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Introduction

EMPLOYEE TRAVEL EXPENSE TRENDS

Mm -:::-_’ =

Overview

Microsoft Excel is a spreadsheet program in the Microsoft Office system. The term “spread”
comes from ledger sheets that spread across facing pages in a journal used many years ago by
bookkeepers and accountants. These paper pages had rows and columns used for entering
names and numbers that allowed the accountant to track, calculate and analyze business
activities. The accountant used a separate calculator and manually entered arithmetic results
when needed into a paper worksheet. If a letter, report, or presentation were needed, data
might need to be copied or reentered somewhere else to prepare it.

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

Course objectives
After completing this course, you'll know how to:

Save workbook files

Print Excel files

Get acquainted with Excel functions
Use alignment, borders and fill

Get acquainted with an Excel chart

e Create and download a workbook
from Account Reconciliation

¢ Navigate a worksheet

e Edit data in a worksheet

e Work with columns and rows
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Lesson 1 Getting Started

Overview
In this lesson, we'll get acquainted with the Excel worksheet and it's elements. After completing
this lesson, you'll know how to:

Download data from the Account Reconciliation tool

Start Excel

Open an Excel workbook

Identify the elements of the Excel workbook and worksheet
Navigate on the worksheet using a mouse and arrow keys
Save a workbook

Downloading from Account Reconciliation

Using the Download Actuals page, you can make a spreadsheet of the entire set of transactions
shown on the Actuals Reconciliation page. PeopleSoft copies the data from the displayed page
onto a file compatible with Microsoft Excel.

e The Download Icon is used to initiate the download process.

e Once the file is built, you're able to manipulate the data using formulas and other features of
Microsoft Excel.

Search Page Approval Page Budget Reconciliation Actuals Reconciliation Encumbrance Reconciliation I Download Actuals

Search Fields
Business Unit DALO1 Fiscal Year 2013 Accounting Period g CostCenter 34030008 SOM DEANS OFF OPER Department 304000 MAMAGEMENT
Project Project Description Project Start Date Project End Date CC Owner Hasan Pirkul

Business Unit Fiscal Year  Accounting Period Cost Center Account Ledger Ledger Group

1 DALOY 2013 824030008 55004 ACTUALS ACTUALS LHR FPATRULL SusuuU
2 DALOA 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000 J
3 DALO1 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
4 DALO1 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
5 DALO1 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
G DALO 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
7|DAL0A1 2013 834030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
2 DALOA 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
9 DALOA 2013 834030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
10 DALOA 2013 234030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
11/ DALO1 2013 834030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
12 DALOA 2013 8 34030008 55004 ACTUALS ACTUALS GHR. PAYROLL 304000
13 DALOA 2013 834030008 55004 ACTUALS ACTUALS GHR PAYROLL 304000
14 DALOA 2013 8 34030008 55004 ACTUALS ACTUALS GHR. PAYROLL 304000
15 DALO1 2013 834030008 55004 ACTUALS ACTUALS PAYROLL 304000
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To download to Excel, follow these steps:

Step | Action

1 Open the Account Reconciliation Download page.

2 Click Customize from the Account Reconciliation spreadsheet. Modify the columns you wish to
download.

3 Click the Download Icon.

4 Click Open with Microsoft Excel (default).Click OK.

Opening ps.xls EI
You have chosen to open:
) psuds

which is &: Microsoft Excel 97-2003 Worksheet
from: https: /ffi-test. utdallas. edu

~What should Firefox do with this file?

= Save File

[ Do this automatically for files like this from now on.

| QK I Cancel

5 Click Yes. Excel opens displaying the transactions selected from the Account Reconciliation
Download page.

B R RPN T PR [ ST S R S S P PR TR

Microsoft Excel il

i3
4

_I;\, The file you are trying to open, 'ps.xls', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted
15

+ . source before opening the file. Do you want to open the file now?

16 Yes | Mo I Help |
1<)
18 Was this information helpful?

6 You need to review, modify and save the Excel workbook.

Excel Basics for Acct Recon Training Guide 7



Anatomy of a Spreadsheet

Directions: Take notes during this lesson describing each of the spreadsheet components
listed below.

Component Description

Workbook

Spreadsheet

Cell

Cell address

Cell range

Column

Row

8 Excel Basics for Acct Recon Training Guide



A | B | C | (N | E | F

1 INVOICE
2

[term LInit
3 | Mummber Cloantity: Unit: Description @ Price | Amount
4 437k 11iEa (PDA 1294949
g a97k 400z iFlash Drive 2559
B ah32 4iEa {Scanner 9999
7 773 diPky ivveb cam 35.00

Directions: Use cell addresses from the Invoice spreadsheet above to identify examples of
each component.

Component Description

Cell

Cell address

Cell range

Column

Row

Excel Basics for Acct Recon Training Guide 9



Starting the Program

There are different ways to create a workbook. Normally you create a workbook within the
Excel application. However, you can also create an Excel workbook without starting the

Excel application.

To create a workbook from the windows desktop:

Right-click on the windows The Excel icon Type in the file
desktop, select New >> appears on name and press
Microsoft Excel Workbook the desktop. <Enter>.
from the menu. The workbook is
created and saved in
the desktop folder.
> s =
E riefcase
@ I?ﬂicrrosoft Word Document M':"I Mew
2] microsaft OFfice Access Applical wWiarkboak, xls

Ci] Microsoft PowerPoint Presentat
Arrange Icons By b i
Refresh @ Paint Shop Pro & Image
— Lﬁ] IMicrosoft OFfice Publisher Docw
|‘£_1 Texk Docurent

Hew J Compressed (zipped) Falder !
Properties

Step | Action

To create workbook within Excel application, you can

1

Create new default workbook.

2

can also create your own templates if you want.

Create a new workbook using a template. There are many built-in templates in Excel 2010. You

Using any method, determine which contestant will make the first selection.

Excel Basics for Acct Recon Training Guide
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Navigating in a Workbook

The Excel 2010 program window is easy to navigate and simple to use. It is designed to
help you quickly find the commands that you need to complete a task.

A workbook is the file Excel creates to store your data. Generally, a workbook should deal
with related data. We use workbooks to store downloaded transactions for reports from
Gemini Financials, capture timesheet details or track staff vacation and sick time. In your
workbook, there might be a sheet for each employee in your department or cost center.
The default new workbook in Excel 2010 has three worksheets; you can add more
worksheets or delete existing worksheets as needed. Each worksheet consists of 1,048,
576 rows (numbered 1 through 1,048,576) and 16,384 columns (labeled A through XFD).
The box formed by the intersection of a row and column is called a ce/l. Each cell is
identified by its address, which consists of its column letter and row number (e.g. cell D1
is the cell in the fourth column and the first row).

Groups of cells are called a range. A range is identified by the addresses of the cells in the
upper-left and lower-right corners of the selected block of cells, separated by a colon
(e.g., A1:C10). Only one cell can be active at a time. The active cel/ as a thick black
border around it and its address appears in the Name box on the left end of the Formula
bar.

When you open a new workbook, the active cell is cell A1, the top-left cell in the
worksheet. Cell Al is referred to as “home”. The mouse pointer displays as a thick white
cross when you move it across the cells in worksheet. When you point at a Ribbon or
worksheet tab, a command button or menu item, the pointer turns into a white arrow.

Excel Basics for Acct Recon Training Guide 11



Title bar |» 7]

Name box Al

z Minimize | [Close
[Quuck Accesstoolbar I |Formu|a bar ] button bution
v Bookl - Microsoft Excel + - *
n nsert Page Layout Formulas Data Peview View [~ 0 _?.i):‘ £
= & Calibei - 11 W w5 Genenal i Conattion Formatting - S=ins Rastore
= "3 2 B I U~ A EFEEA $-° & Format as Table - o4 D own/Maximize
- F | H-19-A- |(®H e  BY ) Cel Stybes - Sifputton
. P 1L T N
- |
A B C D EI . ] J K L
. Dialog box launcher ] ~
: Active cell g
3
4
sT¢ {Workbookwmdow} >
6 Scroll bars >
7
e Zoom Level
;’0 View button
1 Sheet tabs Shortcuts .
12 toolbar |Zoom slider |
13

4 A
" ‘,’ wlﬁhm.” <.rn:--) Cn-f-" \ vJ J 4
IStatus bar l_, Resay

i o S s00n (- -

Element

Description

Title bar

Displays the name of the workbook and the program.

Minimize, Restore
Down/Maximize and
Close buttons

Controls the program window. Use the Minimize button to hide the window.
Use the Restore Down/Maximize button to adjust the size of the window. Use
the Close button to exit Excel.

Quick Access toolbar

Contains frequently used commands that are independent of the tab
displayed on the Ribbon.

Ribbon Contains all the commands related to managing workbooks and working with
workbook content.

Formula bar Displays the data or formula stored in the active cell. It can also be used to
enter or edit a formula, a function, or data in a cell.

Name box Displays the active cell address or the name of the selected cell, range, or
object.

Workbook window Displays a portion of the worksheet.

Sheet tabs Each tab represents a different worksheet in the workbook. A workbook can
have any number of sheets, and each sheet has its name displayed on its
sheet tab.

Scroll bars Used to move downard through a worksheet.

12
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Element

Description

Status bar

Displays various messages as well as the status of the Num Lock, Caps Lock,
and Scrool Lock keys on the keyboards.

View Shortcuts toolbar

Used to display the worksheet in a variety of views, each suited to a specific
purpose.

Zoom Level button
Zoom slider

Used to change the magnification of the worksheet.

Selecting Cells Range in Workbook

You must select the cell (activate the cell) before you add information to it. Once you
have selected a cell or range, you may make changes to all selected cells simultaneously.

A group of selected cells is called a range. A range can contain a block of cells, a
complete column, a complete row or a non-adjacent range.

A cell A block of cells A complete column A complete row

| 1 | A [ B ] ¢ a [8 [ ¢© ] A c | | I A |8 | ¢ |
1 1 1

[ 1 2] 2| 2

EN 4]

E=N

Excel Basics for Acct Recon Training Guide 13




Moving around in a range of cells — shortcut keys

Press Action:

<Tab> Move one cell to the right
<Shift> + <Tab> Move one cell to the left
<Enter> Move one cell down
<Shift> + <Enter> Move one cell up

Move between worksheets

Use the shortcut keys <Ctrl>+<Page Down> to move to the next worksheet and press
<Ctrl>+<Page Up> to move to the previous worksheet.

s
M 4 » M\ Sheetl Sheeﬁ,{' Sheet3 /

Rears:

Selected non-adjacent cells range

A non-adjacent range consists of separate blocks of cells that are selected at the same
time. A selected range is shaded except for the active cell, information appears in that
active cell when you type.

N — . Y]

a|a | —
mm_tclmmﬂmmhmm—‘
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Customizing the Quick Access Toolbar
By default, the Quick Access toolbar is located at the left end of the Title bar and displays

the Save, Undo, and Redo button. You can change the location of the Quick Access
toolbar and customize it to include commands that you use frequently.

To add a command to the Quick Access toolbar:

Step Action

1 On the Ribbon, click the appropriate tab or group to display the command
that you want to add.

2 Right-click the command and select the Add to Quick Access Toolbar from
the shortcut menu.

To remove a command to the Quick Access toolbar:

Step Action
1 On the Quick Access toolbar, right-click the command that you want to
remove and select Remove form Quick Access Toolbar from the shortcut
menu.
2 Right-click the command and select the Add to Quick Access Toolbar from

the shortcut menu.

Exploring the Ribbon

Home Insert Page Layout Farmulas D
 Cut . . w
. Calibri 111~ A" A
ﬂcnp}l' .......
B I U~ |iH | dar A~

¥ Format Painter
board Font

The Ribbon is located below the Title bar. Across the top of the Ribbon is a set of task-
specific tabs. Some tabs, known as contextual tabs, appear only when you create or select
certain types of objects (e.g., pictures, tables, charts). Clicking a tab displays an
associated set of commands that are organized into logical groups. Commands generally
take the forms of buttons an lists. Some commands appear in galleries. The appearance of
the buttons and groups on the Ribbon changes depending on the width of the program
window. A button representing a command that cannot be performed on the selected
element is inactive (gray).

Excel Basics for Acct Recon Training Guide 15



Element Description

File Displays the Backstage view containing commands related to
managing files and customizing the program. The File tab replaces
the Microsoft Office button and File menu used in earlier releases of
Microsoft Office.

Home Contains the basic Clipboard commands, formatting commands, style
commands, commands used to insert and delete rows or columns,
and various worksheet editing commands. The Home tab is active by
deafult.

Insert Contains commands related to all the items you can insert in a
worksheet.

Page Layout | Contains commands that affect the overall appearnace of a
worksheet, including some settings that deal with printing.

Formula Contains commands used to insert a forum, name a cell or a rage,
audit a formula, or control how Excel performs calculations.

Data Contains Excel’s data-related commands.

Review Contains commands used to check spelling, translate words, add
comments, or protext worksheets.

View Contains commands that control various aspects of how a worksheet
is viewed.

Using Dialog Box Launchers
Some groups on the Ribbon have related dialog boxes or task panes that contain
additional commands. These commands are access by clicking the dialog box launcher.

A B-@Al-

Home Insert Page Layout Formulas Data Review View Drevs
— Cut i | =
B d Cu Calibri o A A = == o | [Siwes
ot 53 Copy ~ e A _
aste - FHENEE - - = = = | #E 2= | =
- ¥ Format Fainter B 7 1 = ] = = 5 | iF iIF | 5 Merg
Clipboard . Font . Alignment
A2 - Jfe | DALO1
A B C D E F G
1 Business Unit|Fi9caIYear|Aocounting Period |C|:|-st Eenter|Aocu-unt| Ledger |Ledger Erﬂ-up|5
2 |DALO1 | 2013] 8| 34039000 4s204|acTuas|acTuas e
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Minimizing and Expanding the Ribbon
You can minimize the Ribbon to make more space available on the screen. When the
Ribbon is minimized, only the tab names are visible.

To minimize the Ribbon:

Click the Minimize the Ribbon button ' “ located at the right of the Ribbon. Or, press
Crlt+F1.

To minimize the Ribbon:

Click the Minimize the Ribbon button * located at the right of the Ribbon. Or, press
Crlt+F1.

Exploring the Backstage View

The Backstage view contains all the commands related to managing files and customizing
the program. It provides an easy way to create, open, save, print, share, and close files;
find recently used files; view and update file properties; set permissions; set program
options; get help; and exit the program.

(3] Bookl - Microsoft Excel
!ﬁg Home Insert Page Layout Formulas Data Review View Developer Community Clips Acrobat
|l save . i
Save & Send Send Using E-mail

[E] save as

s -5 Send Using E-mail ) g Attach a copy of this warkbook to an e-mail
i Oe J 4 Everyane receives separate copies of this warkbook
E5 Close — Changes and feedback need to be incorporated manually

end as
Q Saveto Web Attachment
Info
Racent save to sharePaint Create an e-mail that contains a link to this workbook
Everyone works on the same copy of this workboak
New 7} Send by Instant Message — Everyone always sees the latest changes
Keeps the e-mail size small
Print A\ Workbook must be saved in a shared location
&9 Share Workbook Window
Sa“wd ) g Attach a PDF copy of this workbook to an e-mail
File Types pdf Document looks the same on most computers

Help - . d Preserves fants, formatting, and images
= H Change File Type EEDFES Content cannot be easily changed
|z Addns

£ Options Q Create PDE/XPS Document i i

= Attach a XPS copy of this workbook to an e-mail

@ B UEIups Document looks the same on most computers
Preserves fonts, formatting, and images
Send as XPS Content cannot be easily changed

Send as Internet Fax

Send a fax without using a fax machine

Requires a fax service provider
Send as

Internet Fax
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Getting Help

© You can type specific words or phrases in the ¢ Excel Help v x
Search for box to return a list of possible
answers. Assistance B |
® You can also dlick on the Table of Contents Search for: d:o
link to browse for the help you need.
© 1 you are connected to the Internet, you can otz T Contens 7
access the Microsoft Office Online web site, (Ol e )
which offers online help documents, templates, .1 0Office Online
add-ins, and online training. Conmect b Microsaft Office

Criline

Get the latest news about using —a

Excel

Automatically update Ehis list
From the web

Mare...

