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Unit 1: Getting to Know Excel
Unit Objectives

In this unit, you will learn about and work in Excel. You will add and edit different types of data, work
with worksheets and workbooks, work with lists and fill options, and change views. You will also
learn how to set up a workbook for printing, including checking for accessibility, protecting
sensitive information, and inspecting for hidden content. Upon successful completion of this unit,

you should understand the following:
O Work with Excel

O Construct Cell Data

O Work with Workbooks
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Lesson: Work with Excel Unit 1: Getting to Know Excel

Lesson 1: Work with Excel

Lesson Objectives

In this lesson, you will be introduced to the Microsoft Excel application, identify the components of
the Excel environment, and learn how to move around within the application. You will also learn to
customize the Quick Access Toolbar and Ribbon, create and save workbooks, and work with files.
Upon completion of this lesson, you should be able to understand the following:

O

Startup and Application Window
Worksheet Window

Ribbon

Customize the Quick Access Toolbar
Access Workbook Properties

Check for Issues

Create and Save a New Workbook
Manage Worksheets

Move or Copy Worksheets

O 0OO0OO0OoOooao o

Reuse or Relocate Worksheets
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Unit 1: Getting to Know Excel Lesson: Work with Excel

Startup and Application Window

When Excel starts, the startup screen appears from which you can open a workbook, start a new
blank workbook, or create a new workbook based on a template.

Excel ©

Good afternoon

L B c A
: 1 . Getstarted with
2 = Take a tour Formulas
. =
Blank workbook Household monthly budget Welcome to Excel Formula tutorial

More templates —

Recent Pinned Shared with Me

D Marme Date modified

% Retirement Planner.xlsx

X - - 7m ago
Desktop » 3273 Exercise Files » StarterFiles

% Caribbean Vacation Bookings.xlsx

X e . 7m ago
Desktop » 3273 Exercise Files » StarterFiles

Account

Mare workbooks —>
Feedback

Options

Your workspace in Excel is the Excel application window. It contains components including the
Ribbon and the Quick Access Toolbar that you might be familiar with from working with other
Office applications such as Microsoft Word.

Minimize Maximize/
) Restore Down|
Quick Access Toolbar Ribbon Title bar . . .
Ribbon Display Options Close
Budget 2023 xlsx — Bxcel O
File tab Insert  Pagelayout  Formulas  Data View  Developer  Help  PowerPivot  Team Q  Tell me what you want to do 5 Share
T x : T Bx[E (24
Calibri N 2 Wrap Text = @ oo L Eﬁ

e ] 2 v g B =¥ by
Paste BIu- W-|Hoea-|= ElMerge&Center ~ | § v % » | %3 & | Conditional Formatas Cel Insert Delete Format Sort & Find &
~ - - ) Formatting v Table v Styles~ ~ ~ v  Filter ~ Select ~
Clipboard = Font & Alignment. [F} Number 5} Styles Cells Editing ~

Dialog box launcher Ribbon group

Refer to the parts of the Excel application window familiarize yourself with the following
components of the Excel window:

File tab Select the File tab to open the Backstage view, from which you
can select commands to manage files, including New, Open, Save
As, and Print.

Ribbon Each Ribbon tab contains buttons, menus, and other controls you

use to perform certain actions in Excel.

Quick Access Toolbar (QAT) |Located above the Ribbon, the QAT provides quick and
customizable access to frequently used commands.
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Lesson: Work with Excel

Unit 1: Getting to Know Excel

Title bar

Located at the top of the screen, the title bar's main purpose is to
display the open file's name.

Minimize, Maximize/Restore
Down, Close

Located in the upper right-hand corner of the window, these
buttons enable you to minimize (H) the application window to
a button on the taskbar, maximize (ﬂ) the program to full

screen, restore () the window to its original size, or close (B)
the application window.

Ribbon

A collection of tabs (such as File, Home, and Insert) that provides
access to commands used to complete a task.

Ribbon group

Each Ribbon tab contains groups of related commands. Some
groups include a dialog box launcher button at the bottom right
(™), which opens a dialog box or pane with more commands and
options.

Ribbon Display Options

Controls whether to hide or display the Ribbon with the tabs or
with both tabs and command buttons.

[ N
E &l
ar

To practice this skill, access your XperienceED
learning platform or student data files.

Worksheet

Window

Name

F G }* | 1 K L M N (o] P Q R s T -

3
Box
A B c D *E

T Insert Function

- Active cell

14: 4= Row headings

Sheet tab

27
28|

Formula Bar
Column headings

Scroll bars

Zoom slider

| o

Sheet1 @

Ready Numlock ® pAccessibility: Goodto go 1

Status bar

(41 L I D]
1y B -——a— 0

View buttons
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Unit 1: Getting to Know Excel

Lesson: Work with Excel

Name Box

Located beside the Formula bar, the Name box displays the cell address of
the active cell.

Insert Function

This tool opens a dialog box to help you choose and insert a built-in
function.

Formula Bar

Located to the right of the Name Box, the Formula Bar displays the
contents of the active cell.

Active cell

The selected cell. Entered values will be inserted into the active cell.

Column headings

Sequential letters at the top of each column enable you to track columns.

Row headings

Sequential numbers on the left side of each row enable you to track rows.

Sheet tab The rectangular box at the bottom of a worksheet by which worksheets
are accessed and identified.

Status bar Displays the current cell mode, auto calculations, the View buttons, and
the Zoom slider.

Scroll bars Scrolls the spreadsheet to view content that is offscreen and not visible.

View buttons

These buttons change the on-screen views for the worksheet. The views
are Normal, Page Layout, and Page Break Preview.

Zoom slider

The buttons at either side of the slider allow you to increase or decrease
the zoom by 10% or drag the slider button to choose a particular zoom
percentage.

To practice this skill, access your XperienceED
learning platform or student data files.

Ribbon

Use the Ribbon to find commands you require to complete a task.

Commands are arranged in tabs that appear on the Ribbon, and each tab's commands relate to a
specific type of activity, such as inserting items, changing the view, or formatting text in the

document.

To reduce screen clutter, contextual tabs appear only when they are applicable. For example, the
Shape Format tab appears when a graphic object is selected.

File Home Insert Draw

ENN\OOO - {ZEditShape~
AL L I - [ Tert box
AR ¢

Insert Shapes

Page Layout Formulas Data Review View Help

| ~

Shape Format 7 Comments 1= Share

— < ShapeFill ~ A Text Fill k\—‘g )| ‘.::_":'.A\ign' Mo
| Abc | | v| [Z Shape Outline v A A A ~| A Text Outline ~ O i#
- - Alt Sle
| & Shape Effects v 7| Text Effects ~ Text | CRSelectionPane  CARotate~ | = "
Shape Styles [ WordArt Styles | Accessibility Arrange Size & ~
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Lesson: Work with Excel Unit 1: Getting to Know Excel

Each tab on the Ribbon contains groups with similar commands. For example, the Home tab has a
Clipboard group that contains commonly used commands like Copy and Paste.

Budget 2023.xlsx - Excel

Insert  Pagelayout  Formulas  Data  Review  View  Developer  Help  PowerPivat Team ) Tell me what you wantto do

TRPS fa| == # e | B B P EEE(Z PO
e R T = T e [N W) B B |24y
Paste B I U~|H~ OvAr|===|EE EMegeaiCenter v | $ v % 3 | G 5 | Conditional Formatas Cel Insert Delete Format | Sort& Find &

Formatting ~ Table v Styles ~ ¥ Filter ~ Select

Clipboard Font ] Alignment ] Number ] Styles Cells Editing ~

Some groups have a gallery with vertical scroll bars and a third button called the More button to
access the expanded gallery.

