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Oops! and Legal Stuff

While | have made every effort to ensure the accuracy of this document, including grammar and
instructions, | make mistakesSyrprise!) If you find an error or want to provide constructive
feedback, please contact me. Thank y&uioy Excelling at Excednd this document

Greg Creech

Techedutainment Services, Inc.
P. O. Box 1431

Pine Lake, GA 30072

www.gregcreech.com

National Speakers Association Member

American Society of Training and Development Member
Society for Human Resource Management

Microsoft Office User Specialist CertificatiGnMaster Expert
A+ Certified through CompTIA

MicrosoftCertified Technical Trainer

<K K K< K< < <

Excel® is a most excellent product frolticrosoft ® Corporatiorand is part of th©ffice ®
Suiteof products and services.

Copyright ©2011Greg CreechJechedutainment Services, In&ll rights reserved. This
publication, or any part thereof, may not be reproduced or transmitted in any form or by any
means, electronic or mechanical, including photocopying, recording, storage in an information
retrieval system, or otherwise, withaxpress written permission of Greg Creech, P. O. Box
1431, Pine Lake, GA 3007”431,www.gregcreech.com
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Introducing Greqg Creech

Shop Talk from The Atlanta Jourr@bnstitution
Sunday, Oct. 29, 2000 R3 - JOBS

Why | Love my Job Greg Creech

What | Do: | teach technology courses and make presentations to beginner and expert computer

users and professionals. | use humor and the piano.
| train all levels from firsttime computer users to Technology
systems technicians acquiring A+ certification. As speaker and
an A+ certified trainer, MOUS expert, and technice

trainer, my certifications and knowledge give me a trainer '
career in the technology. My humor, the piano, ar Speakin' &
people kep me in the technology training field. | Geekin'

sing to my students sometimes and perform stgnd
comedy about computers.

How | got started: | won Best Actor in a
Supporting Role at Southside Theatre Guild foA
Funny Thing Happened o]
and studied comedy under Jerry Farber. | have
played the piano since 8 years of age and had the
first personal computer with a 1 MB of memory. Ir
order to learntte PC, | associated the PC with the
piano -- both use a language to translate, both hay
keyboards, and nowboth provide music and
information. | must admit | miss the days when |
only played the piano and programmed the PC.
Now, | play the PC and havo program my piano.

Pine Lake

In 1998 after seventeen years of technology business experience in the corporate market, | decided to tal

|l eap of faith on my own. I call my mp+esefntajti on
show and a seminar. Greg Creech
TheBestPart: Hearng t he | aughter and t he c o®ngetahis : Yo
much time, o and Al remember compl i ¢ atudends,antacir os
them. 06 | have a passion for teachi nogftecheeati|lve p
technical people to be more creativbozait would be proud! performs stand-

The Challenging Part: Explaining why | want my piano in a PC classroom. up comedy

AMai nframerso who refuse to acknowl egmge the| exi
People who attend training classes because they have to, not because they warlgi@puters.

Technical people who are not cliefibcused.

My Favorite Quotes ATo err is human, to reall y-twiess th
percent of all households have a computer; only

What Keeps me Going: | enjoy combining my love of people, the piano, processors, and humor into a

unigue speaking and learning experience.

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
40499706 No Duplication Permitted
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We |

Operations Manager, Sales Support person, and Administrative Manager | have used and abused

Welcome to Excelling at Excel

come to your
predecessors texcel since 1980. | have usétkcel from the inception of the program. As an

cour se

Exeal tl haveiused spreaelshaekts and

Excel, andExcel has used and abuset. Properly usingxcelcan be tricky and troublesome,

but once you master the navigatiortExcel and the powerful formula and functions your

professional and personal life of number crunching will be much easiemore productive

First, we will exanme how to maneuver iBxceland some of the important efficienciesHrcel
new/l01Gedr i nter
theRibbonaswell as new features and productivity in the new verdidawill learnmany
shortcuts throughout the course.

viewing an existing spreadshed/le 6 | | exami ne t he

Second, we will learn thei Fs of Excel as we construct our own Monthly and Annual Budget
and Expenses worksheefBhe 5 Fs are:

< < < <

Vv

Formatting,
Fills,
Formulas,
Functions,

Filters and Sorts

Third, we will useExcel as a tracking system and simple database using\fiefunction;

we 0

[ 1 create

our

own financi al

Fourth, we willlearnsome ofExcelsAnalytical Tools such as

Vv
Vv
Vv
Vv
Vv

Vv

Wew i

Scenario Manger
Charts,

Pivot Tables,
Subtotals,

Group and Ouitline,
Data Validation

[ | ear n

IF. .. THEN, and others.

and

dat abase.

use s ome VaOOKER CGNCATENAJE, e a t

Thank you for Learning!
No Duplication Permitted

Techedutainment Services, Inc.
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Finally, we will studyWorksheet ProtectiomndMacros

The purpose of this course it not only to teach you but to increase your productivitgeasau

we learn we will be building your personal or professional budgeting system using your data. |
will provide guidance in class and in the document to assist you; however, the data is yours and
your application will save you time and energy.

Again,We | c o me . Letds have fuatasdbéegannEx¢Eteblblnih

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
40499706 No Duplication Permitted



Greg Creech D

Page 10 2010 Excelling at Excel
www.gregcreech.com

Welcome! To Excel 2010

Led 6l ook at Excel 6s main window and component s

1. Open Excel.

2. Excel will present a blank Worksheet ready for you to begin or Excel
may provide a screen for you to use templates or open other files . As

Home Insert Page Layout Formulas Data Review View Developer Add-Ins

| save

Available Templates Blank workbook
& save As
(5 Open {2 Home
[ Close D aN LY

T |
]

D m 8
Recent Blank Recent Sample My templates New from

71{1@0@(7‘ templates templates existing
New Office.com Templates [Search Office.com for templates >

i — o y ] = )
Print — — = [ __;‘ |
Save & Send 8 7t ,° FEHEEE b ‘IMI ‘J L ——' = E ‘;}
Agendas Budgets Calendars Expense Faxes Forms Inventories Invoices Labels
Help reports
Add-Ins ~ =D - =N _=b == - PR
= H 588 =38 g
L ’ *7@ = L [EE == —=
B Exit .
Lists Memos Plans Planners Receipts Reports Schedules Statements Stationery j
Create
o
below for you. In any event, create a new blank workbook.
3. Pictured below is the Worksheet Window for Excel 2010 .

4. Let 6s take a tour of your Worksheet Wi ndo\

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
No Duplication Permitted 40499706
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Worksheet Winaw

The top area of your sem is theQuick Access Toolbawith the Title Bar. TheFile Tab which
is the first tab in the Office 2010 Ribbatows you to print, save, and perform other file

1. The File Tab, Quick Access

oolbar and Title Bar. 2 The Ribbon with
Tabs, Groups, and
* —— . 3. Name Box and Formula Commands.
;I:l Bar. —
6
9
E 4. Worksheet area with Colum
E Headers (the Alphabet) and
v < Row Headers (the Numbers).
s The intersection of columns an
& rows create cells and the Exce
=
27
=
33 o 6. Status Bar, View Buttons, and
35 5. Navigation buttons and Scrolling Zoom
w N\ Worksheet tabs. / '
W 4+ | sheetl Sheet? ~“Sheetd ~“Sheetd  “Sheets "FJ L.
| resey

functions; wedoll | ear n mu cHxcelnbptioresbutdoh.dextin t hi s i
this area of your worksheet iseQuick Accessloolbarwhich allows you to quickly access

your favorite commands and you may add and de
how to customize the toolbar and other options for using this productive tool in ExeeTitle

Bar displays your Excel File or Workbook Name and containsMiv@mize, Restore/Maximize,

and Close commands.