@ Assistance

@ Training

g‘fn Cormrmunikies
I\ﬁj Downloads Y,

You can type specific words or phrases in the Search for box to return a list of possible
answers.

You can also click on the Table of Contents link to browse for the help you need.
If you are connected to the Internet, you can access the Microsoft Office Online web site,
which offers online help documents, templates, add-ins, and online training.

Getting Help While You Work
Type A Question For Help Box. You can type questions in this box to quickly find the
answers you need. A very specific search with 2-7 words will return the most accurate

results. The results of your search are returned in the Search Results task pane in the
order of relevance.
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Lesson 2: Basic Workbook Skills

Overview

In this lesson, we'll get acquainted with how to perform basic tasks such as moving
around a worksheet, selecting cells, working with rows and columns, and entering and
editing data. By the end of the lesson, you'll be able to:

Navigate within the worksheet
Identify the shortcut keys

Add data to a worksheet

Edit existing data on a worksheet
Set a print area

Update the column headings
Add comments to a specific cell

A B C D E F G H 1 1
1 | Business Unit|Fiscal Year | Accounting Period | Cost Center | Account | Ledger |Ledger Group |Source | Accounting Definition Name | Department
2 |DALO1 2013 8| 34030008| 48204[ACTUALS [ACTUALS GAR ARDIRIRNL 304000
3 DALO1 2013 8| 34030008| 48204[ACTUALS [ACTUALS GAR ARDIRIRNL 304000
4 |DALO1 2013 8| 34030008| 61008[ACTUALS [ACTUALS GAP APDEFN 304000
5 |DALO1 2013 8| 34030008| 61008|ACTUALS [ACTUALS GAP APDEFN 304000
6 |DALOL 2013 8| 34030008| 62302 ACTUALS [ACTUALS GAP APDEFN 304000
7 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
3 DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
9 DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
10 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
11 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
12 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
13 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
14 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
15 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
16 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
17 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
18 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
19 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
20 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000
21 |DALO1 2013 8| 34030008| 62302 [ACTUALS [ACTUALS GAP APDEFN 304000

Moving around a worksheet

There are various ways to navigate through a worksheet. Using the mouse or keyboard,
you can move from cell to cell, move up or down a page at a time, or move to the first or
last used cell in the worksheet. You can also navigate to a specific cell in the worksheet by
entering its address in the Name box.

Navigating with the mouse

Use the mouse to change the active cell. If the cell you want to select is not visible in the
workbook window, you can use the scroll bars to scroll through the worksheet in any
direction.
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Scrolling with the mouse does not change the location of the active cell. To change the
active cell, you must click a new cell after scrolling.

Navigating with the keyboard

Use the navigational keys to move around a worksheet.

20

Key

Action

Down arrow or Enter

Moves the active cell one cell down.

Up arrow or Shift+Enter

Moves the active cell one cell up.

Right arrow or Tab

Moves the active cell one cell to the right.

Left arrow or Shift+Tab

Moves the active cell one cell to the left.

Page Down

Moves the active cell down one page.

Page Up

Moves the active cell up one page.

Alt+Page Down

Moves the active cell right one page.

Alt+Page Up Moves the active cell left one page.
Ctrl+Home Moves the active cell to cell Al.
Ctrl+End Moves the active cell to the last used cell in

the worksheet.
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Selecting Ranges

In order to perform an operation on a range of cells in a worksheet, you need first select
the range. When a range is selected, every cell in the range is highlighted, except for the
active cell.

Step | Action

To select a range:

1 Drag the mouse pointer from the first cell in the range to the last cell. Or, select the first
cell in the rage, hold down the Shift key, and then select the last cell in the range.

To select non-adjacent ranges:

2 Drag to select the first range, hold down the Ctrl key, and then drag to select the
second range.

Note: To deselect a range, press any arrow key or click any cell in the worksheet.

o
—
[}

Adjacent Cells Non Adjacent Cells

Step | Action

How to Select a Single Cell

Click at the cell that you want to select. The Name box on the left of the formula bar shows
which cell is active.

To Select a Range of Cells:

Click the cell B2 and drag to the cell C4. (for example: Cell B2 is the first cell while the cell C4 is
the last cell of the selection range. The range B2:C4 is then highlighted, as shown below.
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Step | Action

M= | kD —

To select a range of cells using click and drag:

Hold down <Shift>.

Excel marks the cell B2 as the beginning of the selection.

A | B | ¢

D

=]

b LD BT —

5
Click the cell C5.

This Is the last cell of the selection. A range of B2:C5 is selected, as shown below.

A | B | €

D

| b (LD D —

TIPS

arrow key to select range.

You can also use the arrow keys (=,¢,M, V) to select a range. Hold down <Shift> and press

22
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Do It!

Examining Excel window components

Here's how Here's why

Click Start and choose To start Microsoft Excel
All Programs

Microsoft Office

Microsoft Excel 2010

Choose Don’t make changes.
Click OK
Observe the title bar

Observe the Ribbon tabs

Observe the Home tab

Click the Insert tab

In the Illustrations group, click
Shapes

Click the Home tab
In the Font group, point to B

Observe the formula bar

Observe the status bar

(If necessary.) To close the Welcome to
Microsoft Office 2010 dialog box.
Book 1 — Microsoft Excel

The title bar shows the name of the current
workbook, “Book1” and the name of the
program.

By default, Home is active.

The Home tab contains the Clipboard, Font,
Alignment, Number, Styles, Cells, and Editing
groups.

(Next to the Home tab.) To activate it,
Commands related to the Insert command
are displayed here.

To display the Shapes gallery. You can select
a shape and then click a cell to place the
share there.

To display the Home tab’s groups again.
(The Bold button.) A ScreenTip appears,
showing the command name, its keyboard
shortcut and a brief description.

(The formula bar is below the Ribbon.) The
formula bar displays the idea in the active
cell. Currently, none of the cells contain data.
(At the bottom of the Excel window.) The
status bar provides information about
selected commands and the current status of
the workbook. The status bar also contains
tools for switching the view of the current
document, zooming in and out on the
current document, and switching to other
documents.

Excel Basics for Acct Recon Training Guide

23



Saving and updating workbooks

When you save a file, you can save it to a folder on your hard disk drive, a network
location, CD, DVD, the desktop, flash drive, or save as another file format. While you must
identify the target location, if it is different than the default folder, the saving process is
the same regardless of what location you choose.

Saving a file

Step | Action

1 Click =l 5ave From Ribbon.

2 Under Available Templates, click Blank Workbook.

Saye As @@
Savein: ,D My Documents [l =] | Q > Ci j * Tools »
| Iy Data Sources
[C5)My eBocks

My Recent dMy Music
Dacuments gﬂMy Pictures

Desktop

My Documents
——y
|
58
My Compuber
:_‘)] Filz name: o0kl xls] w
Iy Metwork —
Places Save astype! | Microsoft OFfice Excel Workbook (*,xls) v

3 In the File name box, type Name.

Excel has already entered a placeholder name in the File name box before you type
your own file name. Since the name is highlighted, you just need to type in the new file
name to overwrite it without having to click in the box.

File: name: Ezcel Training| w
3ave as byPel | Microsoft OFfice Excel Workbook (%,x1s) w

4 Click Save button.

Save Cancel
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Saving Workbook in a different format

Step | Action

1 Click File tab.

2 Click Save As.

3 In the File name box, type Name.
Excel has already entered a placeholder name in the File name box before you type
your own file name. Since the name is highlighted, you just need to type in the new file
name to overwrite it without having to click in the box.
File pame: Exicel Training| “w
Save a5 BYPe! | Microsoft Office Excel Workbook ¢, x1s) v

4 In the Save as type list, click the format that you want to save the file in. For
example, click PDF, or Comma Delimited (.csv).

5 Click Save button.

Save Cancel

Excel Basics for Acct Recon Training Guide
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Do It! Discussing spreadsheet basics

JE-@Aal=

X[ 9 -
Home

A B c D
1 [ Inveice ID.InvoicE Date Monetary Amount Voucher Line Descr
2 3177056762 61302012 $4.92 Staples® Pastels 3
3 3177056762 61302012 $3.69 Staples® Pastels 3
4 3177085762 61302012 $4.92 Staples® Pastels 3
5 3177085762 61302012 $3.90 Staples® Pastels 3
6 3177055762 61302012 $6.14 Staples® Pastels 3
7 | 3177086773 61302012 §179.95 HP Inkjet Cartridg
8 | 3177086773 61302012 §146.66 HP Toner Cartridge
9 | 3177086773 61302012 $554.18 HP Toner Cartridge
10 3177085773 61302012 $387.98 HP Toner Cartridge
11 3177085774 61302012 $894.25 Staples® Copy Pape
12 3177133923 61302012 $39.64 Staples® Chairmat
13 | S6086961 71312012 $44.26 Crucial CT26664BC1
14 3177843128 772012 $23.04 GE Extension Cord,
15 3178005102 71212012 $299.90 $021825_HP Officej
16 | 3178005115 7112012 $110.97 HP Inkjet Cartridg
17 3178005115 7112012 $83.97 HP Inkjet Cartridg
18 | 3178005115 7112012 $83.97 HP Inkjet Cartridg
19 3178005115 7112012 $83.97 HP Inkjet Cartridg
20 3178005115 7112012 $619.95 HP Toner Cartridge
21 49247884 71312012 $42.80 Tripp Lite DVI to
22 3178052847 71312012 $11.28 Sanford Expo Origi
23 3178052847 71312012 $107.31 Staples® Copy Pape
24 3178052847 71312012 $7.00 Staples® Executive

71312012 $3.54 Staples® Jumbo Pap

25 3178052847

Inset  Pagelayout  Formulas  Data  Review
b cut Atal “lo A K
o <3 Copy ™ A
aste < < s A
v J Format Painter BjI U &-A
Ciipboard Font
AL hd # | Invoice ID

lesson1-ExcelBasics - Microsoft Excel

View  Developer  Community Clips  Acrobat 2 =N

5 Wrap Text General

= Autosum * %7 }}

] Fill -
Sort & Find &

5 T

Insert Delete Format

E @5
§ - % s | %% Conditional Formst Cel
Formatting * as Table * Styles *

Styles

2 Merge & Center ~

LClear  Fiter~ Select+

Alignment Number Cells Editing

E F G H 1 J K L
Vendor Name DueDate PO# PO Descr Customer Name
6/30/2012 S021549 Staples® Pastels 3
6/30/2012 S021549 Staples® Pastels 3
6/30/2012 S021549 Staples® Pastels 3
6/30/2012 S021549 Staples® Pastels 3
6/30/2012 S021549 Staples® Pastels 3
6/30/2012 $021561 HP Inkjet Cartridg
6/30/2012 $021561 HP Toner Cartridge
6/30/2012 $021561 HP Toner Cartridge
6/30/2012 $021561 HP Toner Cartridge
6/30/2012 S021562 Staples® Copy Pape
6/30/2012 S021756 Staples® Chairmat

8/2/2012 8021663 Crucial CT26664BC1
74772012 8021996 GE Extension Cord,
22012
71112012 $022208 HP Inkjet Cartridg
71112012 $022208 HP Inkjet Cartridg
71112012 $022208 HP Inkjet Cartridg
71112012 $022208 HP Inkjet Cartridg
71112012 $022208 HP Toner Cartridge
8/12/2012 $022610 Tripp Lite DVI to
711372012 S022369 Sanford Expo Origi
71372012 S022369 Staples® Copy Pape
71372012 S022369 Staples® Executive
71372012 S022369 Staples® Jumbo Pap

Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
HI-ED

Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
Summus Industries
GovConnection
Summus Industries
Summus Industries
Summus Industries
Summus Industries

Here's how

Exhibit 1-1

Here's why

Observe the spreadsheet
shown in Exhibit 1-1
Locate the column letters
Located the rows numbers

Identify the cells

Locate cell D4

Locate the labels

Locate the totals

This is a list of M&O transactions for Cost Center
34039033 for period 12.

They appear across the top of the spreadsheet and
identify the columns below them.

They appear on the left side of the spreadsheet and
identify rows to the right of them.

Each cell occurs at the intersection of a column and a
row. Cell A1, for example, contains the text "Name”.

Cell D4 is the active cell, where the insertion point is
located. The column letter and row number are
highlighted, and box appears around the cell Column
and row labels identify information in the
spreadsheet. The labels in cells Al through G1
identify information such as Cost Center, Account and
Amount.

Values are the raw data in a spreadsheet.

Totals are calculations based on other values in the
spreadsheet. For example, cell C25 contains the total
all M&O transactions. You use formulas to perform
calculations.

26
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Summary Notes

e You learned that spreadsheets can help you organize, calculate and analyze
data. You also learned about the common features of all spreadsheets, which
include rows, columns, cells, values, labels and formulas.

e You identified components of the Excel interface, and you learned how to work
with tools on the Ribbon, which is divided into tabs and groups. You learned that
you can get information about a command by pointing to it.

e You learned how to open an Excel file, identify the active cell and navigate
through a worksheet by using the keyboard and the mouse.

e You learned how to use the Help system to get information about Excel tools and
techniques.

Excel Basics for Acct Recon Training Guide
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Review Questions
What is the difference between a worksheet and a workbook?

What is a Ribbon group?

What is an active cell?

What key combination would you use to return to cell A1?

What key combination would you use to go directly to the last row of data in a worksheet?

