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Easy Worksheet Management

Sheet Tab

Right-click on any sheet tab (Sheetl, Sheet2, etc.) for a shortcut menu of
worksheet options. This is a quick way to rename, delete, insert, change color tab,
move or copy and more.

Insert...

Delete

Eename

Move or Copy...
View Code
Protect Sheet...

Tab Color k

£ 4

Hide

Select All Sheets

A —

Changing Sheet Tab Color:
To change the tab color, you right click the tab and select “Tab Color.” Select the

desired color option.

e LB e Nin / 37

Delete /
Rename Theme Copfors ~
Iave or Copy.. H  HEENEENR
Q,ij View Code Color
[y Protect Sheet... I I > palette
Tab Colar IIIIII
Hide Standard Colors
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Rename Sheet Tab:

To rename the tab, right click on the sheet tab to be rename and click on Rename

Insert...

Delete

EBename

Move or Copy...

View Code

£ 4l

Protect Sheet...
Tab Color 3

Hide

Select All Sheets
i i OO E LD Lo s Bt =i

Another way to Rename a Worksheet

Double-click on any sheet tab (Sheetl, Sheet2, etc.) to highlight the sheet name.
Type a new name and press [Enter]. Tip: avoid ALL CAPS which increases the
width of the sheet name.

Navigating between Workshops in a Workbook

OPEN ANY EXCEL FILE

These keyboard shortcuts to toggle or cycle between worksheets:

o Next worksheet: [Ctrl] + [Page Down]
« Previous worksheet: [Ctrl] + [Page Up]
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Charts

Charts are what we call graphs in math class. Charts are visual representations of
worksheet data. Charts often make it easier to understand the data in a worksheet
because users can easily pick out patterns and trends illustrated in the chart that are
otherwise difficult to see.

How to create a Chart

To Create a Chart
1. Open an Excel spreadsheet with data.
. If necessary arrange the data according to the chart to be created.
3. Highlight the desired data.

!'/EE:’ -~ s dat
.- Hame Insert Page Layout Formulas Data Review View Acrobat
_3 ‘H’ cut Calibri - AN B ==®] | SiwepTed
Paste = Copy (B £ U -||E~||d- A= = =||E iE|| M
- # Format Painter = = L == | = |50 |5 erge & Ct
Clipboard P Font IFi Alignment
| A3 - (- e |
A B C D E
1
2 |Current Assets
3 2008 2007
4 Cash 301,124 318,697
5 Accounts Receivable 1,653,558 1,538,494
il Inventories 546,173 520,133
7 Prepaid Expenses 13,552 23,659
8 Total Current Assets $4,909"  $2,400,983
9
10

4. Select Chart Type

On the Insert Tab, in the Charts group, click the desired chart type and select the
desired chart from the gallery, using the Insert Chart dialog box.

!-/l-j@ H9-0-g@3 [ )+ list - Microsoft Excel
Home Page Layout Formulas Data Review Dreveloper
= L]
i) B = DD@D &LOQ.—]«@ J = Q2

PivotTable Table Picture Clip Shapes SmartArt Line Pie Bar Area Scatter Other | Hyperlink Text Header WordArt Signature Object S},-'mbolI

= Art = = = = = = Charts . Box & Footer = Line -

Tables INustrations \ Charts '7’ Links Text !
| cs -~ £ | 13 L /)

ragc v vl o4 -
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ili 20 chart Types...

o H2-®- )+ data for charts - Microsoft Excel | Chart Toals I - x
L Home Insert Page Layout Formulas Data Review View Acrobat | Design L Layout Format @ - =2 X
"TIEEIER =
Change  Save As Switch Select :E -D_i—Dj- - : ‘% {&[‘% ‘% “—Lﬂ_——-—-—_‘_ﬁs “% “% “‘—hﬁ_——-—.“:g : Mave
Chart Type Template | Row/Column Data v i Chart
Type ] Data Chart Layouts Chart Styles | Location
Chart 1 - £ | =
A I B c D E F G H ] ] K L [ p i
O
2 |Current Assets
3 2008 2007
4| Cash 301,124 318,697
5 | Accounts Receivable 1,653,558 1,538,494
_ 6 | Inventories 546,173 520,133
7 | Prepaid Expenses 13,552 23,659
8 Total Current Assets $4,9097  §2,400,983
9|
10|
11 P
E 2,500,000
13 2,000000 1~
14 1,500,000 1~
5| 1,000,000
Nl 500,000 17
17| - p — 2008
18 o ! ! ! m 2007 3
15
20|
21|
22|
23|
24
25|
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Creating Charts with F11 function key

One Touch Excel Charts

If you ever need a chart in a hurry or you just want to check on certain trends in
your data, you can create a chart in Excel with a single keystroke. There are only
two steps to doing this:

1. Select the data you want to use in the chart.
2. Press the F11 key on the keyboard

The chart that is produced uses all the current defaults. If you haven’t changed any
of the default settings, the chart you will get by pressing F11 is a Column Cluster
Chart.

