Contents

Introduction 15
Downloading the sample files...........cccooiiiiiiiiiiii s 15
Problem reSOIULION ..ot s 15
The Excel version that was used to write this DOOK .........c.cccccoiiiiiniriiiciicccecc e 15
Typographical Conventions Used In This BOOK........cccceueuiuiuiiiinninnirciccccccc e 16
How to use this course 18
Three IMPOTtant TULES.........c.ciiiiiiii e e 18
How to work through the I€SSOMS .........c.ccuiiiiiiiiiiiiiiicc e 19
How to best use the incremental sample files............ccccoiiiiiiiiiiic s 19
Session One: Basic Skills 21
SESSION ODJECHIVES ....coeevttiictctt et 21
Lesson 1-1: Configure your mouse and understand right clicking ..........cccccocoeiiiiniiis 22
Lesson 1-2: Start Excel and open a new blank WorkbooK .............cooiiiiiiii 24
Lesson 1-3: Check that your Excel version is Up t0 date ..........cccceeiiiinnnniiiccecccirrrreeeeececeeseeas 26
Lesson 1-4: Change the Office ThemE.........cccoiiiiiiciiiiiiiiirrreceeere et e 28
Lesson 1-5: Minimize, re-size, move and close the EXcel WINAOW .......ccceovviiviiiiiiiiiiicie e 30
Lesson 1-6: Understand Full SCIEEN VIEW ... 32
Lesson 1-7: Download the sample files and open/navigate a Workbook............ccccccevuviriieiiiciinnnnnnnnnee 34
Lesson 1-8: Save a workbook to alocal file...........cccviviiiiiiiiiiiiiiiiiii e 36
Lesson 1-9: Understand common file formats...........cccooviiiiiiiiiiniiices 38
Lesson 1-10: Pin a workbook and understand file organization...........cccccoovviiiiiininniins 40
Lesson 1-11: View, move, add, rename, delete and navigate worksheet tabs............cccccociniiiiiiniis 42
Lesson 1-12: Use the RIDDOM ......c.c.oucuiuiiiiiiiiccccccc et 44
Lesson 1-13: Understand Ribbon COMPONENLS .........ccciiiririririririciciiiicerreeeeeeeeeeee e 46
Lesson 1-14: Customize the Quick Access Toolbar and preview the printout..........c.ccccceeeiiiiinnnnnnnnne. 48
Lesson 1-15: Understand VIEWS ...t 50
Lesson 1-16: Hide and Show the Formula Bar and Ribbon............cccccoeviiiiiiiine, 52
Lesson 1-17: Use the help search SyStem...........ccoouoiiiiiiiiiiiiiiice s 54

SESSION 11 EXETCISE. ...ttt bbb 57

SeSSI0N 11 EXETCISE AIISWETS ....uviviiiiiiiiiiiciiii et 59

Session Two: Doing Useful Work with Excel

SESSION ODJECHIVES .....ecuveeeeiiiciicieieiir ettt ettt ae e 61
Lesson 2-1: Enter text and numbers into @ WOIKSNEet........c.cccoueuevireiirniecineienecneeereceree e 62
Lesson 2-2: Create a new workbook and view two workbooks at the same time...........ccccceccceveuecinerccinenenne 64
Lesson 2-3: Use AutoSum to quickly calculate totals ............cccocoiiiviiiniiiiiiiiiicccccccee 66

Lesson 2-4: Select a range of cells and understand Smart Tags .........cccocoeveveceieieiniiiicceeecc e, 68



Lesson 2-5: Enter data into a range and copy data across a range...........cccoeeeueucuiuciinininnenneeieeneiccceeeenns 70