What menu command or key combination would you use to move to a specific cell that is at the far end
of the current worksheet?
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Case Study — Create Worksheet from Actuals transactions

&9 3 B0 Al e T - T e
Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer  CommunityClips  Acrobat c@oE =
I et . A | == .| = . = o, Tem Tx [B E Autosum - A
B o arial 0 A W - | Siwapret ] Egl g = [ E '.2? 7
e Fomat ponter (BT L | v B A Bmegeacenters | § - % o | WA O armer s | o T e AT fear
Clipboard Font Alignment Number Styles Cells Editing
AL hd # | Invoice ID N
A B c D E F G H I J K L M N o ‘A
1 [Invoice ID ]Invoice Date Monetary Amount Voucher Line Descr Vendor Name Due Date PO # PO Descr Customer Name |
2 JTTOETEZ. 63012012 §4.92 Staples® Pastels 3 Summus Industries 6/30/2012 S021549 Staples® Pastels 3
3 3177085762 6/30/2012 §3.69 Staples® Pastels 3 Summus Industries 6/30/2012 §021549 Staples® Pastels 3
4 3177055762 6/30/2012 §4.92 Staples® Pastels 3 Summus Industries 6/30/2012 §021549 Staples® Pastels 3
5 3177055762 6/30/2012 §3.90 Staples® Pastels 3 Summus Industries 6/30/2012 §021549 Staples® Pastels 3
6 3177055762 6/30/2012 $5.14 Staples® Pastels 3 Summus Industries 6/30/2012 S021549 Staples® Pastels 3
7 |31TT0SETFI 6/30/2012 §179.95 HP Inkjet Cartridg ~ Summus Industries 6/30/2012 S021561 HP Inkjet Cartridg
8 3177085773 6/30/2012 §145.66 HP Toner Cartridge  Summus Industries 6/30/2012 S021561 HP Toner Cartridge
9 3177085773 6/30/2012 §554.18 HP Toner Cartridge  Summus Industries 6/30/2012 S021561 HP Toner Cartridge
10 377055773 B/30/2012 §387.98 HP Toner Cartridge  Summus Industries 6/30/2012 §021561 HP Toner Cartridge =
11 77055774 6/30/2012 $894.25 Staples® Copy Pape Summus Industries 6/30/2012 S021562 Staples® Copy Pape
12 3177133923 61302012 §39.64 Staples® Chairmat  Summus Industries 6/30/2012 S021756 Staples® Chairmat
13 6086961 71312012 $44.25 Crucial CT25664BC1 HIED 8/2/2012 S021663 Crucial CT26664BC1
14 3177843128 1172012 $23.04 GE Extension Cord,  Summus Industries T/7/2012 S021996 GE Extension Cord,
15 3178005102 712/2012 §299.90 S021825 HP Officej Summus Industries 71212012
16 78005115 71172012 $110.97 HP Inkjet Cartridg ~ Summus Industries 71112012 §022208 HP Inkjet Cartridg
17 37R005115 712012 $83.97 HP Inkjet Cartridg ~ Summus Industries 7111/2012 $022208 HP Inkjet Cartridg
18 3178005115 7/11/2012 $83.97 HP Inkjet Cartridg ~ Summus Industries 7/11/2012 §022208 HP Inkjet Cartridg
19 3178005115 7/11/2012 §83.97 HP Inkjet Catridg  Summus Industries 7/11/2012 §022208 HP Inkjet Cartridg B
20 378005115 7112012 §519.95 HP Toner Cartridge  Summus Industries 711112012 §022208 HP Toner Cartridge
21 49247884 71372012 $42.80 Tripp Lite DVl to GovConnection 8/12/2012 §022510 Tripp Lite DVI to
22 3175052847 TH3/2012 $11.28 Sanford Expo Origi  Summus Industries 713/2012 $022369 Sanford Expo Origi
23 3178052847 7/13/2012 $107.31 Staples® Copy Pape Summus Industries 7/13/2012 §022369 Staples® Copy Pape
24 3178052847 71132012 §7.00 Staples® Executive  Summus Industries 7113/2012 S022369 Staples® Executive
25 3178052847 T13/2012 5354 Staples® Jumbo Pap Summus Industries 711312012 §022369 Staples® Jumbo Pap L
WA psFJ q] I ] ¥
Ready | I3 | — |/EHIC 1008 (= {} {+)

Introduction

You've downloaded and saved the transactions from Account Reconciliation. You now

need to add some formatting to the Worksheet.

Instructions

Refer to the first two sections of your student guide to complete the tasks outlined in

Lesson 1. You will need to:

Add data to a worksheet
Edit existing data on a worksheet
Add comments to a specific cell

Set a print area

Step

Action

1 Open Actuals_Transactions_June.xls.

2 Save the file as Actual_Transactions_June-2.xls

3 Rename Monetary Amount to Transaction Total.

Move Transaction Total to column I.

5 Move PO ID and PO Descr to column C.

6 Save as .pdf file.

Excel Basics for Acct Recon Training Guide
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Lesson 3: Modifying a worksheet

Overview

In this lesson, we'll get acquainted with how to perform basic tasks such as moving
around a worksheet, selecting cells, working with rows and columns, and entering and
editing data. After completing this lesson, you'll know how to:

Navigate within the worksheet
Edit existing data on a worksheet
Using AutoFill

Set a print area

Update the column headings
Add comments to a specific cell

Text in cells can be any length, and you can change the text’s formatting, such as its font
and size. By default, text in a cell is left-aligned.

Text and values

As soon as you create a workbook, you can start entering data in cells. Cell entries can
include many types of data, including text and values. When you type, data is entered in
the active cell.

Use any length of text in cells and change the text’s formatting, such as its font and size.
By default, text in a cell is left-aligned (See below).

A B C D E F G H

1 [Invoice ID JInvoice Date Monetary Amount Voucher Line Descr Vendor Name iDue Date PO # PO Descr

2 31TT0BETGZ. 6/30/2012 5492 Staples® Pastels 3 Summus Industries ' 6/30/2012 5021549 Staples® Pastels 3
3 3177055762 6/30/2012 $3.69 Staples® Pastels 3 Summus Industries ' 6/30/2012 5021549 Staples® Pastels 3
4 3177055762 6/30/2012 5492 Staples® Pastels 3 Summus Industries ' 6/30/2012 5021549 Staples® Pastels 3
5 3177055762 6/30/2012 $3.90 Staples® Pastels 3 Summus Industries ' 6/30/2012 5021549 Staples® Pastels 3
6 3177055762 6/30/2012 $5.14 Staples® Pastels 3 Summus Industries . 6/30/2012 5021549 Staples® Pastels 3
7 |3177055773 6/30/2012 $179.95 HP Inkjet Cartridg Summus Industries . 6/30/2012 50215671 HP Inkjet Cartridg
8 3177055773 6/30/2012 $14566 HP Toner Cartridge  Summus Industries . 6/30/2012 5021561 HP Toner Cartridge

Values can include numbers, formulas and functions. Excel recognizes cell data as a value
when it's number or when it begins with +, -, =, @, #, or $. By default, a value in a cell is
right-aligned.

Cell Data is classified according to its intended purpose.

Overflow text and values

If your text doesn't fit in a cell, it appears to go into the next cell if that adjacent cell is
empty. The text isn't actually in that adjacent cell, however-if there is data in the adjacent
cell, the overflowing text is truncated to fit the width of its cell.
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If a long value doesn't fit in a cell. Excel displays a row of # characters. This indicates that
the cell is too narrow to display the value in full.

The Num Lock key (for desktop computers)

Many desktop keyboards have a numeric keypad, which is enabled and disabled by a NUm
Lock key in the upper-left corner of the keyboard. Press Num Lock once to switch the
keypad from functioning as numeric keys to functioning as navigation keys. Press Num
Lock again to return to number entry. When number entry is active, a Num Lock light
typically lights on the keyboard.

The label classification is used for cells that contain text or for numbers that will not be
used in calculations.

A B 5 D E F G H 1 J K
I—|Business Unit || Fiscal Year | Accounting Period | Cost Center | Account | Ledger |Ledger Group | Source | Accounting Definition Name | Department | Monetary Amount —I
DALOL 2013 8| 34030008 S51051(ACTUALS |ACTUALS GHR  [PAYROLL 304000 729
DALO1 2013 8 34030008| S51051(ACTUALS [ACTUALS GHR PAYROLL 304000 1200
DALO1 2013 8 34030008| S51051(ACTUALS [ACTUALS GHR PAYROLL 304000 280.5
DALO1 2013 8 34030008| 51051(ACTUALS [ACTUALS GHR PAYROLL 304000 2035
naind 2012 al 2apaponal cipcqlacmiaiciactiaig cHe [paveo) 204000 260

A value classification indicates that the data has the potential to be used in calculations.

A B E D E F G H 1 J K
— il dgemliredgenirour -
DALOL 2013 8| 34030008 51051|ACTUALS |ACTUALS GHR PAYROLL 304000 729
DALOL 2013 8| 34030008 S51051|ACTUALS |ACTUALS GHR PAYROLL 304000 1200
DALOL 2013 8| 34030008 51051|ACTUALS |ACTUALS GHR PAYROLL 304000 2805
DALO1 2013 8| 34030008| 51051|ACTUALS [ACTUALS GHR PAYROLL 304000 203.5
[a7A¥akl 2013 2 34030008 S10S1IACTLIALS | ACTLIALS GHR PAYROILL 304000 ZA0

Editing text and values

If you make a mistake while entering data in a cell, you can correct it at any time. To
make edits, do any of the following:

e Select the cell and type the new data

e Click the formula bar, make the edits and press Enter.

¢ Double-click the cell to place the insertion point in it, make the desired edits and press
Enter.
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Home | Inset  Page layout  Formulas

SPPRE

Calibri
B I U-~|.: A~ EE=E £ 5
Clipboard 1 Font . Alignment Mumber Style
Ge - K S| 21097.60
A B[ C D E F [ 6 | H | J B I L
1 Save Sable River Foundation

2 Lifetime Fundraising Summary

3 Allentowr Chamber 1Pattonsyil Sable Vill:strongvili Town of CTotal
some row
titles only 4 Corporate 74029.35 92278.21 6308174 84210.02 61644.26 89820.51
s_ﬂﬂlia”vd S [Direct Mai 67286.06 8386723 55076.48 $55547.28 79779.02 8436619
isplaye: data entered
Becauss 6 JFunRuns 54704.33 66934.67 €4581.66 28895.86 32690.37 64242.72 it worksheet
adj‘a:ent 7 | Governme 30623.93 58614.35 51486.46 36387.09 5164255 40177.87
cells on
right 8 Phﬂne—a—lﬂlSSBZM 24223.81 949291 17328.74 12305.85 21097‘60!
contains 9 Total
data 10

11
12

AutofFill

When you want to enter a series of numbers, days of the week, or other sequential data,
you can use the AutoFill feature to complete the list. The fill handle is a small square in
the lower-right corner of a selected cell or range of cells. When you point to the fill
handle, the pointer changes to a plus sign (+). You can then drag the pointer downward
to fill a range with data.

To use AutoFill:

1. Select the cell containing the value that starts the list or series.
2. Point to the fill handle until the pointer changes to a + symbol.
3. Drag the fill handle over the adjacent cells that you want to fill.

For numbers or dates, select two cells with a desired range, and AutoFill continues with

the same increments. For example, you could use this technique to fill a range by 10s or
to fill a range with dates a week apart.
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Formatting Cells

Formatting is applied to spreadsheet components for the purpose of organizing and
clarifying information. Data that is presented in a uniform and consistent format is much
easier to understand than data presented with random formats. Formatting can be
applied to pages, columns, rows, cell ranges, and cells. Formatting features include:

Step | Action
1 Select the cells that you want to format.
2 On the Home tab, in the Number group, click the Dialog Box Launcher next to Number
(or just press CTRL+1).
General v
$ % » BB
3 In the Category list, click the format that you want to use, and then adjust settings, if

necessary. For example, if you're using the Currency format, you can select a different
currency symbol, show more or fewer decimal places, or change the way negative
numbers are displayed.

Format Cells E
Number i Alignment l Font [ Border l Fill I Pl%
Cateqory: E
General . | Sample 1
| Mumber |
| g . 138,690.63 |
e |
Accounting ; . - |
Dot Decimal places: |2 = E
Time Symbol: | $ :
Percentage i
Fraction Negative numbers: ;
Scientific -$1,234.10
Text $1,234.10 i
Special ($1,234.10) |
Custom {$1,234.10) |

Borders and Shading

Step

Action

1

Select the cell or range of cells that you want to add a border to.
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Step | Action

2 On the Home tab, in the Font group, click the arrow next to Borders, and then click the
border style that you want.
Calibri 11 v A AT

B 7 U- G- A~

Font

Apply Font Shading

Step | Action

1 Select the cell or range of cells that you want to apply cell shading to.

On the Home tab, in the Font group, click the arrow next to Fill Color Button image, and

2 then under Theme Colors or Standard Colors, click the color that you want.

Filter your data

Step | Action
1 Select the data that you want to filter.
2 On the Data tab, in the Sort & Filter group, click Filter.
Mok A
Z| Sort | Filter o
Al o i V7 Advanced
Sort & Filter
3 Click the arrow | ™ Jin the column header to display a list in which you can make
filter choices.
4 To select by values, in the list, clear the (Select All) check box. This removes the
check marks from all the check boxes. Then, select only the values you want to
see, and click OK to see the results.

Moving and copying data
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Copying duplicates the cell or range in another location, while also leaving the cell in its
original location.

Cutting removes a cell or range from its original location in the worksheet.
Pasting places the cell or range in another location.
e To copy a cell or range, use buttons in the Clipboard group on the Home tab.
o The copied data is placed on the Office Clipboard. The Office Clipboard (or
Clipboard) is a temporary storage area for up to 24 selections you copy or cut.
e To move a cell or range, you use the Cut button, followed by the Paste button.

Clipboard group [ o= T e rporect o 1 T = |
contains the : "Q- =D
Copy, Cut, and
Paste buttons

& b 1 Ay = gigle = Genery

Flashing border
; et i : i surrounds selected
A2 z £ ¥ cells copied or cut

Cabe
BZU- H- H-A- EEWIEE BN 05 -4

e

'-]‘

You will correct A i i e : J = . . : to the Clipboard
misspellings later UTITIES EACENSE
Selected cell is o
where the Clipboard _ 0.00}
item will be pasted - L = EEEREE T EEERR N R
91 l
10

Inserting and Deleting Rows, Columns and Cells

Inserts a New row  (nsert R

in the selected
cell's row

Insert

Inserts a new © Entire row

2 Enti ol
column in S
the selected ' oK ] [ Cancel
cell's column_/|L

To insert a row, click the row heading to select the row where you want the new row to
appear. Then, click the Insert button on the Home tab.

To insert a column, click the column heading to select the column where you want the
new column to appear. Then, click the Insert button.

To delete a row or column, click the appropriate row or column heading and then click the
Delete button on the Home tab.

Use the buttons in the Cells group on the Home tab to insert and delete cells.
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Freezing Panes in a Worksheet

m Music Shops Six-Maonth Financial Prajectio

column titles in first
twelve rows will
remain on ‘the screen
when scrolling down

Ho Kooz nck. = L - Formulas Data Review Wiews
=~ row titles in column A )
=) o 1 will remain on the N E SF General - tglj
e 3~ screen when scrolling g y | c .1'; - .
aste 2 = E = IF im = - s - Df . - - onaitiona orma
- right e o 2 W0 ormatting ~ as Table = Styles
Clipboard & Fdnt Alignment u Number u Styles
B13 - fe
3 |

10 Modern Music Shops
11 Six-Month Financial Projection

12

13 |Revenue

14 = Cost of Goods Sold

15| Gross Mard thin black lines indicate

16 border of frozen rows »
17 Expenses and columns

18  Bonus

19 Commission

20 Marketing

21 Research and Development

22 Support, General, and Administrative
23 Total Expenses

24

m

You can view two parts of a worksheet at once by freezing panes. When you freeze
panes, you select which rows and/or columns of the worksheet remain visible on the
screen as the rest of the worksheet scrolls.
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Splitting a Worksheet window

Splitting divides the worksheet window into two or four panes that you can scroll
independently. This enables you to see different parts of a worksheet at the same time.

Horizontal split bar
separates the panes

2] . o Ve T - et
Homae Tnart Page Lapait Pormudat Duata Ruviewe - & @ = 3
] iy b Previsw = d, sy 9 Ol Spik - ]
[ s G P Kol R veien | EFreae e wortapacs wincemm - | "
17 = -
A B c D E F G " ] ) <]
i UTLITIES EXPENSES
2
3 LIndts Used  LIndt Cost Billad
q
5 Aprd 512 0.097 549,66
& May 487 0.087 47.24
7 Jung 522 0.097 .63
4 | Quarterly Expanse 5147.54 Scroll bars
q N
10 appear in
11 Aprd 78 L7 $134.16 each pane
12 May 73 172 125 56
13 June 7 172 132.44
14 Quarterly Expense S302.16 —
1 UTLITIES EXPENSES =
2
3 Units Usedd  Linit Cost Billad
4
5 Apd 512 0,057 544,66 ‘l‘fertica| Sp“t m}:
& May 487 0.097 47.24 =
WA bW Shewtl  Shact? | Shaet3 T3 1L} 130
Raacy | 5 HD A 1 '

Create a table

Step

Action

1

On a worksheet, select the range of cells that you want to include in the table. The cells
can be empty or can contain data.

