January l
E_
3_
4_
5_
5_
?_
E‘_
9_
10
11
12 '
13 Decermnber

4. Let go of the mouse so that Excel will apply the pattern to the cells you selected.

A

January

February

March

April

May

June

July

August

(=R = R R = R, R - R T R S B

Septembe

10

October

Novembe

-

12

Decem be_

- N
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How to Use the Auto Fill Handle to Copy Formulas
The Auto Fill Handle is a great tool when you have an organized list or table and are trying to
quickly make calculations. Besides patterns, the Auto Fill Handle can also be used to apply a
formula to other cells and referencing the appropriate cells based on your calculation.

To use the Auto Fill Handle to drag (or copy) a formula:

1. Select the cell that includes the formula you want to apply to other cells.

A\

LEADERSHIP BUILD

M-

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

2. Place your cursor in the lower-right hand corner of the cell you selected until you see a
black, flat cross. This cross is the Auto Fill Handle.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.0
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

3. Once you see the Auto Fill Handle, click with your mouse and hold, dragging your cursor
to the desired area

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals

CAR INSURANCE $106.00 $98.00 $101.00 $305.0 &
FAST FOOD $688.00 $721.00 5499.00

RENT $853.00 $899.00 $1,000.00

MISC $7.00 $10.00 $54.00

CAR PAYMENT $398.00 $450.00 $259.00

STUDENT LOAN $759.00 $0.00 $338.00

TIME SHARE PAYMENT $877.00 $0.00 $0.00 |
ELECTRICITY BILL $68.00 $74.00 $76.00 v

4. Once you select your desired cells, let go of your mouse and Excel will apply the formula

to the cells that you selected, referencing the appropriate cells in those calculations.
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Robert's Expenses Tatalc

Expense Type Kelly's Expenses Raul's Expenses

CAR INSURANCE $106.00 $98.00 $101.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

If you followed these steps correctly, you'll find that the formula has been applied in the other
cells and you can confirm that the formulas in these cells are correct.

Double-Clicking the Auto Fill Handle to copy formulas

There is an alternative to dragging the Auto Fill Handle. The alternative to dragging the Auto
Fill Handle is double-clicking on the auto-fill handle. When double-clicking the Auto Fill
Handle, the formulas will automatically copy down to the last entry it finds in your list or table,
or Excel will stop copying the formula until it finds an empty cell.

To use Auto Fill Handle in an alternate way:

Select the cell that includes the formula you want to apply to other cells.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.00
FAST FOOD $688.00 $721.00 $499.00
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

Place your cursor in the lower-right hand corner of the cell you selected until you see a
black, flat cross. This cross is the Auto Fill Handle.

Expense Type Kelly's Expenses Raul's Expenses Robert's Expenses Totals
CAR INSURANCE $106.00 $98.00 $101.00 $305.0§ '
FAST FOOD $688.00 $721.00 $499.00 )
RENT $853.00 $899.00 $1,000.00
MISC $7.00 $10.00 $54.00
CAR PAYMENT $398.00 $450.00 $259.00
STUDENT LOAN $759.00 $0.00 $338.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00
ELECTRICITY BILL $68.00 $74.00 $76.00

O
O



3. Once you see the Auto Fill Handle, double-click with your mouse. And Excel will ﬂ

automatically apply the formula to the cells in your table.

CAR INSURANCE $106.00 $98.00 $101.00 $305.00
FAST FOOD $688.00 $721.00 $499,00 $1,908.00
RENT $853.00 $899.00 $1,000.00 $2,752.00
MISC $7.00 $10.00 $54.00 $71.00
CAR PAYMENT $398.00 $450.00 $259.00 $1,107.00
STUDENT LOAN $759.00 $0.00 $338.00 $1,097.00
TIME SHARE PAYMENT $877.00 $0.00 $0.00 | $877.00
ELECTRICITY BILL $68.00 $74.00 $76.00 $218.00_

Anchors in Formulas

Now that you have learned how to use the Auto Fill Handle, you may also have a need to learn
how to use Anchors in Excel. Anchors allow users to lock cells in a formula, allowing you to use
the Auto Fill Handle or to copy formulas without changing one or various cell references.

Why do | need to use Anchors?

If you need to apply a formula to an entire column for example, but you need each cell in that
row to reference the same cell, then you can only lock that cell by using an Anchor. By default,
when you use the Auto Fill Handle, the cell references will change. When you use an Anchor, the
cell reference will not change and instead will display a dollar sign surrounding the column and
row in the formula bar (i.e. $1$3). To anchor a cell in a formula, use the F4 key in your keyboard.

How to use Anchors in Formulas
Remember, Anchors will lock a cell inside a formula so that the cell reference does not change.
You lock cells by hitting the F4 key on your keyboard.

To use anchors in your formula:

1. Access the formula bar and identify the cell reference that needs to be anchored.

=C2+(CK

B C D —F G
Sales Ta x| E-E'fE.I
21|_ 6.99]=C2+{C2*G1)
24 10.99
17 7.99
43 7.99
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Click on the cell reference you want to Anchor from inside the formula bar.

= 2+¢|:

B C D E F G
salesTar]___8%]
211 6.99]=C2+(C2*G1)
24 10.99
17 7.99
43 7.99
Press the F4 key on your keyboard to add the Anchors.
=C2+|:C
B C D E F G
salesTar] o]
211 6.99]=C2+(C2*5G51)
24 10.99
17 7.99
Select the Enter key on your keyboard to complete your formula.
A B C D
il Account Name Oty Sold  Retail Price  Total Cost to Customer
2 |Howard & Son Inc. 21 5.99 7.5492
3 |The Getaway Franchise 24 10.99 1
4 |Steele Plumbing Inc. 17 7.99
5 |Loma Linda Unified School District 43 7.99
6 |ABC Study Group 44 9.95
7 \Walley Way LLC 22 4.99

Click back on the cell that contains your formula.

A B C D

il Account Name Qty Sold Retail Price  Total Cost to Customer
2 |Howard & Son Inc. 21 7.5492
3 |The Getaway Franchise 24 10.99

4 |Steele Plumbing Inc. 17 7.99

5 |Loma Linda Unified School District 43 7.99

6 |ABC Study Group 44 9.99

7 |Valley Way LLC 22 4.99

Use the Auto Fill Handle to copy down the formula in your table or list.
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Retail Price  Total Cost to Customer

Account Name Qty Sold

Howard & Son Inc.

The Getaway Franchise

Steele Plumbing Inc.

Loma Linda Unified School District

ABC Study Group

e = R R R TR R

Valley Way LLC

If you did this process correctly, you'll find that each formula that you copied down has the same
cell reference.

A B

il Account Name Qty Sold Retail Price . Total Cost to Customer

2 |Howard & Son Inc. 21 6.99 7.5452
3 |The Getaway Franchise 24 10.99 \ 11.8692
4 |Steele Plumbing Inc. 17 7.99 8.6292
5 |Loma Linda Unified School District 43 7.9 - 8.6292
6 |ABC Study Group 44 9.99 10.72892
7 Valley Way LLC 22 4,99 5.3892

Working with Dates in Formulas

Excel not only allows you to do calculations for dollar amounts and basic numbers, but it can also
do calculations on date formats. In this section you'll explore a few ways that you can use dates
to make calculations.

TODAY Formula

The TODAY formula allows users to quickly display the current date in a cell. This is extremely
helpful when you want to make up-to-date calculations. Therefore, if you use the TODAY formula
today and log into Excel tomorrow, tomorrow's date will display in the cell where you used the
TODAY formula. The TODAY formula doesn’t require an argument.

Example of the TODAY formula

=TODAY()

To create a TODAY formula:

1. Select the cell in your spreadsheet where you want the current date displayed.
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2. In the cell you selected, type =TODAY()

A B C
=TODAY()

3. Press the ENTER key on your keyboard to complete the formula and you will see the
current date displayed in the cell you selected.

B C

1§ 10/23/2019

Using formulas to calculate days in the future
Just like you can add regular numbers with each other in Excel, the true is for making calculations
when you're using dates.

To use formulas to calculate days in the future:

1. Click on a cell to type a formula.

'8 Current Date  Date inas dave |

2. Type = and use the cell with the date you want to reference in your formula by clicking on
that cell.

il Current Date _Date in 45 days
| 10/23/2019§17

3. Add the number of days you want to include in your calculation by selecting another cell
reference or using a constant.
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il Current Date Nate in 45 davs

4. Press the Enter key on your keyboard to complete your formula.

Once you're done typing your formula, check the cell to ensure that your formula is calculating
correctly.

il Current Date  Date in 45 days
2 10/23/2019 12/7/2019

Using dates as cell references within formulas

In Excel, you can also use dates as cell references to make certain calculations. For example,
perhaps you want to know the days in between two dates. In this case, you can use the subtraction
operator to come up with that calculation.