Lesson 2-6: Select adjacent and non-adjacent rows and cOIUMNS ............ccoeeieiiiiiiiiciiicc e 72
Lesson 2-7: Select non-contiguous cell ranges and view summary information .............ccceeeeeeieeinninnnne, 74
Lesson 2-8: AutoSelect a range of Cells .........cccoiiiiiiiiiniiiiii 76
Lesson 2-9: Re-size rows and COIUMDS. ........ccccouiiiiiiiiiiiiiiiicc e 78
Lesson 2-10: Use AutoSum to sum a Non-contiglious Tange ... 80
Lesson 2-11: Use AutoSum to quickly calculate averages...........ccccveeeeerrrerieicieccciiirrreeeeeeecceeseees 82
Lesson 2-12: Create your OWN fOIMUIAS .........c.ccueuiuiiiiiiiiriceiccccc et 84
Lesson 2-13: Create functions using Formula AutoComplete.............ccccvviiiiiiiiiniinnnnnicccecccenene 86
Lesson 2-14: Use AutoFill for text and NUMeTric Series..........cocovuiuiuiiiiiiiniiiiiiiiccs 88
Lesson 2-15: Use AutoFill to adjust formulas ... 90
Lesson 2-16: Use AUtOFIIl OPHONS .......oiuiiiieiei et 92
Lesson 2-17: Speed up your AutoFills and create a custom fill S€ries..........c.coovoiiiiieiiiiiiiiiicce, 94
Lesson 2-18: Understand linear and exponential SETies ............cccccuiiieininiririeicieicccciirrreeeeeee e 96
Lesson 2-19: Use Flash Fill t0 SPIt teXt ....ccccuvuiveueueuiuiiiiiirrireieecccccc e 98
Lesson 2-20: Use multiple example Flash Fill to concatenate text ...........cccocooeeueiiiininnnnnnccciiicine 100
Lesson 2-21: Use Flash Fill to solve common problems ............ccocciiiniiniiiiiiiiciiininnneeeeeececesnens 102
Lesson 2-22: Use the ZOOm CONIOL ........ciuiiiiiiiiiiiiiec e 104
Lesson 2-23: Print out @ WOrksheet...........ccooviiiiiiiiiiiiiii 106

SESSION 21 EXETCISE ...cucuvvieiitiniitceetce sttt 109

Session 2: EXEICISE ANSWETS.......c.ciiiiiiiiiiiiiiiiiceis st 111

Session Three: Taking Your Skills to the Next Level

5€SSI0N ODJECHIVES ..ottt 113
Lesson 3-1: Insert and delete rows and COIUMNS..........cccovvureriririeiiiiiiiiireeeeeeee e 114
Lesson 3-2: Use AutoComplete and fill data from adjacent cells..........cccoeuruieiiiiinnnnnnccccccecenene 116
Lesson 3-3: Cut, COPY and Paste........c.ciiiiiiriiiiiiiiiiiiiiirirrrete et 118
Lesson 3-4: Cut, copy and paste using drag and drop .........cccccceueiiiinniniiiiiiiiirrceeeceeeeas 120
Lesson 3-5: Use Paste Values and increase/decrease decimal places displayed .............ccocooeveiiiininiinnne, 122
Lesson 3-6: TransSpOSe @ TANGE.......ccieiieieiiieieieietetcieet ettt ettt b bbb 124
Lesson 3-7: Use Undo and Redo ..o 126
Lesson 3-8: Insert cell COMMENLS .........cooiiiiiiiiiiiiii e 128
Lesson 3-9: View Cell COMIMENES ...ttt e 130
Lesson 3-10: Print cell COMMENLS........ccoviiriririiieieieiciiirrereeeee et e 132
Lesson 3-11: Understand absolute and relative cell references............c.cocovrviuiiiiiininnnnncccccccccne 134
Lesson 3-12: Understand mixed cell references...........cccovvviririiiiiiiiiiiniicicccccccreeee e 136
Lesson 3-13: Understand templates..............ccooeieiiiiiiioiiiicce et 138
Lesson 3-14: Create a tempPlate............o.ooeiuriiiiiiiicciee et 140
Lesson 3-15: Use @ temMPLate.........c.cucueuiiiiicicie ittt 142

Lesson 3-16: Understand Office AAA-INS .......cooueeeiiiiiiiiiiiiceeeie ettt et e eeate e e st e e e s vt e e ssaaeessnaeeeens 144



Lesson 3-17: Add an Office Add-In t0 @ WOTKDOOK ......ccviiiuviiiiiiceicceceeeceeeee ettt et eaeeenns 146

Lesson 3-18: Freeze COIUMNS AN TOWS .....co.iviiiriirieiriiieirieeeteitstetei ettt ettt et et be et sa e ebe s 148
Lesson 3-19: Split the window into multiple Panes...............cooverieiiieiiiccce s 150
Lesson 3-20: Check SPEIING .......c.cuoviiiiiciceee ettt 152
SESSIOMN 31 EXEICISE.c..cueveeeuirierieieiert ettt ettt ettt st ettt sttt be et be st et be et be et be e 155
5€5S101 3 EXETCISE ANSWETS ....eevireeiiiiienieienteteiesteteie sttt see st et se et sa et sa et re et et be et ne et enenes 157