On the Home tab, in the Styles group, click Format as Table, and then click
the table style that you want.

k:t Wy, [
s Ol S
Conditional Format Cell

Formatting v as Table v Styles ~

If the selected range contains data that you want to display as table headers, select the
My table has headers check box in the Format as Table dialog box.
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Sort your data

Step | Action

1 To quickly sort your data, do the following:

Select a range of data, such as A1:L5 (multiple rows and columns) or C1:C80 (a single
column). The range can include titles that you created to identify columns or rows.

Select a single cell in the column on which you want to sort.

. .
3 Click [£*lto perform an ascending sort (A to Z or smallest number to largest).

F e

Filter

V7 Advanced
Sort & Filter

. .
4 Click [~ *lto perform a descending sort (Z to A or largest number to smallest).

To sort by specific criteria, do the following:
Select a single cell anywhere in the range that you want to sort.

5
6 On the Data tab, in the Sort & Filter group, click Sort.

A 3 . _lear

£ LZ s Reanply

z Filter . 4

A e V7 Advanced

Sort & Filter
The Sort dialog box appears.

v In the Sort by list, select the first column on which you want to sort.
8 In the Sort On list, select either Values, Cell Color, Font Color, or Cell Icon.
9 In the Order list, select the order that you want to apply to the sort operation —

alphabetically or numerically ascending or descending (that is, A to Z or Z to A for text
or lower to higher or higher to lower for nhumbers).
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Checking Spelling in a Worksheet

To find and correct spelling errors, use the Spelling command on the Review ribbon.

Spelling: English (U.S.) |
Not in Dictionary:
Electricty Ignore Once
Possible misspelling 7S :
[ ignore Al |
Suggested Add to Dictionary
corrections | suogestops: _
i T - | | oo |
Click to specify what [ chengeal
to ignore or flag during | (it
n enolli ~ ~
the spelling check 'T P I i 053 B
Cancel |

|{ Options, .,

Ignore the current
instance of this spelling

Ignore all instances
of this spelling

Change the current
instance of this
misspelling

Correct all instances
of this misspelling

Reordering of spreadsheets

Spreadsheet Operations increase the efficiency of data entry, the performing of

calculations, and the presentation of information.

Spreadsheet operations

focus the view on specific cell ranges

Sort is used to arrange data in alphabetical or chronological order.
A primary sort indicates the primary sort range of data.

A secondary sort indicates the next range.

Freeze panes allows the user to work in multiple areas of a large spreadsheet and

e Fill Series is used to fill a column or row with consecutive data
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Adding cell comments
Layout Formulas Data Review View Develr

| 3 €A Al

{7 Show All Comments

MNew Previous MNext
Comment i3 Show Ink
g Comments
New Comment Ribbon
ayout Formulas Data Review View Devel

ﬂ H “;_J U - show/Hide Comment

i Show All Comments
Edit Delete Previous MNext ==
Comment i3 Show Ink

Comments
Existing Comment Ribbon

You can add notes to a worksheet by using comments. Using comments can help you
make a worksheet easier to understand by providing additional context for the data it
contains. For example, you can use a comment as a note that provides information about
data in an individual cell. You can also add a comment to a column heading to provide
guidance on data that a user should enter.

Comments stay hidden until you want to read them. This helps to keep your spreadsheet
looking neat and professional and it makes it easier to find and understand specific
information contained in the sheet.

Comments can also be added by more than one person, so co-workers can use them to
share ideas and information with others while a spreadsheet is being created.

When a cell has a comment, a red indicator appears in the corner of the cell. When you
rest the pointer on the cell, the comment appears.

A B C
Invoice !0 [invoice Date

319878803 5/2/2013

3193?54EDS| 5/2/2013

Step | Action

1 Click on a cell (i.e., B7 or C14), right click and choose 'Insert Comment.' A small box
appears with the name of your computer.

2 This is where you can type your comment. Type the comment(s). Click 'off’ the cell
(click on any other cell of the worksheet). You can see a little colored triangle in the
corner of the cell.
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Step | Action

Move the mouse over the cell and hover to make the comment appear.

Printing

()

Sheet tab Jidlines  Headings Bring F |2 Align ~
Fi ' =

Formulas ata R

Insert Page Layout

Home

enter name or

Cnlnrs" J 7::7 [j J,i:;d .JI _=.—J range to print

A|Fonts i < a a TLTTETgTe SO V|
M ti t
[@]etreas « | MO Orientation size  Pint  Bre gl ommmmmm—, ‘ 8
hemes Page Setup —r R Arrange
a2 . % - | Page | Margins | HeaderjFooter | Sheet |
B T D j Print area: EF [: 1
set row or column Print titles
headings to ‘repeat on t Ca lc Rows ko repeat at kop: [EE] E h ed u I €
each new printed page B . ¢t oiv.| Black and white — Paid On
te TIrste Lolumns o repeat & check box selected = Principal
m print gridlines re—__| | Pn $8,955.37
ice nthly Payfi| T Comments: | (None} 9,366.78
wn Pymt control print al Interefil | Ju! , 9,797.08
an Amount | | quality and color  fal Cost l&mﬂ quslty Chenarsas |Cped B 10.247.16
- R d col headi
| Varying Interest Rate §j | "o ebm s 10,717.81
Page order print row heading
Rate|| control page order Total Int| ® Down, thenover |7 — numbers and column 11,210.29
when printing 8 Bvar ’lhen donn |- =2 heading letters 11,725.29
4.00%| large worksheets | = EE 12,263.95
4.25% 9 12,827.35
8 13,416.64
3 : [ Print... ] [ Print Preview ] [ Options. .. ] ::‘g;::g
° | OK butten |—w Cancel ::’::;':g
147 356775 5295675 5 5273 " 16,794.89
154,689.19 460,289.19 I 66,167.42 37,590.97 17,566.45
67 694 08 37,590.97

162,094.08

| i

e Print is used to provide a hard copy
e Print preview — used to view how data is represented on paper
e Print a selection — used to print a portion of a spreadsheet

Select the range to set as the print area, and then click the Print Area button (Page Layout
tab | Page Setup group) to display the Print Area menu.

Click Set Print Area on the Print Area menu to set the range of the worksheet which Excel
should print.

To clear the print area, click the Print Area button (Page Layout tab | Page Setup group)

to display the Print Area list and then click the Clear Print Area command on the Print Area
list to reset the print area to the entire worksheet.

Excel Basics for Acct Recon Training Guide 41



Printing a portion of worksheet

Insert Page Lawout Farmulas

s R £
o ] 2 5B e | [omras o e o Bame
Font - = i " od Backward ~ Ig] Grour
e Margins Otientation Size  Print  Breakl” — EE E i
[O] Effects = = = ~  Area~ - Page Setup - ) Betion Pan A
hemes Page Setup . R C I Y Arrange
H22 E ‘ Fage 1 Margins | Header/Footer = Sheet
- f
B : ~ - D Print area: R J
set row or column Print titles
hea}t]iings to ‘rEDzat on t Calc Rows to repeat at top: 5 B:Ied%u I e e
each new printed page | Black and white — aid On n er\
sy s Lolmns torepeat S L Hock box selected Principal Pai
print gridlines g $8,955.37 $10,
PO ¢ Commerts: | (ene) [-] 9,366.78 10,
trol print Block and whie; . 9,797.08 9
;?Jr.;lir:y ;:;color oraft qualty Cell errors as:  displayed E 10!247,16 9
Row and column headings
. } \ - R 10,717.91 8,
age order print row heading
control page order @ Down, then over - numbers and column 11,210.29 8,
r\rhen prinkti:g 6!% then dowin BS heading letters 11,725.29 7.
arge worksheets 12,263.95 7
1,608.89 12,827.35 6
1,640.76 B 13,416.64 6
:’:;::: :;g’ [ Print... ] [Pﬂnt Previaﬁ] \ Options... ] ::’g;ggg :
T I e [ ] B
1,805.36 147 356779 Z995.T9] oz TS ! 16,794.89 2,
1,839.30 154,689.19 16 55,157 .42 37,590.97 | 17,566.45 2,
| 187358 162,094.08 37,590.97 19,217.52. 1

Step | Action
1 Select the area to print.
Page Layout Formulas
B 0@
Orientation  Size Print
2 ~ > Area -
Click Page Layout. Click Print Area drop down arrow. Page Setup
3 Click the Page Setup Dialog Box Launcher (Page Layout tab | Page Setup group) to
display the Page Setup dialog box.
4 If necessary, click the Page tab (Page Setup dialog box) to display the Page sheet and
then click Fit to in the Scaling area to set the worksheet to print on one page
5 Click the Sheet tab to display the tab and then click ‘Black and white’ in the Print area to
select the check box.
6 Click the OK button to close the Page Setup dialog box.
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End of Lesson Summary

e You learned that Basic Formulas can add, subtract, divide or multiply a group of
numbers either in a row or column.

e You identified data types and used those types to setup a worksheet with text and
numbers.

e You learned how to format cells for text and numbers using the Font and
Paragraph functions on the Home tab.

e You learned how to setup a worksheet to print a specific section of a worksheet.
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Lesson 3 Review Questions

44

Which of the following would you use to enter, calculate, manipulate, and analyze data such as
numbers and text in Excel?

What do you use to place worksheet titles, column titles, and row titles in a worksheet?

When you enter text into a cell, which Excel feature works behind the scenes to recognize and correct
common mistakes?

A. AutoChange

B. AutoText

C. Spelling & Grammar Check

D. AutoCorrect

Which of the following do you use to move down one cell in an Excel 2010 worksheet?
A. Right arrow key
B. Enter key
C. Page Up key
D. Home key

Which of the following causes Excel 2010 to recognize data entered into a cell as text rather than
number format?

A. Parentheses ()
B. Forward Slash (/)
C. A space

D. Percent sign (%)

What function adds all of the numbers in a range of cells?
Calculate

Sum

Compute

Add

oCow»
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Case Study — Reformat Worksheet from Actuals transactions

X d9- 0 - 5 Al lessont -ExcelBasics - Microsoft Excel =]
Home Insert Fage Layout Formulas Data Review View Developer Community Clips Acrobat @ @ (S
= ¥ cut R = -+ | =5 e FEEh L AutoSum v A %
o Arial 10 - A A = =¥ =" Wrap Text General - E:Ig'j r,d :‘d JI' _T'\ _DJ j - ‘%? }3
Pttt Fomat painter |LB) 4 U [ Bt | O A EdMergeaCenter = 8 - % 2 | 8 50 ffﬂﬂ.“n';a‘v e STS'\EE!' Inset Delete POl | 5 Gleare  pree seients
Clipboard Font Alignment Number Styles Cells Editing
Al - F | Invoice ID &
A B = D E F G H 1 J K M N (o] IA

1 | Invoice ID .llnvoice Date Monetary Amount Voucher Line Descr Vender Name Due Date PO# PO Descr Customer Name |

2 |3177055762 6/30/2012 5492 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

3 |3177055762 6/30/2012 5369 Staples® Pastels 3 ~ Summus Industries 6/30/2012 5021549 Staples® Pastels 3

4 | TT055T62 6/30/2012 54.92 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

5 |3177055762 6/30/2012 5390 Staples® Pastels 3~ Summus Industries 6/30/2012 5021549 Staples® Pastels 3

6 (3177055762 6/30/2012 §5.14 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

7 (3177055773 6/30/2012 $179.95 HP Inkjet Cartridg Summus Industries 6/30/2012 5021561 HP Inkjet Cartridg

8 |3177055773 6/30/2012 $145 66 HP Toner Cartridge ~ Summus Industries 6/30/2012 S021561 HP Toner Cartridge

9 3177055773 6/30/2012 $554.18 HP Toner Cartridge  Summus Industries 6/30/2012 5021561 HP Toner Cartridge

10 (3177055773 6/30/2012 $387 98 HP Toner Cartridge  Summus Industries 6/30/2012 5021561 HP Toner Cartridge =
11 3177055774 6/30/2012 $894.25 Staples® Copy Pape Summus Industries 6/30/2012 S021562 Staples® Copy Pape

12 3177133823 6/30/2012 $39.64 Staples® Chairmat  Summus Industries 6/30/2012 S021756 Staples® Chairmat

13 |S6086961 T/3/2012 $44 25 Crucial CT25664BC1 HI-ED 8/2/2012 S021563 Crucial CT25664BC1

14 3177843128 7/7/2012 $23.04 GE Extension Cord, Summus Industries 7/7/2012 5021996 GE Extension Cord,

15 (3178005102 71272012 $299 90 S021826_HP Officej  Summus Industries TH2/2012

16 3178005115 711172012 $110.97 HP Inkjet Cartridg Summus Industries 7/11/2012 S022208 HP Inkjet Cartridg

17 3178005115 711142012 $83.97 HP Inkjet Cartridg Summus Industries 711/2012 5022208 HP Inkjet Cartridg

18 (3178005115 711172012 $83.97 HP Inkjet Cartridg Summus Industries 7M1/2012 5022208 HP Inkjet Cartridg

19 3178005115 TM1/2012 $83.97 HP Inkjet Cartridg Summus Industries 7/11/2012 5022208 HP Inkjet Cartridg W
20 (3178005115 711172012 $519.956 HP Toner Cartridge  Summus Industries 711/2012 5022208 HP Toner Cartridge

21 49247884 77132012 $42.80 Tripp Lite DVI to GovConnection 8/12/2012 5022510 Tripp Lite DVI to

22 3178052847 71372012 $11.28 Sanford Expo Origi ~ Summus Industries 7H3/2012 3022369 Sanford Expo Origi

23 3178052847 7132012 $107.31 Staples® Copy Paps Summus Industries 7/13/2012 5022369 Staples® Copy Pape

24 3178052847 71372012 $7.00 Staples® Executive  Summus Industries 7/13/2012 S022369 Staples® Executive

25 3178052847 7/13/2012 5354 Staples® Jumbo Pap Summus Industries 7/13/2012 5022369 Staples® Jumbo Pap 3
WA W] ps SFI7 4] M ] Al
Ready | 23 | = O 1005 (= . {+
Introduction

You've downloaded and saved the transactions from Account Reconciliation. You now

need to reformat to the Worksheet.

Instructions

Refer to the first two sections of your student guide to complete the tasks outlined in

Lesson 3. You will need to use the tasks including:

Navigate within the worksheet
Edit existing data on a worksheet
Using AutoFill

Set a print area

Update the column headings
Add comments to a specific cell

Step | Action

1 Open Actuals_Transactions_June.xIs.

2 Click Column named Monetary Amount. Click double digit from Number format.

3 Delete column titled Customer Name.

4 Change the format of Monetary Amount. Remove the dollar symbol ($) from each row.

Excel Basics for Acct Recon Training Guide

45



Step

Action

5 Change the format of Invoice Date and Due Date to display Day-Month format. It
currently shows day/month/year.
6 Complete the questions from the Review in Lesson 1.
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Lesson 4: Using Formulas and Functions

Overview

This is section discusses the how to construct formulas to perform addition, subtraction,
multiplication or division as well as Functions used in Excel like the AutoSum or AVG
(average).