Abc Abc m

rs

X

Al

Theme Styles -

| Abc | abe | Abc

Abc Abc | Abc

| Abc

HEEEE
‘LEEELT
TY-N--N-F-
BE == -
TTLELL
T

Presets
Abc AbC AL L Al A,
Ae | 4d | | | B Bt
- -
Other Theme Fills 3

To display only the Ribbon tabs and create more vertical space to work in, minimize the Ribbon
with one of the following methods:

e Select the Ribbon Display Options () button at the upper right of the screen, then select
Show Tabs.

e Right-click (or access the context menu) anywhere on the Ribbon and then select Collapse the
Ribbon.

You can also hide the Ribbon, Quick Access Toolbar, and Status Bar. This maximizes the Excel
window to give you more space to view the worksheet data.

e Select the Ribbon Display Options () button at the upper right of the screen, then select
Auto-hide Ribbon.
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Unit 1: Getting to Know Excel Lesson: Work with Excel

You can reset the Ribbon to its default which shows tabs and commands.

e Select the Ribbon Display Options () button at the upper right of the screen, then select
Show Tabs and Commands.

Customize the Quick Access
Toolbar

The Quick Access Toolbar (QAT) is located at the left of the title bar above the Ribbon. By default, it
contains the AutoSave indicator and the Save, Undo, Redo, and Touch/Mouse Mode command
buttons.

To practice this skill, access your XperienceED
learning platform or student data files.

Customize
Quick Access
AutoSave Save Toolbar

Undo Redo

Position the Quick Access Toolbar above or below the Ribbon using one of the following methods:
e Select Customize Quick Access Toolbar > Show Below the Ribbon.

¢ Right-click the Ribbon and then select Show Quick Access Toolbar Below the Ribbon.

If you frequently use certain Excel commands and features, add them to the QAT. Customize the
QAT with one of the following methods:

AutoSave (@ on) Q) . B e Right-click any command in the Ribbon and select
File Home Insert Draw Pag Customize Quick Access Toolbar Add to Quick Access Toolbar

X cut - v Automatically Save . .
[@C:py 3 Callbr e Select Customize Quick Access Toolbar at the end
- New

d open | of the QAT and select a commmand from the displayed
list of commands.

Paste
v <X Format Painter

Clipboard N For
¥ Save

Email e Select File > Options > Quick Access Toolbar (or
Quick print | select More Commands from the QAT commands list),
select a category fromm Choose commands from, select
a command from the list on the left and select Add.
Repeat this step for each command you want to add,
and then select OK.

Print Preview and Print
Spelling
¥ Undo
¥ Redo
Sort Ascending
Sort Descending

¥ Touch/Mouse Mode

More Commands... N

Show Below the Ribbon
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Unit 1: Getting to Know Excel

General
Formulas
Data
Proofing
Save
Language

Accessibility

E[E'] Customize the Quick Access Toolbar.

LChoose commands from: @

| Popular Commands

< Separator>

Add or Remove Filters
All Chart Types... [Create Chart]
Borders

Calculate Mow

Customize Quick Access Toolbar: @

| For all documents (default)

E| Turn AutoSave On/Off
Save

=]
Io Undo
<

Redo

Advanced Center

Conditional Formatting 4
Copy W
Custom Sort...

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

[»
Font
[»

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

= =Bl HE e <]

Ly
=

S

I=

Font Color

Font Size
Format Cells [+]

Customizations: @
Import/Export + @

[ ok

[] Show Quick Access Toolbar below the
Ribbon

I | Cancel

J To practice this skill, access your XperienceED
%" learning platform or student data files.

Access Workbook Properties

Metadata is information about a file that's stored within the file. In Excel, metadata is called
Properties. Some properties are generated automatically by Excel, such as the date and time the
file was created and last modified, who created it, and the size of the file. You can add additional
metadata such as a workbook Title or your company name.

Properties can be useful for sorting, organizing, and finding workbooks in Windows File Explorer.
Some properties, such as the Title, are used to help people with disabilities understand more about
the file.

To add or change properties:
e Select File tab > Info, and then enter the property values.
e To access all properties, select the Show All Properties link at the end of the list of Properties.

e To access Advanced Properties, select the Properties drop-down menu > Advanced
Properties.
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Unit 1: Getting to Know Excel Lesson: Work with Excel

Properties ~
Sn BET Financial Statement Properties Properties ? *
Title Add a title
Tags Add a tag General SUMMAEry  Statistcs Contents  Custom
Comments Add comments
Template Title: Tolano Adventures
Status Add text
Categories Add a category Subject: financial statement
Subject Specify the subject Author: User
Hyperlink Base Add text
Company Specify the company Manager:
Related Dates Compary:
Last Modified Yesterday, 856 PM
Created Yesterday, 12:32 AM Category: financial
Last Printed
Keywords:

Related People
Manager Specify the manager Comments:
Author

Add an author Hyperlink
Last Modified By base:

Ternnplate:

Related Documents (] 5ave Thumbnails for All Excel Documents

* Open File Location

Show Fewer Properties Cancel

To practice this skill, access your XperienceED
learning platform or student data files.

Check for Issues

Excel contains several tools you can use to inspect your workbook for issues such as hidden personal
information or accessibility issues.

The Document Inspector is designed to find hidden or private information in a workbook and
report it to you in a report. You can decide whether it's appropriate to leave or remove the data.
Some of these items include:

¢ Comments

e Metadata

e Personal Information

e Hidden data

To inspect a workbook, select File > Check for Issues > Inspect Document. The Document
Inspector dialog box presents a list of items for which it can check. Leave selected only those items
you want to include and select Inspect.
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Lesson: Work with Excel Unit 1: Getting to Know Excel

Document Inspector ? >

To check the document for the selected content, click Inspect,

Inspects the document for comments.

Document Properties and Personal Information

Inspects for hidden metadata or personal information saved with the document.

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets.

Content Add-ins
Inspects for Content add-ins saved in the document body.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document,

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets,

Embedded Documents
Inspects for embedded documents, which may include information that's not visible in

the file
Inspect LClose

The results of the inspection will appear.

Document Inspector ? x

Review the inspection results.

! Comments

The following items were found:
* Comments

Remaove All

| Document Properties and Personal Information
The following document information was found:
* Document properties
* Author
* Absolute path to the workbook
* Printer properties (e.g. printer path, secure print passcode, etc.}

Remaove All

Data Model
Mo embedded data found in the Data Model.

Content Add-ins
‘We did not find any Content add-ins.

Task Pane Add-ins
We did not find any Task Pane add-ins.

©® © © ©

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Mo PivotTables, PivotCharts, cube formulas, slicers, or timelines were
found. =

I Mote: Some changes cannot be undone.

Review the results of the inspection. Select Remove All for the types of content you want Excel to
remove from your workbook. Select Reinspect to check the workbook again or select Close to exit
the Document Inspector dialog box.

Use the Accessibility Checker to help ensure that users with disabilities can access the content in
the workbook.
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Unit 1: Getting to Know Excel Lesson: Work with Excel

To use the Accessibility Checker, select the Review tab > Check Accessibility. The Accessibility
Checker task pane will display the inspection results and suggest improvements that can be made.

Accessibility Ch... ~ %
Inspection Results

Errars

4 Missing alternative text
Chart 2 (Sheet1)

Warnings

4 Default Sheet Names
Sheet1

Additional Information v

Read more about making documents

accessible

Selecting an error item in the Accessibility Checker pane selects the item in the worksheet and
displays information about how to remedy the issue.