Session Four: Making Your Worksheets Look Professional

SESSION ODJECHIVES ...ttt ettt ettt senens 159
Lesson 4-1: FOrmat dates ..o 160
Lesson 4-2: Understand date serial NUMDETS...........ccccovrmiiiiiiiiiiiiiic s 162
Lesson 4-3: Format numbers using built-in number formats............cocoooviiiiiie, 164
Lesson 4-4: Create custom number fOrmats...........cccovviviiiiiiiiiiin e 166
Lesson 4-5: Horizontally align the contents of cells...........coooiiiiiiiie, 168
Lesson 4-6: Merge cells, wrap text and expand/collapse the formula bar..........c.ccocoevoriniiiniiiciccne 170
Lesson 4-7: Unmerge cells and Center ACross SElection............cccueuiuiiirninerieieicrceciinrereseeee e 172
Lesson 4-8: Vertically align the contents of Cells ..........ccoviiiiiiincceecce e 174
Lesson 4-9: Understand themes..............ccooviiiiiiiiiiiiici s 176
Lesson 4-10: Use cell styles and change themes............cccccciiiiinnininiiiiceeec e 178
Lesson 4-11: Add borders and LINES.............ccciiiiiiiiniiiiii s 180
Lesson 4-12: Create your own custom theme ............c.cocriiiiiiiiceccc s 182
Lesson 4-13: Create your own custom Cell StYles ..........couiviiiiiiiiiiiiiccce e 184
Lesson 4-14: Use a master style book to merge styles ..o 186
Lesson 4-15: Use simple conditional formatting ..............cooieiiiioiiiiiiic e 188
Lesson 4-16: Manage multiple conditional formats using the Rules Manager ...........cccoovveciciciiccncnnnnens 190
Lesson 4-17: Bring data alive with visualizations ............cccoveriieiiiiiinncccccc e 192
Lesson 4-18: Create a formula driven conditional format............cccooeveiiiriiniiininicece e, 194
Lesson 4-19: Insert a Sparkline into a range of Cells.........cccccociiiiiinininiiiiiiiiccceeee 196
Lesson 4-20: Apply a common vertical axis and formatting to a Sparkline group .........c.cccocooovveeiuerenncnee. 198
Lesson 4-21: Apply a date axis to a Sparkline group and format a single Sparkline..............cccccooeevnnni. 200
Lesson 4-22: Use the format painter ..o 202
Lesson 4-23: ROtAte teXt......cuiviuiiiiiiieiciecctt e 204

SESSI0MN 41 EXEICISE.....cuiviviiiiiiictctctctctc e 207

S5e5510N 4: EXEICIS@ ANSWETS .....vviviviiiiiiiiiicrcreee st aeae s 209

Session Five: Charts and Graphics 211

5ESSI0MN ODJECHIVES ...ttt 211
Lesson 5-1: Understand chart types, layouts and Styles ..o 212
Lesson 5-2: Create a simple chart with two clicks.......cooooiiiiii e, 214
Lesson 5-3: Move, re-size, copy and delete a chart..............c.oooiii 216

Lesson 5-4: Create a chart using the Recommended Charts feature ............cccoooeiiiinninnniiiiins 218



Lesson 5-5: Add and remove chart elements using Quick Layout ..........ccccccceeiiiiininnnnnniiiiiiicns 220

Lesson 5-6: Apply a pre-defined chart style and color et .............c.oooooiiiiiiiiic e, 222
Lesson 5-7: Manually format a chart element..............ccoouoiiiiiiiiiii e 224
Lesson 5-8: Format 3-D elements and add drop shadows .............c.coiiiiiic, 226
Lesson 5-9: Move, re-size, add, position and delete chart elements..............cccccoeeiiiiinniiiiiin, 228
Lesson 5-10: Change a chart’s source data ... 230
Lesson 5-11: Assign non-contiguous source data to a chart ...........ccccovvviiiicciininnrreeceeccceeens 232
Lesson 5-12: Understand Data Series and Categories...........coecuiuiuiiiininininiiiiicccciiinrireeeeeececeeneas 234
Lesson 5-13: Change source data using the Select Data Source dialog tools...........ccccovvrririiiiiiicinninnnns 236
Lesson 5-14: Chart non-contiguous source data by hiding rows and columns............c.cccccoooviniiiinne, 238
Lesson 5-15: Create a chart with numerical aXes...........cccovviririiiiiiiiiii 240
Lesson 5-16: Deal with empty data pOInts ..o 242
Lesson 5-17: Add data labels to @ chart..........ccccoeiiiiiiiiiii 244
Lesson 5-18: Highlight specific data points with color and annotations............ccccevvreeeciceciccccnnnnnne 246
Lesson 5-19: Add gridlines and SCAle aXES .........ccccuiuiiririririririeicieiiciceeeeeee et 248
Lesson 5-20: Emphasize data by manipulating pie charts ... 250
Lesson 5-21: Create a chart with two vertical aXes..........cccoouieuiiiiiiiiniiiiicc e 252
Lesson 5-22: Create a combination chart containing different chart types..........ccccccovvnnnnciiinicnnnnns 254
Lesson 5-23: Add a trend LNe..........ccoiiiiiiiiiiiiiiii 256
Lesson 5-24: Add a gradient fill to a chart background.............cccoouoioiiiiiiii e, 258
Lesson 5-25: Create your own chart templates .............coouiiiiiiiiiicce e 260