To calculate the number of days between two dates:

1. Click on the cell where you want to make your calculation.

Invoice Date  Current Date Days Past Due

8/1/2019 10/23/2009f |

3. Inyour formula, subtract that cell with a reference to a cell with another date.

Invoice Date  Current Date Days Past Due I

8/1/2019 10/23/2019 g
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Once you're done with your formula, check the cell with your calculation to make sure that the
formula is giving you the correct computation.

DAYS Formula

In the previous section, you learned how to manually subtract two dates to compute the days in
between those days. Excel allows the simplicity of using a formula that will automatically do this
calculation. The DAYS formula will calculate the number of days between two dates.

Example of the DAYS formula
=DAYS(C2,D2)
The DAYS formula consists of two parts

=DAYS(End Date,Start Date)

To create a DAYS formula:

1. Select the cell where you want to create your DAYS formula.

3. Click on a cell that has the end date you want to reference and type a, to complete the
first part of the formula.

Invoice Date Current Date Days Past Due
[

5. Press the Enter key on your keyboard to complete the formula.
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|l Invoice Date Current Date Days Past Due

2 8/1/2019 10/23/209] = s3]

You'll know that you typed the formula correctly if you don't get an error message in the cell
where you did the calculation and if the calculation is correct.

Intermediate Formulas & Functions

Now that you explored some common functionality of Excel formulas as an intermediate Excel
user, let's dig in to some of the most commonly used Excel formulas that intermediate Excel users
use.

LEFT Formula

The LEFT formula allows Excel to display the content of a certain cell reference with the number
of characters that you specify starting from the left side of the cell. The LEFT formula consists of
two parts.

Example of the LEFT formula

=LEFT(A1,5)

Example of how the LEFT formula works

GEORGE WASHINGTON --> LEFT formula with 5 characters ->GEORG

The LEFT formula consists of two parts

=LEFT(Cell Reference , Number of characters to display)

To create a LEFT formula:

1. Click on the cell where you want to create the LEFT formula.
A B C
1 ID Account Name
2 |USER—DDI51-4891 Howard & Son Inc. i !.
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

2. In the cell, type =LEFT( to begin creating your formula.
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A B C
1 ID Account Name LISER ID
2 [usER-0061-4891 |Howard & Son Inc, I‘ =LEFT(| !'
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

3. Select the cell reference followed by a,
A B C
1 1D |Account Name USER ID
2 [USER—Dﬂﬁl—aiEﬁl ch}ward & Son Inc. =LEFT(AZ, n
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

4. In the formula, type the number of characters you want Excel to display in this cell.
A B C

1 1D lAccnunt MName
2 |USER-0061-4891 |Howard & Son Inc, =L EFT(A2,9|

3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

5. Press the ENTER key on your keyboard to complete the formula.

A B C
1 /ID Account Name USER 1D
2 |USER-0061-48391 |Howard & Son Inc. USER-0061
3 |USER-0089-8674 |The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

RIGHT Formula

The RIGHT formula allows Excel to display the content of a certain cell reference with a number of
characters that you specify starting from the right side of the cell reference. The RIGHT formula
consists of two parts.

Example of the RIGHT formula

=RIGHT(A1,5)

Example of how the RIGHT formula works

GEORGE WASHINGTON --> RIGHT formula with 5 characters ->NGTON
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The RIGHT formula consists of two parts

=RIGHT(Cell Reference , Number of characters to display)

To create a RIGHT formula:

Click on the cell where you want to create the RIGHT formula.
A B C
11D Account Name
2 |USER—DEI151—4891 Howard & Son Inc. i !'
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

In the cell, type =RIGHT( to begin creating your formula.
A B =
1 1D Account Name
2 |USER-0061-4891 [Howard & Son Inc. =RIGHT]|
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

Select the cell reference followed by a,
A B

C
1 1D lﬁccuunt MName
2 [USER—DDEI—4891 lH oward & Son Inc. ::RIGHT{.E.ZJ

3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

In the formula, type the number of characters you want Excel to display in this cell.

A B E
11D lﬂccuunt Name
2 [USER-0061-4891 [Howard & Son Inc. =RIGHT(A2,4]
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

Press the ENTER key on your keyboard to complete the formula.

A B C
1 /ID Account Name
2 |USER-0061-4891 (Howard & Son Inc. 45951
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.
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MID Formula ﬂ

The MID formula allows Excel to display the content of a certain cell reference with a number of
characters that you specify starting from the middle of the cell reference. Unlike the LEFT and
RIGHT formulas, the MID formula consists of three parts.

Example of the MID formula

=MID(A1,2,5)

Example of how the MID formula works

GEORGE WASHINGTON --> MID formula with 5 characters -->WASHI

The MID formula consists of three parts
=MID(Cell Reference , No of characters from the left , No of characters to display)
To create a MID formula:

1. Click on the cell where you want to create the MID formula.

A B
11D Account Name
2 |USER—DDI51—4891 Howard & Son Inc.
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

]

2. In the cell, type =MID( to begin creating your formula.

A B
11D Account Name
2 |USER—0051—4891 Howard & Son Inc. ::MID(|
3 |USER-0083-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

3. Select the cell reference followed by a,

A B
11D lﬁccuunt MName
2 [USER—DDEl—dSEIIl lHDward & Son Inc. =MID{AZ,
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

i

4. In the formula, type a number that represents how many characters from the right side
of the cell should Excel start. Follow the formula with a,
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A B £ |

1 ID |Account Name
2 [USER-0061-4891 [Howard & Son Inc. —viD(A26 |
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

5. In the third section of the formula, type how many characters Excel should display.
A B C
1 ID | Account Name USER ID
2 [USER—DD51-4891 lHDward & Son Inc. ::MID{.-'-'«E,EAI n
3 |USER-0089-8674 |[The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

6. Press the ENTER key on your keyboard to complete the formula.

A B C
1 |ID Account Name
2 |USER-0061-4891 (Howard & Son Inc. 0061
3 |USER-0089-8674 [The Getaway Franchise
4 |USER-0041-1982 |Steele Plumbing Inc.

CONCATENATE Formula

The CONCATENATE formula allows users to select the content from different cells and combine
them into one cell. In the formula itself, the contents that will be displayed will be separated by a
comma. Therefore, the CONCATENATE formula doesn’t have a specific number of parts in its
structure.

Example of the CONCATENATE formula

=CONCATENATE(B2,C2,D2)

The CONCATENATE formula consists of various parts that represent the numerous cell
references

=CONCATENATE(Cell Reference, Cell Reference, Cell Reference)

How to use the CONCATENATE formula
The CONCATENATE formula is typically used to combine cells into one. However, you are not
merging cells into one, but you are combining the content of different cells into one.

To create a CONCATENATE formula:
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1. Select a cell where you want to create the CONCATENATE formula.

A B C
1 0 [
2 |September
3 |August 16
4 |July 30

2. Begin typing the formula: =CONCATENATE(

A B C
1 D D3
2 |September :CDNCATENATEH
3 |August 16
4 |July 30

3. Select your first cell reference followed by a,

A B C D
1 D .I. R
2 September_l =COMCATENATE(AZ,
3 |August 16
4 |July 30

4. Select your second cell reference followed by a,
A B = D

|l Month : Month 8 Dav

. :CGNCATENATE{.&Z,BZI
August

4 |July 30

5. Continue to select cell references as desired.
6. Press the ENTER button on your keyboard when finished.

A B C
1 D D3 0 B D3
2 |September Septemberd
3 |August 16
4 |July 30 T

How to Use Characters in Your Formula That Excel Cannot Read

Remember, Excel cannot read regular texts since it can only read its own language when you're
writing formulas. Therefore, in CONCATENATE formula (and in other formulas), Excel will not be
able to read spaces, words, letters and symbols that don't belong in the formula. To fix this issue,
you'll need to use quotation marks.

To create a CONCATENATE formula with special characters in the formula:
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Select a cell where you want to create the CONCATENATE formula.

A B C
1 0 [
2 |September
3 |August 16
4 |July 30

Begin typing the formula: =CONCATENATE(

A B C
1 D D3
2 |September =CON CATENATEﬂ
3 |August 16
4 |July 30

Select your first cell reference followed by a,

A B C D
1 D .I. R
2 September_l =COMCATENATE(AZ,
3 |August 16
4 |July 30

Include a space by typing

A B C D
1 D D3 :
2 |Septembe rI =COMCATENATE([AZ" ",
3 |August 16
4 |July 30

it in the formula surrounded by quotation marks:

" u
1

Select the next cell reference and continue to add cell references or other characters
surrounded by quotation marks.