Select the drop-down arrow to the right of the item in the task pane and select one of the
Recommended Actions.

Accessibility Ch... ¥ %

Inspection Results
Errors

4 Missing alternative text
Chart 2 (Sheet1)

Warnings
4 Default Sheet Names
Sheet [~
Recommended Actions’
ER Rename Sheet
Other Suggestions
Additional Information @ Learnmere
Why Fix?
Default sheet names like “Sheet1”
make navigation through the
workbook more difficult for people
with disabilities.
Steps To Fix:

Sheet names should provide
information about what is found on

Read more about making documents
accessible

Check Compatibility options is used to check for features not supported by earlier versions of Excel.
Like the Document Inspector, it returns a report which you use to determine if the document
requires changes before saving to an earlier version of Excel or sharing with someone using an
earlier version.

To check compatibility, select File > Info > Check for Issues > Check Compatibility.

To practice this skill, access your XperienceED
learning platform or student data files.

A

WM
e Al
L

3283-1© CCI Learning Solutions Inc. n



Lesson: Work with Excel Unit 1: Getting to Know Excel

Create and Save a New Workbook

To create a new, blank workbook, select File > New > Blank workbook, or CTRL+N.

A o
A ] C 2
4 —
2
a
5
[]
7
Blank workbook
Swve x5 Adobe Office Personal
POF —_—
Print Search for online templates pel
Share Suggestedsearches:  Business  Pesonal  Plannersand Trackers  Usts  Budgets  Chants  Calendars
Share as Adobe Project Planner
POF fink
Get started with Make your first = F
Expor Take a tour Formulas PivotTable : .
Publish -
. 4 fx ' -
Clase = =
Welcamne to Excel Formula tuterial PivotTable hutorial Gantt project planner
More.
e g,
—— A & e

You also can create a workbook using a template, which is a type of workbook that typically
contains data, formulas, and formatting, and makes a copy of itself for you to use. The New page
displays some template examples.

To create a new workbook from a template, select File > New, select a template, and then select
Create.

e If you don't locate a template you want to use, you can enter a search term in the Search for
online templates box.

e Excel templates that you create and save will appear if you select the Personal tab.

Book] - Excel A Demoleamer (B & 2 - 5 x
& New
() Home
A 8 [s =
3
2
= 3
a
5
Info 5
6
7
save Blank workbook
Save As
Save as Adobe Office
e —
Print ‘ Search for online templates 2
Share Suggested searches:  Business  Personal  Plannersand Trackers  Lists  Budgets  Charts  Calendars
Share as Adobe Project Planner
PDF link . = -
Get started with Make your first - !
Export Take a tour Formulas PivotTable = y
Publish = =
) > fx = =
Clase = =
Welcome to Excel Formula tutorial PivotTable tutorial Gantt project planner
More.
= [oms¢ e
DEEQF™ My 5
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Unit 1: Getting to Know Excel Lesson: Work with Excel

To save a new workbook, select File > Save.

The first time you save a new workbook, Excel displays the Backstage screen for you to select where
to save thefile.

Bookl - Excel A Demoleme @® & 7 - o0 X
Save As
‘You have no recent folders.
@ Recent
.Pbuerul

a OneDrive - Personal
demo_leamer@outlook.com

Other locations

[o misec

@ Add a Place

(& s |

Select a folder from the list of folders recently used to enter the file name or file type.

Balance Sheetxlex - Excel A Demoleemer @ & ? - 8 X
@ Save As
() Home
@ R . 'S Desktop > SW Desktop Items > Excel exercise data files
Y New ecen
E Balance Sheet
B Open Personal Bxcel Workbaok (*xlsx) - I [ save

OneDrive - Personal

Info . demo_learner@outlook.com £ Mew Folder

Other locations

Save = Name T Date modified

[ mispc
Save As

_@ Add a Place - . =
Save as Adabe E3:|  Airkim Award Pointsxlsx 3/13/2023 11:58 AM
PDF —

| > Browse | = |

Print Ed=|  Balance Sheetxisx 2/10/2023 4:58 PM

Select Browse to display the Save As options so you can enter a file name, file type, and save
location.

I3 save As *
« v <« Excel exercise datafiles » MyProjects « | D £ Search MyProjects
Organize New folder S o
[ This PC ~ MName Date modified Type

) 3D Objects Mo iterns match your search.
. Archives

[ Desktop

@ Documents

‘ Downloads

J‘! Music

&=/ Pictures

B Videos v < >

File name: | Balance Sheetxlsx -

Save as type: | Excel Workbook (*.xlsx) ~

Authors:  User Tags: Add atag

[ Save Thumbnail

~ Hide Folders Tools - Cancel
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Lesson: Work with Excel Unit 1: Getting to Know Excel

In the Save As dialog box, select Save as type and specify the file type, specify the file location, enter
a file name without the extension, and then select Save.

Note: The last four characters in the file name are the file extension. It indicates the type of Excel
file it is (for example, .x/sx is a workbook and .x/st is a template). You don't need to type the
extension - it's added automatically when you choose a file type.

To save changes to a workbook using the same file name, type, and location use one of the following
options:

e Select File > Save.

¢ On the Quick Access Toolbar, select Save.

e CTRL+S

To make a copy of an existing file with a new name or change the file location or type:

Select File > Save As, select Save as type and specify the file type, specify the file location, enter a
file name without the extension, and then select Save.

To practice this skill, access your XperienceED
learning platform or student data files.

Manage Worksheets

To view a worksheet, select its worksheet tab.

To show worksheet tabs that aren't visible, use the tab scrolling buttons at the bottom left of each
workbook’s window. Alternatively, you can view more worksheet tabs by dragging the resize handle
to the right which will decrease the width of the horizontal scroll bar.

Scroll sheet tabs to the left Display next worksheet
Scroll sheet tabs to the right New sheet
Display previous worksheet Sheet tabs Resize handle
« » .| sheet2 | sSheet3 | Sheet4 | Sheet5 | Sheets6 | She ... #

When you create a new workbook, Excel includes one worksheet by default. You can add more

worksheets to a workbook. To insert a new blank worksheet into a workbook, use one of the

following methods:

e Select the Home tab > Cells group > Insert > Insert Sheet. Excel will add the new worksheet to
the left of the active worksheet.

e Select the New sheet button . Excel will add the new worksheet to the right of the active
worksheet.
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Unit 1: Getting to Know Excel Lesson: Work with Excel

When you no longer need a worksheet, you can remove it from the workbook by using one of the
following methods:

e Right-click (or access the context menu) the sheet tab and select Delete.

e Select the sheet tab and then select Home tab > Cells group > Delete > Delete Sheet.
Before deleting a worksheet:

e Ensure no formulas elsewhere in the workbook depend on values in the worksheet.

e Save your workbook before deleting a worksheet because, once deleted, you cannot retrieve a
worksheet with the Undo command.

By default, the first worksheet is named Sheet], and every new worksheet added is given the next
number. Rename worksheets to replace these default names with descriptive ones. To rename a
worksheet, use one of the following methods:

e Double-click the existing worksheet tab and enter a new name.

e Right-click (or access the context menu) the sheet tab and select Rename.

Select the sheet tab and then select Home tab > Cells group > Format > Rename Sheet.

- To practice this skill, access your XperienceED
“&"  learning platform or student data files.

i

Move or Copy Worksheets

Change the sequence in which the worksheets appear in a workbook to help organize multi-
worksheet workbooks. To move a worksheet within a workbook, use one of the following methods:

e Right-click (or access the context menu) the sheet tab and select Move or Copy, select a sheet
in the Before sheet list, and then select OK.

e Dragthe sheet tab to the new location.