5€SSI0MN 5: EXEICISE .....cuviiiiiiiiitiiiitt s 263

Ses510N 5: EXEICISE ANSWETS.....cucuiiiiiiiiiitctcecrc st 265

Session Six: Working with Multiple Worksheets and Workbooks

SESSION ODJECHIVES ...ttt ettt se e 267
Lesson 6-1: View the same workbook in different Windows..........c.cccccvvviiiiiiiiiinnnnnecccccns 268
Lesson 6-2: Duplicate worksheets within @ WOrkbookK............ccccciiiiiiiiniiiiiirccccccae 270
Lesson 6-3: Move and copy worksheets from one workbook to another .............ccconvnnniiiiinnnn, 272
Lesson 6-4: Hide and unhide @ WOTKSNEet .........cccuciciiiiiiiiiiiicccecc e 274
Lesson 6-5: Create cross worksheet formulas ... 276
Lesson 6-6: Understand worksheet groups...........coocrueiiiiiiciciiicc e 278
Lesson 6-7: Use find and TEPLACE ........ccccvririririiiciciiiiirrreeeee et e 280

SESSION 6: EXETCTISE ...ttt s 283

SeSsSI0N 6: EXETCISE ANSWETS.......cviviiiiiiiiiiiicicn et 285

Session Seven: Printing Your Work

SESSION ODJECHIVES .....cuiiiiiiiiiiir e 287
Lesson 7-1: Print Preview and change paper orientation............c...oooeireiiiniiiccceccceeenes 288
Lesson 7-2: Use Page Layout view to adjust margins...........cccceeueveieiiiiiieiecceeecce e 290

Lesson 7-3: Use Page Setup to set margins more precisely and center the worksheet.............ccccceoviiiinn. 292



Lesson 7-4: Set paper size and SCale............cccuiuiiiiiiiiiiiiiicicct e
Lesson 7-5: Insert, delete and preview page breaks ...
Lesson 7-6: Adjust page breaks using Page Break Preview ...,
Lesson 7-7: Add auto-headers and auto-footers and set the starting page number.............ccccccceiiiiiins
Lesson 7-8: Add custom headers and fOOters ...
Lesson 7-9: Specify different headers and footers for the first, odd and even pages........c.cccccccueuerevevncnnnne
Lesson 7-10: Print only part of @ WOTKSheet............ccccciiiiiiririicrececcecce e
Lesson 7-11: Add row and column data labels and grid lines to printed output..........cccccccoeviininnnnnnnnee.
Lesson 7-12: Print several selected worksheets and change the page order ...........ccocccceiiiiiinnnnnnnn.

SESSION 72 EXETCISE......eiuvviviiicniitcttce ettt a et r e r et ns

SESSION 7: EXCICISE AIISWETS ...vvviieiiiiieiiiieeeeeeeeeirteeeeeeeeesvaeeeeeeeessesasteeeeesssssaseeeeeesssssassseeeessessassseeessessssnnnnees

Session Eight: Cloud Computing

5€5SI0MN ODJECHIVES .....oviviviiiiiiicicc s
Lesson 8-1: Understand cloud cOMPULING ........cooviuiiiiiiiiiiiiccee e
Lesson 8-2: Save a WOTkbook t0 @ ONeDIIVE ..o
Lesson 8-3: Open a workbook from a OneDTIVe ...t
Lesson 8-4: Understand operating systems and devices............ccccvvvrriiiiiiiiiinnnnicccccerenees
Lesson 8-5: Understand Office VETISIONS .........c.cciiiiiiiiiiiiiiiiiiiiiiinrree e e
Lesson 8-6: Understand Excel ONlNe ..........ccccciiiiiiiiiiiiiiiiiiiccc s
Lesson 8-7: Open a workbook using Excel Online.............cooovoiimiiiiiiniiiicccccee s
Lesson 8-8: Share a link to @ WOTKDOOK ........c.ccciiiiiiiiiiiiiiii s

Lesson 8-9: Edit a workbook simultaneously with other users using Excel Online............cccccccoviiiiiins

ST T0) A I Hl 25 () y & 1< <IN RRRR

Additional features available in Excel 2019 fOr WINAOWS .....cc.uiiviiiiiiiciiieiieceeeeeeeeee ettt

Features that behave differently in Excel 2019 for WINdOws ..........coovuriiiiiiiiininnnniiccccccceeees

Index 347