Month & Dav _

=COMCATENATE(AZ," ",BZI

Press the ENTER button on your keyboard when finished.

A B C
1 D D3 0 B D:
2 |September September 4
3 |August 16 |
4 |July 30 T
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Text to Columns

If you recall, the CONCATENATE formula combines the content of cells into one. You can also
separate the content of one cell into multiple cells. To do this you would use a function called
Text to Columns. In order to use Text to Columns, you'll need to make sure that the content
you want to split has a delimiter (i.e. a space, comma or a character that separates the text in the

current cell).

To use Text to Columns:

1.

Locate the column or cell that you wish to split the content and add a blank cell or column
to the right. This will allow Excel to place the content in empty cells instead of placing the

content in cells that already have content inside.

A
1 M Text To Column B2
2 |lohn Gundy
3 |Robert Perry
4 |Susie Wilson

Select the cell or cells whose content you want to split.

obert Perry
usie Wilson

Navigate to the Data tab.

Home Insert Page Layout Formulas Review View

[EFrn:nr‘nTert."CSU [%Recentﬂaurces P [T Queries & Connections
y
From Web Existing Connections =
[% [I\ . Refresh D
E From Table/Range All -

Get & Transform Data

4. Locate the Data Tools group.

N% =H & &= |
N GH & =

. 1B}
Filter Text to >
" Advanced | Columns c® ~
Sort & Filter Data Tools

5. Select the Text to Columns command.

Cueries & Connections

T

222

What-If Farecast

Analysis =

Sheet

Forecast

[
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Hm

% Gk 5 B2

i 4 ’
Filter Text to » What-If Forecast
& Advanced Columns & 7 Analysis ~  Sheet
Sort & Filter Data Tools Forecast

6. After selecting the Text to Columns command, you will see a window displayed that will
allow you to follow along through certain steps to successfully complete the Text to

7.

Columns function. In the first step, select the Delimited option a

nd click the Next button.

Convert Text to Columns Wizard - Step 1 of 3 ?
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
COriginal data type
Choose the file type that best describes your data:
@ D d - Characters such as commas or tabs separate each field.
(_) Fixed width - Fields are aligned in columns with spaces between each field.
Preview of selected data:
ohn Gundy
3 Robert Perry
uSie Wilson
Cancel < Back Finish

*

In Step 2, select the Delimiter. This can be a tab, space, comma or another character that

you can identify in the content of the cell you're planning on s

plitting into a column or

columns. Check the appropriate box and click on the Next button.

m—
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Convert Text to Columns Wizard - Step 2 of 3 ? x

This screen lets you set the delimiters your data contains, You can see how your text is affected
in the preview below.

Delimiters
(] 1ab

|:| Semicalon Treat consecutive delimiters as one
|:| Comma
|:| Other:

Text gualifier: |~ ~

Data preview

ochn zundy
chert [Perry
usie ilson

Cancel < Back Finish

8. In Step 3, verify that the formatting of the column you'll be using and click the Finish
button once you're done.

Convert Text to Columns Wizard - Step 3 of 3 ? X
This screen lets you select each column and set the Data Format.

Column data format

@ General .

‘General’ converts numeric values to numbers, date values

Olext to dates, and all remaining values to text,

() Date: | MDY “ Advanced...

D Do not import column [skip)
Destination: | 5452 +
Data preview

>
Cancel < Back Mext =

You'll know that you followed these steps correctly because the contents of the data in the original
cells will now be split into one or more columns.
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IFERROR Formula

Many times when working with Excel formulas, you can’t avoid error messages. This typically
happens when you use a formula that should technically be used to calculate numbers but some
of your cells may have words or text instead. In these cases, you may want to keep your formula
but don't want to display an error message. Excel allows you to use the IFERROR formula which
will basically ask you what content you would want to display if an error were to occur when using

your formula.

1 |ID

A B C D E
Account Mame 1st Quarter Sales| 2nd Quarter Cells Total
2 |USER-0061-4391 (Howard & Son Inc. 5 29,107.00 | 5 27,224.00 | 5 56,331.00
3 |USER-0089-3674 |The Getaway Franchise MNO DATA 5 25,647.00 #VALUE!
4 |USER-0041-1982 |Steele Plumbing Inc. g 23,970.00 | & 17,216.00 | $  41,186.00

Example of the IFERROR formula

=IFERROR(SUM(B2,B5),"N/A")

The IFERROR formula consists of two parts in its argument

=IFERROR (Formula or Value , Content to be displayed if error is found)

To use the IFERROR formula:

1.

Select the cell where you want to include your formula.

B
Account Name

C

D

E

1st Quarter Sales| 2nd Quarter Cell

Howard & Son Inc.

5 29,107.00 | 5

The Getaway Franchise

NO DATA g

2?,224.Dﬂi !.

25,647.00

17,216.00

Steele Plumbing Inc.

S 23,970.00 | S

2. In the cell, begin the formula by typing =IFERROR(
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B C D E
Account Name 1st Quarter Sales| 2nd Quarter Cells Total
Howard & Son Inc. 5 29,107.00 | 5 27,224.00 §=IFERROR( |||

The Getaway Franchise

NO DATA

5 25,647.00

Steele Plumbing Inc.

g 23,970.00

g 17,216.00

3. Select a value, type a formula or a create a calculation for the formula’s first part of the
argument. Complete the first part of the argument with a comma.

B
Account Name

C

1st Quarter Salesl:!nd Quarter Cells |

Howard & Son Inc.

!
|. S 29,107.00 |. S

D E
Total
IFERROR(C2+D2,] |

The Getaway Franchise

MO DATA

3 3

Steele Plumbing Inc.

5 23,970.00

g 17,216.00 |

4. Add a word, number, value or cell reference you would want Excel to display if it finds an
error with the formula. Remember, if you decide to use text or words, you will need to
surround that content with quotation marks.

B
Account Name

C

1st Quarter Salesl 2nd Quarter Cells |

D E
Total

Howard & Son Inc.

= 29,107.00

l 5 |:=|FERRGR{r:2+Dz,"N,fA"I

The Getaway Franchise

NO DATA

&

Steele Plumbing Inc.

g 23,970.00

g 17,216.00 |

5. Press the Enter key on your keyboard and use the Auto Fill Handle as necessary.

B
Account Name

C
1st Quarter Sales

D E
2nd Quarter Cells

Howard & Son Inc.

g 29,107.00

g 27,22400 | ¢  56,331.00

The Getaway Franchise

NO DATA

3 25,647.00 | N/A

Steele Plumbing Inc.

3 23,970.00

3 17,216.00 | 5 41,186.00

SUMIF Formula vs. SUMIFS Formula
There are two formulas that basically do the same thing but differ slightly in how they are
structured and when you can use them. The SUMIF formula allows users to add cells or a range
of cells when a condition is met. The SUMIFS formula allows users to add cells or a range of cells
when one or more conditions are met. This means that the SUMIFS formula can do the same thing
that a SUMIF formula can and more. Let's explore these two formulas in detail.

SUMIF Formula

The SUMIF formula allows users to sum the value of cells (or a range of cells) when a condition is

met.

Example of the SUMIF formula

&
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=SUMIF(D:D,F2,B:B)

The SUMIF formula consists of three parts in its argument

=SUMIF (Column with criteria, Cell reference, Column to add values)

To use the SUMIF formula:

1.

Select the cell where you want to create your SUMIF formula.

G H
State Total orders in 5 vears

Begin typing the formula: =SUMIF(

G H

CA =SUMIF(
IL

NY

X

WA

OR

Select the range or column that includes the criteria that you want Excel to find. This data
is typically found in a separate table. Type the comma sign after you selected the range to
conclude the first part of the formula.

Bt

1l
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A | B D E F G H
Customer Name State [Drders in past State

1

2 |Dominguez, Barbara §|CA 3 CA N (B:B,
3 |Anthony, Rob CA 12 IL -
4 |Williams, Debon CA 19 MNY

5 | Hernandez, Harold IL 17 TX

6 |Ochoa, Jose IL 3 WA

7 _Houston, Steven IL 8 OR

Select the cell that includes the criteria you want Excel to find in the previous step. Type
a comma to complete part two of the formula.
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5. Select the range or column that includes the data you want Excel to add.

A B £
Customer Name Sta rders in past 5 years
Dominguez, Barbara |CA r) 3
Anthony, Rob CA 12
williams, Debon . | 19

Hernandez, Harold
Ochoa, Jose
Houston, Steven

I = T, R SO T T I )

17
3
8

E

F

1l
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H
Ica 1=SU a8
I -
NY
@
WA
OR

6. Press the Enter key on your keyboard. Use the Auto Fill Handle to apply the formula to

other rows.