OPEN FILE THAT CONTAINS THE DATA TO CREATE A CHART

No need to Highlight Range

Place the mouse on a cell that would be consider part of the data to chart

combodropdownlist - Microsoft Excel

Formulas Data Review View Developer

11 - |AA A | §| @Wrap Text Custom - i_éll
= ,”3)', A= =||E= | = Merge & Center - || § BT (|38 5% | Condition
- - Formatting
‘ont L] Alignment (] Mumber ]
| 546173 \
A B C D E F
1
2
3
4
5
6
7 December 31, 2002
8 Motes 2003 2002
9 (ASSETS
10
11 Current Assets
12 Cash 5 301,124 318,697
13 Accounts Receivable 5 1,653,558 1,538,494
EI Inventories l'DI 546,173 .I 520,133
15 Prepaid Expenses 11 13,552 23,639
16 Total Current Assets $4,909 $2,400,983
17
18
19
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Press F11 (the Function key at the top of the keyboard) after you have selected
the cell.

combodropdownlist - Microsoft Excel | Chart Tools | - o X
Formulas Data Review View Developer |l Design l Layout Format I @ - B X
— = |[—]*

- g | q 7 ﬂiEIDE &
‘ -@ -|1I—D!- = Move
Chart Layouts Chart Styles Location
2500000
2000000
1500000 W Seriesl
W Series2  [i|=
W Series3
1000000
500000
0 T . T T T T
CurrentAssets Cash Accounts Inventories Prepaid Expenses Total Current
Receivable Assets

W 4 v W| Dates . Chartl | Chart4 dusdsiawwr Sheetd . #J

Then you could modify the chart as necessary.
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Modify the Chart if necessary:

Under Design Tab
(0a) 9~ )7 data for charts - Microsoft Excel Chart Tools -8 X
i |
Home Insert Page Layout Formulas Data Review View Acrobat Layout Format @ -3 X

bd ki b 2

>

£, Lﬁ"n = .
Al 1T TP Py P ey ey

==

Chart Type Template || Row/Column Data Chart
Type Data Chart Layouts Chart Styles Location
- T L
CHANGE CHART LAYOUTS
CHANGE CHART STYLES
CHANGE CHART TYPE
MoVE CHART LOCATION
SWITCH CHART DATA
Under the Layout tab
Do) 9 - ™ = data for charts - Microsoft Excel Chart Tool
Home Insert Page Layout Formulas Data Review View Acrobat Design Layout Format
Chart Area '-EIJ) ‘ Chart Name:
| o] (ilnié
%Format Selection - J J J J J Chart1
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Flot Chart Chart Trendline Lines Up/Down Error
& Reset to Match Style - Box Title~ Titles~ = Labels~ Table~ - - Area~ Wall* Floor~ Rotatmn Bars Bars
Current Selection Insert Labels Axes Background Analysis Properties
Chart 1 - |

INSERT PICTURES, SHAPES OR TEXTBOXES
ADD OR REMOVE LABELS

ADD OR REMOVE AXES

CHANGE BACKGROUND

CREATE ANALYSIS
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a

Under the Layout tab

data for charts - Microsoft Excel Chart Tools

—/ Home Insert Page Layout Formulas Data Review View Acrobat Design Layout FIrmat I

Vertical (Value] Axis Majo = <A Shape Fill ) A ‘4 Bring to Front |= Align - ‘5"|J 3
f\ +

By Format Selection

&5 Reset to Match Style = 3 Shape Effects ~ - By Selection Pane % Rotate

Current Selection

_ ~ [Z Shape Outline ~ il B3 send to Back ~  Ig Group

= -
@i |3

Shape Styles [F} WordArt Styles Arrange Size

Chart1

- ke |

RESET TO MATCH STYLE
CHANGE SHAPE STYLES
WORDART STYLES
ARRANGE

CHANGE SIZE

To Move a Chart
1. In an Excel workbook containing a chart, click on the chart.
2. On the Ribbon, click the Chart Tools Design contextual tab
3. In the Location group, click Move Chart to display the Move Chart Dialog
box.

Move the chart:

Move the Chart to another sheet
a. Inthe Move Chart Dialog box, click the Object In Option.
b. From the Object In drop down list, click the desired sheet.
c. Click OK to Move the chart to the desired sheet.

Move Chart ? X
Choose where you wank the chart to be placed:
_HM ) Mew shest: | Chart3
il ®objectin  |sheett
Chart1
Chartz
Sheetz L
Sheet3
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Move the Chart to a new chart sheet
a. Inthe Move Chart Dialog box, click the New Sheet Option.
b. Inthe New Sheet text box, type in the desired chart sheet name
c. Click OK to move the chart to the desired chart sheet.

~
X

Move Chart

Choose where wou wank the chart ko be placed:

“JTJ’JJ (%) Mew sheet: | Assets|
 obiject in: Sheet1 M

I (o)1 I[ Cancel ]

Creating a Table

OPEN FILE THAT CONTAINS THE DATA TO CREATE A TABLE

Click on any cell within the List or if you just want a portion then highlight the
portion of text you want.

Click on Insert tab

&3 )+ list - Microsaft Excel

= )
(Ela lg
|
- Home Page Layout Formulas Drata Review View Dreveloper

L HTESE DD g0 & A 3 4 = Q

PivotTable Table Picture Clip Shapes Smart&rt | Column  Line Pie Bar Area Scatter Other | Hyperlink Text Header WordArt Signature Object Syml'.mlI
~ Art = = ' = = = ' Charts = . Box & Footer ~ Line =

Tables Illustrations Charts [a Links Text !

cs e fe] 13

In the Tables group click on Table

!'/I;{g:.u H9 -o-&&0 - list - Microsoft Excel

]
Insert Page Layout Formulas Data Review View Developer
o—
Bl El- B D ke & A 3 4 J a0
PivotTaljle Table Picture Clip Shapes Smartart || Column  Line Pie Bar Area Scatter Other I Hyperlink Text Header WordArt Signature Object Syml’.mlI
= = = = = = = Charts ~. Box & Footer E Line ~
Tables Illustrations Charts [Fi Links Text !