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
40499706 No Duplication Permitted
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Command

LB R R R RRRENRRERERRRRERERRNRERERERERRERNRDN,] EEEEEEEEEEEEEEEEENEEEEEEEEEEER
m Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer  Addns
j # cut Calibri - A A = Wrap Te eneral - Ba ood e
a [ - - - ] Merge & Center ~ - Explan
n u es

Buttons/Icons

Thenext aea as picturedboveis The Ribbon The Ribboncontains three are@sThe Tabs,
The Commands, and The Groups with the Dialogue Box launche will use the Ribbon
extensively in all aspects of Excel from formatting to creating formulas and functions.

1. Let 06s o pen warkbso& ni@usesin our demonstration.

2. Click the File Tab.

3. From the Cascading Menu,  Click Open.

4. Navigate to where your files are stored for this course. o s

5. With the Budget.>_<ls x file selecteq, C?Iick Open  OR Double Click E ::::5
the Budget.xIs x icon to open the file in Excel.

6. If you are prompted to Enable Macros, please cl ick Enable Macros.

Ourworkbookopens. We should have twarkbooksopen a blank workbook and the
Budget.xlsx workbook.

I f you dondét have two workbooks open then fol
1. Click the File Tab and Click New.

2. From the New Workbook screen click the Blank Workbook item and
then click the Create button at the lower right of your screen.
We can Atoggl ed or mo var Vew Tamnoe theRibbohand Glicking f i | e s
the Switch Windows command buttoh et 6 s try t hi s.

1. Click the View Ta b and click the Switch Window,

2. Click the File that is not active, for example my Book2 as

— |
displayed here and file activates. S:T* Swffh
3. If your View tab is still active (or if not then click it to activate o P
it again), and then ¢ lick your Budget workbook to activate it . V] 2Budgetudsk
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011

No Duplication Permitted 404299706
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Belowthe RibbonandGroupsare theName Boxand
Formula Bar. TheName boxindicates your position and
selected cell in the worksheet and allows you to give
selected cells an Englistame or code which we lediater in our courseThis allows you to
quickly move to this area of your worksheet and to calculate formulas using names.

AL (2 =TODAY)

TheFormula Bar illustrates the contents of your cell whether numeric or alpha text. You edit
your functions and formulas in th®x. Formula and functions begin with an equal sign (7)
we ol | l earn a | ot more about this .in the Form

Select All Button

A |

Tos , A Hot Tip!

Select All Button: There is a magic box in the upper left part of your worksheet
(bounded by the Column header A and Row headeflis magic box selects the entire
worksheet with one click of this buttorthis is theSelect All Button If you are not clicked in
the tabk of data, pu may select the entire worksheet by wieg the CTRL + A keys together;
if your cursor and selection is in the table of budget and expense figures CTRL + A keys
selects the data table not the worksheet.

Column Headersare the Alpha characters beginning the column. You may clickGmiemn
Headerand the entire columselects or highlightsYou may click on a column header and drag
to the desired column to select multiple continuous columns. You may select colatma®th
not continuous by left clicking, pressing the CTRL keyboard button, and then left clicking the
desired columns; when complete release you CTRL key and mouse button and Viola your
columns are selected. You may use this method to select variousnecetisws, as welthat are
NOT continuous

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
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, AHotTip! Inthis document when we want to select cells
and areas that are not contiguous | will use the term Ctrl +
Click to indicate using the Ctrl key and click method of

| will use the term Shift + Click or we may also use Click and
Drag to select continuous areas of our worksheets. ,

selection. When we want to s elect areas that are contiguous

Row Headersre the Numeric charactass numbersat the beginning of the row and operate in

the same fashion &olumn Headers

A Cellis the intersection of a column and row. Cells are signified by the column letter and row

number position, such as Cell C4 is the intersection of Colummd@aw 4 or G10 is column

G, Row 10 (BINGO! Ha, ha!) You may select multiple cells by left clicking on a cell and

dragging to the area that you desire and release your left click button.

Letds practice s el eetinuongcolunosandidng and wnhidang d

non

them. 5 c

| o |

E

F_ |

G

1. With your Budget Workbook open and

your January tab active, click column

header C.
2. Press your Shift Key and Click the gy& j &j

column header G. Columns C through G #1,200.00 54,0500 5 150.00
. . $5,000.00 | 55,000.00 -
hlghllght for you. [ -3 AL O [ AT N [ bl = Y]

, A Hot Tip: You may get the small dark arrow to select your
column header and click and drag to select your continuous
columns, too. ,

3. With these columns selected, right click on one of the
letters and from  the shortcut menu click Hide and the
columns di sappear.

$1,050.00
$5,000.00
$ 42500
400.00
425.00
500.00
250.00

w v v v

E

n VOOV

Copy
Paste Options:
3 5 [
Paste Special
Insert
Delete

Clear Contents

Format Cells..

Thank you for Learning!
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Letds unhide them and the hide columns that a

4. Click the Select All button at the top of your workspace

area to select the entire workbook.

5. Right click on a column header and from the menu

click unhide.

6. Now, Click column header  C and press the CTRL (or Control) Key and
keep it pressed as you click other columns.

7. With your CTRL key pressed, click column header F and column header
H. These columns select for you as you click them with the CTRL key
pressed.

8. Now, right click one of  your selected column headers and from the
short cut menu choose hide.

9. These non -continuous columns hide for you

A
Saturday, March

Al

10. Letds unhide them. Click the Select
workspace area to select the entire workbook . Right click on a column
header s and from the menu click unhide.
Notes: I
I If you want to unhide a specific column but keep the others hidden a st
for example if I want to unhide Column C but keep the other columns pjt??q
hidden, | can select Columns B through D with Column C hidden and i
right clic k on the two selected column headers and from the shortcut ol
menu choose unhide and onl y Column C is unhidden.

™ il

150.00

25.00
(25.00)
(75.00)

25.00

(10.00)

I If you click inside of the Budget and Expenses and press CTRL + A

only the table of data selects not the entire worksheet. You may use the
Select All button to select the entire worksheet or CTRL + A to only select a
table or database in Excel.

Worksheet areas the area surrounded by the column and rowdérsaand is your primary work
space in a worksheet.

Worksheet Navigation Buttonand Worksheet TabsFhe Navigation Buttonsat the lower left
of your workspace arescroll to various worksheets within your workbook in order for you to
select the worksheet in which you desire to work. A description fronoleijtt by clicking the
appropriate button is:

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
40499706 No Duplication Permitted
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Button 1 Scrolls to the first worksheet ——
Button 2: Scrolls to left one sheget |" " .' .'l l
Button 3: Scrolls to the right one sheet, —

Button 4: Scrolls to the final worksheet.

, AHotTip! Ifyou have multiple worksheets asthe Budget udget v Expenses
file does, you can quickly go to a specific sheet by right clicking e
on the navigation buttons to get a shortcut menu and then left February
clicking the sheet you desire. In the picture at right my Annual -
sheet is active and all of the she ets are displayed. If | wanted

hiay

to go to the October sheet, | could click it and that sheet would
activate. Worksheet tabs names your worksheet and become -
active upon clicking on the tab. If you have a lot of worksheets October
Excel displays i MathesottSrhaf this dialogue . B
box for you to open another box allowing you to vertically scroll sanual

koue Shieets

through and activate your desired worksheet. T

The Status Badisplays information about your worksheet and cells, displays whether your
Number Lock and Capsdcks are activated, whether you are recording a macro, and has a nifty
Calculation box that we will use later

You can navigate in your worksheets and through youworksheetghrough several keyboard
shortcuts too, and select data ia column or row quickly.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
No Duplication Permitted 40499706
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Keyboard Shortout

CTRL + Home Takes you to the top of your worksheet,
usually cell AL

CTRL + End Take you to the end of your worksheet.

PgUp and PgD n Takes you down or up several rows
(screen pages) at each press of the key.