Once you complete these steps, you'll find that the table where you are making all calculations

will correctly include the sum totals of the criterion that you selected.

G H
CA 181
IL B8
MY 34
T* a7
W 74
OR 32
SUMIFS Formula

As previously mentioned, the SUMIFS formula can be used to make calculations with data that
includes one criterion or many. Typically it is recommended that you learn to use the SUMIFS
formula since this formula will allow you to do the same things that a SUMIF formula does plus

more.

Example of the SUMIFS formula

=SUMIFS(D:D,B:B,G4)
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The SUMIFS formula consists of a minimum of three parts in its argument

=SUMIFS (Column to add values , Column with criteria #1, Criteria #1)

If you have more than one criterion, then continue adding commas and the last two parts of the

argument.

To use the SUMIFS formula:

1.

Select the cell where you want to create your SUMIFS formula.

Artive Yoarly Amnnnte

Los Angeles
Fresno

S5an Diego

San Bernardino
Riverside
Orange

2. Begin typing the formula: =SUMIFS(

Los Angeles
Fresno

San Diego
San Bernardino
Riverside
Orange

3. Select the range or column that includes the data you want Excel to add. Complete the

first part of the argument by adding a comma.

Bt

1l
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A B C D i E F G
1 - e
2 |Dominguez, Barbara  Los Angeles YES 5 239.88 Los Angeles (D:D,
3 |Anthony, Rob Los Angeles NO S 179.88 Fresno
4 |Williams, Debon Los Angeles YES S 119.88 San Diego
5 |Hernandez, Harold Fresno NO s 119.88 San Bernardino
6 Ochoa, lose Fresno NO s 119.88 Riverside
7 |Houston, Steven Fresno NO s 119.88 Orange

Select the range or column that includes the first criteria that you want Excel to find. This
data is typically found in a separate table. Type the comma sign after you selected the
range to conclude the second part of the formula.
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A B L D E F G
1 = o Arss Aeeo i = ara b - Arpo
2 |Dominguez, Barbara  Los Angeles YES 239.88 Los Angeles = ,CiC)
3 |Anthony, Rob Los Angeles NO 179.88 Fresno
4 |Williams, Debon Los Angeles YES 115.88 San Diego
5 |Hernandez, Harold Fresno NO 119.88 San Bernardino
6 Ochoa, Jose Fresno NO 119.88 Riverside
7 |Houston, Steven Fresno NO 119.88 Orange

5. Select the cell that includes the first criteria you want Excel to find from the previous step
or type the criteria directly onto the formula. Type a comma to complete part three of the

formula.
A B C E F G
1 - Membership Amount/Year Are
2 |Dominguez, Barbara  Los Angeles YES 5 239.88 Los Angeles =SUMIFS({D:D,C @)
3 |Anthony, Rob Los Angeles NO S 179.88 Fresno ——
4 |Williams, Debon Los Angeles YES s 119.88 San Diego
5 |Hermandez, Harold Fresno NO S 119.88 San Bernardino
6 Ochoa, lose Fresno NO s 119.88 Riverside
7 |Houston, Steven Fresno NO S 119.88 Orange

6. If you have other criterion to include, you would have to include the criteria’s
column/range along with the criteria itself. In the next step of the formula, select another
column for the second criteria followed with a comma.

A B D E F G |
1 ome ame Area CCO Are

2 |Dominguez, Barbara Los Angeles ES S 239.88 Los Angeles n BB,
3 |Anthony, Rob Los Angeles (0] S 179.88 Fresno

4 |Williams, Debon |L05 Angeles ES S 119.88 San Diego

5 |Hernandez, Harold Fresno Q S 119.88 San Bernardino

6 |Ochoa, Jose |Fresn0 o S 119.88 Riverside

7 |Houston, Steven Fresno o] 5 119.88 Orange

7. If you include another criterion, always include the column and criteria as a pair. Since you
included the column in Step 6, you'll now have to include the criteria for that column.

A B C D E F G H

1 Area Account Active [Membership Amount/Year Area

2 |Dominguez, Barbara |Los Angeles YES s 239.88 !LosAngeIes T = ,F2|
3 |Anthony, Rob Los Angeles NO S 179.88 |

4 |Williams, Debon Los Angeles YES s 119.88 San Diego

5 |Hernandez, Harold Fresno NO S 119.88 San Bernardino

6 Ochoa, Jose Fresno NO s 119.88 Riverside

7 |Houston, Steven Fresno NO S 119.88 Orange

8. Press the Enter key on your keyboard. Use the Auto Fill Handle to apply the formula to
other rows.
COUNTIFS Formula

As previously mentioned, the SUMIFS formula is a SUM formula that allows you to include one
or more conditions in the formula. The COUNTIFS formula is a COUNT formula that allows you
to count cells based on certain conditions as well. The COUNTIFS formula has a minimum of two
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parts that should be used in pairs. Basically, you'll need to include a column for Excel to
investigate and the criteria that Excel will have to find in that column.

Example of the COUNTIFS formula

=COUNTIFS(D:D,G4,A:A,H4)

The COUNTIFS formula consists of a minimum of two parts in its argument, always used in pairs
=COUNTIFS (Column to count #1 , Criteria #1 , Column to count #2 , Criteria #2)
To create a COUNTIFS formula:

1. Select the cell where you want to create your COUNTIFS formula.

Fit B C D E F
i Customer Name B Area Bl Account Active B Area - i =
2 |Dominguez, Barbara  Los Angeles YES Los Angeles
3 |Anthony, Rob Los Angeles NO Fresno
4 |Williams, Debon Los Angeles YES San Diego
5 |Hernandez, Harold Fresno NO San Bernardino
6 Ochoa, Jose Fresno NO Riverside
7 |Houston, Steven Fresno NO Orange J

2. Begin typing the formula: =COUNTIFS(

Los Angeles
Fresno

S5an Diego
San Bernardino
Riverside
Orange

3. Select the range or column of the first criteria that includes the data you want Excel to
count. Complete the first part of the formula with a comma.

Customer Name ﬂArea -
YES I Los Angeles =COUR @

Dominguez, Barbara  Los Angeles

1

2

3 |Anthony, Rob Los Angeles | NO I Fresno

4 Williams, Debon Los Angeles YES I San Diego

5 | Hernandez, Harold Fresno | NO I San Bernardino
6 | Ochoa, Jose Fresno NO I Riverside

7 |Houston, Steven Fresno | NO | Orange
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4. Select the cell that includes the first criteria you want Excel to find from the previous step

5.

6.

m-

or type the criteria directly onto the formula. Type a comma to complete part two of the

formula.
A B C D E F
il Customer Name [ Area - Area - -
2 |Dominguez, Barbara  Los Angeles YES Los Angeles =COUNTIFS(C: /m. |
3 |Anthony, Rob Los Angeles NO Fresno — |
4 |Williams, Debon Los Angeles YES San Diego
5 |Hernandez, Harold Fresno NO San Bernardino
6 | Ochoa, Jose Fresno NO Riverside
7 | Houston, Steven Fresno NO Orange J

If you have multiple criterion that you want to use in your formula, you'll have continue
with another pair adding a column for Excel to count along with the criteria to find in
that column. In this step, include the column or range followed by a comma.

(LS R = IR R S T N ]

A

D

Anthony, Rob
_Williams, Debon

| Hernandez, Harold
Ochoa, lose

| Houston, Steven

Dominguez, Barbara

B

Area Y \cc

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

Sl

C

fi

D

E

Los Angeles

=COUNTIFS

Fresno

San Diego

San Bernardino

Riverside

Orange

Include the criteria you want Excel to find from the previous step.

1
2
3
4
3
]
7

A
Customer Name

Dominguez, Barbara

|Anthony, Rob

Williams, Debon

:Hernandez, Harold
| Ochoa, lose
|Houston, Steven

B C
-
Los Angeles YES
Los Angeles NO
Los Angeles YES
Fresno NO
Fresno NO
Fresno NO

F

I.ﬁrm

- MNo. of Active Accounts ~

Los Angeles

13

Fresno

San Diego

San Bernardino

Riverside

Orange

=Rk | L

D

San Diego

San Bernardino

Riverside

Orange

7. Press the Enter button to complete your formula and use the Auto Fill Handle if
needed.
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AVERAGE IFS Formula

As previously mentioned, the SUMIFS formula can be used to make calculations with data that
includes one criterion or many. The AVERAGEIFS formulas also makes calculations with data with
more than one criterion. The only difference is that the AVERAGEIFS formula calculates the
average.