| cs - fe| 13



Create Table

My table has headers

L Ok ][ Cancel J

Click OK

(N B A list - Microsoft Excel
L

Home Insert Page Layout Formulas Data Review View

W| Banded Rows [| Banded Columns

Table Name: Summarize with PivatTable % A & Properties
-
Tablel E"’Remove Duplicates % Open in Browser
Export Refresh .,
T Resize Table || [7l] Convert ta Range 5 ~ &5 Unlink
Properties Tools External Table Data
| AL - C‘ P | Category

] |

Basic ‘Computer Basics 13 23 23

Basic Palm Basics 11

Excel Pivot Tables 21

19 15
Basic  palmscftware | 14 T
28 35
I B A
15 30

Use Table Styles — to format the table to different color

Table Tools
Acrobat Design
| Header Row || First Column
| Total Row | Last Column

¥| Banded Rows ||| Banded Columns
Table Style Options \

Table Styles
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Ho-o™ = list - Microsoft Excel Table Tools - =2 x
Home Insert Page Layout Formulas Data Review View Acrobat Design
Table Mame: 3] Summarize with PivotTable % ﬂ & Properties W] Header Row [ First Column
Tablel E-'ERemove Duplicates b % Openin Browser | Total Row | Last Column
T Resize Table || [7l] Convert ta Range St L &5 Unlink ¥/ Banded Rows 7] Banded Columns
Properties Tools External Table Data Table Style Options Table Styles
[ £4 e fe] 51 [#
A C D F G H [} i) K L M N o P Q i
il catezory Bl workshpop B Mondafd Tuesdafd wednesdafl
2 Access Access: Basics 26 42 39
3 |Blackboard Blackboard Basics 12 13 18
4 |Excel Charts & Graphs 30 s st
5 Basic Computer Basics 13 23 23
6 Access Forms 15 30 32
7 |Excel Forms 26 42 39
8 Basic Internet Searching, 17 19 20
9 |Basic Keyboarding 3 7 7
10 |Excel Macros 20 32 39
11 |Excel Math & Functions 31 43 5
12 |Excel Moving & Formatting 28 38 LE]
13 |Basic Palm Basics 11 19 15
14 Basic Palm Software 14 20 20
15 |Excel Pivot Tables 21 28 35
16 |Excel Printing & Worksheets 13 24 37
17 |Access Queries 15 30 32
18 Access Reports 18 31 31 =
19 |Excel Sorting & Filters. 23 33 37
20 |Access Tables & Relationships 17 32 33
21 |Rasic Windaws Rasics 19 aa 34

When the table is created the Row header becomes a filter.

Click on the down arrow of one the Row header,

I.e.. Category

d9-o- =

list - Microsoft Excel

Home  Insert  Pagelayout  Formulas Data  Review  View
Table Name: i3] summarize with PivotTable [ Properties ]

Tablel [ Remove Duplicates

338

% Open in Browser || [£

Export Refresh ..
T Resize Table || [} Convert to Range ° - &5 Unlink ]
Properties Tools External Table Data
[ 3 -Q fe]12

A D E

il category Bd| workshpop Mondafd| TuesdaBd] wednesdafd
41| sotatez 26 42 39
%l setzton | 12 _| 18 18
Sort by Color ) 43 51
® 23 23

Filter by Colo 3
Text Filters >

(Select Al
Access
Basic
Blackboard
Excel b

fs

20 |Access
21 |Basic

Tables & Relationships
Windows Basics
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20 32 39 ~
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14 20 20
21 28 35
19 24 37
15 30 32
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17 32 33
19 34 34

A
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(Select All)
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You can perform Sorting and Filtering based on the data.
e
Unselect all

Click on Excel

I:I:!g el v list - Microsoft Excel I . = R s list - Microsoft Excel
Hame Insert Page Layout Formulas bata Reviaw View Home Insert Page Layout Formulas Data Review View
Table Mame: [i5] summarize with PivotTable a1 L3 Properties A
: % ﬂ o = Table Name: [i3] Summarize with PivotTable g - =0 Properties
Tablel EE Remove Duplicates % Openin Browser ,;j‘
T Resize Table | [ Convert ta Range E"p""'t REf[ESh 25 Unlink R Tablel E’E Remove Duplicates Eoort Refrech & Open in Browser
Properties Tools External Table Data O Resize Table L‘% Convert to Range pvo § :95 j:::\./ Unlink
‘ E4 -2 I | 51 Properties Tools External Table Data
A B c | c3 (o fe| 12