To create a new worksheet based on an existing one, make a copy of a worksheet. To copy a
worksheet within a workbook, use one of the following methods:

e Right-click (or access the context menu) the sheet tab and select Move or Copy, select a sheet
in the Before sheet list, select the Create a copy checkbox, and then select OK.

e CTRL+drag the sheet tab to the new location.

g To practice this skill, access your XperienceED
& learning platform or student data files.
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Reuse or Relocate Worksheets

Use the Move or Copy feature to use a worksheet from an original workbook to an existing or a new
workbook. Whether the worksheet remains in the original workbook depends on whether you
select the Create a copy button. If you don't select this checkbox, the worksheet will be removed

from the original workbook.

To move or copy a worksheet, use one of the following options:

e Right-click the worksheet tab, select Move or Copy, under To book select the workbook where
you would like to move or copy the worksheet. If you want to retain the worksheet in the original
workbook, select the Create a copy checkbox, and then select OK.

Move or Copy
Maove selected sheets
To book:

Bookl

EBefare sheet:

Sheetl
[move to end]

?

X

[] create a copy

Cancel

e Arrange the two workbooks next to each other on the Windows Desktop:

= To move a sheet, drag its worksheet tab to the other workbook.

= To copy a sheet, CTRL+drag the worksheet tab to the other workbook.

1
o

=

!
pN

=+ To practice this skill, access your XperienceED
“7  learning platform or student data files.

Lesson Assessments

Sl Access your XperienceED learning platform or student data files and
m complete the Practice Questions and Practice Exercises for this lesson.

16
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Unit 1: Getting to Know Excel Lesson: Construct Cell Data

Lesson 2: Construct Cell Data

Lesson Objectives

In this lesson, you will learn about data types and how to enter data, how to move and copy it, and
basic and advanced paste options. You will discover the Auto Fill tool and how to work with
columns, rows, and cells. Upon completion of this lesson, you should understand the following:

Types of Data

Paste Special

Advanced Paste Special Options
Auto Fill

Insert and Delete Columns
Insert and Delete Rows

Insert and Delete Cells

Change Column Width

O 0OO0OO0OoOooo O

Change Row Height
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Types of Data

Unit 1: Getting to Know Excel

You can make three main types of entries when you insert data into worksheet cells:

e Numeric - Numbers, date, or time values. By default, numeric values align to the right in a cell.

e Text - Alphabetic and numeric characters and most printable symbols. If you enter a text value
that is wider than the cell, it will flow into the adjacent cells if those cells are empty. By default,

text aligns to the left in a cell.

e Formulas - Formulas are composed of values, cell references, arithmetic operators, and special
functions for calculating and displaying results. Each cell can have only one formula, for
example, =A1*15. When the active cell contains a formula. The formula will appear in the Formula

bar, whereas the cell will display the result of the formula.

F
Team
Blue
Green
Total

fr  =G2+G3

Hours
6.5
7

13.5]

Learn Task

S+ Topractice this skill, access your XperienceED
“¢"  learning platform or student data files.

Paste Special

To control components of what is pasted, use the Paste Options button, the Paste drop-down arrow,

or the Paste Special dialog box.

To specify paste options when you paste, copy the data, select where you want to paste it, and then
select the Home tab > Clipboard group > Paste drop-down > Paste Special, and select options in
the Paste Special dialog box.

i

Paste

-

ft i Bk B
(& (% B

Paste Values

[ilz @2 @

Other Paste Options

& &Q

Paste Special...

18
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Unit 1: Getting to Know Excel Lesson: Construct Cell Data

To access Paste Special options after pasting, select the Paste Options button at the bottom of the
pasted range, point to the optionsin the shortcut menu to preview how the pasted item will appear,
then select an option to apply it.

o]

Paste

A0 5 &
(6 [ [
Paste Values

[ B &

Other Paste Options
PR

Use Paste Values to paste only values to remove formulas and formatting.

To paste only values, select the range, select the location to paste, then select Home tab > Clipboard
group > Paste drop down > Values.

flj & Calibri

Paste EB i B I
B

[t Ck B B
(& &

Paste Values

) B

Other Paste Options
D &

Paste Special...

The pasted content has only the values and no formatting.

The copied range The range pasted

as Values
Qtr 1 Budget ‘ ‘
January-23 February-23 March-23§ 44941 44972 45000
Marketing $ 5123 $ 4,560 $ 5,260 | Marketing 5123 4560 5260
Staffing S 12,500 S 12,500 S 12,500 Staffing 12500 12500 12500
Supplies S 1,260 S 900 S 850 Supplies 1260 900 850
Total $ 18,883 $ 17,960 $ 18,610 ! Total 18883 17960 18610

Use Transpose to rotate copied data when pasting, so the column data is pasted as a row, and row
data is pasted as a column.
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To transpose a paste, select the range, select the location to paste, Home tab > Clipboard group >
Paste drop-down> Transpose.

The copied range

Qtr 1 Budget ‘

Jan Feb Mar
Marketing S 5,123 S 4,560 S 5,260 | The transposed
Staffing S 12,500 S 12,500 S 12,500 range
Supplies S 1,260 S 900 S 850
Total S 18,883 $ 17,960 $ 18,610

Marketing Staffing Supplies Total
Jan S 5123 S 12,500 S 1,260 $ 18,883
Feb S 4,560 S 12,500 S 900 $ 17,960
Mar S 5,260 $ 12,500 S 850 $ 18,610

» .;.

- 3 -

Pl
11|.

To practice this skill, access your XperienceED
learning platform or student data files.

Advanced Paste Special Options

More Paste Special options are available in the Paste Special dialog box.

Select the Home tab > Clipboard group > Paste drop-down > Paste Special, select an option, and

select OK.
Paste Special ? *
Paste
@Al () All using Source theme
Oformulas OMI except borders
Oyalues O Column widths
O Formats O Formulas and number formats
() Comments () values and number formats
D WValidation All merging conditional formats
Operation
@ None OMultipIy
() Add ) Divide
() subtract
[] skip planks [ Transpose
Paste Link Cancel
20 3283-1© CCI Learning Solutions Inc.
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e Paste specifies what components of the data in the Clipboard are pasted to the target cells.

e Operation specifies the operation that combines the target cells and data pasted into the target
cells.

e Skip blanks to avoid overwriting any existing data in the target cells if there is no copied data
to be put into that cell.

e Transpose rotates the data, so copied data as a column will be pasted as a row, and vice-versa.

When you use Paste Special and Add Operation, the values in the clipboard are added to the values
already in the paste location range.

March April Total March April Total
456 300 456 456 300 756
512 498 512 512 498 1010
200 250! 200 200 250 450
t t
The copied The range is pasted with
range the Add Operation

To use the Paste Special Operation option, copy the range of cells, select the cell where you want to
paste them, and then use Home tab > Clipboard group > Paste drop-down > Paste Special, select
the Operation option (Add, Subtract, Multiply, or Divide), and select OK.

Use the Column width option to paste a range of data and include the column widths of the original,
copied data. Copy the range of cells, select the cell where you want to paste them, and then use
Home tab > Clipboard group > Paste drop-down > Paste Special, choose the Column widths, and
select OK.

To practice this skill, access your XperienceED
learning platform or student data files.