CTRL + PgUp and CTRL+PgDn Scrolls through your worksheets or tabs.
CTRL+PgUp Scrolls to the Left for you and
CTRL+PgDn scrolls to the Right.

CTRL + Shift + Down /Up Arrow Selects an entire column of
data/information based on the cell that is
selected.

CTL + Shift + Left /Right Arrow Selects an entire row of data/information

based on the cell that is selected.

With your Budget file open, use these navigation techniques to na vigate
around your worksheets and open the Track workbook and select a column
and row data using the CTRL + Shift and arrow keys.

/" Write your notes here:
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Important Tips to make your Excel

EXxperienceEasier
Resizing columns and rows

If you position your cursor between a column and row header, a doeéatked arrow will
appear as your cursor. Click and drag to resize your column orowshould place your

cursor o the right of the column you want expanded and below the row you want increased. For
example, to change the width of column C move your cursor between column headers C and D
to get the double headed arrow to resize your width. To change the height/ofoo would

move your cursor between row 7 and 8 to get the double headed arrow t

change the height of row 7. You may right click on a column or row headg(°!umn Width
Column width:

and from the Shortcut menu choose Column Width or Row Height and t
screen at right appears fgou to type in a number for the width/height of
your column/row.

y AHotTip! Ifyou double click your double headed
arrow cursor, the row or column will automatically adjust to

hash marks (#####  ##) will appear in cells that are not

large enough for you to view the data. The pound symbols
hashmarks i n a cel | have fifreaked
Excel, including me. | felt like | had done something terribly
wrong. Simply resize your column width so the data in the

column will fit. y

fit the information in the column or row. Pound symbols or

e

[

OK

] L Cancel ] “

or
ou

Rename a Worksheet

t

0

many a

To rename a workshegtouble click the worksheet tab at the bottom of the screen. For
example, to rename Sheet 1 double click the Sheet 1 tab, the tab is highbgittéype a new

name and press enteklso, you may right click on the Sheet Tab for a short cut menu to
Rename the worksheet. As well as Renaming your worksheet, Right clicking on the tab allows
you to insert, delete, or move/copy your worksheghis is a great tool and short cut that we

will be using throughout this course.

Thank you for Learning! Techedutainment Services, Inc.
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I Notes: Worksheet names should not contain special characters, such as /,
?, or [] and you may not use the same name twice in a workbook. You are
limited to 31 characters for a name.

PR
V| CellMode Ready
, A Hot Tip: Status Bar and Calculations|y s o
The Status Barin Excel 2A.0 has many options from which to choose :: Z:Lk Z:
| like havingthe Sum, Count, Averag@nd other functions on my j e o
Status bar. You mayght click on your status bar and receive the /] tucapeama off
Customize Status Bar Pares pictured at right. | have activated all o j fdﬁpdm
my options as | learn Excel 20. :: ?.:Mddg et Recerding
This doesnét affect your wor K s [V eenme
functions based upon yoselected range of cells. This is another | % =
excellent and quick tool for summairig, averaging, etc. cells and v ;em_erica' Count 10
information that are contiousornotL et 6 s try it o :: :::: SSSZZEE
1. Inthe January Tab of your Budget worksheet, : ;Toadstm o
Click and Drag cells B5 through B10 to sele ct V| View shortcuts
them . :: i:sm -
2. The Sum, Average, Count and other functions of

the cells should appear  based on your selection in the Customize
Status Bar pane

Average: 3887.50 Count: 10 MNumerical Count: 10 Min: 5175.00 Max: 55,000.00 Sum: 58,875.00

, AHotTip! Another neat trick is to use the CTRL + Click method to select

cells that are not continuous, such as B 5, B7, B9, the Calculation s will provide
the SUM ( or other selected function) for the cells selecte d. This provides
quick calculations for cells that are not continuous and prevents you from

creating a formula or pulling out the good -old calculator.

1. Let 6 s s edcantigtiousrcalnand see the resul ts.
2. Click Cell B5 .

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
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3. Press your CTRL key and keep it pressed as you click the following
cells: C7,C8, C10, C11, and B16.

4. Notice that as you click your cells your calculation s change.
5. You can click away f rom the area to deselect your changes.

L An Important Gotcha! If you accidentally click the wrong cell or do not want a

previously selected cell in the calculation, yonannot CTRL + Click the cell again to
deselect it as you can in other applications
beginning of selecting your cells using the CTRL + Click method agaiih

There are important items at the end
of your Statusbar. TheView
command buttongor Normal, Page Layout, and Page Break Previeve here for you and the
Scrolling Zoom

We 61 | |l ook at these views | ater.

Click the Zoom selector arrow and click and drag in out to see how Excel
changes your view of your worksheet.

Go To andScrolling Bars

Use yourvertical and horizontal scroll bargo quickly move through 8
your worksheet area. You may movetSpecific Cell bypressng
your CTRL key and G key at the same timepressing the F5 key on | vertical and 1,
your keyboardandthe Go Todialogue box appears. Type the Cell you Horizontal
wish to go to in the reference section Scrolling
Let 6bs practice this. Bars

1. Press CTRL and the G key simultaneously OR

press the F5 B utton on your key board.

2. Type B20 in the reference section,

3. Click OK or press Enter. |

4. You are quickly in Cell B20. < v | . |‘-’!
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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A Little Review HereShift Clicking and CTRL Clicking: As explained in the Column Header
section, if you desire to select continuous roeedumns, cells, and even worksheets click on an
item, press shift, and click the last (Shift + Click) item you desire to be selected. (The columns,
cells, or rows are selected continuously.) If you desire to select items that are not continuous,
use tle CTRL key to click your desired row headers, cells, column headers (etc.) and your item
will be selected until you release the CTRL key and cease clicking (Ctrl + Click).

Note theScreenTipas you position your cursor over a commandtbabr area of your
worksheet. This is very helpful to understand the purpose ebthenand buttor area.

Another handy key on your keyboard is e (or theEscap@ key. |  When doubt, press this
a couple of times to clear your formusalected cells, and other times when you feel you are
makingamessr Excel woné6ét | et you move or navigate
function. The Escape kewill help alleviate trouble, but may not prevent bad formulas and
formatting. /

/" Write your notes here:
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Customizing Excel for Productivity

Quick Access ToolbaOptions and
Customization

As we begin usingxcd, we need to learn th@uick Access Toolbaand how to add command
buttons to it We 6 | | ¢he Rilvtbonand other new interface techniques as well as using old
(even ancientxeyboard commandthat have been around since DOS and new keyboard
commands calleley Tipsthat are new to Office 20(Z01Q Adding your owncommand

buttonsto theQuick Access Toolbraensures the command button is always available for you
since yourrommand buttons change based on which Tab you have active.

New for Office 2010 is the ability to customize the Ribbon and create your tab as well as to
enable and disable tabs. We wilt@omplish this in your next section.

L Important Gotcha! When your Excel Optionsmenu is open and active nothing in Excel
is operable and alltabs and groupsare disabled L

Let 6 s | GustamizaOptions floeourQuick Access Toolbar

_ _ _ Home | T

1. The Quick Access Toolbar is the only toolbar in = b New !
Office 20 10 and is located at the top area of your past *ji:f:;,,z 7] e ,
screen in the Title Bar area. C”Db“;d ;k' -

2. In a blank Worksheet or the Budget workbook, : :pﬁpg“’“ e
click the Arrow at the end of your Quick Access ; :: ::
Toolbar to list the Customize Quick Access Toolbar 3 Sort Ascending
command buttons and options. 2 R

3. You may quickly add command buttons to your 2 e

toolbar by clicking them in this window to add
them to your toolbar 1 the check mark represents a command button
already on your toolbar.

4. The cascading menu closes after you ¢ heck an item to add, such as
New, Open. | wish the menu could remain open as you check these

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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command buttons. Check all of the buttons to add these to your
Quick Access Toolbar.