2 Access Access: Basics 26 E

3 Blackboard Blackboard Basics 12 5| E Anesod i
E Excel Charts & Graphs 30 a3 I 51 _l 4 |Excel Charts & Graphs 30 43 51

5 Basic Computer Basics 13 23 23 7 Excel Faorms 26 42 39

6 e o e~ 2 22 10 | Excel Macras 20 32 39

7 | Excel Forms 26 42 a9 B

8 |Basic Internet Searching 17 19 20 11 |Excel Math & Functions 1 43 52

9 Basic Keyboarding 3 7 7 12 Excel Moving & Formatting 28 38 43

10 Excel Macros 20 32 39 15 |Excel Pivot Tables 21 28 35

11 Excel Math & Functions 3l 43 52 16 Excel Printing & Worksheets 19 24 37

12 Excel Moving & Formatting 28 38 43 19 |Excel Sorting & Filters 23 33 37

13 Basic Palm Basics 11 19 15

14 Basic Palm Software 14 20 20 Figure 2: Data is Filter based on Category, for Excel

15 Excel Pivot Tables 21 28 35

16 Excel Printing & Worksheets 19 24 37

17 |Access Queries 15 30 a2

18 |Access Reports 18 31 31

19 Excel Sorting & Filters 23 33 37

20 Access Tables & Relationships 17 32 33

21 [Rasic ‘Windows Rasics 19 34 34

Figure 1: All data shown

Remove Table header Filter
> Click on Table

» Under Table
o Design Table

» Click on Convert to Range
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Microsoft Office Excel

i_ies i [ i ]

Click on yes. The header filter is removed. The data remains with color scheme.

-"fl;'!g-: =, R ~
. - Home Insert Page Layout Formulas Data Review Wiew Ay
3 ‘h ot Calibri 1 - |A AT || = =] | Ewr
B 53 Copy .
Pafte JFormatPainter (PR P || - é'| EE= = E—‘QMEI
Clipboard ] Font (] Alignment
| B4 - = | Charts & Graphs
A B C D E
1
2 |Access Access: Basics 26 42 35
3 Blackboard Blackboard Basics 12 18 18
4 |Excel |charts & Graphs 1 =0 43 51
5 |Basic Computer Basics 13 23 23
6 |Access Forms 15 30 32
7 |Excel Forms 26 42 39
8 |Basic Internet Searching 17 19 20
9 |Basic Keyboarding 3 7 7
10 |Excel Macros 20 32 39
11 |Excel Math & Functions 31 43 52
12 |Excel Moving & Formatting 28 38 43
13 |Basic Palm Basics 11 19 15
14 |Basic Palm Software 14 20 20
15 |Excel Pivot Tables 21 28 35
16 Excel Printing & Worksheets 19 24 37
17 |Access Queries 15 30 32
18 Access Reports 18 31 31
19 |Excel Sorting & Filters 23 33 37
20 Access Tables & Relationships 17 32 33
21 |Basic ‘Windows Basics 19 34 34
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Data Integrity

Restricting Cell Entries to Certain Data Types

1. Open the file that contains the data you wish to use restrict.
~ 2. Select the Cells

( 9 HY-© = Employee Data - Microsoft Excel - o
= Home Insert Page Layout Formulas Data Review View ® - 7 x
o
& Calibri -l - A= El‘@'" = | General - ij" ﬁ Q Salnset~ | X - W ﬁ
153 _=_' — 5P Delete ~ IE' -
Pste g ||B L U ||| O AEE |l 8- (8 - % % s ;oil:n‘jaﬂuonngalv a Table - st;cneelév Format - | 2~ Siters seiect
Clipboard ™= Font [= Alignment [= Mumber (F] Styles Cells Editing
| D3 - (- fe| 36 2
A B G 1] E F G H i K L il
2 |Last Name First Name Job Title Hours Insurance i
3 | Barnhill Josh Billing Clerk 36
4 |Bourne Stephanie Physician 36
5 |Da Silva Sergio Physician Assistant 36
& Delaney Aidan Receptionist 20|
7 |Dellamore Luca Medical Assistant 36
8 |Giest Jim Office Manager 40|
9 |Hamilton David Medical Assistant 36
10 |Hensien Kari File Clerk 20
11 |Hoeing Helge Medical Assistant 36
12 |Holliday Nicole Physician 36
13 Kane John Registered Nurse 30|
14 |[Kane John Registered Nurse 30|
15 |[Kennedy Kevin File Clerk 15 1 |
16 |Laszlo Rebecca Physician 36 1
17 |Metters Susan Billing Clerk 25
18 |Metters Susan Billing Clerk 25
15 Moore Bobby File Clerk 15
20 Mareland Barbara Billing Clerk 20|
21 Munson Stuart Referral Specialist 36
22 |Murray Billielo Medical Assistant 36
23 |Poland Carole Nurse Practitioner 25
24 |5imon Britta Administrative Assistant 36
25 [Trenary lean Registered Nurse 30|
26 Valdez Rachel Receptionist 30|
27 |\Wang Jian Referral Specialist 36
28 |Wilson Dan Physician 36
29
an
W 4 » ¥ Sheetl - Sheet? - Sheetd %1 [ I
Ready Average: 30.5 Count: 26 Sum: 793 ‘

3. On the Data Tab, in the Data tool group, click Data Validation.

4. On the Settings tab of the Data Validation dialog box, click on Whole
number in the Allow box.

5. Type in a number for the Minimum box and another number in the
Maximum box.

Employee Data - Microsoft Excel - 7 X
Formulas Data Review View @ - = x
@ 5] Connections 4l & Clear EqE |[E4 pata Validationj] g w‘-% ﬁ" f%
" Properties ‘_i:vv Reapply =4 Data ¥alidation.., =
Refresh - il Sort Filter 7 Textto  Remove ; ngroup Subtotal
All~ == Edit Links 7 Advanced || Columns Duplicates | B8 | Cirdle Invalid Data hd
Connedtions Sort & Filter Dat '-k Clear Validati Prevent invalid data from being
= - entered into a cell.
| 36
For example, you could reject
c D E F G H 1| invalid dates or numbers greater
Job Title Hours Insurance than 1000.
Billing Clerk 36 You can also farce input to be
Physician 36 chosen from a dropdown list of
Physician Assistant 35 values you specify.
Receptionist 24 i@ Press F1 for more help.
Medical Assistant 36




Data Validation

Settings |InputMessage Errar Alert

WValidation criteria

Allow:
|Whnle number “w | Ignore blank

Datka:

|between “ |

Minirmarn:
5
Mazirnurn:
(70l

o)
i

o
it

.

