Cell Basics

Whenever you work with Excel, you'll enter information—or content—into cells. Cells are the
basic building blocks of a worksheet. You'll need to learn the basics of cells and cell content to

calculate, analyze, and organize data in Excel.

Practice document: Excel2013_CellBasics_Practice.xlsx

Understanding cells

Every worksheet is made up of thousands of rectangles, which are called cells. A cell is
the intersection of a row and a column. Columns are identified by letters (A, B, C), while rows are
identified by numbers (1, 2, 3).
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Each cell has its own name—or cell address—based on its column and row. In this example, the
selected cell intersects column C and row 5, so the cell address is C5. The cell address will also
appear in the Name box. Note that a cell's column and row headings are highlighted when the

cell is selected.
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You can also select multiple cells at the same time. A group of cells is known as a cell range.
Rather than a single cell address, you will refer to a cell range using the cell addresses of
the first and last cells in the cell range, separated by a colon. For example, a cell range that
included cells A1, A2, A3, A4, and A5 would be written as A1:A5.

In the images below, two different cell ranges are selected:

e Cell range A1:A8
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e Cellrange A1:B8
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To select a cell:

To input or edit cell content, you'll first need to select the cell.
1. Click a cell to select it.
2. A border|:lwill appear around the selected cell, and the column

heading and row heading will be highlighted. The cell will remain selected until
you click another cell in the worksheet.

You can also select cells using the arrow keys on your keyboard.
To select a cell range:

Sometimes you may want to select a larger group of cells, or a cell range.

1. Click, hold, and drag the mouse until all of the adjoining cells you want to select
are highlighted.

2. Release the mouse to select the desired cell range. The cells will
remain selected until you click another cell in the worksheet.
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Cell content

Any information you enter into a spreadsheet will be stored in a cell. Each cell can contain

different types of content, including text, formatting, formulas, and functions.

Text
Cells can contain text, such as letters, numbers, and dates.

A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 78 0.78

4 |5/8f2013 112 0.86

5 5/9/2013 54 0.28

6 |5/10/2013 99 0.49

7 |5/11/2013 189 0.65

8 |5/12/2013 120 0.57

9

Formatting attributes

Cells can contain formatting attributes that change the way letters, numbers, and
dates are displayed. For example, percentages can appear as 0.15 or 15%. You can
even change a cell's background color.

A E C

Date Percentage of Total

1

2 Monday, May 06, 2013 S 65.00 71%
3 Tuesday, May 07, 2013 5 78.00 78%%
4 Wednesday, May 08, 2013 5 112.00 26%
5 Thursday, May 09, 2013 5 54.00 28%
] Friday, May 10, 2013 S 99.00 49%
7 Saturday, May 11, 2013 5189.00 65%
] Sunday, May 12, 2013 5 120.00 57%,
9




e Formulas and functions
Cells can contain formulas and functions that calculate cell values. In our example,
SUM(B2:B8) adds the value of each cell in cell range B2:B8 and displays the total in
cell B9.

B9 | i fc || =SUM(B2:B8)

Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 5 78.00 78%
4 | Wednesday, May 08, 2013 5 112.00 Ba6%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2013 S 99.00 49%
7 Saturday, May 11, 2013 5 189.00 65%
g Sunday, May 12, 2013 5 120.00 57%
9:| Weekly Sales I S 717.00 | |

To insert content:

1. Click a cell to select it.
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2. Type content into the selected cell, then press Enter on your keyboard. The content
will appear in the cell and the formula bar. You can also input and edit cell content
in the formula bar.
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To delete cell content:

1. Select the cell with content you want to delete.



A B C

First Name Middle Name Last Name
Heidi |Lauren gE .||.EE
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losie Marie Gates
Wendy Anne Crocker
Loretta Susan Johnson

2. Press the Delete or Backspace key on your keyboard. The cell's contents will be

deleted.
A B C
1
2 |First Mame Middle Name Last Name
3 |Heidi | _llee
4 |losie Marie Gates
5 |'Wendy Anne Crocker
o |Loretta Susan lohnson

You can use the Delete key on your keyboard to delete content from multiple cells at once. The

Backspace key will only delete one cell at a time.

To delete cells:

There is an important difference between deleting the content of a cell and deleting the cell
itself. If you delete the entire cell, the cells below it will shift up and replace the deleted cells.

1. Select the cell(s) you want to delete.

A B C
1| | | o
2 |First Mame Middle Name Last Name
3 Heidi Joy Lee
4 |losie Marie Gates
5 |Wendy Anne Crocker
6 |Loretta Susan Johnson

2. Select the Delete command from the Home tab on the Ribbon.
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3. The cells below will shift up.

A B C
1 |First Name Middle Mame Last Name
2 |Heidi Joy Lee
3 |Josie Marie Gates
4 |'Wendy Anne Crocker
5 |Loretta Susan Johnson

To copy and paste cell content:

Excel allows you to copy content that is already entered into your spreadsheet and paste that

content to other cells, which can save you time and effort.

1. Select the cell(s) you want to copy.

D E
Friday, March 01, 2013 Friday, March 08, 2013
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2. Click the Copy command on the Home tab, or press Ctrl+C on your keyboard.
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3. Select the cell(s) where you want to paste the content. The copied cells will now
have a dashed box around them.

D E ,

Friday, March 01, 2013 Friday, March 08, 2013
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4. Click the Paste command on the Home tab, or press Ctrl+V on your keyboard.
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5. The content will be pasted into the selected cells.
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To cut and paste cell content:

Unlike copying and pasting, which duplicates cell content, cutting allows you to move content

between cells.

1. Select the cell(s) you want to cut.

D E
Friday, March 01, 2013 Friday, March 08, 2013
X X
¥
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2. Click the Cut command on the Home tab, or press Ctrl+X on your keyboard.
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3. Select the cells where you want to paste the content. The cut cells will now have
a dashed box around them.
, D E

Friday, March 01, 2013 Friday, March 08, 2013
X

Paste
destination Cut Cells

4. Click the Paste command on the Home tab, or press Ctrl+V on your keyboard.
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5. The cut content will be removed from the original cells and pasted into the
selected cells.
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To access more paste options:

You can also access additional paste options, which are especially convenient when working with
cells that contain formulas or formatting.