Page 23

After adding these buttons, we will further customize@heck Access Toolbawith some of
my favorite and popular commands in Excéle will use theMore Commanddgrom your

Customize Quick Access Toolbar Pane

We are using the More Commands button and Excel option screen for three reasons:

1. You may rearrange and move your butt®®@s you like,
2. You may add more than one button at a time,
3. You may add buttons that do not exist in the Ribbon or Tabs.

Letds add rearrange
use some of Excel best commands.

our buttons

1. Atthe end of your Quick Access Toolbar click the arrow and then ¢
the More Commands. . . item in this menu.

and

2. The Excel Options Pane opens at the Customize screen ready for you

to select commands and add them to your toolbar. Fi

some of the commands we  have already added.

rst

3. Click the New command button and using the Up arrow click to move

add

lick

(@}

et

- - -
Excel Options . 2
General ﬁ - .
d| Customize the Quick Access Toolbar.
Formulas
Choose commands from: (i Customize Quick Access Toolbar(i
Proofing Fopular Commands El For all documents [default) El
Save
language || | <Separator> = A Mew
i+ Borders L4 Lj Open
Advanced @ Calculate Mow %] Open Recent File..,
. X = Center Lﬂ Save
Customize Ribbon ?ﬂ Conditional Formatting 4 ¥} Undo 3
Quick Access Toolbar |_1_iﬂ Connections = (¥ Redo 4
23 Copy 1 [l E-mail
Add-Ins il Create Chart & Quick Print
Trust Center E Custom Sort.., _fg Print Preview and Print
% cut 7 spelling...
’_3? Datasheet Formatting | 4 ‘El Sort Ascending
,;g.' Decrease Font 5ize il Sort Descending [Z]
% Delete Cells... =
i Delete sheet Columns ( E]
= Delete Sheet Rows
i1 E-mail
$»_Fill Color »
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the command button to the top as displayed above. Next move the

Open and the

Open

your buttons to fit your needs.

Now,let 6s add

buttons

t o

Recent

our

Fil

Qui ck

e é

bel ow

Access
by selecting the command you want on the left part of the pane and double
clicking the button or clicking the Add button in the Center of the Pane.

, Hot Tip! You may add your button to your
toolbar in the position you want by selecting the Quick Access
Command, such as Sort Descending and the double clicking
or clicking the Add button and the Custom Sort button is
beneath your Sort Ascending and Descending buttons. Excel
places the new command button below where your selection
is on the right part of your pane.

Quick Access

1. I have added some of my favorite command buttons from the Popular

Commands section. As you use Excel
buttons that you will want always avail

2010 you will find command

able for you. Using the Popular

Commands item in the Choose commands from: box. Here are some of
my favorite commands to add to and rearrange on my Quick Access

Toolbar using the Popular
commands item:
Custom Sort

Cut,

Copy,

Paste

Paste Special

Insert Sh eet Rows
Insert Sheet Columns
Set Print Area

Freeze Panes

Page Setup

Paste Special

Insert PivotTable

<K<K <K<K KKK KKK KK KL

IPopuIar Commands

[=]

=

Vb e LB R T P e &

Filter

Font

Font Color

Font Size

Format Painter
Freeze Panes
Increase Font 5ize
Insert Cells...
Insert Function
Insert Picture from File
Insert PivotTable
Insert Sheet Columns
Insert Sheet Rows
Merge & Center
Mame Manager
Mew

Cpen

Open Recent File...
Page Setup

Paste

Paste

Paste Special...

-

I~

I

m

For all documents [default]

t h

e

Tool

[=]

- TETTGHL P ERT 2 S DR UL

Open

Open Recent File...
Save

Cut

Copy

Paste

Paste Special...
Undo

Redo

E-mail

Quick Print

Page Setup

Print Preview and Print
Set Print Area
Freeze Panes
Spelling...

Sort Ascending
Sort Descending
Custom Sort...
Insert Sheet Rows
Insert Sheet Columns
Insert PivotTable

-

-

m
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Add your popular commands and rearrange them on the Quick Access
toolbar by selecting a command and using the Up and Down arrows to
move your buttons.

The Drop Down box (circled belowat the top of the customize screen allows you to choose
other Tabs or All Commands in order to add other command buttons to your toolbar; this is
the Choose commands from box. The second box at the right allows you tthesgistom
Quick Access Toolbar in all workbooks or only the current workbod®ke want this for all of
our workbooks.
1. Next change your Choose commands from box to All Commands as
circled above. Press the letter
A and scroll to AutoFilter . Add

Choose commands from: i Customize Quick Access Toolbar

AutoFilter to your Quick Access 28 Commands 4 For sl documents defout
Toolbar this command button v F o
doesndt appear on @EEEEZA"Ri bbon Z'EEERHME.“
and is very helpful. This one Ao Optons ' e
button accomplished two tasks A e [ o

Auto Qutling Print Preview

T first it will filter for whatever T AutoCorred Options.
you have selected and it will ert cotmn vt =
turn on your filtering for you 1 i
also add the Clear Filter button.
Notice ALL of the Commands in Excel and add your buttons as you
wish.

2. Next, click back in the All Commands list and press the letter C on your
keyboard. Excel jumps to the C for you to scroll down or continue

press ing the letter C S Creex out S—
on your keyboard to ‘.% Circle Invalid Data ‘ﬁ Clear
3;5"33 Circular References b 25 Insert Sheet Rows

find the Clear W Clear —
¢ Clear - Moadiy

button. You want - izations: =
< Show Quick Access Toolbar below the Customizations: I
the Clear button % i

with the Funnel or
Filter.

3. Next, decide if you want to show the Quick Access Toolbar above or
below the Ribbon.  Since | use so many commands on my Quick Access

Print Preview and Print
Set Print Area

Page Setup

Freeze Panes

FERPWeHD 2 SE L LD

Spelling...
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Toolbar wh ich crowds my Title bar, | like having my Quick Access
Toolbar below the Ribbon so | have checked the box.

4. Click OK.
y AHotTip ! The Reset button will restore |
Modify...
your Quick Access T oolbar back to the wstomzations: (i ©
Factory Standard with no customization. Reset only Quick Access Toolbar
Pressing the Reset buttons offers you to Reset all customizations
Reset only the Quick Acces Toolbar or Al | ok [ | Cancel |

Customizations.  The Dialogue box below

appears when you click the Reset button . | sure do not want
to click yes, since we will use our Quick Access Toolbar

&k Are you sure you want to restore the Quick Access Toolbar shared between all documents to its default contents?

[ves | [N ]

|throughout the course. , ‘

There is a quicker and easier way to add buttons to your Quick Access Toolbar and
herebés the HOT TIP for you.

, A Hot Tip: You may add any command button to the Quick ‘
Access Toolbar by right clicking the command

i :
. @Merge&Center' - .0 .00
button and from the menu cho ose add to Quick ¢ | Addto Quick Access Toolbar
H . & S Uo _ Customize Quick Access Toolbar...
ACCeSS TOOIbar I have rlght CIICked my Merge n E - Show Quick Access Toolbar Above the Ribbon
& Center command button on my Home Tab 6w Customize the Bibbon...

Minimize the Ribbon

and the menu at right displays for me to click
the Add to Quick Access Toolbar item and Excel places the
command button on the toolbar for me. Using thi s method
places the button at the end of your toolbar, unfortunately

you must use the Customize Quick Access Toolbar pane in

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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Excel Options to rearrange the commands position as we
accomplished earlier.

/" Write your notes here:

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
40499706 No Duplication Permitted



Greg Creech D

www.gregcreech.com

Page 28 2010 Excelling at Excel

Tabs and Groups

As we begin our study of the tabs and groups, here are a couplapdrtant and time saving
Hot Tips for you in using the Ribbon and Tabs!

, Hot Tip 1: Minimize the Ribbon I Four ways to minimize the Ribbon i First, the
Ribbon takes up a lot of space on your screen. You may minimize the Ribbon and
use it only when you click on a Tab.