6. Click on the Error Alert tab. Type in text into the Title box.

7. Click in the message area box and type in the “error message”
8. Click on OK when finished.

9. To test that your validation rule see if it is working fine.
10.Enter a number greater or smaller than the range you specify.

4+ Depending on what you choose for the style you will get different results:
= Stop
= Warning
= Information

It would NOT allow you to enter
any other that is not within the

Data Yalidation

Settings | Input Message || Error Alert range of accepted numbers. Retry
Shows error alert after invalid data is entered to enter new number or cancel to
Wwhen user enters invalid data, show this error alert: keep Original number
Shyle: Title:
|St|:||:| V| |5'I'F' |
Error message:

Check wour input, Onlky enter
numbers between 5 and 70,

Q

@ Check yaur input, Only enter numbers between 5 and 70,

uetrv | [ Cancel ] l Help ]

(0] 4 l [ Zancel ]
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Data Validation |
t

WOULD allow you to enter any

Settings | Input Message | Error Alert other that is not within the range of
Shiow error alert after invalid data is entered accepted numbers by preSSing Yes to
When user enters invalid data, show this error alert: continue. If you choose NO it would
Shyle: Title:
L o prompt you enter another number (cell
|Warnlng | | Stop | . . . .
= highlighted in black). Click on Cancel
Check wour input, Only enter to keep Orlglnal number.

numbers between 5 and 70.|

N

K, l[ Cancel ]

j Check yaur input, Only enter numbers bebween 5 and 70.

Conkinue?

Yes E...........M..D | [ Cancel ] [ Help

Data Validation

Settings | Input Message | Error Alert

Shiowe error alert after inwvalid data is entered

When user enters invalid data, show this error alert:

Shwle: Title:
| Informakion Skop |
Errar message:

Check wour input, Only enter
numbers between 5 and 70,

Y

5] [t ]
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It WOULD allow you to enter any
other that is not within the range of
accepted numbers by pressing OK.
Click on Cancel to keep original
number.

-
- J Check vour input. Only enter numbers between 5 and 70.

| K | [ Cancel ] [ Help ]




Linking

Creating a Hyperlink to an Existing File or Webpage

To create a hyperlink to an existing file or webpage:

1

2.
3.
4.
5.

6.

Select the cell in which you want to create the hyperlink.

On the Ribbon, on the Insert tab, in the Links group, click Hyperlink.

In the Link To section, click Existing File or Web Page.

In the Text To Display text box, enter a name for the hyperlink

In the Address text box type the full name of the file (including the path) or
choose the file by navigating to a desired location and selection. a file or
webpage in the box under the Look In drop down list. Or for the webpage
type in Website address.

Insert Hyperlink

Link, ko Text to display: |http:f fema, jiay . cuny. edu
Look in: | brawvo- Excel 2007 - June 20 05 [V]
Existing File ar
wWeh Page | instructions ”
Current | §=51 Bookl
Folder —-J
Iﬁ Bookz
Place in This ._EI,J Book3 =
Dacumenk Browsed iﬂ combadropdawnlist
Pages | ksl Conditional
;iﬁ I_EIJ data For charts
Create New Recent ._EI.J docl
Document Files ._EIJ group pages
il st v
Address: hittp: f e, fiay  cumy edul [V]
E-mail Address
I (0] 4 l [ Cancel

Click on OK
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Creating a Hyperlink to a New Document (worksheet)

To create a hyperlink to a new document:

1. Click on the cell in which you want to create the hyperlink.

2. On the Ribbon tab, on the Insert tab, in the Links group, click Hyperlink.

3. Inthe Link To section, click Create New Document to create a new
document.

4. Inthe Text To Display text box, enter a name for the hyperlink to be
displayed.

5. In the Name Of New Document text box, enter a name for the new
document.

6. In the When To Edit section, select either Edit The New Document Now or
Edit The New Document Later to specify if you want to edit the document
now or later.

7. Click on OK to create the hyperlink

Accessing an external source using a Hyperlink
1. In the cell with the hyperlink, move the mouse pointer over the hyperlink to
view details regarding the location of the external resource.
2. Move the mouse over the hyperlink until it becomes a hand and then click to
open linked file/webpage.

To Edit a Hyperlink

1. Right click the cell with the hyperlink and click on Edit hyperlink.
2. In the Edit Hyperlink dialog box, make the necessary changes.
3. Click OK to save the changes.

To Delete a Hyperlink

1. Right click the cell with the hyperlink and click on Remove hyperlink
2. Or select the cell with hyperlink and press Delete.
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Paste Link

Highlight the range of cells you wish to use as Paste Link
Click on Copy

Navigate to new location.

Click on the Home tab.