Example of the AVERAGEIFS formula

=AVERAGEIFS(D:D,B:B,G4)

The AVEREAGEIFS formula consists of a minimum of three parts in its argument
=AVERAGEIFS (Column to average , Column with criteria #1, Criteria #1)

If you have more than one criterion, then continue adding commas and pair the column with the
criteria

To use the AVERAGEIFS formula:

1. Select the cell where you want to create your AVERAGEIFS formula.

F G
Area AVG Active Yearlv Amounts
Fresno
San Diego
San Bernardino
Riverside
Orange

2. Begin typing the formula: =AVERAGEIFS(

F G

Los Angeles  |=AVERAGEIFS(| n
Fresno

San Diego

San Bernardino
Riverside
Orange

3. Select the range or column that includes the data you want Excel to average. Complete
the first part of the argument by adding a comma.
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PRS- BT R SRR

A

Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

B

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

YES

NO \
YES |
NO \
NO |
NO \

239.88
179.88
119.88
119.88
119.88
119.88

E F

Areg

Los Angeles

LEADERSHIP BUILD

D:D,

Fresno

San Diego

San Bernardino

Riverside

Orange

4. Select the range or column that includes the first criteria that you want Excel to find. This
data is typically found in a separate table. Type the comma sign after you selected the
range to conclude the second part of the formula.

ERE- BT R SRR

A

Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

B

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

=

Account Active embe p A

YES
NO
YES
NO
NO
NO

239.88
179.88
119.88
119.88
119.88
119.88

E F

Areg

Los Angeles

Fresno

San Diego

San Bernardino

Riverside

Orange

5. Select the cell that includes the first criteria you want Excel to find from the previous step
or type the criteria directly onto the formula. Type a comma to complete part three of the
formula.

= @ s W R e

6. If

column for the second criteria followed with a comma.

R = R R SRR TV N

A

Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

B

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

C
Membership Amount/Year
YES

S 239.88
NO S 179.88
YES S 119.88
NO S 119.88
NO S 119.88
NO S 119.88

E F

Areg

Los Angeles

G |

Fresno

:AVERAGEIFS{D:D,C:@

San Diego

San Bernardino

Riverside

Orange

you have other criterion to include, you would have to include the criteria’s
column/range along with the criteria itself. In the next step of the formula, select another

A

Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

B

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

C D

cocoflo il
W L A 0

239.88
179.88
119.88
119.88
119.88
119.88

F

Are

Los Angeles =

Fresno

San Diego

San Bernardino

Riverside

Orange

7. If you include another criterion, always include the column and criteria as a pair. Since you
included the column in Step 6, you'll now have to include the criteria for that column.

~ W W e

Dominguez, Barbara
Anthony, Rob
Williams, Debon
Hernandez, Harold
Ochoa, Jose
Houston, Steven

B

Area

Los Angeles
Los Angeles
Los Angeles
Fresno
Fresno
Fresno

C D
Account Active [Membership Amount/Year

E

F

Area

fLos Angeles |

San Diego

San Bernardino

Riverside

Orange
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8. Press the Enter key on your keyboard. Use the Auto Fill Handle to apply the formula to

other rows.
F G

Los Angeles 3 166.03
Fresno 5 119.88
San Diego 5 219,88
San Bernardino | & 149.88
Riverside 5 179.88
Orange 5 179.88

How to Use Name Ranges

Many times you'll have to work between multiple spreadsheets and formulas will need to toggle
back and forth between spreadsheets to complete your formulas. Using Name Ranges will
drastically assist through this process. Name Ranges allow you to title, or name, a column,
table, area, location or range. Once you name an area, you'll be able to easily find that range
with the name you gave it. This makes it easier when you're creating a formula.

To create a Name Range:

1. Select a column, table, area or cells that you would like to name.

i Customer Name \ccount Active Membership Amount/Year

2 |Dominguez, Barbara os Angeles ES 5 239.88
3 |Anthony, Rob os Angeles a] 5 179.88
4 |williams, Debon 0s Angeles ES 5 119.88
5 |Hernandez, Harold resno O 5 119.88

2. Navigate to the Formulas tab.

Home Insert Page Layout Data Review View Help 2 Tell me what yo
> B EEOHEE G @ 5 | @
E

U F la~
AutoSum Recently Financial Logical Text Date & Lookup & Math &  More < Usein Formula
@ Used ~ 2 = *  Time~ Reference~ Trig= Functions = Manager E@Createfrum Selection

Function Library Defined Names

3. Locate the Defined Names group.

—

1l

U W
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Home Insert Page Layout Formulas Data Review View Help 2 Tell me what you w

> @ E0EE @ @ g [@em
E
U F la~
AutoSumn Recently Financial Logical Text Date& Lookup & Math & — More G sein Formula
o Used - v v = Time~ Reference~ Trig~ Functions = Manager B Create from Selection

Function Library

4. Select the command called Define Name.

Home Insert Page Layout Formulas Data Review View Help 2 Tell me what you w

@ Define Mame I~

fx Use in Formula -

> B8 @Al o 6

AutoSumn Recently Financial Logical Text Date & Lookup & Math & — Mare MNarme
< Used - = = = Time~ Reference~ Trig= Functions= | Manager B Create from Selection
Function Library Defined Mames

5. After selecting the Define Name command, Excel will display a window. Name the range
in the Name box. Pick a name you can easily remember and one that will not interfere
with other ranges you have named. Select the OK button when done.

Mew Name ? >

Mame: I Are| | I

. fr—
srope: 'Workbook ~

Camment:

Refersto: | —corting!SE:SE +

You'll know that you successfully named your range if you select that range and the name you
provided appear in the Name Box.

Area N

A

A

5 Area

Customer Name Area Account Active Membership Amou nt/Year

1

2 |Dominguez, Barbara 5 239,88
3 |Anthony, Rob 5 179.88
4 |williams, Debaon 5 119.88
5 |Hernandez, Harold 5 119.88




Printing Spreadsheets

To change the layout of your sheet, you'll have to navigate to the Page Layout tab to make edits.
The Page Layout tab will help you make changes to your spreadsheet so that you can print the
sheet based on your needs.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

EColors' @ @ IE [% ,% E‘:':EI:\'! . Width: Automatic ~

Fonts ~ §|:| Height: Automatic ~
Themes Margins Orientation Size  Print Breaks Background Print
- [@lEffects - . . - Area~ - Titles | CRlScaler 100%
Themes Page Setup M Scale to Fit M
Page Setup

The Page Setup section of the Page Layout tab helps you change your print settings and the
default settings of your spreadsheet. Changes made in this section only pertain to the sheet you're
working on and won't affect the entire workbook. Let's explore some functionalities available in
this section.

How to Change the Page Margins

The margins in your spreadsheet default to Normal which allow you to print your sheet with a set
space at the top, bottom, left and right of the page. You can also make the margins wide or
narrow. By making the margins narrower, it will allow you to fit more of your spreadsheet into one

page.
To change the Page Margins:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
B colors - T L1 -ﬂ‘  Width: | Automatic ~
@ @ P'D [ E%: 1 B ﬁ@

17 . .
A|Fonts - Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print ;D J
- @ Effects~ - . - Areav - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit

2. Locate the Page Setup group.

-

-
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File Home Insert Page Layout Formulas Data Review View Help
| B colors- | @ e IE P R P Width: | Autom
centie [ = ﬁ@ i
Fonts - i i ) ] ) ) ¢_|:| Height: | Autom
Themes Margins Orientation 5ize  Print  Breaks Background Print O
- [@)Effects ~ - . - Area+ - Titles | FRlScale  100%
Themes Page Setup P Scale to Fit

3. Select the Margins command.

File Home Insert Page Layout Formulas Data Review View Help
B Colors - IE P = Ene T width: | Autom
mansmn 1 [ - )
Fonts = ] Ig] @ ID Height: | Autom
Themes Size  Print BEreaks Background Print o -
- [@Effects~ ~  Arear - Titles L] Scale: 100%
Themes Page Setup P Scale to Fit

4. Selecting the Margins command will display a menu of choices. Select the type of
margins you would like for your page.

Mormal
Top: 073" Bottom: 0.73"
Left: 07" Right 0.7"
Header: 0.3" Footer: 0.3"
Wide

| Top: 1" Bottorn: 1"
Left: 1" Right 1"
Header: 0.5" Footer: 0.5"
Marrow
Top:  0.75" Bottom: 0.75"
Left: 025" Right 0.25"
Header: 0.3" Footer: 0.3"
Custom Margins

Custom Margins...

How to Change the Page Orientation
By default, your spreadsheet will print in a Portrait style. You can change this setting.

To change the Page Orientation of your sheet:

LEADERSHIP BUILD

2 Tell v
atic -

atic -

2 Telly

atic -

atic -
"

-
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1. Navigate to the Page Layout tab.