-2
- = =2
1. Office 2010 has the new Minimize Ribbon arrow at the top of your %V @’a
window next to the Help button. The Minimize the Ribbon button
appears at right. With the Ribbon minimized the button becomes the . J]

Expand the Ribbon button.

2. To minimize the ribbon double cl ickthe active Tabb6s Name. Doubl e c|
expands/minimizes the ribbon, too.

3. Right click on any tab or command button on the Wew _Developer

Ribbon and from the short cut menu choose Minimize oo e e oo e nen |
the Ribbon at the bottom of the menu. M..r.m ‘b f
4. Keyboard shortcut of CTRL + F1 T when you press

your CTRL (Control) and the F1 keys simultaneously on your keyboard the Office
application minimizes and expands your Ribbon, too. ,

Why minimize The Ribbon? The Ribbon takes a lot of space. With the Ribbon minimized you have
more room in whch to work on your file. With the Ribbon minimized, to use a tab, you click the tab
and the Ribbondéds tab expands for you to use t
want and you click back into the body of your document, worksheet, orgedion the Ribbon
minimizes again. This is similar to using the old Menu bar. The difference is the Menu bar was
vertical and text oriented and the Ribbon is horizontal and more graphically oriented.

, Hot Tip 2: Second, if you have a scroll wheel/butt on on your mouse and
the Ribbon is NOT minimized, you may scroll through the different tabs

rather than clicking the tab. Moving your cursor to the Ribbon and rolling

your scrolling button/wheel up or down changes the tabs for you! You must

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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first click on  a tab for this to work; otherwise, the application will scroll
through your file T not the Ribbon.

L An Important Gotcha With the Ribbon minimized you cannot scroll through the Tabs as
descri bed above. Youdl | have to maximize the
and command items.L

Try these two shortcuts, | thinkOWouoll |I|ike

Excel 6s i n ttleerRib@omiichicontaihsdabseas we have studied and within the tabs
there argroupssuch

as theClipboard 3 gatul TrebuchetMs = [12 = A" 47 = g%]u B | SHwrap Text

—— 53 Copy ~ o
group, Font Group, Paste o Format Painter B I U-|iiv|  &d-A- == =|E | & Merge & Center +
and Alignment Alignment

Group as displayed
at right. At the bottom of some groups you will notice an arrow, as
circledabove this arrow is th®ialogue Box Launchemwhich offers
more options for you. Activating@ialogue boxfrom this group
opens théialogue boxtab for that group. When | clicked thent
Dialogue box launcheytheFormat Cells Dialoguebox opens at the e

Pione

Effacts Braviw

Font Tab. : :’E::‘" AaBbCcYyZz

We will use many of these tabs, groups, panes, and dialogue boxes e
throughout t hi s b éarke TabandFerddttihg s ‘a‘r”tw m\fvi tmﬁ w t F\mé
options, including thdlini Toolbar, after we look at some of the ) Cam
Keyboard shortcutandKey Tips

, Hot Tip! You may add a Dialogue box to your

Quick Access Toolbar by right clicking the o 3 2010 Quick Acess Toolbar
Dialogue Launcher Arrow and from the menu e e aaon
choosing Add to Quick Access toolbar just as we o
accomplished with the Merge and Center button. ' ‘

As displayed here | am adding my Number format cells

dialogue box to my Quick Access Toolbar. ,
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Herebds a

Kevboard Shortcuts and Key Tips

ni f ty Offiee,bncledingpBxcelpshortdutskeys. r i t e

Keyboard Command Keyboard Command
shortcut shortcut
CTRL+A Select All CTRL+T Excel Create Table
CTRL+B Bold CTRL+U Underline
CTRL+C Copy CTRk V Paste
CTRL+D Excelc Fill Down CTRL+W Closec Closes the Workbook in Excel,
CTRL+E Word and PowerPoint Center CTRL+ X Cut
Alignment¢ Paragraph
Excelc! Yy aaA3dySR k5
CTRL + F | Find CTRL+Y Repeat Last Action
CTRL +G | GoTo CTRL+Z Undo
CTRL+H Replace ESC This key cancels the current command
or operation.
CTRL +1 Italic CTRL + Homg¢ Top
CTRL+J Word and PowerPoint Justify CTRL + End | End/Bottom
Alignment¢ Paragraph
Excel! Y a3A3yYSRk528§
CTRL +K Insert Hyperlink F1 Help
CTRL+L Word and PowerPoint Left Alignmen| F5 GoTo
¢ Paragraph
Excell yI adA3dySRk528S
CTRL+N New F7 Spell Check
CTRL+O Open F10 Key Tips (Office 2007 only)
CTRL+P Print F12 Save As
CTRL+R Right Align CTRL + | Using a scrolling wheel on your mouse, you may
Mouse press your CTRL (Control Key) and with it presse:
CTRL+S Save Wheel roll your scrolling wheel up to increase the size of]

your document, worksheet, etc. and roll the whee
down to decrease the size. This is the keyboard
shortcut for the zoom feature.

Thank you for Learning!
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There are other keyboard shortcuts, t¥ou can use the help system in Excel for a list of all
keyboard shortcuts that perform a variety of operations for you, jusKieygoard Shortcutén
theHelp Search Box.

Now, new to Excel 2002010are keyboard shortcuts callggy Tips To activate youKey

Tips, press thé\LT or F10 key on your keyboard. Excel displays screen tips or Microsoft calls
these badges pictured here. To activate a Tab press the corresponding badge key, for example
pressH to activate thedomeTab and

the badges for th%&s&bﬁspag D%rﬁorlanﬁ ﬁ ﬁv Devper

Calibri 11 - A = E g B = Wrap Text Ge

53 Copy ~
Paste ) B I U-~|ili~ &-A. =E=| 2

L e t 6 S tE)(%lZalm | S I n - jFOFmatPamter it

Clipboard Font Alignment

iiaﬂinii Hii-iiiiiii i-iii
1. Open Budget workbook.

2. Press your Alt key to activate your Key Tips or you may press the
Function 10 (F10) key on your keyboard to display the Key Tips.
3. Press your P key on your keyboard . Notice that Excel places you are
the Page Layout tab and
Key Tips on all of your ome ™ S u.e Deve
commands on the Page o =2 0dE & T 'd::t
Layout Tab appear . Th-mmﬂ ects - ””5 Oét QEED B’;“ B“k;’””“ TPHE e
4. Pressthe O key to activate
your Portrait or Landscape Orientation
5. Press the Down Arrow key on your keyboard to Select Landscape and
press enter to activate the selection . Your worksheetis  now
Landscape.
6. Let0s return this to Portrait by pressing
for Page Layout, Press O for Orientation, and since Portrait is selected,
press enter and the worksheet returns to Portrait Orientation for you.

£= | - Merge & Center = | $f

Why Key Tips? Many paple still do not like using the mouse (YET) and prefer only using the
keyboard; using key tips you never have to use the mouse for commands in the Ribbon or
Quick Access Toolbar. Also, this aids people with Carpal Tunnel Syndrome.
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TheFunctions Keysand combination keys suels Shift and a Function kewre still around,
too. Here arsome of thé=unction Keys fromExcel.

Function Command
Key

F1 Excel Help.

F2 Edits the active cell and positions the cursor/insertion point&atKk S Sy R 2 F
contents.

R3 Paste Name Dialogue box appears

F4 Repeats the last command or action. Also, if you click in your formula bar at a cell,
F4 key will toggle through your various references that we will learn, such as relati
or absolute.

F5 Go To Dialogue boactivates

F6 Switches between the worksheet, ribbon, panes, and other areas of your workshe

F7 ActivatesSpell Check.

F8 Extend your selection (or increases your highlighted are@gss the F8 key and ther

use your arrow keys or other keys to select cells, rows, and/or columns for you.