To access more paste options, click the drop-down arrow on the Paste command.
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Paste Special...

Rather than choose commands from the Ribbon, you can access commands quickly by right-
clicking. Simply select the cell(s) you want to format, then right-click the mouse. A drop-down
menu will appear, where you'll find several commands that are also located on the Ribbon.
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To drag and drop cells:

Rather than cutting, copying, and pasting, you can drag and drop cells to move their contents.

1. Select the cell(s) you want to move.

2. Hover the mouse over the border of the selected cell(s) until the cursor changes
+

o
from a white cross‘ﬂ"to a black cross with four arrows {%
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3. Click, hold, and drag the cells to the desired location.
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4. Release the mouse, and the cells will be dropped in the selected location.
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To use the fill handle:

There may be times when you need to copy the content of one cell to several other cells in your
worksheet. You could copy and paste the content into each cell, but this method would be time
consuming. Instead, you can use the fill handle to quickly copy and paste content

to adjacent cells in the same row or column.

1. Select the cell(s) containing the content you want to use. The fill handle will appear
as a small square in the bottom-right corner of the selected cell(s).

D , E

Friday, March 01, 2013 Friday, March 08, 2013
X

X
X
X

The fill handle

2. Click, hold, and drag the fill handle until all of the cells you want to fill are selected.
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3. Release the mouse to fill the selected cells.
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Friday, March 01, 2013 Friday, March 08, 2013
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To continue a series with the fill handle:

The fill handle can also be used to continue a series. Whenever the content of a row or column
follows a sequential order, like numbers (1, 2, 3) or days (Monday, Tuesday, Wednesday), the fill
handle can guess what should come next in the series. In many cases, you may need to

select multiple cells before using the fill handle to help Excel determine the series order. In our

example below, the fill handle is used to extend a series of dates in a column.
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You can also double-click the fill handle instead of clicking and dragging. This can be useful with

larger spreadsheets, where clicking and dragging may be awkward.

Watch the video below to see an example of double-clicking the fill handle.
To use Flash Fill:

A new feature in Excel 2013, Flash Fill can enter data automatically into your worksheet, saving
you time and effort. Just like the fill handle, Flash Fill can guess what type of information you're
entering into your worksheet. In the example below, we'll use Flash Fill to create a list of first

names using a list of existing email addresses.

1. Enter the desired information into your worksheet. A Flash Fill preview will appear
below the selected cell whenever Flash Fill is available.

A B C D
1 |Email Address Last Name First Name  Friday, March 01, 2013
2 |heidi.lee@vestainsurance.com Lee Heidi X
3 |josie.gates@vestainsurance.com Gates Josie X
4 |\wendy.crocker@vestainsurance.com Crocker 'Ix
5 |loretta.johnson@vestainsurance.com lohnson X
& |walter.rivera@vestainsurance.com Rivera ¥
7 |misty.whitfield@vestainsurance.com Whitfield X
& |matilda.lewis@vestainsurance.com Lewis X
g |elizabeth.hicks@vestainsurance.com Hicks X
10 |alvin.rios@vestainsurance.com Rios ¥
11 |brian.gaines@vestainsurance.com Gaines X

2. Press Enter. The Flash Fill data will be added to the worksheet.



A B C D
1 Email Address Last Name First Name  Friday, March 01, 2013
2 |heidi.lee@vestainsurance.com Lee Heidi ®
3 |josie.gates@vestainsurance.com Gates Josie X
4 |wendy.cmcker@veztainﬁurance.mm Crocker Wendy =/
5 |loretta.johnson@vestainsurance.com lohnson Loretta X
& |walter.rivera@vestainsurance.com Rivera Walter X
7 |misty.whitfield @vestainsurance.com Whitfield  Misty X
8 |matilda.lewis@vestainsurance.com Lewis Matilda ®
9 |elizabeth.hicks@vestainsurance.com Hicks Elizabeth X
10 |[alvin.rios@vestainsurance.com Rios Alvin X
11 |brian.gaines@vestainsurance.com Gaines Brian X

To modify or undo Flash Fill, click the Flash Fill button next to recently added Flash Fill data.

A B C D
Email Address Last Name First Name  Friday, March 01, 2013
heidi.lee@vestainsurance.com Les Heidi X
josie.gates@wvestainsurance.com Gates Josie X
|wendv.crucker@ve&tainﬁurance.cnm Crocker |‘I.I‘|.|fen|:115|r | E -

3

1 €5 Undo Flash Fill

walter.rivera@vestainsurance.com

+'  Accept suggestions
misty.whitfield@vestainsurance.com 1 FhEhag

matilda.lewis@vestainsurance.com

1
2
3
4
5 |loretta.johnson@vestainsurance.com
3]
7
8
g

elizabeth.hicks@vestainsurance.com select all 76 changed cells

10 |alvin.rios@vestainsurance.com Rios Alvin X

Find and Replace

When working with a lot of data in Excel, it can be difficult and time consuming to locate specific
information. You can easily search your workbook using the Find feature, which also allows you to

modify content using the Replace feature.

To find content:

In our example, we'll use the Find command to locate a specific name in a long list of employees.

1. From the Home tab, click the Find and Select command, then select Find... from
the drop-down menu.
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2. The Find and Replace dialog box will appear. Enter the content you want to find. In
our example, we'll type the employee's name.

3. Click Find Next. If the content is found, the cell containing that content will

be selected.