File Home Insert Furmulas Data Review View Help £ Tell rI
B colors - @ T D L1 -  Width: | Automatic ~
P'D N L& = Ay ﬁ@ o

17 . .
A|Fonts - Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print ;D J
- @ Effects~ - . - Areav - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit

2. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review View Help £ Tell

B colors - @ I__|'5|3 IE E%] _#_ - a;gj M Wwidth: | Automatic -

L e .
A |Fonts - Height: Automatic -
Themes Margins Crientation 5ize  Print  Breaks Background Print E'D ?
- @ Effects = - - ~  Arear o+ Titles d Scale: 100%
Themes Page Setup P Scale to Fit P

3. Select the Orientation command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln

 —

E E%] = a;é'] 5 Width: |Automatic -
1 =

I:l] Height: |Automatic -

nCtlIl:lrsv
— . Fonts -

Theme Size  Print Breaks Background Print o
- [@]Effects - - Arear - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit

4. The Orientation command will display a drop-down menu that will allow you to change
the page orientation from Portrait to Landscape.

D Portrait
D Landscape

How to Change the Size of the Paper

At times, you might need to print your data on ledger paper or other type of paper that suits your
needs. Excel defaults to Letter size paper, but you can change this option and select a different
paper size.

To change the size of the paper:

Il

I
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1. Navigate to the Page Layout tab.

File Home Insert Furmulas Data Review View Help £ Tell rI
B colors - @ T D L1 -  Width: | Automatic ~
P'D N L& = Ay ﬁ@ o

1 . .
A | Fonts - ] . ) ] ) ) J,_D Height: |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - . - Areav - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit T

2. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review View Help £ Telly

B colors - @ I__|'5|3 IE E%] _#_ - a;gj M Wwidth: | Automatic -

L e .
A |Fonts - Height: Automatic -
Themes Margins Crientation 5ize  Print  Breaks Background Print E'D ?
- @ Effects = - - ~  Arear o+ Titles d Scale: 100%
Themes Page Setup P Scale to Fit P

3. Select the Size command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln

HCnlarsv @ I-—IB'E IE D?P# @Eé‘:  Width: | Automatic ~

Themes FDnts" Margins Orientatior§ Size QPrint Breaks Background Print I'D Height: | Automatic
- @ Effects~ - . - larear - Titles | -&|Scale  |100%
Themes Page Setup T Scale to Fit T
4. The Size command will display a drop-down menu that Letter
will allow you to change the size of your sheet. I:I 85" 511"
|:| Tabloid
How to Set a Print Area 17
Excel also allows you to print a chosen selection from your |:| Legal
spreadsheet, instead of printing the entire sheet. This feature is 8.5 x 14"
called Setting the Print Area. Statement
EEn. nEn
To set a Print Area: A
Executive
1. Select the area in your spreadsheet that you want to 7.25"x10.5"
exclusively print. A3

11.69" x 16.54"

A4

8.27" x 11.69"

O[] O
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2. Navigate to the Page Layout tab.

File Home

n Colors -
.

Themes Fonts -
- |§| Effects -

Themes

Insert

it

Margins Orientation

-

-

3. Locate the Page Setup group.

File Home

n Colors -

Themes Fonts -
- |§| Effects ~

Themes

Insert

Account Active

Data

Y

Membership Amount/Year

Review

HE,

Size  Print Breaks Background Print

- Area~ -

Page Setup

Page Layout Formulas Data

Margins Orientation

-

-

Titles

Review

E5

Size  Print Breaks Background Print

- Area~ A

Page Setup

Titles

IF}

IF}

View Help 2 Tall g

E Width: | Autormnatic -
I:l] Height: |Automatic -
@ Scale: 100%

Scale to Fit

View Help £ Tell g

s .
o Width: |Automatic -

I:DHeight: Automatic -
[k]Scale  [100%

Scale to Fit

4. Select the Print Area command.

File Home

n Colors -

Themes Fonts
- IE Effects -

Themes

Insert

-

Page Layout Formulas Data

O & DR A

Margins Orientation

-

Sizel

Page Setup

Review

HE,

reaks Background Print

Titles

IF}

View Help £ Tall g

E Width: | Automatic -
I:l] Height: |Automatic -
@ Scale: 100%

Scale to Fit

5. The Print Area command will display a drop-down menu. Select the Set Print Area
option.

= Set Print Area

Clear Print Area
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How to Clear a Print Area
If you set a Print Area but now need to print the entire page, you'll have to clear the Print Area.

To clear the Print Area:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
HCDIDrs* T L1 EWidth: Automatic -
O D as & ES

7 - . i
A|Fonts - Height: |Automatic -
Themes Margins Orientation Size  Print  Breaks Background Print ;D ?
- @ Effects = - - - Areg~ T Titles |£—| Scale 100%
Themes Page Setup T Scale to Fit T

2. Locate the Page Setup group.

File Home Insert Page Layout Formulas Data Review View Help 2 Telln
B Colors - @ I-—E [E E-\n LI | H:_I_l —Width: Automatic -
—— [A]Fonts~ T T Height Automatic ~
Thermes Margins Orientation Size  Print  Breaks Background Print o -
~  [@]Effects~ - - +  Area~ - Titles L&) Scale: 100%
Themes Page Setup P Scale to Fit P

3. Select the Print Area command.

File Home Insert Page Layout Formulas Data Review View Help 2 Telly

B Colors - @ PD [E # EEE; = Width:  Automatic

] . . .
A|Fonts - ] i ) ] ) ¢_|:| Height |Autornatic -
Thermes Margins Orientation Size] preaks Background Print o
- @ Effects - - - = = Titles d Scale: 100%
Themes Page Setup P Scale to Fit P

4. The Print Area command will display a drop-down menu. Select the Clear Print Area
option.

I Set Print Area
Clear Print Area I

How to Repeat the Table Headers When Printing

Most of us work with lots of data which means that if we decide to print a spreadsheet, the
spreadsheet will print in more than one page. When this happens, only page one will have the
headers that you created, but the rest of the pages will only have the data without the headers.
However, the headers can be repeated throughout each page.

To print the headers on every page, you'll have to select the titles to print.
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1. Navigate to the Page Layout tab.

Insert Page Layout Formulas

File

Theme

-

Home

HCDIDrs*
. Fonts -

@ Effects ~

Themes

O & D &

2. Locate the Page Setup group.

File

Ad]

Theme

-

Home

nCnInrs*
. Fonts -
@Eﬂ:ects*

Themes

L

1

Data

AN

Review

Ha,

View

Margins Orientation Size  Print  Breaks Background Print
- . - Aeav - Titles | CA|Scale  100%
Page Setup T Scale to Fit T
Insert Page Layout Formulas Data Review View Help 2 Telln
N ) | — Width: Automatic -
&5 D ae =

3. Select the Print Titles command.

File

Theme

-

Home

nCnlurs*
. Fonts -

@ Effects -

Themes

Margins Orentation 5Size Print  Breaks Background Print
J . . Arear - Titles B FR/Scale | 100%
Page Setup P Scale to Fit P
' §
Insert Page Layout Formulas Data Review View Help £ Tall g
M Ll PR ) Width:  Automatic ~
@ DD [l E%: B ] ﬁ@ i .
] . ) ] i ) J,_D Height: |Automatic -
Margins Orientation Size  Print  Breaks Backgroung Print
- - *  Breav - Titles @ Scale 100%
Page Setup T Scale to Fit T

o

Help

E Width: | Autocratic

I:[l Height: |Automatic -

I:[l Height Automatic -

4. The Print Titles command will display a pop-up window. Click on the Rows to repeat at
the top box and select a row from your spreadsheet that includes your table headers. By
selecting that entire row, Excel will repeat the row on every printed page. Press the OK
button when finished.

£ Tell g

-
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Page Setup

Page Margins

Print area:

Header/Footer |

|»

I Rows to repeat at top:

|
B—

Columns to repeat at left:

Print
] Gridlines
[ ] Black and white
[] Draft guality
|:| Row and column headings

Page order

(® Down, then over
O Ower, then down

it i
o

PIIONT

i il

Comments:

Cell errars as:

Print...

[Mone) e

displayed e

Print Preview Options...

Cancel

Additionally, you can select to print the Gridlines, print in black and white, print comments and
print in a different order. You can also click on the Print Preview button to get a preview of the

sheet you're about to print.

Scaling to Fit

In the Page Layout tab, there is a Scale to Fit section where you can customize your sheet to
make it fit in one page. Sometimes, when you try to print a spreadsheet, some columns may not

fit into the first page and will print on the second page instead.

