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E X CE L

Review:

Formatting
Move / Copy / Past

Insert / Delete Rows & Columns

Drill down for data found in the SHEETS/TABS of the open workbook

43
4 4 » M BET Feb &Mar ST0@® May < Jun Total - Shestd
Rearv

Table Lookup
Pre-made worksheets
Mail Merge (Labels) Excel into Word

Review
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Formats & Math

Cells Format / Orientations
Cells Font Style and adding borders
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Edit

OLE Object Linking Embedding

http://en.wikipedia.org/

Copy CTRL+C

Cut CTRL + X

Past CTRL+V

Copy / Past from Excel to Word Charts & Graphs

Past Special

Graphs & Charts To WORD

Copy -- Past / Past Special Link | No Link

Terms Book Worksheet Icons Ribbons What-If
General use of the worksheets
Text / Labels Numbers Calculations or formulas
Formats

Open / Close worksheet

Excel Functions

Function Description = Function Name (FanNge references)
=SUM( argument )

=AVERAGE( argument )

=MAX( argument )

=MIN( argument) =COUNT( argument )
=TODAY()
=DATE(mm/dd/yy) =NOW()

Function wizard  fX
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Excel

Name Spreadsheet
Row 1 Column Titles (Field Name)
Text to Column

Data _ Review View Developer Add-Ins
Tab Name Connections Al z i Clear
Z
3 Properties | T £¢ Reapply
- £} Sort Filter Text to
== Edit Links - \“';? Advanced || columns C
Mail Merge in Word nnections Sort & Filter
Cell Ranges Useofthe . inranges
B2 . E6
Naming ce\qmges
A X C D E F
1
2
3
4
5
6
Enter formula
Enter or usethe ¥ box
Must start with an — eq u a.l Si g N
Special shortcut with sum is the 2 icon
Edit
Clear
Format
All
Hide | Unhide Rows & Cells
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Calibri ~[11 -~ A" A" $ - % + F

B rEw-b- A-S508E |
E F G H
Cut

%
=3 Copy
Right Mouse Click 3

Paste
Paste Special...
Insert
Delete

Hide | Unhide Rows & Cells

Clear Contents

Column Width..,

Hide
Unhide

N\

To see the formulas in the cells Press Ctrl + (the key with the tilde ~)
Now you can see the formulas in the cells
ARN=A" NN RN AN TN - A RN -1 TN
 drial ~10 - | B I U EEZ=$ % » %58 3%| =

013 - fe =SUMIDE 02

A, | = | C | D |

1 Jan Feb Mdar Apr
2
3|1 =RAND(*1000 125 T234 1
4 2 =RANDN™000 453 6454447144
5 |3 =REANDM™000 god E2140212
B |4 =RANDO™000 947 245
7 |5 =RAND™000 447 5571
g B =RAMDN™000 1050 o
a7 =RANDN™000 124 a7k
10 |3 =REAMDM™000 god o4y
119 =RANDO™000 a041 5453
12 L i
13 ==UMIB3:B12) =5UMICS:C12) |=5UMiD3: 012 !
14

F12 will bring up the Save window box
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FO will recalculate the

spreadsheet

Formatting values
Currency button

General
[ § = %% 9

Number

Increase / Decrease decimal button

Format
Size of / width of column
Customs edit formats

VIEW Tab

Split | Hide
Freeze Panes

Fonts
Fonts / Point size

Auto Format
To add a Comment into

Formulas Data Review

out
\ﬁ ﬂ U U 7 showy/Hide Comment _E

|--;b' Show All Comments

=] split
(Windows) ;El |=- -

e Freeze
Panes -

acell Show & Hide comment

View Developer Ad

Edit Delete Previous MNext Protect

Comment Sheet W
Comments
£ |
C D E F G
id Ltd Regions !" TWG:
3 and Summer Tour Sales This is @ comment
Box
May June Jurp rrereTETe

TWG:
This is @ comment
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New Workbook templates
from on-line

cRBGE EIAAYED

Insert Page Layout

Calibri

Formulas

|11

Data

le‘ Avl |§

41

Review View Add-T

§||@"_'| =iWrap T

153 Copy
Paste Mew Workbook
- j Form
Clipboard | Templates @ [search Microsoft Office Online fora t
Al Blank and recent
A Installed Templates Bu'dgEts'
1 .I Iy templates... S p—
2 Mew from existing... T
3 Microsoft Office Online : ::: .
- Featured —
5 | SEEEEEEFEEEEE
Agendas
o
et
7 - Budgets ___| Personal budget Family monthly budget
g Calendars waorksheet planner
3 Expense reports EEE—
- x .'.'.
10 Faxes ECe——
11 . e P
arms -l | = - =
13 Inventaries | —— i
14 Invaoices ) = -
15 Lists ——
16 Event budget Marketing budget plan
Memas estimates
17
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File: TourSales.xls
& | B | © | O | E | F | G| H | I

1 Momad Litd Regions

2 Spring and Summer Tour Sales

3

4

5 March April May June July August Total

& |Midwest 15000 12000 16000 BEO0D 40000 40000 257000

7 |Mortheast 22000 17000 23000 7EO0D E5000 BEO0D 173000

& |Morthwest 10000 16000 21000 52000 37000 20000 166000

3 |South 2000 10000 15000 2E000 40000 43000 152000

10 |Southwest 12000 12000 15000 20000 42000 57000 141000

| Total £7000 3000 a0000|  zETOOQ| 224000  22R000 201000

12

13 1

14

| B
e T—— o " il
|| 8 [O] [ |, 809 k= 1) +
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Help Key =

€ Excel Help

L M

alk ke -~ F Search -

Eeced wome = Aoozsadbdlite

[ show Al

The following lists contain CTRL combination shoreut keys, function keys, and some other common shortcut keys, along with descriptions of
their functionality.