After completing this lesson, you'll know how to:
Enter formulas using the keyboard

Enter formulas using Point mode

Apply the AVERAGE, MAX, and MIN functions
Verify a formula using Range Finder

Apply a theme to a workbook

Apply a date format to a cell or range

Add conditional formatting to cells

Formulas

Formulas helps you to calculate and analyze data on your worksheet. Formulas contain
operands and operators as illustrated below. By default, when a formula is created,
references to cells or ranges are usually based on their position relative to the cell that
contains the formula.

When you copy the formula, Excel will automatically paste the adjusted references in the
destination cells relative to the position of the formula. Before you begin, type in the data
for the Feb column, as shown below.

1. Inacell, type an equal sign (=) to start the formula.

2. Type a combination of numbers and operators; for example, 3+7.

3. Use the mouse to select other cells (inserting an operator between them). For
example, select B1 and then type a plus sign (+), select C1 and type +, and then select
D1.

4. Press ENTER when you finish typing to complete the formula.

/7 Operator

-+

Formula:

a+b
/L

Operand

Operand

Operand Example
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Constant value 2

Cell reference Al
Range reference Al:B2
Label Jan Sales
Range name Revenue
Function Sum(A1:B4)
Operators: Symbols
Addition +
Subtraction -
Multiplication *
Division /
Percent %
Exponential N

The Excel syntax includes an equal sign (=) followed by the operands and the operators

such as

=2+3
= Al - B6
=3 * A5

=Sales / Months
=574

The order of the elements in a formula determines the final result of the calculation.
Excel performs the operations from left to right according to the order of operator

precedence.

Operator precedence

Operator Description
: (colon) Reference operators
(single space)

, (comma)

- Negation (as in —1)

% Percent

N Exponentiation

*and / Multiplication and division

+ and — Addition and subtraction

& Connects two strings of text
(concatenation)

=< ><=>=<> Comparison

48

Excel Basics for Acct Recon Training Guide



For example:

=2+ 3*2equalsto 8

Not 10 because Excel calculates multiplication before addition.

You can control the order of calculation by using parentheses to group operations that
should be performed first.

For example:

=2+3)*2

equals to 10

Entering functions

A basic function is a shortcut for a formula. Formulas and functions are a primary reason
for using Excel, and it is essential that you start learning how easy they are to master.
Although there are some subtle differences between a formula and a function, many
people use the words interchangeably.

The Excel Account Reconciliation worksheet you are using has a formula in column G that
adds the values in each of the cells indicated in the formula. A formula is an equation that
performs a calculation. You enter a formula in a cell at a location when some arithmetic is
required.

When you press Enter, the results are displayed in the cell. A function is a built-in Excel
formula. These built-in formulas cover many categories of commonly used mathematical,
statistical, financial, and scientific operations.

An Excel function has syntax, which defines the necessary parts of the formula and the
order of those parts. The syntax consists of an equal sign and the name of the function,
followed by parentheses. Inside the parentheses, you place arguments. An argument is
the information the function needs to complete its calculation, usually one or more values
or cell addresses. Many functions use a cell range as an argument, a group of cells with a
single address. A cell-range address includes the first cell, a colon, and the last cell.

The Components of a function include:

o Cell reference — indicates a cell’s location and provides instructions for how cell data is
copied or used in calculations.

Relative - cell value changes as the formula is copied

Absolute - cell value remains static when copied to other locations

Mixed - combination of an absolute and a relative cell

Parentheses — control the Order of Operations

Conditions or criteria tell the function how to calculate the results and what data to use.
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Other commonly used functions are shown in the following table.

Function Description Result
Name
MAX() Finds the largest number from the =MAX(20,25,15)
arguments Result: 25
MIN() Finds the smallest number from the =MIN(20,25,15)
arguments Result: 15
SUM() Adds the range of cells =SUM(A1:A35)
Result: 115
AVERAGE() Finds the average for the arguments =MIN(20,25,15)
Result: 15
COUNT() Counts number of cells that contains number  =COUNT(1,4,B,3,20)
from the arguments Result: 4
COUNTA() Counts number of cells that are not empty =COUNTA(1,4,B,3,20)
from the arguments Result: 5

Some functions do not need an argument in the parenthesis.

Function Description Result

Name

Today() Returns current date =Today()
Result: 9/4/03

Now() Returns current date and time =Now()
Result: 9/4/03
12:20
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Copy a Function

Home | Insert  Pagelayout  Formulas  Data  Review  View
ol 11 AT S Genersl tj 1;{;‘4" _—:d
Paste B J U-~|Hi~| &~ 5 .o <0 %  Conditional Format  Cell
- & LR RN $ % o |3 Formatting - as Table = Styles ~
Clipboard 7= Font . Alignment w Number Styles
Fé - Fo | =Da*E4
A B © D £ F G H | .«
1 The Mobile Masses Store
2 Biweekly Payroll Report
initial location
Hours  Hourly of fill handle
3 EmployeeHire Date DependerWorked PayRate GrossPay Federal T:State Tax NetPay Tax %
4 (Charvat, B 3/3/2009 1 65.25 20.5; 1337.625 2889271 53.505 995.1929 0.256
5 Chen, Bin 6/14/2010 2 80 25.85;
6 Felski, No 10/11/2008 1] 64.5 12,6 T
7 Kersey,Ja 37472011 1 £8.5 21.45;
range F4:)4
8 Merna, Th 1/15/2010 3 78.25 22.6 alactedlas
9 Pallitt, Sh 11/15/2008 2 49.25 18.25] source area
10 Prasad, Rz 2/15/2008 0 33.5 9.35
11 Washingtc 5/11/2006 2 79.25 23.75:
12 Zica, Jame 4/14/2011 1 80 19.65

13 Totals
14 Average
15 Highest
16 Lowest
17

18

19

fill handle dragged
through cell J12

When a cell contains a function or a formula, the Fill handle acts as a copy tool. It copies

the formula across the dragged range, adjusting the cell references as needed.

The SUM function in cell B18, when copied to column C, should be =SUM(C4:C17). This
concept is known as relative reference. It means that, when copying a formula, Excel
knows to change it to reflect the row and/or column in which the copy is located.
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The Average Function

You can use either your mouse or the keyboard to determine the Average of a range from
a worksheet. The method you’re most comfort using is the best choice. Below are the
steps used to add the AVG function to a worksheet.

Home Insert Page Layout Formulas Data Review WView

‘J & A === ¥
Paste -.=1‘ B / U \ = = = % i uE
Clipboard = Fant Alighment Number Styles I
SUM + (- % ¥ £ | =AVERAGE(CHCL2
A B | ¢ | b E G H I ] K

1 The Mabile Masses Store
2 Biweekly Payroll Report

Hours Hourly
3 EmployeeHire Date DgggQgngorked Pay Rate Gross Pay Fedexal T:State Tax Net Pay  Tax%
4 Charvat,E 3/3/2009] 1 £5.25 20,5 1337.625 288.92 AVERAGE function with range
3 i 14/2010 2 80 25.85 2068 444.2532Y to average shows in active cell
& | marquee 11/2008 1] 64,5 12.6 812.7 and formula bar
7 | surrounds g /a/5011 1 68.5 21.45 1469.325 56,773 1092.651 0.256359
8 i:':;e“ 15/2010 3 79.25 2.6 70.739 1324704 0.250924
3| ca:ci2 15/2008 2 49,25 18.25 898, 187.038 35.9525 £75.8221 0.248035
10 TRT Z/15/2008 0 33.5 9,35 3.225 68,9095 12,529 231.7865 0.26
11 Washingtt 5/11/2006 2 79.25 23,79 1882188 403.3805 75.2875 1403.52 0.254315
12 Zics, Jame  4/14/2011) ___ G 80 65 1572 3404896  62.88 1168.63 0256596
13 Totals 598.5 12122.33 2602.707 484,893 9034.725 0.254704
Enverage =AWVERAGE(C4:C12 g P—
15 Highest [AVERAGE [umberL, [number2], ) |4— f;'re:\’;E'RFxgE':3;";;;9“”19"“
16 Lowest

17
18

Step | Action

1 Select the cell to contain the average.

2 Type =av in the cell to display the Formula AutoComplete list. Press the DOWN ARROW
key to highlight the required formula.

3 Double-click AVERAGE in the Formula AutoComplete list to select the function.

4 Select the range to be averaged to insert the range as the argument to the function.

5 Click the Enter box to compute the average of the numbers in the selected range and
display the result in the selected cell.
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The MAX Function

[y
=

Washingtc 5/11/2006
Zica, Jame 4/14/2011
13 Totals

=
(X}

= {1;2;0;1;3;2;0;2;1}
——

4 ie Masies blwee
File Home Insert Page Layout Formulas Data Rewiew Wiew
bt _,’ ) \ R Fl_mctlon Arguments 4 | =8 .90 | Conditional Format -
- ‘| function appears dialog box Formatting = as Ta <
Clipboard | in formula bar \ Alignment L Styles Cells
~a N range typed in
M v RV E=MAX(e:a2) | Number 1 box
A B [— el
L3 - 4] s
F A (L0 jomSonn]
1 The Mobile Masses Stare | - ncoon Arguments / T -
2 Biweekly Payroll Report MAX / [ Collapse Dialog button
Numberl  c4:c12] I

text numbers For which you want the maimps

Formula result = 3

2 EmployeeHire Date Dep Number2 = numberg
4 Charvat, E 3/3/2009
5 Chen, Bin 6/14/2010 )
6 Felski, No 10/11/2008 ficst faw numbers
in selected range
7 Kersey,Ja  3/4/2011
8 Merma, Th 1/15/2010 - 34— result of function
3 Pallitt, sh 11/15/2008 Returns the largest value in 2 set of values, Ignores logical values and text,
10 Prasad, Rs 2/15/2008 Numberl: numberl,numberz,... are 1 ko 255 numbe{s, empty cells, logical values, or

14 Average 1.34)
15 Highest oty Help on this function
16 Lowest A
17 - =
last part of function \ :':;Eﬁ"o”ntlfi‘:k
e appears in active cell
Step | Action

1 Select the cell to contain the maximum number.

box.

2 Click the Insert Function box in the formula bar to display the Insert Function dialog

3 Click MAX in the ‘Select a function’ list to select it.

4 Click the OK button to display the Function arguments dialog box.

5 Type the range in the Number1 box to enter the first argument of the function.

6 Click the OK button to display the highest value in the chosen range in the selected cell
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The MIN Function

Home | Insert  Pagelayout  Formulas  Data  Review  View

X T z
puscasts o === @ s
aste B I U \ =E==i#EEBN $
c 1 2-
Clipboard 1 Font Alignment Number Styles Cells
MAX v (0 K & F| =MINCACL2) J'
A 8 e [} £ G H J K L M

1 The Mobile Masses Stare
Biweekly Payroll Report

~

Hours Hourly

3 Employee Hire Date DEEEEEELWDrkEd Pay Rate Gross Phy Federal TzState Tax Net Pay  Tax %

4 Charvat, E  3/3/2009 1 65.25 20,5 1337.629\288.9271 53,505 995.1929  0.256

5 Chen, Bin £/14/2010} 2; 80 25.85 2068 2942592 8272 1541.021 0.254826
T 6 Fe\skw.NolD!ll/?DDB& 05 64,5 12.6 8127 1%.794 32508 601.398 0.26
;:I"egcfed o 7 Kersey, Ja a{a/zuue tH 8.5 7045 1469.325 317U jociod range 256359
Point mode 8 Merna, Th 1;15,"zmn: 3 7825 226 1768.45 373.00) appearsin formula 250924

3 |Pollitt, Sh 11/15/2008} 2; 43.25 18.25 896.8125 .03 bar and in active cell |248095

10 |Prasad, R 2/15/2008} of 33.5 9.35 313.23%7 68.9095 12529 2317865 0.26

11 Washingtc 5/11/’2006; 2; 79.25 2375 (188 403.3805 75,2875 1403.52 0.254315

12 Zica, Jame 4/14/2011) _ oa! 13, 1572 3404896  6£2.88 1168.63 0.296596

13 Totals 12122,33 2602.707 484,893 9034725 0.254704

14 average 1.333333

15 Highest 3

16 |Lowest =hIn(C4:C12)

17 MIN(numberl, [number?], )

Step | Action

1 Select the cell to contain the lowest number.

2 Click the Sum button arrow on the Home tab to display the Sum button menu.

3 Click Min to display the MIN function in the formula bar and in the active cell.

4 Drag through the range of values of which you want to determine the lowest number

5 Click the Enter box to determine the lowest value in the range and display the result in
the formula bar and in the selected cell.
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The MIN Function

Mobile Masses Braee

Home Insert Page Layout Formulas Data Review Wiewn

'J % - - Em=a = x
P & | B Qg \ = = $
. - ) E 2-
Clipboard 1= Font Alignment Number Styles Cells
&K (" XV £ =MINCAC12) I

A B [ ¢ | D E
1 The Mobile Masses Stare
2 Biweekly Payroll Report
Hours Hourly

3 EmployeeHire Date Depender Worked Pay Rate Gross Py Federal TeState Tax NetPay  Tax%
4 Charvat, E 3!3,/2009?' 1 65 20,5 1337.6294,288,9271 53,505 995.1929 0.256
S Chen, Bin  §/14/2010! 2 80 25.85 2068 34,2592 82.72 1541.021 0.254826
6 [Felski, No 10/11,/2008} 0 64.5 12.6 812,7 1%.794 32,508 601,398 0.26
range C4:C12 7 Kersey, Ja  3/4/2011) 1 6.5 2145 1463.325 317.3y 256359
selected using 1 selected range
D 8 |Merna, Th 1f15/2010= 3 78.25 226 1768.45 373.00) appearsin formula 250924
3 Pollitt, Sh 11/15/2008¢ 2 49,35 18.25 898.8125 1e&703 bar andin active cell |243095
10 Prasad, Rz 2/15/2008) 0 33.5 9.35 5 £8.3095 12,529 231.7865 0.26
11 |Washingte sfn/zoosi 2 79.25 a7 403,3805 752875 1403.52 0254315
12 Zica, Jame 4/14/2011} & 80 65 1572 340.4896 62.88 1168.63 0.25659%

13 Totals 598.5 12122.33 2602.707 494,883 9034.725 0.254704
14 Average 1.333333

15 Highest 3

16 |Lowest |=M|N(ca:c12b

17 MIN{numberl, [number2], ...)

18

19

20

21

22

Step | Action

1 Select the cell to contain the average.

2 Type =av in the cell to display the Formula AutoComplete list. Press the DOWN ARROW
key to highlight the required formula.

3 Double-click AVERAGE in the Formula AutoComplete list to select the function.

4 Select the range to be averaged to insert the range as the argument to the function.

5 Click the Enter box to compute the average of the numbers in the selected range and
display the result in the selected cell.
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Copying Formulas

fasad, Re 2/15 TR (775 68,9095 :
11 wWashingte 5/11/2006 2 79.29 C14:C16 82,188 403.3805 75.2875 1403.52 0.254315
12 Zica, Jame 4/14/2011 1 81 selected 1572 340.4896 £2.88 1168.63 0.256596
13_Tota|s 598.5 12122,33 2602,707 484,893 9034725 0,254704
14 |Average 1,333233 /
15 Highest 3
16 |Lowest 0
17 1 A
18
13 fill handle dragged to select .
20 destination area, range D14:J16 ‘ | mouse pointer I
21
22
23
24
RN =

Biweekly Payroll R

Step | Action

1 Select the source range from which to copy

2 Drag the fill handle in the lower-right corner of the selected range through the end of
the destination area, and then release the mouse button.