In the Clipboard group

Click the Down arrow under Paste

Click on Paste Special

NouhkowhE

. - =
[ Q%\\'I lﬂ )
—-/ Home Insert

=) | ¥ Cut
=

53 Copy
[ Paste |
- # Format Painter

[ Paste

._ﬁ Paste spedial...

yﬂ As Picture 4

Click on Paste Link

Paste Special ?7 X
Paste
il () All using Source theme
) Formulas () all except borders
) values ) Calumn widths
() Formats () Formulas and number Formats
) Comments ) ¥alues and number Formats
() validation
Operation
(%) Nane (0 Multiphy
O Add ) Divide
() subtract
[ skip blanks [ Transpase.
i Ok l [ Canicel ]

Whatever is changed in the original data affects the paste link data.
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Sorting and Filtering

Sorting

Sorting Data in a Spreadsheet: You may have data in your worksheet that you
would like to rearrange and display in a different sequence. Sorting is a method of
viewing data that arranges all the data into a specific order. Data can be sorted
ascending order or descending order based on the alphabet or numeric
information. Data can be sorted on a single criterion or multiple criteria.

To Sort Data
1. Highlight the range you want to sort, including column headings.

— o
(L&) 9
=

~ Home Insert
5 From Access Y
(g From Web Sl

Page Layout Formulas Data

H
=l

From Other Existing

ﬂ d‘ﬂ Connections

= 2" Properties
Refresh

Employee Data - Microsoft Excel - 7 X

Review View

4] Eg ]T & Clea =3 B2 (st vaidation - wﬁra @Arrj *EIJ b3
Lla  Reapply EEE] L= [N IS -

z ;
Al Sort Filter

@ - 7 x

[Fin Consolidate
Textto  Remove Group Ungroup Subtotal

(HFromText  Sgurces+ | Conmedtions A~ =2 Edit Links 03 Advanced Columns Duplicates i‘? What-If Analysis ~
Get External Data Connections Sort & Filter Data Tools Outline ]
A2 - f | Last Name 3

A B c D E F G H i K L M i
,{’ Contoso, Ltd. ﬂ

1 b

2 |Last Name First Name Job Title Hours Insurance

3 [Barnhill lash Billing Clerk 36

4 |Bourne Stephanie Physician 36

5 |DaSilva Sergio Physician Assistant 36

& |Delaney Aidan Receptionist 20

7 |Dellamore Luca Medical Assistant 36

2 |Giest Jim Office Manager 40

9 |Hamilton David Medical Assistant 36

10 [Hensizn Kari File Clerk 20 =

11 [Hoeing Helge Medical Assistant 36

12 [Holliday Nicole Physician 36

13 |Kane lohn Registered Nurse 30

14 |Kane lohn Registered Nurse 30

15 [Kennedy Kevin File Clerk 15

16 [Laszlo Rebecca Physician 36

17 [Metters Susan Billing Clerk 25

18 [Metters Susan Billing Clerk 25

19 [Moore Bobby File Clerk 15

20 [Moreland Barbara Billing Clerk 20

21 [Munson Stuart Referral Specialist 36

22 [Murray Billie Jo Medical Assistant 36

23 |Poland Carole Nurse Practitioner 25

24 |5imon Britta Administrative Assistant 36

25 |Trenary Jean Registered Nurse 30

M 4 b M| Sheetl Sheet2 . Sheet3d %] [ m

Ready Average: 30.5 Count: 109 Sum: 793 uﬁ@l | a0% (=) (i) (*)
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2. On the Data tab, in the Sort & Filter group, click on Sort.

|'/ﬁg;\'\l [ ¢ = Employee Data - Microsoft Excel - =
W i
- Home Insert Page Layout Formulas Data i View @ - =
. - i & Clear = = idation » | WL @CE o E
gz From Access _[j _[j ﬂ 53] Connections f i Clear E_‘E 4] Data Validation _ﬂ A ﬂ f:
_}From Web L 21 Properties {:, Reapply E.- [En Consolidate L G s
. From Other Existing Refresh Filter 7 Textto  Remaove . Group Ungroup Subtotal
5] From Text Sources = | Connections All~ == Edit Links &7 Advanced || Columns Duplicates (EP What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline fa
D2 - I | Hours

3. In the Sort dialog box, from the Sort By drop-down list, select the column
you want to sort by.

4. If need be, from the Sort On dropdown list, click the item you want to sort
on:

> Values

» Cell Color
» Font Color
> lcon Color

’ 1;%1 Add Level ” X Delete Level ” =3 Copy Level ” i (| W Options... My data has headers
Column Sort On Order
Sort by |Last Mame v| Values W |.-5. toZ W
Values
Cell Color
Font Colar
Cell Icon
[ Ok l [ Cancel ]
5. If necessary, from the Order drop down list, select the ordering you desire.
6. If desired, click Add Level to add another sort level for a multiple level sort.
7. If necessary, from the Then By drop down list, select the column you want
to sort by.
8. If necessary, select the items you want to sort on and select the ordering you
desire.
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’ | Add Level ” ¥ Delete Level ” =3 Copy Level ] § My data has headers
Colurmn Sort On Order
Sort by |Last Name v | |*.-'alues v | |*‘"- toZ b |
Then by |;:|rst Mame HEvS | |'l.-'a||_|es W | |.-5. to Z w |
QK l [ Cancel
9. Click on OK.
Filtering

A filter is a method of viewing data that shows only the data that meets a criterion.
Data can be filtered on a single criterion or multiple criteria using the alphabet and
numeric information. Drop down arrows for each column heading is displayed.
What data does not meet the filter criteria, the entire row is hidden. A filter can
rearrange the data in the worksheet. Filtered data is restored to its original format
by removing the filter.