F9 Calculates all open worksheets.

F10 Show Key Tips.

F11 Creates a chart from the selected range.
F12 ActivatesSave ADialogue box.

Activate the Help box by pressing the F1 key on your keyboard. Typeniction keysor
keyboard shortcuteind Excel will list a lot of shortcuts for you. | encourage you to review these

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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and find your favorite shortcuts as you use EXa&. will use manyf these shortcuts and items
throughout our course.

Customizing the Ribbon Your Own Tab
and Groups

One of the disadvantages of Office 2007was the inability to customize the ribbon and add your

favorite and popular command buttons to your own tab asgold create toolbars and add your

icons in Office 2003 and its predecessors. With Office 2010 you can create your own tab and

groups then add

your

favor.i

t e

command

buttons

command buttons, now.

1. In Excel 2010, Right Click on a tab or
anywhere in your ribbon and from
the short cut menu chose Customize
the Ribbon (You may click the File
Tab and go to Options for Customize

Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon

@tomlze the gm@

Minimize the Ribbon

Budaet.dox

the Ribbon, too). Xl
. . Excel Options.
2. Notice at the Top Right Pane P
you may choose difference g o
Tabs to view, such as Main "
. Advanced j Calcutate Now
Tabs, All Tabs, Tool Tabs i
we ol | wor k wi

th &he=m
Tabs. The main tabs are

a
‘@] Customize the Ribbon

Popular Commands

b anchart Types.. - Main Tabs
sssssss

T Center % 55 Format as Table
3 Condrtional Formatting
3| Connections
&=

% uston? Shrt.

$ Cut
rust Center A" Decrease Font Size
3% Delete Cells...
# Deiete Sheet Columns

checked and listed below
the Customize the Ribbon box

perform Macros and Create  Excel Forms.

commands from: Customize the Ripbon:

Main Tabs

&

ain Tal
= [/] Greg's Tab (Custom) ASd New Tab
= Format (Custom)
Acd New Group
244 Merge & Center
A Format Cell Fon
% FormatCeliNun ¥ ShowTab
o Text
#) Data Favorites (Custom)
# Print, Page Setup, View:
* 1AAP Tab (Custom)
+ [V Home eur

Rename

Remove

T | have checked Developer in order to

3. Click the New Tab button,  Excel creates a Rename 8
New Tab and New Group for you. Display name: | SEHEEE
4. Next, select your New Tab  and click the ok | [ cencel |
Rename button at the bottom of the pane.
The Rename box appears for you to enter
thenameofyourTab 71 am nami ng my Ttaabbd . Gr e gAdfst er

changing the name, click OK.

Greg Creech © 2011
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5. Next select your New/Custom S Oytors
Group and click the Rename s
button at the bottom of the - SRy —
pane. The Rename pane . Y e
displays change the Display m——— B =Y Xeeoasrsounua- =
i o % Bayl ||
name to Format as displayed at L kel E;;;,,
. . . * ol AP LOITroNODE o
right. Click OK af ter changing o= goooopocess=e | (Eo
- [=]=} : - “llﬁri P 820.00une tenval
your name. o el AR X SO X 20T
4 “"L?;.iJ/4VAA
6. You can rename and change the e ff D Foma oo

Caxe

picture/icon of many of your
command buttons, too.

Now, we will add commands to our
Format Group.

1. Next we add buttons from the Popular Commands pane to our tab. |
am clicking and dragging my Format Painter from the Popular
Commands pane to my Format Group. Unlike the Quick Access Toolbar
you may click and drag your items to your Group. As with the Quick
Access Toolbar you may click the Add button and use the Arrow keys to
rearrange your command

buttons and items. B customicethe ibbon,
2- Change yOUf Choose Chesaie dormmand: e Cusbamiis the Meflen
A1 Comvmarsh (=] Viairi Tabn [=]
commands rom box to All )
L0 NEROA LTOS- UGS LK p= -\hﬁr*'.h
Commands. Excel _Ef;f?;f;?"‘““' " ot oo Kumion
) j ::"_-m-:Fm £ Aubalen
alphabetically shows ALL of J E;'"'T.:.n i e
. Ha o, Th en = Fisme kg =
the available commands. You Carmments — e
CRFGRIE B PARTGE: W00 u " Chur
may press the C key on your I Cormay hcin ' E] Sonemons
i H Carmima P | _,.l Feari [ prading |
keyboard to jump 't g=utrhe COs L T
. B Cannerian Fiepetee g -,:-1 :‘:r:|-'_gnm| I =
or you may use the scrolling 3 comutiom <+ fomees % Farmatct maber =
iR Comoldste ] e i Footer
button. l am ad ding the S S

Conditional Formatting
button to my Format Group on my Tab by clicking and dragging the

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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button from the left part of my screen to the right part of the pane
illustrating my Tab and Groups.

3. Similar to the Quick Access Toolbar | add my Formatting commands
such as Merge, Format Cells Font, Format Cells Number, Header &
Footer.

You may add buttons several ways:

1. With the command button you wish highlighted or selected click the Add button and
the selected button adds underneath your selection in the right pane,

2. Click and drag the command button from the left part of your pane to the right part of
your pane and the Group.

, Hot Tip! Shortcut menu and moving the Tabs. You may
right clickona Tab or Command Button in the

Customize Ribbon Pane and from the shortcut menu Customize the Ripban:

perform many of the same options to avoid clicking M e

buttons at the bottom or right of the pane. Also, you = P

may rearrange your Tabs by selec ting the Tab and = ::::i;bp

clicking and dragging  the tab to its new location , you ; Rm_me

may use your shortcut menu as display at right or using Ei:i v ShowTab

the arrow buttons to move the selected Tab, Group or IpT;. LI

button up and down. I have put m :::ﬁ Move Down g 0 s
first so that when | open an application this is the first

tab that is available for me T you may want to keep your

Home tab as the opening Tab.

If you right click on a Tab you may show or hide that Tab
using the Show Tab item and checking/unchecking it. You
may remove a tab from this shortcut men, too. ,

L Anlmport ant Gotcha! You candét modify the but
Toolbar as you can using the Ribbon and your Tabs for your Command Button&

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
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, HotTip! Modifying Buttons. ~ We changed the Name { 3 o a——
of a Group and Tab, but you may also change the e o oo
Symbok: ‘ &% Name Manager
1 HO00A ! PP U - ﬁ ort Ascending
picture of a button. You may change the Name of your Aty gj: Li sonocanan
. ave@Ir@avasldqQf Fiter
button and the picture the command represents. rerirtee el | B
. . ®]'L,O°‘$."‘0=.DE. Pm\l‘,\l’afll:;'(lup.v-m,elcl(u“E
When | added the  Filter andthe AutoFilter (two GO R B omsas [ 3
) ) SeDQuUeBHE LGRS BMS Tab (Custom) ,T
different commands but the same picture ), | c o ufagkpxgirans= i,
P IRFDIDI24Avaa - 5
H H H H Display name: My Favorite Fiter pta
determine a difference without the Screen Tip. So, —r—m] ¥
using my Customize Ribbon Pane | selected the ' ke :
AutoFilter button and clicked the Rename button ' e | '?Mmi]
¥ Customizations: |, Raset v,
(circled at right). Using the Rename pane displayed s E [maseitmoa)
here | chose the Blue Funnel for my picture or symbol and | changed the
Display name: to My Favorite Filter . Clicking OK changed my command
buttons Name and Symbol in my pane and on my Tab.
Also, | have added the  Print Preview Full Screen  and changed the picture 7
this is the old fashion Print Pre view. The buttons are the same for Print
Preview and Print  command button and  Print Preview Full Screen  command
button. , 1
Let6s create a new Excel TalNexcceedtdaed D@t a Gr olu
. . ’ Sort Ascending
New Group and rename the group. | am creating anotbapglisplayedbove | o
V= Filter
named DataFavorites Create and rename other groups if you wish. {h&‘.""’““""
@1 Print, Page Setup, Views, ¢ Add New Group
1. Change your Choose commands rom box to Al s e
) & V] Formulas Move Down |
Commands. Excel alphabetically shows ALL of the © 0 e -
available commands. Similar to the Quick Access Toolbar e
| add my AutoFilter , Clear Filter, Sort, Custom Sort, and [ewro ] (teworop | [ nesme..
Customizations: | Rgset~ |
other important and often used Excel Commands. You (imgorpor -]

should add the buttons and groups as you use Excel and
have your favorite commands in one place.
2. You may want to rename and modify ysur but
described in the Hot Tip above for my AutoFilter button. After
customizing your tab, groups, and command buttons, Click OK. You