Verifying a Formula Using Range Finder
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X AL

Home Insert Page Layout Formulas Data Rewiew Wiew

= -

j # Calibri 1l AN BHE=s ¥ i | Genera - z

L Py v &
Pt g |B L U-|Si-|& A EE 5| $ ' Format~ | @+
Clipboard & Font Alignment R Cells

cells referenced in
NS v (" X & fe| =(Ga+HA)/F4 formula in active cell

T2l & | B T c o | £ F 5 | @re highlighted with 1 M

corresponding colors

1 The Mobile Masses Store
2 Biweekly Payroll Report
Hours Hourly
3 EmployeeHire Date DependerWorked PayRate GrossRaf

4 |Charvat, E 3/3/2009 1 6505

20.5] 1337.625] 288.9271]  53.505] 995.1929(=sa+Ha)/F4

5 (Chen, Bin 6/14/2010 2 80 25.85 2068
6 Felski, No 10/11/2008 0 64.5 12.6 812.7
7 Kersey, Ja  3/4/2011 1 £8.5 21.45 1469.325
g Merna, Th 1/15/2010 3 78.25 226 176845
3 |Pollitt, Sh 11/15/2008 2 49,25 18.25 998.8125
10 Prasad, Rz 2/15/2008 0 335 9.35 313.225
11 Washingtc 5/11/2006 2 79.25 23.75 1882.188
12 Zica, Jame 4/14/2011 1 80 19.65 1572
13 Totals 598.5 1212233
14 Average 1,333333 66,5 19.33333 1346.325
15 Highest 3 a0 25.85 2068
16 Lowest 0 335 9.35 313.225

444,2592 82,72 1541.021
178,734 . 508 11398
317.90) colors of cell references 237

373.00f correspond to colors of 324
187.0] highlighted cells boos

68.9095  12.529 231.7865 0.26
403.3805 75.2875 1403.52 0.254315
340.4896 62.88 1168.63 0.256536
2602,707 484.893 9034725 0.254704
289.18%6  53.877 1003.858

444,2532 82.72 1541.021 0.26
68,9095 12,529 231.7865 0,248095

Step | Action

1 Double-click a cell containing a formula to activate Range Finder.

2 Press the ESC key to quit.

Formatting a Worksheet
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(a) Unformatted

58

Home | Iset  Fagelwout  Fomuls  Dab Resew  Wiew a Worksheet
o . .
_j :. Culaa AN Smgl B I e . ﬁ ;‘ i ;‘::‘::P ; i{ @h
Mg BAUCIE S A EEEEEE 5% W G G | - 5
Clipboard Fork Alignment - Humber Styler Cells Ldting
a18 ~ = £
[4[A ] & ¢ | © E F [ H [ 4 [ L M | N o
1 The Mobile Masses Store
2 |Biwaakly Payrodl Report
Hours Hourly
3 EmployeeHire Date Depender'Worked Pay Rete Gross Pay Federal TeState Tax Net Pay Tar %
4 cCharvan € 3/3/2008 1 ES3% 208 1337628 2889271 SI508 9951929 0.7%6
5 Chen, Bin 6/14/2010 2 80 2585 2068 4842592  BL72 1SALOZI 0258826
& |Felski, No 10/11/2008 o 5435 116 BIZT 17RTIA 32508 601399 0.36
7 ersey, Ja  3/4/2011 1 685 .45 1469335 MT8001  SBTTY 1092651 0.356358
B Mema, Th 1/15/2010 i IS 6 ITERAS ITLOOTE  TOTIE U32ATO4 0250914
5 Pollitt, Sh 11/1%/2008 2 49.75 16.79 898.8129 187.038 359529 67S.8211 0.24805%
10 Prassd, Rs 2/15/2008 0 335 935 JIRZES  6RIN9S 12509 DALTEES X6
11 Washingti 5/11/2006 T 7RIS 3375 1682188 4D3E05  TRIETS  14DIST OLI543IS »
12 Zica, e 4/14/2011 1 80 1945 1572 3804896 €288 116063 0296386
13 |Totals 596.5 1217233 602707 434893 S03ATI5 0254708
14 Average 1.333333 66.% 19.33333 1345925 185.1896 S$3.87T 1003.8%8
15 Mighest 3 80 2585 2068 4842592  BL72 1SALOZL 026
16 Lowest 0 335 935 JI3225 629095 12509 TILTESS 0243055
17
Hmrem|
; Mome | Inset  Pagelgout  Formul  Dats  Pedrw  View ]
i Frankiin Gotnic Be - (11 - A0 A7 W wm[am| B B Genew - E gt -
oy thick box border
:: # | orange [ column titles I:"’ e s o A S Title cell style surrounds worksheet
= .| background centered ant 5 Hunber applied to tithe | | yitlo and subtitle
= ) \_ % ¥ and subtitle /
oA Sheet?
[Fuaey | d af A N B = 5] E F y H | (i
RO F 1 \ The Mobile Masses Store
increased | Biweekly Payroll Report
T
Heading 3 cell L+ Hours  Hourly
3 ,,,,'.,9;1“ 3 Employee  Mire Date  Dependents Worked PayRate  Gross Pay  Federal Tax  Stale Tac  NelPay  Tox %
4 Charvat, Emdy 3309 1 B5.25 § 2050 § 4133763 4§ 28893 § 5351 § 99519 SE0%
& Chen Bn 6/14/10 2 “% numbers over 70 displayed | 8272 154102 .48
& Feisid, Nosh 1041108 1] B4 80 12 with orange background 3281 BOLAD  26.00%
T Hersey, Jane 34711 1 6850 2145 and white font color BT 100265  5.64%
& Merma, Thomas 1/15/10 3 2260 TI6EdS FTI0T T0.74 132470 25.00%
§ | PomtL, Snemy 1171508 2 4975 1835 898,81 18704 67582  24.81%
10 | Prasad, Reo 2/15/08 1] 3350 935 MH3n 68| 23T 26.00%
14 Washington, Yolanda  S/14,/06 2 FERE) 188219 s 140852 H4T%
12 | Zica, James 4/14/11 1 19.6% 157200 340 1168.63  295.60%
i Totals $12,12233 $2,60271 § 48489 $9,03473 2547%
P aversge dates formatted $1933  $1.346.493 $289.19 15388 $100386
row height 15 Highest | 1o mmiddiyy $2985  $2.06800 $444.26 $8272  $154102  26.00%
increased 16 Lowest | style $93% $31323 $68.91 $1283 $231.79  24.81%
17
19 Currency Percent
0 style format style format
(b) Formatted |.%.. by Payroll Report, . Ehaats [/ Sheets % [l = I f
Worksheet Lo I T —) 3

column width changed
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Copying a Range of Cells Across Columns to an Adjacent Range Using
the Fill Handle

Fasad, Rz 2/15 ST k5775 68,9095 -
11 Washingtc 5/11/2006 2 79.29 Cl4:C16  p2.188 403,3805 752675 1403.52 0,254315
12 Zica, Jame 471472011 1 8 selected 1572 340,489 £2.88 1168.63 0.256596
|13 Totals 5958.5 12122,33 2602,707 484,893 9034,725 0,254704
14 |Average 1,333333 /
| 15 |Highest 3
| 16 Lowest 0
17 1 A
18
19 fill handle dragged to select .
20 destination area, range D14:J16 mouse pointer
21
22
23
24

4 » ¥ Biweekly Payroll R

Select the source range from which to copy
Drag the fill handle in the lower-right corner of the selected range through the end of the
destination area, and then release the mouse button

Changing the Workbook Theme

¢ Click the Themes button on the Page Layout tab to display the Themes gallery
e Click the desired theme in the Themes gallery to change the workbook theme

Insert | Pagelayout = Formulas  Data  Review  View

B cotors ~ By ]'j = :'j' (o) Width: Automatic = Gridlines  Headings [ Bring Forward ~ |2 i
3 al . - - by
==l |[a] Fonts - = ! 1 Heignt: Automatic ~ [ View | [ view [ send Backward - [¢]

Themes Margins Orientation Size  Print Breaks Background Print - X
- |[O)ettects - . - Areav - Tities | O Scale:  100% S | [ Print print | &t Selection Pane

b ] Scale to Fit | SheetOptions & Amange

E E G H
Themes gallery

urly
rRate Gross Pay Federal TzState Tax NetPay Tax%
20,5 1337.625 288.9271 53.505 995.1929 0.256
25.89 2068 444,2592 82,72 1541.021 0.254826
126 8127 178794 32508 601398 0.26
21.45 1469.325 317.3011  58.773 1092.651 0.256359
226 176845 373.0078  70.738 1324.704 0.250924

Origin

= 16.25 898.8125 187.038 35.9525 £75.8221 0.248095
> Trek Urban Verve Waweform

theme 9.35 313.225 68.3095 12.529 231.7865 0.26

23,75 1832188 403.3805 75.2875 140352 0.254315

Aa Aa 19.65 1572 3404836 6288 1168.63 0.2565%6

wmn |l | wsssss 12122.33 2602.707 484.893 9034.725 0.254704

Decstur  Myr  Skewnbook  SOMO 1333333 1346.925 2831836  53.877 1003.858
U@ Browse for Themes, 25.85 2068 444.2592 82.72 1541.021 0.26
ER  save Current Theme. 9.35  313.225 68.309% 12,523 231.7865 0.248095
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Formatting Dates and Centering Data
in Cells

60

=" . = 1 el S=lnsert - -
Franklin GothicBc = 11 = A Date - v ;
_’] By~ = - E F;d ‘J;d ¥ Delete ~ | [§]~
Pavste ¥ B 7 U- O- Sy~ A 4 £ - $ - o 3 | %0 .00 Conditional Format Cell ; EJFOrmat' o~
Clipboard 1 Font Format Cells M B Cells
B4 Number tab | -3 Number . Alignment I Font ] Border l Fill ] Protection -
A Category:
1 General .| Sample
pkd 313f09
2 Currency
— Date selected ! w Type:
in Category list 1 TTime *3/14/2001 ~
3 | Entproyee—rrmre=mdte D6l | |percentage ;\'\::dnesdav. March 14, 2001 = Tax %
Fraction 03/14/01 style .
4_|cnarvat, Enf 3/3/2009 il ITTTHG solected in Type list Bs 0256
S |Chen, Bin 6/14/2010 ;:ﬂ_ | 14-Mar 1 0.254826
1 eCial
5] | Felski, Noal 10/11/2008 Custom 14-Mar-01 - 0.26
7 |Kersey, Jan{  3/4/2011 wocale (Jocation): Bl 0.256359
& |Mema, Thol 1/15/2010 English (U5) [=] 0.250924
9 | Politt, Shery 11/15/2008 1 0.248095
10 |Prasad, Raﬁ 2/15,/2008 i 0.26
11 |Washington] 5/11/2006 I 2 0.25431%
12 |Zica Jame 4/14/2011 Date formats display date and time serial numbers as date values. Date formats that begin with an 0.256596
~ asterisk (*) respond to changes in regional date and time settings that are specified for the -
13 Totals operating system. Formats without an asterisk are not affected by operating system settings. .3 0.2547
14 |Average B
15 Highest | datesinrange 1 0.26
16 Lawest | B4:B12 selected I OK button I—» Cancel }5 0.248095

Home Insert Fage L3y dialog box

Select the range to contain the new date format

Click the Format Cells: Number Dialog Box Launcher on the Home tab to display the
Format Cells dialog box

If necessary, click the Number tab, click Date in the Category list, and then click the
desired date type in the Type list to choose the format for the selected range

Click the OK button to format the dates in the selected range using the selected date
format style

Select the range containing data to center, and then click the Center button on the
Home tab to center the data in the selected range

Excel Basics for Acct Recon Training Guide



Accounting Number Format

Home

Insert

Page Layout

Formulas

Data

Review

Comma Style button

Mobile Masses Brwveel

i . A == . /| D (] Selnset+  E -
- Franklin Gothic Be = 11 A A = i = Accounting }lg_gl __Ei&[ I_‘d W oues~ | -
Pafte - BIu-|@-|&- o B 8- %e 81 Fcnarrr:‘l:tt;wonr:‘« a:oT:EIaet' Slyc\ee‘;« BFnrmat' LT F
Clipboard » Font Alignment Numbe Styles Cells
D4 ~ S| 65.25
2 Excel displays 2 : = = s L : !
1 numbers to two The Mobile ma : ore
2 EEE Biweekly Payroll Report
x:urs Hourly
3 Employee Hire Date Jependent: rked Pay Rate Gross Pay  Federal Tax State Tax Net Pay Tax
Zcmamat, Err 3/3/09 1 6525 |§ 2050 § 1,337.63 § 28893 § 5351 § 995.19 u}
5 Chen, Bin 6/14/10 2 80.00 25.85 2,068.00 44426 8272 1,541.02 0.254
© | Felski, Noak 10/11/08 8] 64.20 12.60 81270 178.79 3251 601.40
7 |Kersey, Jane 1 68.50 21.45 1,469.33 317.90 58.77 1,002.65 0.25
& Mema, Thor| Excel displays 3 78.25 22.60 1,768.45 37301 70.74 1,324.70 0.250
S |Paliitt, Sherr L"s:"?; 334.;?,1:: 4925 1825 898 A1 187.04 E oS 67582 0.24
| 10 Prasad, Rao| style format 0 33.50 9.35 313.23 68.01 1253 231.79
|11 Washington, 2 79.25 23.75 1,88219 403.38 75.29 1,40352 0.254
12 |Zica, James 4/14/11 1 80.00 19.65 1,572.00 34049 652.88 1,168.63 0.256
F Totals 598.50 $12,12233 $2,602.71 $484.89 §9,034.73 0.2
14 Average 1.333333 66.50 | 19.33333 1346.925 289189633 53.877 100385837
15 Highest 3 80.00 25.85 2068 444 2592 8272 15410208
16 Lowest 0 F3.50 935 313.225 68,0095 12520  231.7865 0.24
17
18
19
20

Applying an Accounting Number Format and Comma Style Format Using the Ribbon

Select the range to contain the Accounting number format

1.
2. Click the Accounting Number Format button on the Home tab to apply the Accounting

number format to the selected range
3. Select the range to contain the Comma style format