To filter data

1. Highlight the data you want to filter, including column headings.

2. On the Data tab, in the Sort & Filter group, click on Filter.

3. On the column you want to use as a filter criterion, click the filter drop
down list button.
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(D) |9 -
i
Home
Table Name:
Tablel
Tl Resize Table

u

Insert Page Layout

|ﬁ_3] Summarize with PivotTable
E-'ERam-jve Duplicates
.‘E Convert to Range

GroupByQuarter - Micros

Formulas Data Rev
g A [ Prope
- & Open
Export Refresh .
= = €3 Unlin

Properties Tools External Table D:
| c12 -2 fr| November
A B & D E
1 QuarteBd  Month B3| Package volumBd
2 2006 1 January 5,213,292.00
3 2006 1 February 2,038,516.00
4 2006 1 March 2,489,601.00
3 2006 2 April 9,051,231.00
5 2006 2 May 5,225,156.00
7 2006 2 June 3,266,644.00
8 2006 3 July 2,078,794.00
9 2006 3 August 1,591,434.00
10 2006 3 September 8,518,985.00
11 2006 4 October 1,973,050.00
12| 2006 a[November | 7,599,195.00
13 2006 4 December 9,757,876.00
14 2007 1 January 5,304,035.00
15 2007 1 February 5,465,096.00
16 2007 1 March 1,007,799.00
17 2007 2 April 4,010,287.00
18 2007 2 May 4,817,070.00
19 2007 2 June 8,155,717.00
20 2007 3 July 6,552,370.00
21 2007 3 August 2,295,635.00
22 2007 3 September 7,115,883.00
23 2007 4 October 1,362,767.00
24 2007 4 November 8,935,488.00
25 2007 4 December 9,537,077.00

4 4 ¥ ¥ | Sheetl £ Ej;

4. Select the appropriate filter from the list.
5. If necessary, select additional filtering criteria.

Hw9-© w GroupByQuarter - |
Home Insert Page Layout Formulas Data
Table Name: i#| Summarize with PivotTable

7 @1

Export Refresh

Tablel E'E Remaove Duplicates
u"a Convert to Range

Tools

i
&

I Resize Table
Properties

External Ta

1
2 |8) sotAtoz | 5,213,292.00
3 |%)| sotztoa 2,038,516.00
4 Sort by Color 3 | 2,48%,601.00
5 || Gearrirer 9,051,231.00
6 ) | s22s156.00
7 3,266,644.00
8 Text Filters 3 | 2,078,794.00
9 (Select Al - 1,591,434.00
10 izg‘ust | 8,518,985.00
1 Deember 1,973,050.00
12 | 7,599,195.00
13 9,757,876.00
14 | 5,304,039.00
15 5,465,096.00
16 =l | 1,007,799.00
17 4,010,287.00
18 Gneel | | 4,817,070.00

: 2155 71700

6. Click on OK.
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Year =| {]:uartEﬂ| Month E‘ Package Volum fiy

|
Month:
Equals "lune’

L ¥
Figure 3: Filter based on the Month of June

To Remove a Filter

1. On the column from which you want to remove the filter criterion, click the Filter drop
down list button
2. Click the Clear Filter From option.

iy B 5
1 £ 3 il (ua hi D Ty
7 |&]| sotatez
19| %] sotztoa
26 Sort by Colar *
27 . . .
=% ¥ % Clear Filter From "Manth
28 -
— Filter by Color I
29
E Text Filters [
3 ] (Select Al -]
E -] April
— -] August
33 -] December
34 -[] February
35 -] January
E -] July
— -+ [w] June b
37 -] March
38 -] May LI
39 e 0 PPN S
40 Ok Cancel |
41
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Conditional Formatting

Conditional formatting is helpful and makes it easier to highlight interesting cells
or ranges of cells, to emphasize unusual values, and to help visualize data by using
data bars, color scales, and icon sets. A conditional format changes the appearance
of a cell range based on a condition (or criteria). If the condition is true, the cell
range is formatted based on that condition; if the conditional is false, the cell range
Is not formatted based on that condition.

Color Scales

Conditional Formatting allows you to change the appearance of a cell, depending
on certain conditions. In the example below — the Color Scales will be applied to
the Overall Averages based on the Overall Average for each student.

A, B C D E F & H I

1 Steven Mary Ann  Raymond Mark Paul Eliza Kelly
2 Maths 7B 89 43 43 a1 7B g7 b6
3 |English ba 8o 7 61 47 87 91 73
4 | Science 65 52 39 5 h2 65 a7 45
5 |History 45 91 56 72 49 56 7 56
6 Geography 51 o4 hd b4 47 b4 67 67
7 |Art 43 B3 49 52 39 89 B4 B3
8 Computer Studies 63 95 45 59 4 92 89 52
9 |French 35 91 65 26 28 &1 52 56
10

11 Ovwerall Average 5413 55.00 53.63 56.25 44 245 72.50 78.13 58.50

« The Highlight the cells with Overall Average, which is cells B11 to 111

The Overall Averages range from 44 to 85. A color each grade will be applied,
depending on a scale. A different color will apply to the following grades:

« 50 and below
« 51to60
« 61to70
« 71t080
. 81 and above

This will result in five different bands and a color for each.
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To set the Conditional Formatting in Excel 2007, do the following:

« With your Overall Averages highlighted, click on the Home tab.
« Inthe Styles group, click on Conditional Formatting

5, | i

Conditional | Format Cell
Formatting ~' as Table = Styles -

Styles

The Conditional Formatting menu gives you various options. Select one of these
and Excel will color the cell backgrounds for you:

- Highlight Cells Rules »

EE[{!I] Top/Bottom Rules k

(S coorsaes | 2} ] Zf I
= —
= Icon Sets 3 -

More Rules...