How to Change the Width and Height of Your Sheet to Print

The width and height of a sheet can be customized so that you can try to fit your sheet into one
or multiple pages. Most likely, when using these features, the size of the font or your table will
decrease, making it harder to read. By default, Excel makes the width and height automatic.

To change the width and height of your sheet:

- @
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1. Navigate to the Page Layout tab.

File Home Insert Furmulas Data Review View Help 2 Tell rI
HCDIDrs* @ T |E—\n L1 = Width: Automatic ~
@ DD 0 L& ™= as ﬁ@ s

17 . .
A|Fonts - Height: |Automatic -
Themes Margins Orientation Size  Print  Breaks Background Print ;D ?
- @ Effects = - - *  Arear - Titles |£—| Scale 100%
Themes Page Setup T Scale to Fit T

2. Locate the Scale to Fit group.

File Home Insert Page Layout Formulas Data Review View Help O Tell r{

Il Colors - @ D IE P L E[Il ) Width:  Automatic ~
LA [y = — ol | :
Fu:unts' i , ) ] ) ) J,_l:l Height: |Automatic -~
Themes Margins Orientation Size  Print  Breaks Background Print o
- @ Effects~ - . - Areav - Titles §| TRlScale  [100%
Themes Page Setup F Scale to Fit T

3. Change the Width and Height by clicking on the drop-down box.

File Home Insert Page Layout Formulas Data Review View Help 2 Tell r1

B Color:- @ DD IE E%]# EEE: = Width: | Automatic ~

'y : .
A|Fonts - Height |Automatic -
Thermes ans Margins Orientation Size  Print  Breaks Background Print J"D ? .
- @] Effects - = - - Aear - Titles | | Scale 100%  »
Themes Page Setup I} Scale to Fit I}
Changing the Scale

The best option to make your sheet fit in one page (or in several desired pages) is by changing
the scale percentage. Be careful when you also use this option because your table will shrink as
you decrease the percentage. Anything lower than 70% may start to look too small and the table
will be aligned to the left of the sheet.

To change the scale of your sheet:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help £ Tell g

—

I colors - @ I__ij IE E%] _#_ ﬁs a;él] —Width:  Automatic -

L . .
A | Fonts - Height: | Automatic -
Themes Margins Orientation Size  Print  Breaks Background Print ;D ?
- @ Effects = - - *  Arear - Titles |£—| Scale 100%
Themes Page Setup T Scale to Fit T
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2. Locate the Scale to Fit group.

File Home Insert Page Layout Formulas Data Review View Help 2 Tell rl
| B Colors - @ Ijlq} IE |E}n L1 ﬂ a:l:l —width: Automatic -
—— Fu:mts* - ) ) - LE'] o = LEI'] I:DHeight: Automatic -
Themes Margins Orientation 5ize  Print Breaks Background Print o ol
+ @] Effects~ - . - Arear - Titles B FRlScale  [100% 2
Themes Page Setup F Scale to Fit P
k
3. Change the Scale by clicking on the drop-down box.
File Home Insert Page Layout Formulas Data Review View Help £ Tell
| n Colars~ @ I-—E IE E-\n LI B::El EWidth: Automatic -
— FDntsv _ _ _ _ LEI'] M1 = LEI'] "l Height: |Automatic -
Themes Margins Orientation Size  Print  Breaks Background Print o v
- |@]Effects- - - ~  Arear - Titles LR Scale: 100%
Themes Page Setup P Scale to Fit IT..I
Other Sheet Options

LEADERSHIP BUILD

As described before, the ribbons can only fit a limited number of buttons. However, you can
continue to customize the print options by checking a few options on the Sheet Options group.

How to Remove the Gridlines

By default, Excel spreadsheets will show the gridlines, but they won't print unless you specify that
you want the gridlines to print.

To remove the gridlines from your spreadsheet:

1. Navigate to the Page Layout tab.

File Home Insert Page Layout Formulas Data Review View Help 2 Telly
nColﬂrS* @ I__Ib‘3 IE |E-\n L1 ﬁ‘ gl:l EWidth: Automatic -
o | [ -
Fonts = i , ) ] Iﬁ] - Iﬁ] I_D Height |Automatic -
Thermes Margins Orientation Size  Print  Breaks Background Print .
- @ Effects - = - - Areav - Titles | TR|Scale  100%
Themes Page Setup I} Scale to Fit I}

Locate the Sheet Options group.
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E Width: Automatic -

I:D Height: Automatic -
@ Scale: 100%

Scale to Fit

Gridlines
View Wiew
L] Print | [ Print

r Sheet Options
1L

P

Headings

-

Bring Send

Forward = Backward =

3. Uncheck the View checkbox in the Gridlines section.

EWidth: Automatic -

ID Height |Automatic -
E Scale: 1009

Scale to Fit

Gridlines § Headings
[v] view § [v] View

L] Print § ] Print

Sheet Options

(F]

How to Remove the Headings
By defaults, Excel will show you the column letters and the row numbers. These are called
Headings and they can also be removed from your view.

To remove the headings from your spreadsheet:

1.

Navigate to the Page Layout tab.

th

Bring Send

Forward = Backward =

‘O o

Selection

Pane

Align

Arrange

=

Selection

FPane

Arrange

Review

Ha,

Titles

IF}

m

View Help

i i
o Width: |Automatic -

I:[l Height: |Automatic -
@ Scales 10036

Scale to Fit

-

-

— g 9

Selection Align

Pane

File Home Insert Page Layout Formulas Data
- M L
R O D Re &
dasian [&] Fonts - o I -
Themes Margins Orientation Size  Print  Breaks Background Print
- @ Effects ~ - - *  fArear -
Themes Page Setup
2. Locate the Sheet Options group.
¢ Width: Automatic ~ W Gridlines  Headings |:||_—| l—_lj
ID Height Automatic - View View _
O : Bring Send
d Scales 100% [ print [ Print Forward =~ Backward ~
Scale to Fit i Sheet Options P

-

Arrange

2 Telln
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=
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Ly &
DE
3. Uncheck the View checkbox in the Headings section. S
EWidth: Automatic - M| Gridlines | Headings |:||_-| I__Ij |:|_|E} :I:| @ i]h
I:DHeight: Automatic - | [v] View | [+] View - : <_ |
o " Bring Send  Selection Align
ER] Scale: 100% . [ Print § L1Print | Forward~ Backward~ Pane -
i Scale to Fit Ta eet Options a Arrange
139



Basic Excel Shortcuts

Excel has plenty of shortcuts that can save you some time. Many of these shortcuts are basic
keyboard shortcuts that are universally recognized. Please note that the shortcuts listed below are
only compatible with Windows.

Commonly Used Shortcuts

The table below lists the most commonly used shortcuts. Please note that the command ‘CTRL’
stands for the 'Control’ button located on your keyboard. Additionally, the plus sign signifies the
following button to press on your keyboard. For example, ‘CTRL + C', means that you'll need to
press the ‘Control’ button and the letter 'C’' button on your keyboard.

Shortcut Type Buttons on your keyboard
Copy CTRL + C

Paste CTRL + V

Cut CTRL + X
Highlight All CTRL + A

Bold CTRL + B
Underline CTRL+ U
Italicize CTRL + |

Find text CTRL + F

Undo CTRL + Z

Save a Workbook CTRL + S

Close a Workbook CTRL + W
Open a Workbook CTLR + O
Center align cell contents ALT+H+A+C
Delete column ALT+H+D+C
Add borders ALT+H + B
Hide selected rows CTRL + 9

Hide selected columns CTRL + 0

1l
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Keyboard Shortcuts for Ribbons

When using any Microsoft Office programs, you can navigate through the different ribbons
without using a mouse. The keyboard can be used to navigate through all the ribbons and buttons.
The ALT button will display letters that show you which keys will take you to which ribbon or
button. For example, after pressing the ALT key on the keyboard, Excel gives me the following
options (in the screenshot below). If the ‘P’ button is pressed, then Excel will display the Page
Layout ribbon.

M &« . L Excel - Beginner Exercises - Excel

2 3 5 6

Insert Draw Page Layout Formulas Data Review View Help Acrobat ,O Tell me what you want tc‘d'o

- r - — . -
& Open Sans MR =% ab Wrap Text General M ': 4
D E@ ) 8] A A = ce P ‘o
Paste s B7U-MH- &-A- =H= | < = Merge&Center . $ -0 9 | €0 00 Condltlf)nal Format as
- Formatting ~ Table~ ¢
Clipboard I Font I Alignment [ Number I Styles

Below are a few shortcuts that will help you navigate through the ribbons and buttons in Excel by
using your keyboard.