4. Click the Comma Style button on the Home tab to assign the Comma style format to

the selected range
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W

Applying a Currency Style Format with a Floating Dollar Sign Using the

Format Cells Dialog Box

Format Cells
=1 % i R A T, = =) fl gelset- X~
B 2 - Fronkid | tumber | Algnment | Font | 6order [ Al [ sample of how numberin | F—jﬁ _"—:;j ¥ Delete ~ | [
Paste B I . upper-left cell of selected @l Format  Cell | ., mate | v ]
v ¥ g:;::\:: 1 sample / range will appear g ';;l':ajme v Styles~ | ':Hn:at 2
Currency style r $19.33 : =
selected Accounting Decind places: [2 ‘/:{ number of decimal places ‘
Date = H 1
= Tirne Symbol: | § $ symbol selected El [ ‘
1 if;?.;,t-.dge MNeqgative numbers:
2 ?;h:{*ifk -41'223?14.-1100 Negative
Special ($1.234.10) numbers list |
Custarn (31,234,10 |
3 Employee | | State Tax Net Pay Tax
4 Charvat, Err '§ 5351 § 99519 0.
5 Chen, Bin . 8272 154102 0254
6 Felski, Noat 3 3251 601.40 0
7 Kersey, lant - R, 58.77 1,00265 025
& Merna, Thar Cu_rren_cyforlratsareusedforgeneralmonetaryvalues‘ Use Accounting Formats to slign decmal 70.74 1,324.70 0.250
9 Politt, Shen poinks 0 3 column, 35.95 675.82 0.24
10 | Prasad, Rao 1253 231.79
11 Washington, 75.29 1,40352 025
12 Zica, James | [ oK 1 [ cancel ] | 6288 1,16863 0,25
13 Totals — ' $484.890 $9,034.73 0.
14 Average : 53877 1003.85837
15 |Highest 3 8000 2068 8272 1541.0208
16 |Lowest 0 3350 9.35 313.225 68.9095 12529  231.7865] 0.24
w—
Select the range to format, and then click the Format Cells: Number Dialog Box
Launcher on the Home tab to display the Format Cells dialog box
If necessary, click the Number tab to display the Number tab
Click Currency in the Category list to select the necessary number format category, and
then click the desired style to select the desired currency format
Click the OK button to assign the Currency style format to the selected range
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Percent Style Format

Percent Style Increase Decimal

button button

asses

Data Rewiew

Formulas

o @ oD

= . ‘ZE], Ejftl‘;sse Decimal -1[;::;: ;: %? I}a
= = v o% o ||58I5%8 onditional Format — Cell - Sort & Find &
| ) Farmatting = as Table = Styles ~ L.',jFD"“at v | &7 Filter~ Select~
) Alignment P Number ) Styles Cells Editing
kGdﬁ-Hd)fFll vl
v E Number group £ ) I; ¢ gk |
The MobileLM:ESFSﬁ[ore
Biweekly Payroll Report
Hours Hourly
ent« Worked PayRate Gross Pay Federal Tax State Tax Net Pay Tax %
65.26 § 2050 § 1,337.63 § 28893 § 5351 § 995.19 25.60%
80.00 25.85 2,068.00 444 26 8272 154102 25.48%
6450 12.60 812,70 17879 3251 £601.40 26.00%
68.50 21.45 1,469.33 317.90 58.77 1,092.65 25.64%
75.25 2260 1,768.45 373 Excel displays range ,324.70 25.09%
49.25 18.25 898.81 187| J4:)16 using Percent [675.82 24.81%
3350 935 313.23 &g style format with 231.79| 26.00% 3
7025 2375 1,882.19 4og| twodecimalplaces | jnm55 | 2543%
80.00 19.65 157200 34049 6288 1,168.63 25.66%
598.50 $12,122.33 $2,602.71 $484.89 $9,034.73 25.47%
333 6650  $1933 $1,346.93 $28919 $5328  §1,003.86
3 8000 $25.85 $2,068.00 $444 26 $8272 $1,541.02 26.00%
o} 3380 $9.35 $313.23 $68.91 $1253 $231.79 24.81%
L —

Select the range to format
Click the Percent Style button on the Home tab to display the numbers in the selected

N

range as a rounded whole

3. Click the Increase Decimal button on the Home tab two times to display the numbers

percent

in the selected range with two decimal places

Excel Basics for Acct Recon Training Guide

63



Applying Conditional Formatting

New Formatting
Rule dialog box

XAt e Mobile Masses Biweekly Payroll Repo icras
File Home Insert ge Layout Formulas Data Review  View
= % ¢ —1h 3= Insert -
j sy - New Formatting Rule M 3
Format Cell " =
selectaRule | Zhl o, pue Type: B HFormat~ | @
Type list | cell
» Format all cells based on their values “Format only cells e o
D4 3 » Format only cells that contain -¢—————— that contain’ rule i
A » Format only top or bottom ranked values type selected H I
- » Format only values that are above or below average 0
Edit the Rule » Format only unique or duplicate values
aDI_e::"ptlon \ » Use a formula to determine which cells to Format
= | reta [
Edit the Rule Description: relational Operit_o_{_ value 2 I
3  Employee Format only cells with: / / Ptate Tax Net Pay Tax
4 |Charvat, Err 7 5351 § 995.19 25,
—— * Cell Value w | areater than |=| |70
| 5 |Chen, Bin =] =] [ I 8272 154102 5.
& |Fels 3251 601.40 26.
7 Ker°1 value 1 8877 1,092.68 25
-t Preview: No Format Set Format button - ’ : :
9 |Poliitt, Sher [ = ] | — ] 35.95 675.82 24.
10 |Prasad, Rao 1253 231.79 26,
11 |Washington, : . . 5 7529 1,403.52 25
12 |Zica, James 4/14/11 1 19.65 1,572.00 340.49 62.858 1,168.63 25
13 Totals 598 50 $12,12233 $2,60271 $48489 $9,034 73 25.
14 Average 1333333 56.50 $19.33 $1,346.93 $289.19 $53.88 $1,003.86
ighest §25.85 $2,068.00 72 $1,541.02 26,
1. Select the range to which you wish to apply conditional formatting
2. Click the Conditional Formatting button on the Home tab to display the Conditional

Formatting list

3. Click New Rule in the Conditional Formatting list to display the New Formatting Rule

dialog box
4. Click the desired rule type in the Select a Rule Type area
5. Select and type the desired values in the Edit the Rule Description area
64
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Conditional Formatting

Relational Operator Description

between Cell value is between two numbers.

not between Cell value is not between two numbers.

equal to Cell value is equal to a number.

not equal to Cell value is not equal to a number.

greater than Cell value is greater than a number.

less than Cell value is less than a number.

greater than or equal to Cell value is greater than or equal to a number.
less than or equal to Cell value is less than or equal to a number.

Applying Conditional Formatting

1.
2.

3.

Click the Format button to display the Format Cells dialog box

If necessary, click the Font tab. Click the Color box arrow to display the Color gallery
and then click the desired font color

Click the Fill tab to display the Fill sheet and then click the desired background color
Click the OK button to close the Format Cells dialog box with the desired font and
background colors displayed in the Preview box

Click the OK button to assign the conditional format to the selected range

Excel Basics for Acct Recon Training Guide 65



Changing Row and Column Width and Height

S
| 4] A B c D E F G H
1 ,W‘ The Mobile Masses Store
2 00 ot Biweekly Payroll Report
Hours Hourly
=l Employee Hire Date Dependents Worked PayRate Gross Pay Federal Tax State Tax Net Pa'
4 Charvat, Emily 3/3/09 1 6525 § 2050 § 133763 § 28803 §  S3S51 § 008
5 |Chen, Bin 6/14/10 2 2585 206800 444.26 8272 1,541
& Felski, Noah 10/11/08 s 6450 12,60 812,70 178.79 3251 601,
7 Kersey, Jane /4711 1 6850  21.45 1,469.33 317.90 5877 1,092,
8 Mema, Thomas 1/15/10 3 22,60 1,768.45 37301 7074 1,324,
9 Poliitt, Sherry 11/15/08 2 4925 1825 29881 187.04 3.5 675,
10 |Prasad, Rao 2/1] current bottom 3350 935 31323 68.91 1253 231
11 ‘Washington, Yolanda /1) border of row 14 79.25 23,75 1,882.19 40338 75.29 1,403
|12 Zica James 4/14/17 1 20.00 R 1,572.00 340.49 6288 1,168
SR 13 Tatals ) 59850 $12,12233 $2,60271 § 48489 $9,034/
proposed height ®- Height: 27.00 (36 pixels)
0 o 1) “average 5~ 1333333333 6650  $19.33 $1,346 93 $289.19 $63.88  $1,003
1:1_ Highest. 3 2000 $25.85 $2,068.00 $444.26 $82.72_..$4,544
l : A Lowest dotted lineshows | 3350  $9.35 $313.23 §68.91 $1253 $231
mouse pointer 16 proposed bottom
17 '—l border of row 14

Step | Action

Changing Column Width

1 Drag through the column headings for the columns you wish to resize.

2 Point to the boundary on the right side of the rightmost column to cause the mouse
pointer to become a split double arrow.

3 Double-click the right boundary of the column to change the width of the selected
columns to best fit.

4 To resize a column by dragging, point to the boundary of the right side of the column
heading. When the mouse pointer changes to a split double arrow, drag to the desired
width, and then release the mouse button.

Changing Row Height

Point to the boundary below the row heading to resize

) Drag the boundary to the desired row height and then release the mouse button
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Formula and Basic Function Notes

Directions: Record notes below during the discussion on formulas and basic functions.

Cell data is classified according to its intended purpose Describe each:

Label:
Value:

Formula:

What symbol prepares a cell for entry of a formula?
What symbol tells spreadsheet software not to treat cell data as a value?
Use the spreadsheet below to answer questions 4 and 5

A B C D E
1 2 3 4 5
2 2 3 4 5
3 2 3 4 5
4 2 3 4 5
5

Write a formula to add the numbers in Row 3, Columns A, C, and D:

Write a formula that will add all of the numbers in Column B

What are the four operators? List the name of the o

Operator

Symbol

perator and its symbol.
Operator

Symbol

What is the Order of Operations

Which operation would be performed first in the following equation?

=(A8+C9)/(H8-L9)?

The value for C7is 2; C8 is 4; and F4 is 2,
What is the result of the equation =C7+C8*F4? Why?

What is the result of the equation =(C7+C8)*F4? Why?

Excel Basics for Acct Recon Training Guide

67



What is a function?

What is a cell reference?

Give an example of and explain a relative cell reference

Give an example of and explain an absolute cell reference

Give an example of and explain a mixed cell reference

What is the addition function and why is it used? Give an example

What is the average function and why is it used? Give an example

What is the maximum function and why is it used? Give an example

What is the minimum function and why is it used? Give an example

Use the spreadsheet below to answer questions 4 and 5

A

B

D E

2
2
2
2

3
3
3
3

ENENENENFeY

(O2RNC, RGN0, ]

R WN| -

Use a function to write a formula that will add all values in Column A

Use a function to write a formula that will find the average of all of the values in Row 4

Use a function to write a formula that will find the highest number in Row 1

Use a function to write a formula that will find the lowest number in Row 3
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Do It! Using Formulas

Here’'s how Here's why
Click Ctrl+End. You need to add the formula to the end of
the column.

Click in the first blank cell.

Click AutoSum button on the
Standard toolbar.

1) If the active cell is not located at
the bottom or on the right of a list of
numbers, you can still use the
AutoSum button to calculate the
total.

Click on the cell and click the
AutoSum button.

Formula appears as displayed in the
figure to the right.
A

[ 8 [ c |
11 Jan
| 2 |John 200
| 3 |Mary 230
| 4 |Steve 180
5|
B Total
7 |=sump |
i | SUM{number1, [numberz], ...} |

2) Click to select the cells to be

calculated.
A [ B [ ¢ ]

1 1] Jan

(2 |Jobn TG

[ 3 |Mary  } 230

4 istere &< 180

|6 [Total M
7_|=5UM(B2 B4

| 8 | [suMinumber1, [rumberz], .0 ]

n
3) Press <Enter> to display the total.

Al 8 [ ¢ |

11 Jan

[ 2 [Jahn 200
|3 |Mary 230
| 4 |Steve 180
5
| B |Total

7 510

5

Press Enter.
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Do It!

70

Using Formulas

Here's how

Here's why

Click Ctrl+End.

Click in the first blank cell.

Click AutoSum button on the
Standard toolbar.

Press Enter.

You need to add the formula to the end of
the column.

1) If the active cell is not located at the
bottom or on the right of a list of numbers,
you can still use the AutoSum button to
calculate the total.

Click on the cell and click the AutoSum
button.

Formula appears as displayed in the figure
to the rig|ht.
A

B [ ¢ |

11 Jan
|2 |John 200
|3 |Mary 230
| 4 |Steve 180
L5

B |Total

7 [=sumg |
i | SUM{number1, [number2], ...} |
2) Click to select the cells to be calculated.

A [ B | ¢

L1 dan
I T 1T
ERE 230}
4 |Stere {180

5

G |Total M

7 [=suUmB2 B4
| 8 | [SUM{number1, [numberz], ...} ]
3) Press <Enter> to display the total.

A | B [ ¢ ]

| 1] Jan
| 2 |John 200
|3 |Mary 230
| 4 |Steve 180
5
| B |Tatal

7 10

8 1
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Use Basic Formulas & Functions

In this exercise, you'll follow along with your teacher to enter data into a spreadsheet
and perform simple calculations. You use the operations and functions listed below.

e Addition e Multiplication
e Division e Subtraction
Here's how

e Average e Maximum
e Sum e Minimum
Here's why

Retrieve the spreadsheet from UTD
Center 1 spreadsheet.
Delete Columns G, I, H, J.

Use a function to write a formula in
Cell C12 that calculates the total for
the range of cells C5:C11 and
format the data as currency.

Notes:

Copy the formula to Column D.
Apply an accounting border to C12
and D12

Apply a single line bottom border to
Cell F4.

Enter a formula to calculate the
total Expenses for the Period.
Notes:

Should you use the a function or
arithmetic.

Enter the row heading Average in
bold in Column A below the word
Total and enter a formula in the
same row in Column C to calculate
the average price of the items

Insert 4 rows about Al.
Readjust the title and subtitle to
center across Columns A-I.
Preview the worksheet.

These are extra columns that came over
from Account Reconciliation Download
page. We don't need the columns.
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End of Lesson Summary

You can copy or move data to another part of the worksheet. You can use the Copy,
Cut, and Paste buttons, the drag-and-drop method, and the fill handle to copy and move
data in a worksheet. These tools save time by eliminating the need to retype data.

As you build a worksheet, you may need to insert a row or column to enter more data, or
delete a row or column of unnecessary data. You can also insert or delete specific cells
within a worksheet.

When a worksheet becomes large, the column or row labels can scroll out of view as
you work on other parts of the worksheet. To keep selected rows and columns on the
screen as the rest of the worksheet scrolls, you can freeze panes.

Splitting a large worksheet enables you to view and work in different parts of a
worksheet at once, in two or four panes that you can scroll independently.

You can check a worksheet for possible misspellings and correct them using the
Spelling dialog box.

When you are ready to print a worksheet, switching from Normal view to Page Layout
view can be helpful. You can modify how a worksheet appears on the printed page by
increasing or decreasing the margins, changing the page orientation, designating a print
area, inserting page breaks, scaling, showing or hiding gridlines and headings, and
specifying print titles.