Ef Hew Rule
@ Clear Rules L4
Manage Rules...

This is not quite what we were looking for, though. We would like to choose our
own values.

1. Click on Conditional Formatting in the Styles on the Home tab.
2. Click on the Color Scale
3. Click on More Rules, from the Color Scales submenu.

= You'll see the following rather complex dialogue box:
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Mew: Formatting Rule

Select a Rule Type:

» Format only cells that contain...

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

* Usze a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 2-Color Scale

Minimurm Maxirnurm
Type: |L|::west Value W | |Highest Value  |w |
Value: |[({Lowest walug) (Highest walue)
Color: | | | v

[ QK. l [ Cancel ][ Preview ]

4. Click the second option, Format only cells that contain. This will allow
you to set up your own values. The dialog box changes to this:

Mew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain...
N
» Format only values that are above or below average
» Format only unigue or duplicate values
» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Cell value v| |between V| | and I—

Preview: Mo Format Set

(]4 l [ Cancel ] [ Prewview
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5. Under the heading Edit the Rule Description.

It says Cell VValue and between blank text box and blank text box. This is the one
we want. Type in a value for the two boxes that are currently blank in the image on

page above.
6. Then click the Format button to choose a color.

So for example type 0 in the first box and 50 in the second one:

Edit the Rule Description:

Format only cells with:

Cell value v| |betl.r-.'een v| 0 - and

Preview: Mo Format Set

7. Then click the Format button.

A dialog box will appear. If you choose the color from this option it will only
format the Text for the color of choice.

8. Click on the Fill tab and choose a color. This will fill in the back ground of

the cell.
9. Click OK and notice the preview under Edit the Rule Description:

Edit the Rule Description:

Format only cells with:

Cell value v| |betl.r-.'een V| |E| and |5':'

The Preview is showing the color that selected. "If the Cell Value is between 0 and
50 then color the cell Red".

10.Click OK on this dialog box to see the spreadsheet.

Notice one of the cells has turned Red.
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To format the remaining cells, click on Conditional Formatting on the Styles
group again. From the menu, click on Manage Rules:

Conditional
Formatting -

'——D;I Highlight Cells Rules *
[
10| Top/Bottom Rules

Data Bars »

Color Scales 4

B

ke

Icon Sets bk
== -
[B]  Mew Rule
(5. clear Rules 4

L|E'| Manage Rules...

A complex dialog box appears

Conditional Formatting Rules Manager,

Show formatting rules for: |_{'.|..|'Ta1t Seiection [ |

iﬂgditrule ] ’ }(gelete rule ] i ¥

[Ej Mew rule ]

Rule (applied in order shown) | Format Applies to Stop If True

Cell Value between 0 a... _ =$B$11:$I$11 o

[ Ok, l [ Close

The first rule is already there - Cell VValue Between 0 a....

11.The next step is clicking on New rules.
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12.Click the New rule button then.

» The exact same dialog box used to set up the first rule pops up.
13.Click the second option, Format only cells that contain.
14.Set a new color for the next scores - 51 to 60.
15.Click on the Fill tab and choose a color.

16.Click on OK to get back to the Rules Manager dialog box. It should now
look something like this one:

Conditional Formatting Rules Manager

Show formatting rules for: |Current Selection - |

[E Mew rule ] ’ i_f'}gditrule ] ’Xgelete rulel i E

Rule (applied in order shown) | Format Applies to Stop If True

Cell Value between 51... —$B411:41511 |55 [ |
Cell Value between 0 a. .. _ =$B$11:$I$11 L

L K J [ Cancel ] [ Apply ]

17.Repeat steps to do the remaining ranges. The scores are the following:

e« 61to70
e 71t080
« 81 and above

After completing the remaining ranges the dialog box will have five colors:
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Conditional Formatting Rules Managern

Show formatting rules for: |Current Selection P |
[ Mew rule ] ’ Iﬂ Edit rule ] ’ )( Delete rule ] i @
Rule (applied in order shown) | Format Applies to Stop If True

Cell Value between 81 ... =$B$11:41%11 @

Cell Value between 71... AaBbCcYyZz —¢B$11:41411 (5

]
Cel Value between &1... |IDAGEOCENEZIY =sosisisuEE] [
Cell Value between 51... [IILAGBRCOWZZ Y [=sesiugigti[EE] O
Cell Value between 0 a... [ o5t O

[ QK l [ Cancel ] [ Apply ]

The Overall Averages will then look something like this:

A B C D E F G H I

1 Steven Mary Ann  Raymond Mark Paul Eliza Kelly
2 Maths 76 89 43 48 51 76 87 56
3 |English 55 85 78 61 47 87 91 73
4 | Science B4 52 39 b b2 B4 i 45
5 |History 45 91 b6 72 49 b6 7 b6
6 Geography 51 o4 hd 64 47 64 67 67
7 |Art 43 63 49 62 39 89 G4 63
8 Computer Studies 63 95 45 59 41 92 84 h2
9 |French 35 91 B5 26 28 &1 52 56
10

11 Overall Average [543 " INSSIO0NN 530635625 NS 250 7813 [TEEE0T
12

Formatting the spreadsheet in this way using Scale Color allows one to see at a
glance relevant information. In the spreadsheet above, it's clear to see who is
failing - by looking for the red cells!
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