Auto Fill

Use Auto Fill to copy data or continue sequential patterns in entered data.

e Using Auto Fill with text typically copies it, except for special cases such as names of months or
days of the week.

e Using Auto Fill with numbers or dates will create a series.

e Using Auto Fill with multiple values will continue the sequence of values. In the following
example, the source cells contain the dates for the first two Fridays in 2023, and then the Auto
Fill feature will continue filling the date of every Friday.
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Paydays (Fridays) in 2023
Friday, January 6, 2023
Friday, January 13, 2023
Friday, January 20, 2023
Friday, January 27, 2023
Friday, February 3, 2023
Friday, February 10, 2023| == Auto Fill creates
Friday, February 17, 2023 the remaining
Friday, February 24, 2023 dates
Friday, March 3, 2023
Friday, March 10, 2023

== The selected range

To use Auto Fill, select the cells you want to use as your data pattern, drag the Auto Fill handle (the
small black square at the bottom right corner of the cell) across the target cells, and then release
the mouse.

Learn Task

To practice this skill, access your XperienceED
learning platform or student data files.

Insert and Delete Columns

You can insert new columns in an Excel worksheet anywhere, even between columns containing
data. New columns are inserted to the left of the cell (or column) that you select before issuing the
Insert command.

To insert a column, do one of the following:

e Select a cell or column, Home tab > Cells group > Insert arrow > Insert Sheet Columns.

e Select the column heading to the right of the location where the new column will be, and Home
tab > Cells group > Insert.

e Right-click (or access the context menu) a cell in the column and select Insert.

Insert ? >

Insert
() shift cells right
() shift cells down

) Entire row

Cancel

You can insert multiple columns by selecting columns before using the Insert command. The
inserted columns will be inserted to the left of your selected columns. You will get the same number
of new columns as the number of columns you selected.
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To insert multiple columns, select columns to the right of where you want the new columns to
appear and then do one of the following:

¢ Home tab > Cells group > Insert arrow > Insert Sheet Columns (or Insert).

e Right-click (or access the context menu) the selected columns’ headings and select Insert.

Before you delete one or more columns, verify that the columns do not contain any valuable data
in a portion of the worksheet that is not visible on the screen.

To delete one column, use one of the following:

e Select acellin the column, Home tab > Cells group > Delete arrow > Delete Sheet Columns.

e Right-click (or access the context menu) a cell in the column to be deleted, select Delete >
Entire column > OK.

Delets ? >

Delete

() shift cells left
(1 Shift cells up
) Entire row

[N

o

Cancel

H
-

To delete multiple columns, select the column headings for the columns to be deleted, and then
use one of the following:

¢ Home tab > Cells group > Delete.

e Right-click (or access the context menu) the column heading(s) and select Delete.

7+ Topractice this skill, access your XperienceED
" learning platform or student data files.

Insert and Delete Rows

You can insert new rows in an Excel worksheet anywhere, even between rows containing data. New
rows are inserted directly above the cell or row you select before issuing the insert command.

To insert a row, do one of the following:

¢ Home tab > Cells group > Insert arrow > Insert Sheet Rows.

e Select the row heading below the location where the new row is to be inserted, Home tab >
Cells group > Insert.

e Right-click (or access the context menu) a row heading and select Insert.
To insert multiple rows, select the number of rows below where you want the new rows and then

use the Insert command. The new inserted rows (the same number as the number of rows you
selected) will appear above the two highlighted rows.
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To insert multiple rows, select the rows below where you want the new rows to appear and then do
one of the following:

¢ Home tab > Cells group > Insert arrow > Insert Sheet Rows (or Insert).

e Right-click (or access the context menu) the selected rows’ headings and select Insert.

Before you delete one or more rows, verify that the rows do not contain any valuable data in a
portion of the worksheet that is not visible on the screen.

To delete one row:

e Selectacellintherow,then Home tab > Cells group > Delete arrow

Delete ? >
> Delete Sheet Rows.
. . . Delete
e Right-click (or access the context menu) a cell in the row to be () Shift cells left
deleted, Delete > Entire row > OK. O shift cells up

e Select the row heading(s) for the row(s) to be deleted, and then i

Entire col
Home tab > Cells group > Delete. O Entire column

e Select the row heading(s) for the row (s) to be deleted, and then SEmEd
right-click (or access the context menu) the row heading(s) and
Delete.

Insert and Delete Cells

You can insert or delete one or several cells.

To practice this skill, access your XperienceED
learning platform or student data files.

Be cautious when inserting and deleting cells because rows or columns of data elsewhere might
become misaligned. In this example, selecting Shift cells down causes the data in column A to
become misaligned with the remainder of the data.

3 |Trip start date 1/15/2019  1/25/2019 3/6/2019

4 Hotel $ 1,200.00 $ 1,300.00 $  950.00 e |
5 [frain Is sseo0 s - s - ommmn
6 Gas $ - $ 12500 § 35500 Crwe I
7 Food $ 15000 $  165.00 $ 85.00 | O toiresolumn |
8 Total: $ 1,700.00 $ 1,590.00 $ 1,390.00 | x | e |
3 Trip start date 1/15/2019 1/25/2019 3/6/2019

4 Hotel $ 1,200.00 $ 1,300.00 $  950.00

5 S 350.00 S - S -

6 [Train ¢ - § 12500 $  355.00

7 |Gas $ 15000 $  165.00 S 85.00

8 |Food $ 1,700.00 $ 1,590.00 $ 1,390.00

9 |Total:

In the same example, selecting Entire row keeps the data in each row together.
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3 Trip start date 1/15/2019  1/25/2019 3/6/2019

4 Hotel $ 1,200.00 $ 1,300.00 $  950.00 |men
sfran  Js woo0 s - s - gman
6 Gas S - s 125.00 $ 355.00
7 Food S 150.00 $  165.00 $ 85.00 | O emecoumn
8 Total: $ 1,700.00 $ 1,590.00 $ 1,390.00

9

10

3 Trip start date 1/15/2019  1/25/2019 3/6/2019

4 Hotel $ 1,200.00 $ 1,300.00 $  950.00

5

6 Train Y 35000 $ - 8 -

7 Gas $ - $ 12500 $  355.00

8 Food $  150.00 $  165.00 S 85.00

9 Total: "$ 1,700.00 "$ 1,590.00 "$ 1,390.00

To insert cells, select a cell or range of cells and then use one of the following options:

¢ Home tab > Cells group > Insert.

Note that this option doesn't prompt you to choose whether to shift other cells to the right or down.
e Home tab > Cells group > Insert arrow > Insert Cells > Shift cells right or Shift cells down.

e Right-click (or access the context menu) the selected cells and select Insert > Shift cells left or
Shift cells up.

When you delete existing cells, Excel shifts the remaining cells over from the right or below to
replace the deleted cell(s).

Warning! When you delete cells, any formulas that reference the cell(s) will display an error.

To delete cells, select a cell or range of cells and then use one of the following options:

¢ Home tab > Cells group > Delete.

Note that this option doesn’t prompt you to choose whether you want to shift other cells to the left
or up.

¢ Home tab > Cells group > Delete arrow > Delete Cells > Shift cells left or Shift cells up.

e Right-click (or access the context menu) the selected cells and select Insert > Shift cells left or
Shift cells up.

A B C D E f
1 |Popular Tours
2 | 2021 2020 2019 2018
3 |Rock Climbing 250 200 150 225
4 |lce Climbing 175 150 100 125
5 |Whale Watching 350 250 100 260
& |Heli Skiing a5 a5 70 125
7 |Cycling (Cities) 75 70 65 110
8 |Haunted Sites 150 62 35 4]

To practice this skill, access your XperienceED
learning platform or student data files.
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Change Column Width

The standard column width in a new worksheet may not be wide enough to accommodate your
data. If the column is too narrow and the data is:

e Text, Excel will display the text by overflowing into adjacent (empty) cells. If those adjoining cells
have entries, the text will be truncated.

e Numbers, Excel uses several different rules to determine how to display a numeric value in a
cell:

= |fyou enter a numeric value slightly larger than the current column width, Excel
automatically widens the width.