1 |Email Address Last Name First Name  Friday, March 01, 2013 Friday, March
2 |heidi.lee@vestainsurancs cown T Uaidi

3 |josie.gates@vestainsu

4 |\wendy.crocker@vestai —|—|

5 |loretta.johnson@vesta Find Replace

& |walter.rivera@vestains Find what: | Russell|
7 |misty.whitfield@vesta

& |matilda.lewis@vestain

9 |elizabeth.hicks@wvestai
10 |alvin.rios@vestainsura

11 |brian.gaines@vestains Find All | ‘ Find Next

12 |megan.bosworth@vests =

13 |maria.menzies{@vestainsurance.com Menzies Maria X

14 | micheal.russell@vestainsurance.com lﬂussell Micheal X

15 |jimmy.lincoln@vestainsurance.com Lincoln Jimmy X

16 |martha.mccain@vestainsurance.com McCain Martha X

17

chirlaur briahtmuunctaincniranon rmen Vmimht Chirlmar i

4. Click Find Next to find further instances or Find All to see every instance of the
search term.



Find Replace

Find what:  Russell

Find All DJU EindNext | | Close |

Sheet Mame Cell Value
March 1A%14 micheal.russelld

Vesta Webinar Training Log.
March 56514  Russell

Vesta Webinar Training Lo g.xlsx
£
2 cellfs) found

5. When you are finished, click Close to exit the Find and Replace dialog box.

Find Replace

Find what | Russell

Find All | | Find Mext | LF Close

bs

Sheet Mame Cell Value
March 4514 micheal.russell@ves
March 36514  Russell

Book

Vesta Webinar Training Lo g.xlsx
Vesta Webinar Training Lo g.xlsx
£

2 cellfs) found

You can also access the Find command by pressing Ctrl+F on your keyboard.

Click Options to see advanced search criteria in the Find and Replace dialog box.



Find Replace

Find what: |Ru55el|| | Mo Format Set | | Format... -

i [snest[v] Jwoten cse
|:| Match entire cell contents
searr: [eyRows |

. FindAll | | FindNext | | Close |

To replace cell content:

At times, you may discover that you've repeatedly made a mistake throughout your workbook
(such as misspelling someone's name), or that you need to exchange a particular word or phrase
for another. You can use Excel's Find and Replace feature to make quick revisions. In our example,

we'll use Find and Replace to correct a list of email addresses.

1. From the Home tab, click the Find and Select command, then
select Replace... from the drop-down menu.

2 AutoSum ‘%Y H
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2. The Find and Replace dialog box will appear. Type the text you want to find in
the Find what: field.

3. Type the text you want to replace it with in the Replace with: field, then click Find
Next.



Find what: | vestainsurance,com

Replace with: | vestainsurance,net

Replace All | | Replace | | FindAll | | FindNext | Close

4. If the content is found, the cell containing that content will be selected.
5. Review the text to make sure you want to replace it.
6. If you want to replace it, select one of the replace options:

o Replace will replace individual instances.

o Replace All will replace every instance of the text throughout the
workbook. In our example, we'll choose this option to save time.

A | B C D

1 |Email Address Last Name First Name  Friday, March 01, 2013
2_ heidi.lee@vestainsurance.com lLE-E- Heidi X

3 |josie.gates@vestainsurance.com Gates Josie x

4 |\wendy.crocker@vestainsurance.com Crocker Wendy ®

5 |loretta.johnson@vestainsurance.com lohnson Loretta X

6 ) ) _

7

E)

5

10 Find what: | vestainsurance.com Izl

n I Replace with: |!Hﬂtﬂ'mlm-nﬂ

12

;

14 | mi

15 lii Replace All H\| Replace | | Find All | | Find Mext | | Close |

16 =

17 |chirlav knichtfmveactainsniranre rom Knicht Shirlaw e

7. Adialog box will appear, confirming the number of replacements made. Click OK to

continue.

o All done, We made 77 replacements.

8. The selected cell content will be replaced.




5 |heidi.lee@vestainsurance.com Lee Heidi

b |josie.gates{@vestainsurance.com Gates losie

7 |wendy.crocker@vestainsurance.com Crocker Wendy

8 |loretta.johnson@vestainsurance.com Loretta

9 |walter.rivera@vestainsurance.com Rivera

10 [misty.whitfield@vestainsurance.com Whitfield

11 |matilda.lewis@vestainsurance.com Lewis |

12 |elizabeth.hicks@vesti 5 |heidi.lee@vestainsurance.net Lee Heidi
6 |josie.gates@vestainsurance.net Gates Josie
7 |wendy.crocker@vestainsurance.net Crocker Wendy
8 |loretta.johnson@vestainsurance.net Johnson Loretta
9 |walter.rivera@vestainsurance.net Rivera Walter
10 |misty.whitfield @vestainsurance.net Whitfield Misty
11 |matilda.lewis@vestainsurance.net Lewis Matilda
12 |elizabeth.hicks{@vestainsurance.net Hicks Elizabeth

9. When you are finished, click Close to exit the Find and Replace dialog box.

A | B C D

1 |Email Address Last Name First Name  Friday, March 01, 2013
2_ heidi.lee@vestainsurance.net lI_EE Heidi X

3 |josie.gates{@vestainsurance.net Gates losie ¥

4 |wendy.crocker@vestainsurance.net Crocker Wendy X

5 |loretta.johnson@vestainsurance.net Johnson Loretta X

6 |walter.rivera@vestainsurance.net Rivera Walter X

7 |misty.whitfield @vestainsurance.net Whitfield Misty X

& |matilda.lewis@vestainsurance.net Lewis Matilda X

g

Find what: |\re5tainsurance.cnm

Replace with: |\restainsurance.net

vl
vl

| Replace | | Find All || Find Next | | Close

andy.knott@vestainsurance.net Knott Andy

Challenge!

1. Open the practice document Excel2013_CellBasics_Practice.xIsx.
2. Select cell D3. Notice how the cell address appears in the Name box and
its content appears in both the cell and the Formula bar.

3. Select a cell, and try inserting text and numbers.

4. Delete a cell, and note how the cells below shift up to fill in its place.



5. Cut cells and paste them into a different location. Cut cells D4:D6 and paste them
to E4:E6.

6. Try dragging and dropping some cells to other parts of the worksheet.

7. Use the fill handle to fill in data to adjoining cells both vertically and horizontally.
Use the fill handle to continue the series of dates across row 3.

8. Use the Find feature to locate content in your workbook. Type the name Lewis into
the Find what: field.

Formatting Cells

All cell content uses the same formatting by default, which can make it difficult to read a
workbook with a lot of information. Basic formatting can customize the look and feelof your
workbook, allowing you to draw attention to specific sections and making your content easier to
view and understand. You can also apply number formatting to tell Excel exactly what type of data
you’re using in the workbook, such as percentages (%), currency (S$), and so on

Practice document: Excel2013_FormatCells_Practice.xlsx.