Greg's Tab Home Insert Page Layout Formulas Data Review View Developer

[ open Save As |_|_-| Page Layout é Font Color ~ A Format Cell Font g A l A l Z| = Filter X My Favorite Functions ~ E |4, Print Preview and Print
FARN ==l
[3 Open Recent File |z Save Z A —

L Page Break Preview @ Format as Table =~ % Format Cell Number " My Favorite Filter [:,?] Sum Iﬁ Print Area ~
N = = PivotTable MName  Sort SortZ Custom Freeze Page
£ Close 15] custom Views [ Merge & Center i Wrap Text Manager AtoZ toA Sort ik Clear Jf Insert Function Panes ~ Setup =] Print Titles

File Management and Views Format Data Favorites Print, Page Setup, Views, etc,
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have your own, productive Tab in Excel. My Tab displays below.

The Return of File!

There were many improvementshhcrosoft 6 s  @ith the release of Office
2007; however, using thdicrosoft Office Button pictured at right,instead of good,
o |Fide was not one of the improvements and therefore disappears (YEAH!) with
Office 2010. AFile Tabreturns bigger and better than ever

1. With an Excel File

“ Greg'sTab  Home  Insert  FPagelayout  Fomulas  Data  Review  View  Developer
Click the Fil o sme i
Open; IC e rle Information about Budget
& save As
. C:\Users\officedepot\Documents'2010 Office\2010 Excelling @ Excel2010 Excelling at Excel Files\Bu. — =
tab and click the Info 5 omer
3 Close e
. _— Permissions
item %1 2010 Database Fun.. "'fii Anyone can open, copy, and change any part of this workbook. —
] Bud Protect Properties
. Workbook - ~
2. My Information pane & o
. Title
(] Database Function... Tags
a ears here With the ] Budgetaisx _ Prepare for Sharing Categories
pp [ ﬁ Before sharing this file, be aware that it contains:
] Pine Lake Bond Re... z Co Related Dates
ire Check fi )
ablllty to Set 27 2009 and 2010 bon... Tormo Do roperties, printer path, author's name and related dates Last Modified Today, 11:56 AM
) Tradkstsm I cts Created 5/12/2007 7:19 PM
: Custom XML data Last Printed 5/13/2007 5:16 PM
] Database Function... Content that people with disabilities are unsble to read

permissions, share,

0 Track.xism Related People

- Author Greg Creech
Versions

and to use important
document properties.

Recent

(] Today, 11:56 AM (autosave)
] Today, 11:45 AM (autosave)

Last Modified By~ Greg Creech

Related Documents

Notice that the left

part of the pan e
contains our favorite commands of Save, Save As, Open, Close, and the
Recently opened documents appear.

Here are some of the items we will lednnoughout our course using the expanded, more
powerful, and simpleFile tab.
V Common Commands an8imple Recent list,
Recenti Pinning and unpinning,
Print T One Stop Shopping,
Save & Send Saving in popular (PDF) and email at one place,
Optionsi Setting Important Options throughouExcel.

< << L
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Common Commands and Recent List

When you click thé=ile Tab, Excelshould open at thefo Pane. Thelnfo, Recent New, Print,
and other item&LL contain theSave Save AsOpen, and Close itemas well asyour Recent
documentdist section My Info PaneandFile tab appeambove and my Recent Pane appears
belowi notice theSave, Save As, Recent Listgc. do not changd&his pane is organized in
three sectionsyour Common Tasks and Commandsthe right sectionimportant features

and commands in the center, and tReopertiesto the left. TheCommon Tasks and Features
are consistent in the Office Suite.

1. Click the Recent item on your File Tab (or use the button on
your Quick Access Toolbar that we added earlier) and at the e B9 -
bottom of the pane change the number of items (I am M
changing mine to 10) in the Quickly access this number of
Recent Documents . The limitis 25. |Iuse my Rec ent pane and pinned
documents for items where | need a listing of more than 10.

Greg's Tab Home Insert Page Layout Formulas Data Review View Developer
|l save
Recent Workbooks Recent Places
Save As
F 2010 Database Functiconality.xlsx - = 2010 Data Files
[Z5 Open lzl;.l] Desktop'2010 Data Files @ =7 ChUsers\officedepotiDocuments' 2010 Office\2010 Data Files 2
[ Close @ Budget.xdsx @ ’; 2010 Excelling at Excel Files @
| My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc... L Ch\Users\officedepot\Documents' 2010 Office\2010 Excelling @ Excel\2010 Ex...
]
(] 2010 Database Fun.. \zl Database Functionality xlsm @ r;, Desktop ) @
(] Budgetdsx M My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc... =/ ChUsers\officedepot)\Desktop
i) Database Fundion... IZI Database Functionality.xlsx .
] etz R |  Desktop\NAMB Office 2010 < g, Faiays . o =
|z|_] R L — L Ch\Users\officedepot\Desktop\Fairways
Iz‘ Budget.xlsx =] 20.10 Dat.a Files ) . ) =
H] Budgetds m] My Documents\2010 Office\2010 Excelling @ Excel\2010 Excelling at Bxc...  © L/ causers\officedepot\Deskioph2010 Data Files
] Trackxism (] Trackxlsm = 2007 Excelling at Excel Files &
{E] Database Function... q! Desktop\Fairways L] = Ch\Users\officedepotiDocuments' 2007 Officel2007 Excelling at Excel\2007 Ex...
o @ Database Functionality.xlsx
] Trackxsm J..l] Desktop'\Fairways Ly =
] Trackxism \zl Trackadsm =
@_J Loan.dsx ! My Documentsh2010 Office\2010 Data Files
\zL Track.xlsm &
Info M My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
(&} Loan xlsx o
| My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
(& IfThenSheetxdsx o
New | My Documents'2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
. [} ExcelVlookup.xlsx =
Print | My Documents 2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
[zL DSUM Track Completexlsm &
Save & Send M My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
(&} DSUM Database Practicexlsx o
Help | My Documents\2007 Office\2007 Excelling at Excel\2007 Excelling at Exc...
] Options idation.xlsx o
B [ Quickly access this number of Recent Workbooks: 10 : 15 Recover Unsaved Workbooks i
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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, A Hot Tip! Pinning document, workbooks, presentations,

etc. Across the Office Suite, except Outlook, helps you

quickly open your favorite and often -used files. Y ou pin your
favorite files by clicking the push pin button at the right of

the document or the recent pl ace. This pins the file at the top

of the pane. You may unpin and remove from the list by right
clicking on the file and the shortcut menu as displayed below
appears for you to perform popular options, including

Opening, Pinning/Unpinning, and Removing fr om List. You

should pin your Recent Files and Recent Places as you begin
opening and using your files in Office 2010.

Also, notice the far right pane for Recent Places, this is new

for Office 2010 and is terrific. | have pinned my Desktop,

2010 Data Fil es and other directories, drives, and servers that
| often use. The Office Suite alphabetizes your items and

lists, now. Previously and like the current Quickly Access

pane the items were sorted according the when you opened
the file.

We examine Print, Options and these other areas of the Return of File throughout our course.