= |fyou enter a numeric value that is much larger than the current column width, Excel
automatically changes the cell format to scientific notation.

= [fyou reduce the width of a column that contains numbers or dates and Excel can't
display the number, a series of pound signs (######) will be displayed.

A B C D
1 |Popular Tours
2 2022 2021 2020
3 |Rock Climbil #### 15000
4 |lce Climbing #### 20000
5 |Whale Watc #### 25000
6 |Hot Air Ballc #### 10000
7 |Heli Skiing 9600 7500
8 |Cycling (Citi #### 14800
9 |Haunted Sit ### 12500
10 #HHH 1E+05

To change the width for a column manually use one of the following options:

¢ Home tab > Cells group > Format > Column Width.

e Point at the vertical line on the right of the column heading for the column until the pointer
changesto the ‘+’ symbol, and then drag to the desired width.

e Right-click (or access the context menu) the column heading for the column to be adjusted,
and select Column Width.

Use AutoFit to change the column’s width to fit the contents use one of the following options:

e Selectthe columnoracellin the column and select Home tab > Cells group > Format > AutoFit
Column Width.

e Point at the vertical line on the right of the column heading for the column you want to adjust

until the pointer changes to a ‘+’ (double-headed arrow) and then double-click.

To change the width of multiple columns, select the columns first and then use either of these two
methods.

You can hide a column(s) in your worksheet for various reasons including printing considerations,
hiding calculations or data that might confuse the reader, or to prevent other users from viewing
the data or formulas in the column(s).
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Identify hidden columns by the gaps in the column headers and double-line header divisions.
Hidden columns remain hidden until you unhide them again. Excel will continue to correctly
calculate any formulas in hidden cells, or formulas in visible cells that reference hidden cells.

To hide one or more columns, select the column heading(s) first and then use one of the following
options:

e Home tab > Cells group > Format > Hide & Unhide > Hide Columns.

e Right-click (or access the context menu) the selected columns and select Hide.

e Dragthe right edge of the column header(s) to the left until it is hidden.

To unhide a row or column, select the column headings on both sides of the hidden column(s), and
then use one of the following options:

¢ Home tab > Cells group > Format > Hide & Unhide > Unhide Columns.
e Right-click (or access the context menu) the double line header division and select Unhide.

e Dragthe right edge of the hidden column header(s) to the right.

ColumnsDto G
hidden in worksheet
| A | B | G | 1 | J | K
1 |Date Lake Louise, AB Whistler, BC Aspen, CO Breckenridge, CO Crested Butte, CO Durango, CO
2| 1-Oct-22 10 10 5 10 1 11
3| 2-Oct-22 4 0 9 3 7 12
4| 3-0ct-22 2 1 11 13 8 5
3| 4-0ct-22 9 3 12 13 13 10
6 50ct-22 9 8 6 3 13 2
7 6-Oct-22 7 7 1 4 9 7
8 7-Oct-22 5 13 14 10 9 2
9| 8-0ct-22 4 10 10 6 2 2
10 | 9-Oct-22 13 6 15 o 11 g
11| 10-Oct-22 9 5 10 [ 8 7
12 11-Oct-22 13 1 4 7 14 8
13 12-0ct-22 4 9 1 12 14 [
14 13-Oct-22 1 4 10 2 13 12
15 14-Oct-22 5 14 3 8 4 9
16 15-Oct-22 4 14 12 6 7 1
17 16-Oct-22 1 12 9 0 14 5

7= To practice this skill, access your XperienceED
learning platform or student data files.

Change Row Height

The standard row height in a new worksheet may not be wide enough to accommodate your data.

To adjust the height for a row, use one of the following options:
e Select the row or a cell in the row and select Home tab > Cells group > Format > Row Height,
enter a row height and select OK.

e Point at the bottom of the row heading to be adjusted until the pointer changesto a 'I‘ symbol
and then drag.
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e Right-click (or access the context menu) the row heading for the row to be adjusted, and select
Row Height.

A B C D

1 Popular Tours

3 2022 2021 2020
4 |Rock Climbing 12000 15000

5 |lce Climbing 15000 20000

6 |Whale Watching 22000 25000

7 |Hot Air Ballooning = 12000 10000

& |Heli Skiing 9600 7500

9 |Cycling (Cities) 13500 14800

10 |Haunted Sites 22600 12500

1 108722 106821

AutoFit is a time-saving feature of Excel that will automatically adjust row height for you.

To change the row height to fit the contents:

e Select the column or a cell in the row and select Home tab > Cells group > Format > AutoFit
Row Height.

e Double-click the bottom of the row heading.

You might want to hide one or more rows in your worksheet for reasons similar to why you would
hide columns. Identify hidden rows by the gaps in the row or column headers and double-line row
divisions.

Hidden rows will remain hidden until you unhide them again. Excel will continue to correctly
calculate any formulas in hidden cells, or formulas in visible cells that reference hidden cells.

To hide one or more rows, select the row(s) first and then use one of the following options:
¢ Home tab > Cells group > Format > Hide & Unhide > Hide Rows.

e Right-click (or access the context menu) the selected rows and select Hide.

e Dragthe bottom edge of the row upwards until it is hidden.

To unhide a row, select the row headings on both sides of the hidden row(s) and then use one of
the following options:

e Home tab > Cells group > Format > Hide & Unhide > Unhide Rows.
e Right-click (or access the context menu) the double line header division and select Unhide.

e Dragthe bottom edge of the hidden row downwards.

A B C | D E

1 |Tolano Adventures

2 |Website Hits

3

4 |Office January February March April
Row 6 is hidden 5 |New York 8,125 5,947 5,420 5,647
Rows 8 to 10 are I 7 |Toronto 1,017 1,281 1,512 2,107
also hidden 11 |Seattle 4,876

12 |Corporate 904 804 641 772

13 |Total 28,925 25,996 26,149 34,286
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! To practice this skill, access your XperienceED
%" learning platform or student data files.

Lesson Assessments

S Access your XperienceED learning platform or student data files and
m complete the Practice Questions and Practice Exercises for this lesson.
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Lesson 3: Work with Workbooks

Lesson Objectives

In this lesson, you will learn about working with Excel views and techniques to work efficiently with
large worksheets. You'll also learn how to prepare your workbooks for printing by exploring Page
Layout and Page Setup options, header and footers, and other print options. Upon completion of
this lesson, you should understand the following:

Window View Options
Split View

Workbook Views
Freeze Panes

Page Layout

Page Setup

Headers and Footers

O 0Oo0OoOoooo o

Print Options

30 3283-1 © CCI Learning Solutions Inc.



Unit 1: Getting to Know Excel Lesson: Work with Workbooks

Window View Options

Change how the worksheet is displayed by using the commands on the View tab of the Ribbon.

Zoom

las Data Review View Help 2 Tell me what you want to do
+ % #om Fsplit | DO View Side by Side =
Q HY | 3 H-] —— =
Zoom 100% Zoom to MNew Arrange Freeze — Switch
Selection | Window Al Panes~ Windows =

Window

Commands in the Zoom group (Zoom, 100%, and Zoom to Selection) change the magnification

percentage.

To change the zoom by choosing a percentage, select View tab > Zoom group > Zoom, then choose
a Magnification option in the Zoom dialog box or enter a value in the Custom field.

Magnification

() Fit selection
(O custom: 100 |3

Zoom ? *

To change the zoom by fitting a selection, select a range of cells, View tab > Zoom group > Zoom >

Fit Selection.