TIP| Tokeep thiz reference awailable when you wotk, you may want to print this topic. To print this topic, press CTRLHP.

NOTE | If an action that you use often does not hawve a shorteot key, vou can record 3 macro to create one.

4 CTRL combination shorteut keys
¥ Function keys
4 Other uzeful sherbeut keys
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Insert Page Layout Formulas Data Review Dreveloper AL

Insert - Charts & Graphs P LFJ) E “ ﬁ@{ ‘ “ L o

Picture Cllp Shapes SmartArt || Column Line Pie Bar Area  Scatter Other

_Art - -* - - -* - - Char‘ts -
Mustrations Charts F]
Fnl
T I |
A B G D E F G
Hotel Customer Data
I'ulunthI General Busienss Eunventiunl Taotal
[ Jan 225 309 83
Feh 747 303 571
Mar 578 521 211
Apr 370 222 287
May 519 546 a37
Jun 362 g15 354
Jul 645 228 524
Aug 520 537 85
Sep 700 GE0 921
Oct 431 439 743
Mow 1260 7 414
I DE[:_ 673 9591 T‘IE‘.
1400
vou 1200
D
X
File 800 —— General
: 600 - —fl— Busienss
—— Convention
400
ﬂ T T T T T T T T T T T 1
lan Feb Mar Apr May lun Jul Aug Sep Oct Mov Dec
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File name: BudgetTest-Drill-Down-Jan-June.xls

(%]

—_—
Anmmﬂmmhm

12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
N
32
33
34
35
36
37
38
39
40
41
42

A B C D E F
My Budget
Summary of 6 months Totals
Total
Income:
Worlke § 9,056.00
Awards & 250.00
Allowance § 550.00
Savings § 1,800.00
Other § 2,310.00
Total Income $13.966.00
Expenses:
Tuition 5  645.00
Books § 1,144.00
Food $ 1.484.00
Clothing & 1.150.00
Home/Eent § 4,100.00
Transportation $  550.00
Entettainment 5 240.00
Computer Supplies §  111.00
Misc & 666.00
Other
Total Expenses $10.090.00
What's leftover $ 3.876.00
As of:
8/3/2009
f: | =)an|B26+FeblB26+MarlB26+AprB26+May!B26+1unB26 L4
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Sales100.xls
B2 - f | HANDY MAN
7 (MameBox] B C D E F G H
1 Order Customer Name Murmber Territory Date  Order Number  Amount
2 1 [HANDY hdAM 154321 i R B/2/2008" 12488 $50.00
3 2 SUPPLES FURNITURE &agan T R2 grzreana” 11124 $2093.24
4 3 FOOTHILL FURMITURE Bagan 7 42 9/21/2008" 02029 $0.12
5 4 CITRUS USED FIRMITUR Bagan 7 R2 1041620087 GE412 $500.00
B 5 DOLLAR FURMITURE  Bagan 7 R2 11/10/20087  9gv9s $212.00
7 3 CIT HARDWARE CLE I 1B 12/5/20087 11242 $11.00
8 7 A5 BEMTAL SERVICE 1111 i 17 12730020087 R4R3T $66.00
g B CITY HARDWWARE CEEC 1B 124020087 08084 $499 77
10 g HAMDY hAAN 4321 il 12 12620087 BRaar 5485
11 10 82 LUMBER CAET 01 12920087 B0123 $EEE.00
12 11 a2 LUMBER z1za 7 12 2/120087  00ag $252 25
13 12 72 LUMBER Fe1za T 12 2/4/2008 7608 $450.34
14 13 RENTALACE ooy 7 23 272008 2eom $7.000.00
15 14 AVISBEMTAL ozos 7 23 2020087 45999 $107.00
16 15 GEMIE DOOR TEEE T m 2M320087 71237 $229 95
TomGerfen§ ! Bill-jonesq ' Unda-Beedle 6

769-N.GrandAveq

Duarte CAS16169
n

1000-W.-Foothill-Bivdq)

GlendoraCA®17419
n

Sam-Reevesy JamesSmithq

801-Island8ivdy 1000-W.-Foothill-Bivde
GlendoraCAS17409 GlendoralAS17419

|
- .

bl i

-}

8120-S.-First-51§
MonroviaCAS10164
-]

: Mary-AnnMcWilliams§

1234:N.-Ardmore¥
AzusaCAS17019
u

&
&
&
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Table Look up

ol s SR AT 0 T Y S T T N S

Status
Single
Married
Single
HofH
KK

Status
HofH
Married
Single

Pay

Multi look-ups

Deductuion Code

Amount

1

5 50.00

$ 15.00

5 20.00

$ 15.00

2
1
3
1

5 10.00

Incame

Single
1

0 5§ 10.00

ZDDI 5 20.00 .I

300 S 30.00
400 S 40.00
500 5 50.00

Married
2

$ 5.00

5 10.00

$ 15.00

5 20.00

$ 25.00

HofH

3
$ 7.50
5 9.50
$ 11.50
5 15.50
$ 15.00

CE — Excel
Week 4
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An add-on you MUST have ...

Snaglt by TechSmith

http://www.techsmith.com

NTechSmith  ‘=revaos:  English

Products Downloads Support Community Company Purchase

f_-r_ Sﬂaglt screen capture software Free Trial Buy $49.9

Capture your digital lifestyle
Take a "snapshot" of anything on your PC screen.
Send it, store it, turn it into a detailed graphic, find it later.

What's New Product Tour Accessories Tutorials Upgrade

Class Evaluation

Comments
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