To change the font:

By default, the font of each new workbook is set to Calibri. However, Excel provides many other
fonts you can use to customize your cell text. In the example below, we'll format our title cell to
help distinguish it from the rest of the worksheet.

1. Select the cell(s) you want to modify.

A B
1 |Webinar Training Log o |
2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates@vestainsurance.com Gates

2. Click the drop-down arrow next to the Font command on the Home tab.
The Font drop-down menu will appear.

3. Select the desired font. A live preview of the new font will appear as you hover the
mouse over different options. In our example, we'll choose Georgia.
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4. The text will change to the selected font.

A E

1 |Webinar Training Log

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

When creating a workbook in the workplace, you'll want to select a font that is easy to read. Along

with Calibri, standard reading fonts include Cambria, Times New Roman, and Arial.

To change the font size:

1. Select the cell(s) you want to modify.

A B
1 | Webinar Training Log op ]
2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates@vestainsurance.com Gates

2. Click the drop-down arrow next to the Font Size command on the Hometab.
The Font Size drop-down menu will appear.

3. Select the desired font size. A live preview of the new font size will appear as you
hover the mouse over different options. In our example, we will choose 16 to make
the text larger.
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4. The text will change to the selected font size.

A B
1 |Webinar Training Log
2 |Email Address Last Mame
3 |heidi.lee@vestainsurance.com Lea
4 |josie.gates@vestainsurance.com Gates

You can also use the Increase Font Size and Decrease Font Size commands or enter a custom font
size using your keyboard.
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"D gé’ ) Calibri

Past
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Merge & Center

-

Entering a Increase and Decrease
custom font size Font Size commands

To change the font color:

1. Select the cell(s) you want to modify.



1 |Webinar Training Log ¢ |

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

2. Click the drop-down arrow next to the Font Color command on the Home tab.
The Color menu will appear.

3. Select the desired font color. A live preview of the new font color will appear as
you hover the mouse over different options. In our example, we'll choose Green.

db |Georgia vllﬁ === - i
Egy -
Peste. ¢ BT Uu- B- O- === &=3= |
Clipboard Font Automatic
Theme Colors
A ’ Allm EEmEEmEE
A

josie.gates@vestainsurance.com

#,1' More Colors...

1 |Webinar Training Log | Standard Colors

2 |Email Address L fReEEEN
. . Recent Colors

3 |heidi.lee@vestainsurance.com Green

4

]

wendy.crocker@vestainsurance.com

4. The text will change to the selected font color.

A B

1 |Webinar Training Log

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lea

4 |josie.gates@vestainsurance.com Gates

Select More Colors at the bottom of the menu to access additional color options.
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To use the Bold, Italic, and Underline commands:

1. Select the cell(s) you want to modify.

A E

1 |Webinar Training Log ¢l

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

2. Click the Bold (B), Italic (/), or Underline (U) command on the Home tab. In our
example, we'll make the selected cells bold.

%Cut |GEDrgia T|1E ‘_| AA Av E E E
E‘% I:I:lp}r - e . W
N Format Painter B%I U - g~ & A ===
Clipboard P ont =
. Bold (Ctrl+B) I
Make your text bold. !
A g B C

3. The selected style will be applied to the text.



1 |Webinar Training Log

2 |Email Address Last Name
2 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

You can also press Ctrl+B on your keyboard to make selected text bold, Ctrl+l to apply italics,
and Ctrl+U to apply an underline.

Text alignment

By default, any text entered into your worksheet will be aligned to the bottom-left of a cell, while
any numbers will be aligned to the bottom-right. Changing the alignment of your cell content
allows you to choose how the content is displayed in any cell, which can make your cell content

easier to read.
To change horizontal text alignment:

In our example below, we'll modify the alignment of our title cell to create a more polished look

and further distinguish it from the rest of the worksheet.

1. Select the cell(s) you want to modify.

3| Webinar Training Log = |

4 |Email Address Last Mame
5 |heidi.lee@vestainsurance.com Lee

6 |josie.gates@vestainsurance.com Gates

2. Select one of the three horizontal alignment commands on the Home tab. In our
example, we'll choose Center Align.

- %Wrap Text

e= 3= & Merge & Center ~

Alignment Ma

Center
zLog

2 Center your content.

=]

3. The text will realign.



3 Webinar Training Log

4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee

6o |josie.gates@vestainsurance.com Gates

To change vertical text alignment:

1. Select the cell(s) you want to modify.

3 Webinar Training Log w
| |
4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee
6 |josie.gates@vestainsurance.com Gates

2. Select one of the three vertical alignment commands on the Home tab. In our
example, we'll choose Middle Align.

- %‘Wrap Text

= == & = [ Merge & Center ~
Alignment T
; Log Middle Align

Align text so that it is centered
between the top and bottom of the
1 cell.

3. The text will realign.

Webinar Training Log

3

4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee

6 |josie.gates@vestainsurance.com Gates

You can apply both vertical and horizontal alignment settings to any cell.

Cell borders and fill colors



Cell borders and fill colors allow you to create clear and defined boundaries for different sections
of your worksheet. Below, we'll add cell borders and fill color to our header cells to help

distinguish them from the rest of the worksheet.

To add a border:

1. Select the cell(s) you want to modify.

Webinar Training Log

3

4 |Email Address Last Mame  First Name !
5 |heidi.lee@vestainsurance.com Lee Heidi

& liosie.gates@vestainsurance.com Gates losie

2. Click the drop-down arrow next to the Borders command on the Hometab.
The Borders drop-down menu will appear.

3. Select the border style you want to use. In our example, we will choose to
display All Borders.

-

=
=
Il

[l

"D EE ) Calibri -lu -

Paste‘r B I U-|H-|H-A- ==

- § L

Clipboard & r, Borders ”

A2 -
Top Border

Left Border

i Right Border
. T [ ]
Webinar Tr @ o sorder

HH Al Borders _
Email Address Cutside Borders
heidi.lee@vestainsuran Thick Box Border
josie.gates{@vestainsurs -

o R

4. The selected border style will appear.

Webinar Training Log

Email Address Last Name |First Name
heidi.lee@vestainsurance.com Lee Heidi
josie.gates@vestainsurance.com Gates losie

[ L TN Wy [ S W ¥

You can draw borders and change the line style and color of borders with the Draw Borders tools

at the bottom of the Borders drop-down menu.