Commands in the Window group change the Excel window.

New Window

Opens a second window of the workbook.

Arrange All

Arranges all the Excel windows on the screen in one of four layouts.

Freeze Panes

Locks in place the rows above and the columns to the left of a selected
cell.

Split Splits the worksheet into two or four panes based on the cell pointer
position.

Hide Hides the active window from the screen.

Unhide Displays a dialog box listing the windows you've hidden to unhide them.

View Side by Side

Places two open workbooks side by side, either vertically or horizontally.

Synchronous
Scrolling

Scrolls through the worksheets in each pane simultaneously.

Reset Window
Position

Resets the displayed worksheets to equal sizes.

Switch Windows

Lists the files currently open in Excel so you can bring a workbook to the
front by selecting it.
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To use New Window to open another window of the active workbook, select View tab > Window

group > New Window.

Use Arrange All to arrange additional windows on your screen,
. select View tab > Window group > Arrange All and then, in the
rrange

Arrange Windows dialog box, select Tiled, Horizontal, Vertical, or

Arrange Windows 7 X

() Horizontal Cascade.

() Vertical
O LCascade

|:| Windows of active workbook

Tiled - All windows are positioned
next to each other

Horizontal - Each window
stretches across the entire width | == ' ‘
of the Excel application window | [& B

Vertical - Each window stretches
from the top to the bottom of the
Excel screen
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Cascade - Rearrange worksheets
so that each one is on top of the
next and slightly offset to give
you a three-dimensional view of
all open workbooks-

Split View

Use the split feature to view and work in the current active worksheet using two or four window
panes. You can move within each of the split panes to view and work in different parts of the
worksheet. Each split pane has its own scrollbar.

To practice this skill, access your XperienceED
learning platform or student data files.

i

The split will occur above and to the left of the active cell. You'll get two or four panes, depending
on the active cell. The example is four panes with D7 as the active cell.

A B © D B B G H | -
1 |Date Lake Louise, AB Whistler, BC Alpine Meadows, CA Kirkwood, CA Mammoth Mountain, CA Sguaw Valley, CA Aspen, CO Breckenridge
2 | 1-Oct-19 10 10 1) 14 14 10 5
3 | 2-0ct-15 4 0 8 1 1 14 9
4 | 3-Oct-19 2 1 11 4 13 13 11
5 | 4-0ct-19 9 5 4 5 13 13 12
6 5-Oct-19 9 8 4 3 2 11 6 -
i 6-Oct-19 7 7| 121 14 2 3 1 -
8| 7-Oct-19 5 13 12 7 12 3 14
9 | 8-Oct-19 4 10 15 3 2 2 10
10 | 9-Oct-19 13 & 1 4 6 15 15
11| 10-Oct-15 9 5 12 7 7 3 10
12| 11-Oct-18 13 1 13 5 7 3 4
1 3_ 12-Oct-19 4 9 3 1 15 6 1
14| 13-Oct-15 1 4 1 4 1 1 10
15 14-Oct-15 3 14 6 13 7 3 3 -
|_S (O] “ ][4 v
Ready H m - | + 100%

To use Split, select a cell in the worksheet, View tab > Window group > Split, then alter the position
of either the horizontal or vertical split bar by dragging it with your mouse.

To remove both split bars, View tab > Window group > Split.

e Toremove the vertical split bar, drag it to the far left or far right of the worksheet.
e Toremove the horizontal split bar, drag it to the top or bottom of the worksheet.

e Double-click either of the split bars.
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To practice this skill, access your XperienceED
learning platform or student data files.

Workbook Views

You can use three views when working in Excel: Normal, Page Break Preview, and Page Layout.

You can change the view by selecting View tab > Workbook Views group and then selecting
Normal, Page Break Preview, Page Layout, or Custom Views.

Alternatively, use the View buttons on the status bar to change the view at the bottom right of the
screen.

Normal Page Break
1 Preview
| B8 )
Page Layout

Normal - The default view uses this view for entering data and working with data. Only the
worksheet rows, columns, and headers appear. The page break lines only appear if you activate a
print-related feature such as inserting page breaks or seeing a print preview of the workbook.

4 2 | E | € | © | E | & | 9 | & | ! | J | K L0 | M [ [+]
1 |Date Lake Louise, AB Whistler, BC |Alpine d CA Kirk d, CA: h Mountain, CA  Squaw Valley, CA Aspen, CO Breckenridge, CO Crested Butte, CO iDurango, CO Vail, CO Sun Valley, ID PL
2| 1-Oct-19 10 10 o u 14 10 5 10 1 11 4 13
3| 2-Oct-19 4 0 2 1 1 14 El 3 73 12 5 5
4| 3-Oct-19 2 1 11 4i 13 13 11 13 Si 5 1 7
5| 4-Oct-19 9 5 4 SE 13 13 12 13 13} 10 11 4
6 | 5-Oct-19 9 8 4 3: 2 11 6 3 133 2 8 12
7| 6-Oct-19 7 7 12 14i 2 3 1 4 9: 7 5 5
8 | 7-Oct-19 5 13 12 7 12 3 14 10 93 8 15 6
9| 8-Oct-13 4 10 15 8 2 2 10 [ 2! 2 1 14
10| 9-Oct-19 13 6 1 4i 6 15 15 0 11 8 El 0
11| 10-Oct-19 9 5 12 7 7 8 10 6 Si 7 13 6
12|  11-Oct-19 13 1 13 SE 7 3 a 7 143 8 12 0
13| 12-Oct-19 4 9 3 li 15 6 1 12 14} 6 12 12
14| 13-Oct-19 1 4 1 4: 1 1 10 2 133 12 6 9
15|  14-Oct-19 5 14 6 13 i 7 3 3 8 4 9 12 13
16| 15-Oct-19 4 14 1 i1 15 2 12 [ 7 1 [ [
17|  16-Oct-19 1 12 1 3 3 7 El 0 143 5 7 5
18| 17-Oct-19 2 12 1 SE 3 5 9 11 10 7 7 10
19| 18-Oct-19 12 12 9 1; 13 7 0 o Si 13 15 14
20|  19-Oct-19) 10 15 10 Ei 13 11 5 2 103 12 3 14
21|  20-0ct-19 13 8 o 14i 13 1 13 8 3: 2 4 12
22|  21-0ct-19 4 4 9 4 13 5 13 10 Ei 4 2 3

EEW-S S EY 11 191 Y 1 1n 10 12 Y aal I~

Sheetl ® i [ ] O
Ready i) - 1 + 100%
Normal _T T_ Page_ Break
Preview
Page Layout

Page Break Preview - Use this view to manage and control vertical and horizontal page breaks,
especially if your worksheet is long, wide, or both. Watermarks display on your worksheet to identify
which rows and columns will appear on which pages, with the page break lines to mark the
boundaries. Dotted lines are automatic page breaks; solid lines are manual.
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To move a page break in this view, drag it with your mouse.

Lesson: Work with Workbooks

A E [ O E F [ H ] J 3 L M N ] P
1_|Date Lake Louise, £ Whistler, B Alpine Meadows, C Kirkwood, CI Mammaoth Mauntain, € Squaw Valley, C. &spen, Ct Ereckenridge, C Crested Butte, d Durango, C ¥ail, CC Sun " alley, IC Park City, L Snowbird, U7 Jackson Hale,
2 | 1Oet13 0 0 0 ul " 10 5 [[] 1 4 12 ] 0 1
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Page Layout - Use this view to add header and footer information, change margins and layout, and
adjust how the printed document will appear.
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Sheet @

Custom Views - Allow you to save your current page layout settings with a name so that you can
re-activate them later.