No w, t hat we are familiar with the interface,
Excelling at Excel with the 5 Fés of Excel

/" Write your notes here:
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T he Fi ve F & s o f Excel

We begin our journey learning Excel through ¥he F Blese are th€ i v e thaFvieswill learn
in detail during this section and we willemforce our kowledge and build upontfle F 6 s
throughout our time together.

F1: Formatting

F2: Fills

F3: Formulas

F4: Functions

F5: Filters and Sorts

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
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F1: Formatting for Appearances Sake

Now | et ohe5 Hsal Bxkel. he First F iBormatting. Letds have fun wi
our cells and worksheets. Primarily you will use Hoematting Groups on the Home Tabr
theFormat Cells Dialogue box

y A Hot Tip! You activate the Format Cells dialogue box by pressing your

CTRL key and the number 1 key  at the top of your keyboard (not the 1 key on
your key pad) simultaneously. Also, y  ou can also right click on your selected
cells and from the shortcut menu choose Format Célls. If you added the
Format Cells icon to your  Quick Access Toolbar, you use that too.

T 1 \A/
Greg's Tab Home Insert Page Layout Formulas Data Review View Developer [ e IS

= _ 5 = = = . .
J i E:Zy . o = Wrap Text General @ ijﬁ‘ % gﬂl jm _r‘ ,;—I E :Illtfsum ? \?a

Paste j B 7 U-~-| -] & A- iE 5= | adMerge & Center=  $ - 9% o | %@ ;80 Conditional Format  Cell Insert Delete Format Sort & Find &
- F Format Painter - = - = Merg ° o Formatting = as Table » Styles = - - 2 Clear - Filter~ Select =
Clipboard ] Font Fl Alignment Fl Number Fl Styles Cells Editing

Trebuchet MS 12 - A A

i (i)

tabs on thé-ormat Cells dialogue boxtoo. Before we format, we need to enter data into our
blank worksheet. We will enter the Teattd Data as picturdaklow.

1. Open Excel, if you are not in Excel. _"l
2. You should be at a blank new workbook . If not, click the New

Icon, if you added it to your Quick Access Toolbar or Press the

CTRL key + N key simultaneously. This creates a new workbook file

for you. Excel will display Book2 (or another number) on the title bar

for you.

3. Clickin Cell A2and typ e: January Budget and Expenses

To enter numeric data or alpha data simply begin typing in a cell. As you type your input
appears on theEormula Box Rowand in the Cell in which you are typing. Since there is no data
in cell B2, our text will display; otherwise, our text would be tated in Cell A2.

To Move from Cell to Cell you may Click, Tab, or press Ent®epending upon your options
pressing Talbakes you to the right one cell Enter may take yodown To Edit previously
Input data, Use the Formula Bar to highlight and sefectlata you want to cham@nd type
over the information or type in the cell.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2011
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I A Re-enforcement Note that your Name Box displays the cell in which you are working and
the Formula Box displays the contents of the cell. Move to different cells using yeturn
key,tab key,arrow keys, or mouse button. It is important to input the information first
accomplish your formatting onceome of your inputs complete/

1. Input as follows or enter your profession al budget and expense data
in the cells.
Cell Data/Text
A4 ltem
B4 Budget
C4 Expenses
D4 Difference
AS . fx | Lease
2. Save your Workbook as My A B 2 D
. 1
Budget.xlsx  (Click the Save Icon or 2 January Budget and Expenses
use File, Save to Save your file.) 3
3. Continue inputting the  information 4 ltems Budget Expenses Difference
, dh 5 |Lease 1200 1050
as pictured here. 6 |salary 5000 5000
4. InCell A 14, Type Total. We will  use 7 |Insurance 450 425
a function later for Excel to Total [ElEEm T s i
. . 9 |Education/Training 350 425
the information. 10 [Supplies 595 500
5. InCell A 14, Type Average. We will 11 |Technology 175 185
. 12 |[Entertainment 350 350
use a function later for Excel to -
) ) 13 |Mileage 200 225
Average our information. 14 [Total
, AHotTip! Entering data in Excel by |12 |Average .
: . 16
Selecting and Using the Tab Key . If

you Select the area s of A5 through C15 and using the Tab Key
to move from cell to cell  , Excel will highlight this area and
remain in this area for input and will not move to column D or
row 21, until the selected range is cleared or press an arrow
key . You can press the Shift key and the Tab Key together to
go backwards. You may press the Enter key to go down and

the Shift and Enter Key  togetherto go up. Simply select the
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area for input, type your information in a cell, press the tab

key, and Excel will move to th e next cell to theright . This
assists in data input accuracy . However, you may not use the
arrow keys or delete key; these will deselect your area or

delete everything! You may use the Backspace key to remove
characters and make corrections. ,

Formatting Groups

Oncedata is in our cells andorksheetwe are ready to format. We will formaitir selected
rows, columns, and cells in sevenalys:

V Formatting command button®n the Home Taland Font Group

pe— p—— - '
. & cCut E'E Z‘
V  TheFormat Cells Dialogue Box, B Cony _
H i ions: i
V Use our QuickAccess Toolbar or Custom Tab, “ P_:m;:m; - P
V  The Mini Toolbar. Paste Special..
Insert...
Delete... Differenc
- 3

Clear Contents

, A Hot Tip: The Mini Toolbar . When you right click Citer ,
selected cells, rows, or columns, Excel provides a Mini Sort e

Toolbar containing many popular commands, including ; :M::CO-"‘E"‘NZ
formatting commands, such as font, font size, dollars, bold, A Eormat Cells...
colors, and soon. The menu toolbaris  at the bottom  of the Z::";:’:"“W” it
short cut menu.  We will use this a lot in this course. Excel @, Hyperink..

provides a short cut menu when you right click, too. You b 1 - A A S - % o b
may activate th e Format Cells Dialogue Box from this < B JEO-A-- %0 _)
menu.

The Menge-andcCenter

Okay, Letd have f un wohaveour titlelameaty Budgetgand we f i r st
Expensesentered across oworksheet aredn using Excel the text and information for a cell

will display unless there is text and data in the adjacent cell, then your data is truncated or cut

off. The text and data are still there just not visible except oRdheula Bar. You have three

choices

V To make the column wider so your information will fit
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V To use Wrap text in the cell (which we will learn later)

V To use the Merge and Center Icon
In most cases make the column wider is acceptable; however, your colacingheay be t
wide for the data in the rest of the column. A Hot Tip! For Headings and Titlegou will
want to useéhe Mergeand CenterCommand Button TheMerge and Center

command buttorabovewill collapse your selected cells into one cell and center
the information in this one cell.

1. Using the Click and Drag method of selection, S elect the
cells A2 through D2.

2. Once selected, Click the Merge and Center command button or use your
Mini Toolbar .

Our A2 cell is now one, big cell encompassing the former celB2ahroughD2. Click Cell D2,
notice theName BoxdisplaysA2. The Merge and Cente€ommand buttonThis icon is
primarily used for titls that extend beyond one cell.

I As a review, slectthe cells you want merged and click this icon to transform multiple cells
into one cell and center the information contained in the cell.

L An Important Gotcha! If you try to sort your data do NOT

include this cell. Excebill give you an error messageas

displayed at right. To removeMerge and Centefrom a Cell,

Select the cell and click theMerge and Centecommand button,

again. Or you may removeMerge and Centeby usingthe

Format Cells Dialogue Box and the Alignment Tab At the Dialogue box clickthe
Alignment tab and notice the check mark in the Merge cells box, Uncheck (click the check
mark) box in Merge cells. The cells option will be removedL

Font Group

With Cell A2the Merge and Centered ce$elected and using tieont Gr oup 6s command
buttonsplease make the following changes:

1. Change the Font to Arial  using the font drop
down list

2. Change the size to 14  using the list

Greg Creech © 2011 Techedutainment Services, Inc. Thank you for Learning!
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