Draw Borders

™ Draw Border

EE‘ Draw Bnrder%rid

& Erase Border

E Line Color ¥
Line Style L

HH More Borders...

To add a fill color:

1. Select the cell(s) you want to modify.

Webinar Training Log

3

4 |Email Address Last Name |First Name !
5 |heidi.lee@vestainsurance.com Lee Heidi

6 |josie.gates@vestainsurance.com Gates losie

2. Click the drop-down arrow next to the Fill Color command on the Hometab.

The Fill Color menu will appear.

3. Select the fill color you want to use. A live preview of the new fill color will appear

as you hover the mouse over different options. In our example,
Green.

-

'Tj E};’ ) |Calibri -lu <[ A A

Clipboard T Font Theme Colors
H EEEENENE

i IIIIIIIIII

Webinar Tr Standard Colors
N EEEEN

Recent Colo

1
2
3 |heidi.lee@vestainsurance.com Mo Fill
4
3

slig

A2 -

josie.gates{@vestainsurance.co

#.1' More Colors...

wendy.crocker@vestainsurance

4. The selected fill color will appear in the selected cells.

we'll choose Light



Webinar Training Log

3

i Emailaddress  [tastName [mrstname |
5 |heidi.lee@vestainsurance.com Lee Heidi

6 |josie.gates@vestainsurance.com Gates losie

Format Painter

If you want to copy formatting from one cell to another, you can use the Format Painter command
on the Home tab. When you click the Format Painter, it will copy all of the formatting from the
selected cell. You can then click and drag over any cells you want to paste the formatting to.

- ~ Format Painter

Clipboard I~

Watch the video below to learn two different ways to use the Format Painter.

Cell styles

Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a
quick way to include professional formatting for different parts of your workbook, such

as titles and headers.
To apply a cell style:

In our example, we'll apply a new cell style to our existing title and header cells.

1. Select the cell(s) you want to modify.

Webinar Training Log

heidi.lee@vestainsurance.com Lee Heidi

josie.gates@vestainsurance.com Gates Josie




2. Click the Cell Styles command on the Home tab, then choose the desired
style from the drop-down menu. In our example, we'll choose Accent 1.

@ E:n I;EL}( {i}:l 2 AutoSum - %Y H

“onditional Format as Inzert Delete F:r_r'fnat Fill~ Sort & Find &
ormatting~  Table - - M M L Clear~ Filter = Select -
Good, Bad and Neutral
| Normal Bad Good Neutral
| Data and Model
Explanatory ... Hyperlink |Input—| Linked Cell
|N0te ||Dutput | Warning Text
Titles and Headings
HEEIdirIE 1 Heading2 Heading 3 Heading 4 Title Total

Themed Cell Styles

20% - Accentl  20% - Accent2  20% - Accent3  20%- Accentd  20% - AccentS  20% - Accent6

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accent6

60% - Accentl 60% - AccentS

3. The selected cell style will appear.

Webinar Training Log

Email Address Last Name  First Name
5 |heidi.lee@vestainsurance.com Lee Heidi
6 |josie.gates@vestainsurance.com Gates Josie

Applying a cell style will replace any existing cell formatting except for text alignment. You may

not want to use cell styles if you've already added a lot of formatting to your workbook.

Formatting text and numbers

One of the most powerful tools in Excel is the ability to apply specific formatting for text and

numbers. Instead of displaying all cell content in exactly the same way, you can use formatting to

change the appearance of dates, times, decimals, percentages (%), currency ($), and much more.

To apply number formatting:

In our example, we'll change the number format for several cells to modify the way dates are

displayed.

1. Select the cells(s) you want to modify.



3/1/2013 3/8/2013 3/15/2013 3/22/2013 3!15'{2(]131
X X

2. Click the drop-down arrow next to the Number Format command on
the Home tab. The Number Formatting drop-down menu will appear.

3. Select the desired formatting option. In our example, we will change the
formatting to Long Date.

= B E

ABC General i
123 Mo specific format n

Mumber
] 2 4133400

Currency
541,334.00

H Accounting
= ||

§41,334.00

Short Date

@ 3/1/2013

Long Date
Friday, March 01, gﬂ

I@ Time
s’ 12:00:00 AM
W Percentage
O  113300000%
1/ Fraction
7 /2 a3 §
2 Scientific
10 413E+04
ABC

Text
41334

More Mumber Formats...

4. The selected cells will change to the new formatting style. For some number
formats, you can then use the Increase Decimal and Decrease Decimal commands
(below the Number Format command) to change the number of decimal places
that are displayed.

Friday, March 01, 2013 Friday, March 08, 2013 Friday, March 15, 2013 Friday, March 22, 2013 Friday, March 29, 2013
X X

Click the buttons in the interactive below to learn about different text and number formatting

options.
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General mal Format as
Mo specific format ng~ Table~
Number
Currency

Accounting

Short Date

Long Date

Time

Percentage

Fraction

Scientific

Text

More Number Formats...

Challenge!

Mormal

Good

Styles

Bad

Meutral

e ':E)( iil EAutnSum

H H :
Fill =
Insert Delete Format .
& Clear~

- - -

Cells

1. Open the practice document Excel2013_FormatCells_Practice.xIsx.
2. Select a cell and change the font style, size, and color of the text. Change the title

kW

in cell A3 to Verdana font style, size 16, with a font color of green.
Apply bold, italics, or underline to a cell. Bold the text in cell range A4:C4.

Try changing the vertical and horizontal text alignment for some cells.

5. Add a border to a cell range. Add a border to the header cells in in row 4.

6. Change the fill color of a cell range. Add a fill color to row 4.

7. Try changing the formatting of a number. Change the date formatting in cell range

D4:H4 to Long Date.