Headers and footers are useful for adding identifying text at the top and bottom of the
printed page. Common elements include your name, the page number, the current date,
the workbook file name, and the worksheet name.
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Case Study — Calculating Totals and Adding Functions

X d9- 0 - 5 Al lessont -ExcelBasics - Microsoft Excel =]
Home Insert Fage Layout Formulas Data Review View Developer Community Clips Acrobat @ @ (S
= ¥ cut R = -+ | =5 e FEEh L AutoSum v A %
o Arial 10 - A A = =¥ =" Wrap Text General - E:Ig'j r,d :‘d JI' _T'\ _DJ ‘%? }3
Pttt Fomat painter |LB) 4 U [ Bt | O A EdMergeaCenter = 8 - % 2 | 8 50 ffﬂﬂ.“n';a‘v e STS'\EE!' Inset Delete POl | 5 Gleare  pree seients
Clipboard Font Alignment Number Styles Cells Editing
Al - F | Invoice ID &
A B = D E F G H 1 J K M N (o] IA

1 | Invoice ID .llnvoice Date Monetary Amount Voucher Line Descr Vender Name Due Date PO# PO Descr Customer Name |

2 |3177055762 6/30/2012 5492 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

3 |3177055762 6/30/2012 5369 Staples® Pastels 3 ~ Summus Industries 6/30/2012 5021549 Staples® Pastels 3

4 | TT055T62 6/30/2012 54.92 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

5 |3177055762 6/30/2012 5390 Staples® Pastels 3~ Summus Industries 6/30/2012 5021549 Staples® Pastels 3

6 (3177055762 6/30/2012 §5.14 Staples® Pastels 3 Summus Industries 6/30/2012 5021549 Staples® Pastels 3

7 (3177055773 6/30/2012 $179.95 HP Inkjet Cartridg Summus Industries 6/30/2012 5021561 HP Inkjet Cartridg

8 |3177055773 6/30/2012 $145 66 HP Toner Cartridge ~ Summus Industries 6/30/2012 S021561 HP Toner Cartridge

9 3177055773 6/30/2012 $554.18 HP Toner Cartridge  Summus Industries 6/30/2012 5021561 HP Toner Cartridge

10 (3177055773 6/30/2012 $387 98 HP Toner Cartridge  Summus Industries 6/30/2012 5021561 HP Toner Cartridge =
11 3177055774 6/30/2012 $894.25 Staples® Copy Pape Summus Industries 6/30/2012 S021562 Staples® Copy Pape

12 3177133823 6/30/2012 $39.64 Staples® Chairmat  Summus Industries 6/30/2012 S021756 Staples® Chairmat

13 |S6086961 T/3/2012 $44 25 Crucial CT25664BC1 HI-ED 8/2/2012 S021563 Crucial CT25664BC1

14 3177843128 7/7/2012 $23.04 GE Extension Cord, Summus Industries 7/7/2012 5021996 GE Extension Cord,

15 (3178005102 71272012 $299 90 S021826_HP Officej  Summus Industries TH2/2012

16 3178005115 711172012 $110.97 HP Inkjet Cartridg Summus Industries 7/11/2012 S022208 HP Inkjet Cartridg

17 3178005115 711142012 $83.97 HP Inkjet Cartridg Summus Industries 711/2012 5022208 HP Inkjet Cartridg

18 (3178005115 711172012 $83.97 HP Inkjet Cartridg Summus Industries 7M1/2012 5022208 HP Inkjet Cartridg

19 3178005115 TM1/2012 $83.97 HP Inkjet Cartridg Summus Industries 7/11/2012 5022208 HP Inkjet Cartridg W
20 (3178005115 711172012 $519.956 HP Toner Cartridge  Summus Industries 711/2012 5022208 HP Toner Cartridge

21 49247884 77132012 $42.80 Tripp Lite DVI to GovConnection 8/12/2012 5022510 Tripp Lite DVI to

22 3178052847 71372012 $11.28 Sanford Expo Origi ~ Summus Industries 7H3/2012 3022369 Sanford Expo Origi

23 3178052847 7132012 $107.31 Staples® Copy Paps Summus Industries 7/13/2012 5022369 Staples® Copy Pape

24 3178052847 71372012 $7.00 Staples® Executive  Summus Industries 7/13/2012 S022369 Staples® Executive

25 3178052847 7/13/2012 5354 Staples® Jumbo Pap Summus Industries 7/13/2012 5022369 Staples® Jumbo Pap 3
WA W] ps SFI7 4] M ] Al
Ready | 23 | = O 1005 (= . {+
Introduction

You've downloaded and saved the transactions from Account Reconciliation. You now

need to reformat to the Worksheet.

Instructions

Refer to the first two sections of your student guide to complete the tasks outlined in

Lesson 4. You will need to use the tasks including:

Enter formulas using the keyboard

Enter formulas using Point mode

Apply the AVERAGE, MAX, and MIN functions
Verify a formula using Range Finder

Apply a theme to a workbook

Apply a date format to a cell or range

Add conditional formatting to cells

Step | Action

1 Open Actuals_Transactions_June.xls.

2 Click Insert Worksheet. (Shortcut —

3 Delete column titled Customer Name.
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Step

Action

4 Change the format of Monetary Amount. Remove the dollar symbol ($) from each row.

5 Change the format of Invoice Date and Due Date to display Day-Month format. It
currently shows day/month/year.

6 Complete the questions from the Review in Lesson 1.
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Lesson 5: Charts

Overview

Creating charts is a powerful feature in Excel. A chart uses values in a worksheet to
create a graphical representation of their relationship. With Excel charts, you can
summarize, highlight, or reveal trends in the data that might not be obvious when simply
looking at the numbers. When creating a chart, each column of data on the worksheet is
part of the data series. Each individual value within the row or column is called a data
point.

To create a chart:

1. Highlight the data that will be charted. The highlighted area is shaded.

2. Select the Insert tab on the Ribbon.

3. Click the chart category drop-down arrow for the appropriate chart sub-type in the
Charts group.

4. Select the chart sub-type from the drop-down menu. The chart is created and
embedded in the active worksheet.

$50
Creating Charts
a0 -8 Europe
- alik:3
i - Japan
View | Design Layout Format
‘ - ‘ ] ‘ e ! !
ER Gty 2 Gty 3 Gitr 4
Directions: Record notes
below during the discussion on formulas and basic functions.
Microsoft Excel enables users to create of
using . Charts make data . Data can be
to show comparisons, patterns, and trends.
Before creating a chart, you must decide if the is for
a chart and then decide which of chart will best display the data.

There are several types of charts to choose from, but the chart you choose depends on
the message you are trying to .
The types of charts include the , bar, and .
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Chart Objects

Object Description

Chart Area The entire area within the chart borders including the chart and
all related elements.

Plot Area The area in which Excel plots data.

Category Axis (x-axis)

The axis that contains the categories being plotted. It is usually
the horizontal axis.

Value Axis (y-axis)

The axis that contains the values being plotted. It is usually the
vertical axis.

Chart Title Text describing the chart that is automatically centered and
placed at the top of the chart.

Legend Describves the data series being plotted.

Gridlines Lines that extend from an axis across the plot area to help

guide the eye from the data point to its corresponding value.

Chart Tools Contextual Tabs

You can modify a chart any time after it's created. The chart must be activated by clicking
or selecting it before attempting modifications. The three Chart Tools contextual tabs
contain the tools necessary to modify and enhance the chart. Contextual tabs are not
visible or activated until the chart is activated.

w tl:‘ witch Sele_ctl JM—J M Jﬂ__iu_: Maove

F'a W mlumn Data W Chart

Change Save As
ChartT'p; T-=mp|ate

@]

Data Chart Layouts Location

|...|ﬂu Y hd bd b
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Chart Area : .:‘ [{]) 1A | ‘m:‘ ‘wa‘l (antid N'I'L.J "l"

% Farmat Selection
Picture Shapes Text Chart Axis Legend Data Data

& Reset to Match Style v Box Titlew Titles* ~  Labels~ Table~
Current Selection Insert Labels
: ' . ' Chart Name;
li,rl.rn.l uimél ‘li!f_l,_ll \ i) ] ! iy
[ Chart 4
Axes Gridlines Plot hart hart Jal Trendline Lines Up/Down  Error
- v Area~ Wall Floor Rotation A4 gat Bars ~
Axes Background Analysis Properties
Chart your data

Select the data that you want to chart.
On the Insert tab, in the Charts group, click the chart type that you want to use, and

then click a chart subtype.

il e Dl O

1.
2.

Calumn Line Pie Bar Area Scatter Other
b b - - b - Charts =
Charts la

3. Use the Chart Tools to add chart elements such as titles and data labels, and to
change the design, layout, or format of your chart.
Using Chart Wizard
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Formulas Data Review View Design Layout Format
P (@] fa] e ] ] ) G ] (@ e O)

Chart  Axis Legend Data Data Axes  Gridlines Plot  Chart Chart 3-D
Title = Titles - ~  Labels - Table ~ = S area - Wall - Floor = Rotation

- Axes Background

0 Score > To using
2 the Chart Tools Ribbon, select
§ 3 L \ the Tab, drop
@ Jronccooeee down the Shapes menu.
R P " Choose the shape you think
e 14d works with your
el cozearpaa Chart. ] N .
2 N = N Y= I Add if you think it
T ke will enhance the information.
- = To SHAPES,
IQOESooay select the shape and press
DB E6ATVAD

— the key.

Stars and Banners

(e AR R SRS RURORRCR 3
= TEM0

Callouts
0O 040 A A de A as
¢7 40 AD do -

A

n CrigCar  BryantDewitt JudithGipsen  JuneM
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Previewing and Printing Charts

Home Inzert Page Layout Formulas Data Review View Design Layout Format

I save
B save &s
[ Open

o Close

Info
Recent
New

Save & Send

Help

[ oOptions
B9 Exit

Print

Copies: 1

Print

Printer ©

HP PSC 1400 series
Offline

Printer Properties
Settings

l:l Print Active Sheets
Only print the active sheets

Pages: : o z

4

Collated
A
123 123 123

Landscape Orientation -
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Boataright

Craig Carm

Bryant Dewftt

Judith Gipsan
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Do It! Create a Chart

In this exercise, you'll follow along with your teacher to create a simple bar chart. You
use the operations and functions listed below.

Here's how Here's why
Retrieve the spreadsheet from UTD
Center 1 spreadsheet.

Highlight A1:325 from your This selects the area that we need for the

worksheet. chart.

Click Insert tab. This tab displays the Chart types.

Click the Stacked Bar from the 2-D  This drop-down menu lets you find the

section. correct chart type. In our case, we're
choosing the Stacked Bar.

Resize the chart. Changes the displayed chart so that it's
readable.
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End of Lesson Summary
To create a Chart, you need to:

1. Highlight the data that will be charted. The highlighted area is shaded.
2. Select the Insert tab on the Ribbon.
3. Click the chart category drop-down arrow for the appropriate chart sub-type in the

Charts group.
4. Select the chart sub-type from the drop-down menu. The chart is created and
embedded in the active worksheet.
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Review Questions
What do menu lets you print to a .pdf format?

How can you set the page orientation?

What keyboard shortcut lets you print a workbook?

What keyboard shortcut automatically saves a worksheet with the current name and in the
current location?

How would you hide a row or column from view without permanently deleting the information?

What ribbon contains the commands for creating charts in Excel 2010?
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Lesson 6: Printing

Overview

Print button

[ save
B saveas
[&5 Open
[ Close

Info

Recent

New

Save & Send
Help

] Options

B3 Exit

Page layout  Formulas

Print
—
=y Copies: |1

Print

Printer

7 HP Officejet Pro L7700 Series
Offline: 1 document waiting

Printer Propertie

Settings

Print Active Sheets E
Only print the active sheet

Pages: worksheet preview

displays in landscape

1 Ip,f“ orientation

Collated
98,53 123 1.;1

] Landscape Orientation -

Letter .
L g5mx11"

Normal Margins

Left: 07" Right: 0.7 %
(Y[ Mo Scaling .
1100 Print sheets at their actual size

Page Setup

Save Sable River Foundation
Lifetime Fundraising S ummary
Prtonie e St

Toml
& wiaos

‘Ihhnhhh:

1 ofl

[

Keyboard shortcut You can also press CTRL+P.

The preview window will display in black and white, regardless of whether your
worksheet(s) includes color, unless you are configured to print on a color printer.

Previewing the workbook

1.
2.
3

click Next Page and Previous Page.

that you want.
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Click the worksheet or select the worksheets that you want to preview.
Click File and then click Print.
To preview the next and previous pages, at the bottom of the Print Preview window,

To change the printer, click the drop-down box under Printer, and select the printer
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Sending Workbook to Printer
Home

Insert

Page Layout

Formulas

Data

Review View Develope

=l save
Print
Save As L,Ep
: Copiest 1
Open
- Print
Lj Close
Info Printer
Recent LE;J Finding available printers...
MNew
Settings
m Print Active Sheets
Only print the active sheets
Save & Send
Pages: S to
=l e Cotted
== 123 123 123
[t Addns -
2] Options j Pertrait Crientation
@ B Letter
85" x11"

MNormal Margins

b—d Left: 0.7"

j j Mo Scaling

T00] Print sheets at their actual size

Right: 0.7"

<

Printer Properties

-

Page Setup

e To print a portion of a worksheet, click the worksheet, and then select the range of

data that you want to print.

e To print the entire worksheet, click the worksheet to activate it.

Step | Action

1 To print the workbook, do one of the following:

If you want to:

Then

Print a portion of the worksheet

Click the worksheet.

Select the range of data.

Click File tab from the Ribbon.
Click Print from File menu.

Choose other Print options such as copies,
name of printer, or duplex settings.

T

Print

Click

Print the entire worksheet.

Click File tab from the Ribbon.
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Step

Action

Click Print from File menu.

Choose Printer.

Choose other Print options such as copies,
name of printer, or duplex settings.

=
i
Print

Click

Setting Page Setup Options

e To make page setup changes, including changing page orientation, paper size,
and page margins, select the options that you want under Settings.

e To scale the entire worksheet to fit on a single printed page, under Settings, click
the option that you want in the scale options drop-down box.
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Printing to PDF and emailing a workbook

Home Insert Page Layout Formulas Data Review View Developer Community Clips Acrobat

|l save . ;

Save & Send Send Using E-mail
[ saveds r .

SO 05 Send Using E-mail J g Attach  copy of this workbook to an e-mail
= O _]* = ] Everyone receives separate copies of this workbook
5 Close » Changes and feedback need to be incorperated manually
Send as
0 Saveto Web Attachment
Info
Recent Save to SharePoint Create an e-mail that contains a link to this workbook
Everyone works on the same copy of this workbook
- 0] Send by Instont Message Everyone always sees the latest changes
_J Keeps the e-mail size small
Print /& Workbook must be saved in a shared location
é Share Workbook Window

53“2“5 . & Attach a PDF copy of this workbeck to an e-mail

File Types nm; Document looks the same on most computers
Help - s Preserves fonts, formatting, and images

H‘ Change File Type nees Content cannot be ezsily changed
[E3 Addns - PDF yeneng
2] options Create PDF/XPS Document

o Attach a XPS copy of this workbook to an e-mail

3 Bt e Document looks the same on most computers

Preserves fonts, formatting, and images
Send as XPS Content cannot be easily changed

Send a3 Internet Fax
= Send a fax without using 2 fax machine
N Requires a fax service provider

Send as.
Internet Fax

Step

Action

With the workbook open, Click on the File tab of the ribbon to view the available options.

Click Save and Send in the menu to view the available options.

Click Send Using E-mail from available options.

w}é

Send as

Click L7 button on the right hand side of the window to open the Publish

Add mail recipents to address line of email message.

Click Send.
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Appendix A: Shortcut Keys

Press the key on the keyboard as

shown in the table below:

Press Move to:

> One cell to the right

< One cell to the left

2 One cell to the down

) One cell to the up

<Ctrl> + > Last cell to the right of the current region
<Ctrl> + €« First cell to the left of the current region
<Ctrl> + 4 Last cell to the bottom of the current region
<Ctrl> + 71 First cell to the top of the current region
<Home> First cell in the row

<Ctrl> + <Home>

First cell in the worksheet

<Ctrl> + <End>

Last cell in the worksheet which contains
data

Page Down

One screen down

Page Up

One screen up

<Alt> + Page Down

One screen right

<Alt> + Page Up

One screen up

Press the following key to control

your active cell.

Press

Action:

<Tab>

Move one cell to the right

<Shift> + <Tab>

Move one cell to the left

<Enter>

Move one cell down

<Shift> + <Enter>

Move one cell up
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