Go to the Home Tab ALT + H
Go to the Insert Tab ALT + N
Go to the Draw Tab ALT +J + |
Go to the Page Layout Tab ALT + P
Go to the Formulas Tab ALT + M
Go to the Data Tab ALT + A
Go to the Review Tab ALT +R
Go to the View Tab ALT + W
Go to the Help Tab ALT +Y
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Keyboard Shortcuts for Navigating Through a Spreadsheet

Below are additional shortcuts that you can use to navigate through cells. Unlike most of the
previously mentioned shortcuts, most of the following shortcuts are Excel specific.

To do the following... Buttons on your keyboard
Move one cell right in a spreadsheet Right arrow key

Move one cell left in a spreadsheet Left arrow key

Move one cell up in a spreadsheet Up arrow key

Move one cell down in a spreadsheet Down arrow key
Move one cell right on a spreadsheet Tab key

(or the next unlocked cell)

Move to the last entry of a region CTRL + Arrow key
Move to the last cell on a spreadsheet ~ CTRL + End key

Move to the last used cell on a CTLR + Shift + End key
spreadsheet

Move to the top of a spreadsheet CTRL + Home key
Move one screen down in a spreadsheet Page Down key

Move one screen to the right in a ALT + Page Down key
spreadsheet

Move one screen up in a spreadsheet Page Up key

Move one screen to the left in a ALT + Page Up key
spreadsheet

Move to the next spreadsheet in a CTRL + Page Down key
workbook

Move to the previous spreadsheetina  CTRL + Page Up key
workbook
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Common Formula Errors in Excel

As you continue to work through formulas and learn how to use more advanced formulas in your
Excel journey, you'll at some point encounter error messages. Error messages in Excel usually occur
when there is an incorrect digit, or entry in a formula. Excel will then return a message that begins
with a pound sign (#). Below is a quick reference guide to common Excel errors you will encounter
as a beginning Excel user.

HEH#HHH# -
You probably have already seen a cell with a bunch of pound F G H |
signs inside the cell. You are 100% sure that you never typed zf:te g";:'ber
those pound signs inside those cells, and you're right. You will  ca Silver
encounter a cell filled with pound signs any time that the content €A Si:"e’
. CA Si

of a cell does not fit inside a cell. In other words, you need to ICA Blr:,irze
make the width of the cell larger because the number inside your  ca Platinu

. A1CA Gold
cell is too long. Tea p—

CA Silver

#DIV/0

If you recall back to your High School days, PSS Qty Sold Avg Sale per unit sold
you'll remember that in math class you were $545.00 13 $41.92

taught that you cannot divide by 0. Excel 228.00 6 $38.00

knows this too and whenever you try to ﬁ.oo 0 4 ¥DIV/0! I’
divide by 0, it will give you the error ;

message #DIV/0. This error message typically occurs when you use a formula to divide but you
may have a cell with the entry '0’, or a cell that is completely blank. In this instance, Excel will return
the error message. If you no longer want to see the error message, you'll have to use a formula
like the IFERROR formula so that Excel displays a digit or value you provide. In the screenshot
provide, Excel returns a #DIV/0 error because you can't divide 0 by 0.

#NAME?

At times, you will encounter the #NAME? error :

message. This error message typically appears Al § F
because of a misspelling. When you see the i B C D E
#NAME? message, Excel is telling you that 1’

either (1) the name of the formula is wrong 2

(i.e., you accidentally wrote =SAM(14:115) instead of =SUM(I4:i15) or (2) there is something wrong
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with the entries you entered in your formula (which typically happens with more advanced ﬂ

formulas). To correct the #NAME? error message, check your spelling and that every part in your
formula was properly written.

#VALUE!

The #VALUE! message typically shows when ’

there is something wrong with the cells that Al . f"
Excel is referencing. The #NAME? occurs Ll : C D E
when you have an error with your formula, ‘ @ 4

but the #VALUE! error message shows 2

when you have an error somewhere in the cell that you're referencing. For example, let's say that
you're trying to add cells together but one of the cells has a space (which is very hard to notice)
in front of the number. In this case, Excel will bring up the #VALUE! error message. This error
message may also pop up when Excel is referencing a cell where it expects a digit, but there is
something else other than a digit in that cell. To correct the #VALUE! formula, make sure to check
the cells that are referenced for any misspellings or spaces.

#REF!

[ -
The #REF! error occurs when you | haYe - : 2
removed a cell that Excel was referencing in -

fyour formulas. F le, if A 2 c e Es
one o1 your tormulas. ror example, IT you use 1 QlSales Q2Sales Q3Sales Q45ales TOTAL

a formula that reads from Cell A4, and later 2 |$80,338.00 $98,408.00 $99,694.00 $98,600.00($377,040.00|
you delete Column A in its entirety, then Excel

will you the #REF! error message because it

can no longer reference Cell A4. This erroris b2 - fi @€ =sUM(A2,B2,C2,#REFI)
also common when using formulas that read A B c
from other Excel files. As soon as that filethat 1 QiSales 02Sales Q3Sales TOTAL

Excel is referencing goes away, you may geta  ° |$75,998.00 $90,126.00 393,514 20[__#REFI |

#REF! error message. To fix this error

message, you can get rid of your formula by copying/pasting special values or add the sheet from
another file to your current Excel file so that they are in the same workbook.

‘U
e
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Excel Exercises

Below, please find a table with a list of all Excel exercises referenced in this workbook. The URL

listed below are case sensitive.

Exercise Type

Exercise Number

Exercise URL

Identifying A Cell Exercise 1 https://bit.ly/Excel-Beg-Exercise-1
Cut, Copy & Paste Exercise 2 https://bit.ly/Excel-Beg-Exercise-2
Using the Format Painter Exercise 3 https://bit.ly/Excel-Beg-Exercise-3
The Alignment & Font Section Exercise 4 https://bit.ly/Excel-Beg-Exercise-4
The Number Format Section Exercise 5 https://bit.ly/Excel-Beg-Exercise-5
The Cells Section Exercise 6 https://bit.ly/Excel-Beg-Exercise-6
Using Workbook Views Exercise 7 https://bit.ly/Excel-Beg-Exercise-7
Freezing Panes Exercise 8 https://bit.ly/Excel-Beg-Exercise-8
Find & Replace Function Exercise 9 https://bit.ly/Excel-Beg-Exercise-9
Sorting Data Exercise 10 https://bit.ly/Excel-Beg-Exercise-10
Filter Data Exercise 11 https://bit.ly/Excel-Beg-Exercise-11
The Auto Fill Handle Exercise 12 https://bit.ly/Excel-Beg-Exercise-12
Grouping Cells Exercise 13 https://bit.ly/Excel-Beg-Exercise-13
Removing Duplicates Exercise 14 https://bit.ly/Excel-Beg-Exercise-14
Using AutoSum Function Exercise 15 https://bit.ly/Excel-Beg-Exercise-15
Using Operators in Formulas Exercise 16 https://bit.ly/Excel-Beg-Exercise-16
Constants & Cell References in Exercise 17 https://bit.ly/Excel-Beg-Exercise-17
Formulas
Using the SUM Formula Exercise 18 https://bit.ly/Excel-Beg-Exercise-18
Using the AVERAGE Formula Exercise 19 https://bit.ly/Excel-Beg-Exercise-19
Using COUNT & COUNTA Exercise 20 https://bit.ly/Excel-Beg-Exercise-20
Formulas
Using MAX & MIN Formulas Exercise 21 https://bit.ly/Excel-Beg-Exercise-21
Exercise 22 https://bit.ly/Excel-Beg-Exercise-22

Using PROPER, LOWER & UPPER
Formulas
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https://bit.ly/Excel-Beg-Exercise-1
https://bit.ly/Excel-Beg-Exercise-2
https://bit.ly/Excel-Beg-Exercise-3
https://bit.ly/Excel-Beg-Exercise-4
https://bit.ly/Excel-Beg-Exercise-5
https://bit.ly/Excel-Beg-Exercise-6
https://bit.ly/Excel-Beg-Exercise-7
https://bit.ly/Excel-Beg-Exercise-8
https://bit.ly/Excel-Beg-Exercise-9
https://bit.ly/Excel-Beg-Exercise-10
https://bit.ly/Excel-Beg-Exercise-11
https://bit.ly/Excel-Beg-Exercise-12
https://bit.ly/Excel-Beg-Exercise-13
https://bit.ly/Excel-Beg-Exercise-14
https://bit.ly/Excel-Beg-Exercise-15
https://bit.ly/Excel-Beg-Exercise-16
https://bit.ly/Excel-Beg-Exercise-17
https://bit.ly/Excel-Beg-Exercise-18
https://bit.ly/Excel-Beg-Exercise-19
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