Conditional Formatting

Let's say you have a worksheet with thousands of rows of data. It would be extremely difficult to

see patterns and trends just from examining the raw information. Similar to charts conditional

formatting provides another way to visualize data and make worksheets easier to understand.



Practice document: Excel2013_Conditional_Practice.xIsx.

Understanding conditional formatting

Conditional formatting allows you to automatically apply formatting—such as colors, icons,

and data bars—to one or more cells based on the cell value. To do this, you'll need to create

a conditional formatting rule. For example, a conditional formatting rule might be: If the value is
less than $2000, color the cell red. By applying this rule, you'd be able to quickly see which cells
contain values less than $2000.

A B C D E
1 |Salesperson May June July Aug.
Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00

Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00

Bowora

Altman, Zoey
Bittiman, William
& |Brennan, Michael
7 |Carlson, David
8

g

wn

Collman, Harry
Counts, Elizabeth
10 | David, Chloe

$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

$6,702.00 $2,116.00
$4,415.00 $1,089.00

$11,601.00 51,122.00

$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.00

To create a conditional formatting rule:

In our example, we have a worksheet containing sales data, and we'd like to see which salespeople
are meeting their monthly sales goals. The sales goal is $4000 per month, so we'll create a

conditional formatting rule for any cells containing a value higher than 4000.

1. Select the desired cells for the conditional formatting rule.

A B C D E
Salesperson May June July Aug.
Albertson, Kathy $3,947.00 S$557.00 53,863.00 $1,117.00

Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
David, Chloe

W o0 =~ v Wk W R

-
(=]

2. From the Home tab, click the Conditional Formatting command. A drop-down

menu will appear.

$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00

$11,601.00 $1,122.00

$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.Q9




3. Hover the mouse over the desired conditional formatting type, then select
the desired rule from the menu that appears. In our example, we want to highlight
cells that are greater than $4000.

o INormaI I Bad Goaod -
Neutral |{Zalculatian | Check Cell ’;

Format as
Table =

b ] ]
- Top/Bottom Rules * H LessTha
) __ Top/ :: Less [ . 0
~=-1| DataBars * E Between...
@ Color Scales | Equal T
rs 3 - Dqual | Qe
H =)
= ]
= lcon Sets b | - Text that Contains...
[ NewRule.. E;—th A Date Occurring...
E# Clear Rules k =
[E] Manage Rules... g Duplicate Values...
More Rules...

4. A dialog box will appear. Enter the desired value(s) into the blank field. In our
example, we'll enter 4000 as our value.

5. Select a formatting style from the drop-down menu. In our example, we'll
choose Green Fill with Dark Green Text, then click OK.

Format cells that are GREATER THAM:

4000 with | Green Fill with Dark Green Text | v |

. oK !}J | Cancel |

6. The conditional formatting will be applied to the selected cells. In our example, it's
easy to see which salespeople reached the $4000 sales goal for each month.



A B C 8] E
1 |Salesperson May June July Aug.
Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00
Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00
Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
$3,967.00 $4,906.00 $9,007.00 $2,113.00
$4,670.00 $521.00 $54,505.00 $1,024.00
$3,379.00 $3,428.00 $3,973.00 $1,716.00

dw w3

Ln

Collman, Harry
Counts, Elizabeth
10| David, Chloe

LU=l == ]

You can apply multiple conditional formatting rules to a cell range or worksheet, allowing you to
visualize different trends and patterns in your data.

A B C D E
1 |Salesperson May June July Aug.
Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00

Allenson, Carol
Altman, Zoey
Bittiman, William
& |Brennan, Michael
7 |Carlson, David
8

g

B

wn

Collman, Harry
Counts, Elizabeth
10 | David, Chloe

$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00

$11,601.00 $1,122.00

$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.00

To remove conditional formatting:

1. Click the Conditional Formatting command. A drop-down menu will appear.

2. Hover the mouse over Clear Rules, and choose which rules you want to clear. In
our example, we'll select Clear Rules from Entire Sheet to remove all conditional
formatting from the worksheet.



- Normal Bad Good
EJ
Conditional Format as| Neutral Calculation | [SEqea]
Formatting~ Table~
Highlight Cells Rul s
ighlight Ce ules »

EREN| Highlig

_T Top/Bottom Rules » L M N o
A

m-"| Data Bars 3

L -]

- .

o= Color Scales L

- .

§ lcon Sets r

[E] Mew Rule..

E# Clear Rules k Clear Rules from Selected Cells
E Manage Rules... Clear Rules from Entire Sheet L}

3. The conditional formatting will be removed.
A B C D E

1 | Salesperson May June July Aug.
z |Albertson, Kathy $3,947.00 S$557.00 S$3,863.00 $1,117.00
3 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 51,100.00
4 |Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00

(%3]

=T == B = ]

Click Manage Rules to edit or delete individual rules.

Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
David, Chloe

$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

applied multiple rules to a worksheet.

$4,415.00 $1,089.00
$11,601.00 $1,122.00
$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.00

This is especially useful if you have



Show formatting rules for: ||This Table IE“

[£] New Rule... £4 Edit Rule... 7< Delete Ruh.d al |w

L

Rule (applied in order shown)  Format

Cell Value < 2000 AaBbCcYyZz =5BS2:5ES10 |

Applies to Stop If True

Cell Value > 4000 AaBbCcYyZz | =$BS2:SES10 ]

Conditional formatting presets

Excel has several predefined styles—or presets—you can use to quickly apply conditional
formatting to your data. They are grouped into three categories:

o Data Bars are horizontal bars added to each cell, much like a bar graph.

. $3,863.00 $1,117.00  $8,237.00  $8,690.00
. $9,355.00 $1,100.00  $10,185.00 $18,749.00
. $6,702.00 $2,116.00 $13,452.00  $8,046.00
. $4,415.00 $1,080.00 $4,404.00 $20,114.00

e Color Scales change the color of each cell based on its value. Each color scale uses
a two- or three-color gradient. For example, in the Green - Yellow - Red color
scale, the highest values are green, the average values are yellow, and
the lowest values are red.

$3,863.00
$9,355.00
$6,702.00
$4,415.00

$8,237.00 $8,690.00

$10,185.00|  $18,749.00

$13,452.00  $8,046.00
$4,404.00| | $20,114.00

e lcon Sets add a specific icon to each cell based on its value.

I $3,863.00 4.51,117.00 ¢4 $8,237.00 <4 $8,690.00
91 $9,355.00 4-$1,100.00 $4$10,185.00 4 $18,749.00
9 $6,702.00 4.$2,116.00 71$13,452.00 <4 $8,046.00
J $4,415.00 4.51,089.00 § $4,404.00 4 $20,114.00

To use preset conditional formatting:



1. Select the desired cells for the conditional formatting rule.

L= - - B T - TR T B I R

-
(=]

A B C D E
Salesperson May June July Aug.
Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00
Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00
Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
Counts, Elizabeth | $4,670.00 $521.00 $4,505.00 $1,024.00
David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.G4

2. Click the Conditional Formatting command. A drop-down menu will appear.

3. Hover the mouse over the desired preset, then choose a preset style from the

menu that appears.

L 5

Conditional Format as
Formatting~ Table~

ankc

Data Bars

Color Scales

lcon Sets

| g

[E] Mew Rule...
|:'¢ Clear Rules
[E] Manage Rules...

MNormal

Neutral

Bad

Good

Calculation | Check Cell ’;

| Highlight Cells Rules »
=

a Top/Bottom Rules »
L aa] P

Styles

More Rules..,

i |l

4. The conditional formatting will be applied to the selected cells.




A B C D E

1 |Salesperson May June July Aug.
z Albertson, Kathy $3,947.00 $3,863.00
3 |Allenson, Carol $4,411.00 $9,355.00
4 Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00

Bittiman, William $4,752.00 $3,755.00 $4,415.00

Ln

& |Brennan, Michael 54,964.00 $3,152.00

7 |Carlson, David $2,327.00 $4,056.00 $3,726.00

s Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
g Counts, Elizabeth $4,670.00 $4,505.00

10 David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.00

Challenge!

1. Open the practice document Excel2013_Conditional_Practice.xlsx.

2. Apply conditional formatting to a range of cells with numerical values. Apply a rule
for the sales data (cells B3:G23) that will fill cells with green if their values are more
than $9000.

3. Apply a second conditional formatting rule to the same set of cells. Apply
a preset conditional formatting rule.

4. Clear all conditional formatting rules from the worksheet.

Charts

It can often be difficult to interpret Excel workbooks that contain a lot of data. Charts allow you to
illustrate your workbook data graphically, which makes it easy to
visualize comparisons and trends.

Practice document: Excel2013_Charts_Practice.xlIsx.

Understanding charts

Excel has several different types of charts, allowing you to choose the one that best fits your data.

In order to use charts effectively, you'll need to understand how different charts are used.



Column

5140,000
$120,000
5100,000
m Classics
580,000 Mystery
= Romance
$60,000 u 5¢k-FI & Fantasy
= Young Adult
540,000
- I I I I I I
. iI'n Il sl NHN
2008 2009 2010 2011 2012

Line

140,000
£120,000
5100,000
w Classics
580,000 Mystery
= Romance
£60,000 ® 5¢i-FI & Fantasy
m Young Adult
540,000

520,000 —____—___‘—“-—-___-_

2003 2009 2010 2011 2012



Classics,
$18,580

Young Adult, $35,358 = Classics
Mystery
Sci-Fi & Fantasy, ® Romance
$16,730  Sci-Fi & Fantasy
= Young Adult

Romance, 524,236

I
I
2012
—
I
==
2011
] ® Classics
I Mystery
2010 | ® Romance
e ® 5¢i-FI & Fantasy
I ® ¥oung Adult
]
2009
|
I
]
2008 I
I

g

520,000 %40,000 560,000 580,000 $100,000 $120,000 $140,000

In addition to chart types, you'll need to understand how to read a chart. Charts contain several

different elements, or parts that can help you interpret the data.



$6,000.00
$5,000.00

Sales Team Epsilon: Net Sales per Quarter
54,000.00
$3,000.00

$2,000.00
$1,000.00 I I
$0.00

Quarter 1 Quarter 2 Quarter 3 Quarter 4

M Robert Johnson
m Don McAllister

Net Sales

B June Dewinter

Sales Quarter

To insert a chart:

1. Select the cells you want to chart, including the column titles and row labels. These
cells will be the source data for the chart. In our example, we'll select cells A1:F6.

2. From the Insert tab, click the desired Chart command. In our example, we'll
select Column.

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

) - - ,:,"'.,
EREY e o MEX

nded Table  Pictures Online 7 Apps for  Recommended .
Hles Pictures &+~ Office = Charts L
Ilustrations Apps Charts

3. Choose the desired chart type from the drop-down menu.



I‘F? Il':'tg' gL IE

8 2-D Col -
Recommended aramn 'ower
Charts View
a8 B8 i
3-D Column
51001?

549,9'85 )‘ﬂml
571,009

|
511,355 Ikl Mere Column Charts...
$16,065  esjouo

4. The selected chart will be inserted in the worksheet.

A E C D E F G H

1 412008 B 2000 Bd 2010 Bl o011 Bl 2012 |
2 |Classics $18,580 849,225 516,326 410,017 426,134
3 |Mystery 478,970 482 762 248 640 249 985 473,428
4 |Romance $24,236 $131,390 $79,022 471,009 481,474
5 |Sci-Fi & Fantasy %16,730 419,730 212,109 £11,355 417,686
& YoungAdult | 435,358 842,685 $20,893 516,065 521,388
7
8
: Chart Title +
10 $140,000 ‘J_J
1 $120,000
12 5100,000 Y
13
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If you're not sure which type of chart to use, the Recommended Chartscommand will suggest

several different charts based on the source data.
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Chart layout and style

After inserting a chart, there are several things you may want to change about the way your data
is displayed. It's easy to edit a chart's layout and style from the Design tab.

e Excel allows you to add chart elements—such as chart titles, legends,
and data labels—to make your chart easier to read. To add a chart element, click
the Add Chart Element command on the Design tab, then choose
the desired element from the drop-down menu.
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e To edit a chart element, like a chart title, simply double-click the placeholder and

begin typing.
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e If you don't want to add chart elements individually, you can use one of Excel's
predefined layouts. Simply click the Quick Layout command, then choose
the desired layout from the drop-down menu.
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e Excel also includes several different chart styles, which allow you to quickly modify
the look and feel of your chart. To change the chart style, select the desired
style from the Chart styles group.
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You can also use the chart formatting shortcut buttons to quickly add chart elements, change
the chart style, and filter the chart data.
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Other chart options

There are many other ways to customize and organize your charts. For example, Excel allows you
to rearrange a chart's data, change the chart type, and even move the chart to a different location

in the workbook.
To switch row and column data:

Sometimes you may want to change the way charts group your data. For example, in the chart
below, the Book Sales data are grouped by year, with columns for each genre. However, we could
switch the rows and columns so the chart will group the data by genre, with columns

for each year. In both cases, the chart contains the same data—it's just organized differently.
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1. Select the chart you want to modify.

2. From the Design tab, select the Switch Row/Column command.
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3. The rows and columns will be switched. In our example, the data is now grouped
by genre, with columns for each year.
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To change the chart type:

If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart type.

In our example, we'll change our chart from a Column chart to a Line chart.

1. From the Design tab, click the Change Chart Type command.
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2. The Change Chart Type dialog box will appear. Select a new chart type and layout,
then click OK. In our example, we'll choose a Line chart.
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3. The selected chart type will appear. In our example, the line chart makes it easier
to see trends in the sales data over time.
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To move a chart:

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains
its source data. Alternatively, you can move the chart to a new worksheet to help keep your data

organized.

1. Select the chart you want to move.

2. Click the Design tab, then select the Move Chart command.
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The Move Chart dialog box will appear. Select the desired location for the chart. In
our example, we'll choose to move it to a New sheet, which will create a new

worksheet.

Click OK.

Choose where you want the chart to be placed:

._||“J (®) Mew sheet: | Book Sales Chart 2008-2012

ik () Objectin: | Sheetl

(814 %‘ Cancel

The chart will appear in the selected location. In our example, the chart now

appears on a new worksheet.
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Keeping charts up to date

By default, when you add more data to your spreadsheet, the chart may not include the new data.
To fix this, you can adjust the data range. Simply click the chart, and it will highlight the data range
in your spreadsheet. You can then click and drag the handle in the lower-right corner to change

the data range.

B , C , D E F
January February March April May

$18,580 $49,225 516,326 $10,017 $26,134

$78,970 $82,262 $48,640 $49,985 $73,428

$24,236 $131,390 $79,022 $71,009 $81,474

$16,730 $19,730 $12,109 $11,355 $17,686

$35,358 542,685 520,893 516,065!% $21,388

If you frequently add more data to your spreadsheet, it may become tedious to update the data
range. Luckily, there is an easier way. Simply format your source data as a table, then create

a chart based on that table. When you add more data below the table, it will automatically be
included in both the table and the chart, keeping everything consistent and up to date.

Watch the video below to learn how to use tables to keep charts up to date.

Challenge!

1. Open the practice document Excel2013_Charts_Practice.xIsx.
2. Use worksheet data to create a chart. Use the cell range A1:F6 as the source data
for the chart.

3. Change the chart layout. Select Layout 8.
4. Apply a chart style.

5. Move the chart. Move the chart to a new worksheet named Book Sales Data:
2008-2012.

Homework

Column Chart

Open the support file: Charts Homework.xIsx.
Activate the Sales sheet.

Sum up the weekly sales for each blend in column H.
Add a grand total in cell H7.

PwnNe



5. Compute the sale percentage of each blend. Add the formula =H2/$HS$7 in cell 12.
6. Copy this formula down using the Fill Handle. Format the | column percentage. In the end,
the table should look like below.

A B C D E F G H I

1 Blend Monday | Tuesday | Wednesday | Thursday | Friday | Saturday | Total week Percentage
2 | Java Grand Espresso 53 51 45 85 41 98 373 21%
3 | Ethiopean Gold 52 79 13 27 97 77 345 19%
4 | Costa Rica Sun 65 54 56 86 37 46 344 19%
5 | Colombian Black 19 22 99 25 9 57 231 13%
6 | Colombian Gold 89 89 96 86 53 78 491 28%
7 Grand Total 1784
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Select the range A1:G6.
Insert a Clustered Column chart with the data series the coffee blends.
Change the chart title to Coffee Sales
Move the Legend to the right.

Change the Costa Rica Sun series bar color to Green. In the end, the chart should look like

Wednesday

XY Scatter Chart

1. Open the support file: Charts Homework.xlsx.

2. Activate the Regression sheet.

Coffee Sales

Thursday

o““‘|“|l““‘l‘l

Friday

Saturday

M lava Grand Espresso

m Ethiopean Gold

M Costa Rica Sun
Colombian Black Forest

B Colombian Gold

3. Fill out the formulas to compute the slope (b) and intercept (a) of the linear regression line

as in the Lab Excel 1 homework.




4. Add the label Ylin in cell G1.

5. Add the formula =SE$14+SE$15*A2 in cell G2.
6. Copy this formula down using the Fill Handle. In the end, the table should look like below.
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A
X
1920
1930
1940
1950
1960
1970
1980
1990
2000
2010
1965

Select the range A1:B11. Hold down the Ctrl key and add the range H1:H11 to the

selection.

B
Y
31
58
93
125
144
177
209
249
270
303
165.9

Insert a XY Scatter chart.

Remove the title.

C
X
-45
-35
-25
-15
-5
5
15
25
35
45

D
Y
-134.9
-107.9
-72.9
-40.9
-21.9
111
43.1
83.1
104.1
137.1

E
X2
2025
1225
625
225
25
25
225
625
1225
2025
8250

-5785.07
3.028485

Format the Y series using only red square markers with size 7.
Format the Ylin series using only blue line with 3 pt thickness.

Scale the X Axis between 1920 and 2010 with a gridline spacing of 10. In the end, the chart

should look like below.

F
Xy
6070.5
3776.5
1822.5
613.5
109.5
55.5

646.5
2077.5
3643.5
6169.5
24985

G
Ylin
30
60
90
120
151
181
211
242
272
302
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