Learn Task

To practice this skill, access your XperienceED

learning platform or student data files.
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Lesson: Work with Workbooks Unit 1: Getting to Know Excel

Freeze Panes

As your worksheet grows, it becomes difficult to view all the data on the screen at the same time.
When you can't see row and column headings on the screen as you scroll down or across a large
worksheet, use Freeze Panes to lock the top row(s) and/or left-most column(s). This will keep row
and column titles visible while you scroll to a remote part of the worksheet.

s

Freeze

Panes -

% Freeze Panes

E@ Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

% Freeze Top Row

Ei% Keep the top row visible while scrolling through
the rest of the worksheet,
Freeze First Column

&
E[% Keep the first column visible while scrolling
through the rest of the worksheet.

Note: Excel does not allow you to use Freeze Panes and Split Panes at the same time.

To use freeze panes, select View tab > Window group > Freeze Panes and then select Freeze
Panes, Freeze Top Row, or Freeze First Column.

e Freeze Panes - The active cell serves as an anchor - all rows above and all columns to the left of
the active cell remain in view until the feature is turned off. You may freeze more than one row
or column in place. You can also freeze just the top row(s) or just the leftmost column(s).

e Freeze Top Row - The selection of the active cell is not important; Excel will always freeze only
the one row currently displayed at the top of the worksheet window. Note that if the top row
currently displayed on the screen is not row 1 (for example, row 20), Excel will freeze that row,
even though your column titles may be in row 1.

¢ Freeze First Column - The selection of the active cell is not important; Excel will always freeze
only the one column currently displayed at the far left of the worksheet window. Like the Freeze
Top Row option, be sure to verify that the left column currently displayed is the correct one to
freeze.

To unfreeze panes, select View tab > Window group > Freeze Panes and then select Unfreeze
Panes.

Learn Task

To practice this skill, access your XperienceED
%" learning platform or student datafiles.
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Unit 1: Getting to Know Excel

Page Layout

The Page Layout tab contains three groups you can use to adjust the layout and print settings for

your worksheet: Page Setup, Scale to Fit, and Sheet Options.

Lesson: Work with Workbooks

The Page Setup group on the Page Layout Ribbon tab includes the following options:

¢ Margins - The amount of white space (measured in inches) from the edge of the page

Top: )
Left:
Header: 0.3

Mormal
A

Wide

Top: 1"
Left: 1"
Header: 0.5

Marrow

Top:
Left: 0.2

[ Header: 0.3

Custom Margins...

Top: 75
Left:
Header: 0.3"

Last Custom Setting

Bottom:
Right:
Footer: 0.3

Bottom:
Right:
Footer: 0.3"

Bottom: 1"
Right: 1"

Footer: 0.5

Bottom:
Right:
Footer: 0.3"

el

e Size - The size of paperto u

se for printing

—

3

Size

Letter
85" x 11"

Legal
8.5"x 14"

Executive

7.25"x10.5"

A3
11.69" x 16.34"
Ad

827" x 11.69"

A5

83" x 8.27"

o Y O o R o Y

L

B4 (JIS)

10.12" x 14.33"

B35 (JIS)

7A7" % 102"

Envelope #10
412" x9.5"

Envelope DL
4.33" x 866"

More Paper Sizes...
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Lesson: Work with Workbooks Unit 1: Getting to Know Excel

e Orientation - Portrait (vertical) or Landscape (horizontal)

s
Orientation

D Portrait
D Landscape

e Print Area - After selecting a group of cells, select Print Area > Set Print Area to specify to print
only the range defined as the print area. To clear the print area, select Print Area > Clear Print
Area.

e Breaks - Manually insert page breaks
e Background - Insert a picture as a background for the worksheet

e Print Titles — Specify rows and/or columns that appear at the top/left of every page of printed
output

To practice this skill, access your XperienceED
learning platform or student data files.

Page Setup

Use the Page Setup dialog box to access all the commmands found on the Page Layout tab as well
as additional page formatting options that aren’t available in the Ribbon.

Page Setup ? X

: Margins Header/Footer Sheet

Crientation
b .
@ Portrait OI__andscape

Secaling

(®) Adjustto: | 100 |5 % normal size

) Fit to: 1 +/ page(s) wide by |1 > tall
Paper size: Letter ~
Print guality: | 600 dpi ~

First page number. |Auto

Print... Print Preview Options...
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Unit 1: Getting to Know Excel

To open the Page Setup dialog box:
e Select File > Print > Page Setup
e Select Page Layout tab and then select:
= Any Page Setup dialog box launcher button (V)
= The Page Setup group and then select:
o Margins > Custom Margins
o Page Setup group >Size > More Paper Sizes

o Page Setup group >Print Titles

Some commands are only accessible in the Page Setup dialog box:

Lesson: Work with Workbooks

e Scaling - Specify a percentage to magnify or shrink the size of the worksheet proportionally.
Use the Fit option to fit the worksheet into the specified number of pages.

e Print quality - Determines the density, or quality, of the print

e First page number - Specifies the starting page number for the printed worksheet

Use the Margins tab to specify the following print parameters:

e The amount of white space to leave on each side of the page

e The distance between the Header and Footer and the top/bottom edge of the page

e Whether to center the worksheet on the page horizontally or vertically, or both

? *
Header/Footer Sheet
Top: Header:
0.75 5 03 5
Left: Right:
= 07 |5
Eottom: Footer:
0.75 5 03 =
Center on page
I:‘ Horizontally
[] vertically
Print... Print Preview Options...
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Page Setup

Page Margins  Header/Footer

Print area:
Print titles
Rows to repeat at top:
Columns to repeat at left:
Print
[ Gridiines
[ Black and white
[] Draft quality
|:| Row and column headings

Comments:

Page order

1

o ol
Tl
it frce

® Down, then over  [==
—

=
O Over, then down i
EE .

b

i
]

Cell errors as:

Print...

[Mane]

displayed

Print Preview

? X
*
*
+
~

Options...

Cancel

Unit 1: Getting to Know Excel

The Sheet tab of the Page Setup dialog box includes the following features:

The Scale to Fit group includes Width, Height, and Scale.

Print area - Specifies a range of cells as the print area

Print titles — Specifies rows or columns (or both) to print on every page of the printed output

Print — Select options in this section if you want them to appear on the printed pages

Page order - By default, Excel prints down the rows, and then across the columns

Page 1 Page 4 Page 7
Page 2 Page 5 Page 8
Page 3 Page 6 Page 9

Use the Width and Height options to calculate the correct scale value to fit the worksheet into

the specified number of pages vertically and horizontally.

The Scale option enables you to magnify or shrink the size of the worksheet proportionally on

the page for printing.

o Width: | Automnatic -

I:DHEight: Automatic -
@Scale: 00% o

Scale to Fit P

40
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Unit 1: Getting to Know Excel Lesson: Work with Workbooks

The Sheet Options group includes these options:

e Gridlines displays or prints non-printing lines around each cell.

Gridlines  Headings
View View
LI print [ Print

Sheet Options P

e Headings displays or prints column (A, B, C) and row (1, 2, 3) headings.

Headers and Footers

To practice this skill, access your XperienceED
learning platform or student data files.

Headers and footers appear at the top and bottom of every printed page, respectively. Headers

and footers apply only to the active or selected worksheet(s). Create or modify a worksheet header

or footer using the Page Setup dialog box or the Print Layout view.

To create a header and/or footer with the Page Setup dialog box. Select the worksheet(s), then

select Page Layout tab > Page Setup group > Page Setup dialog box launcher ( N ), select the
Header/Footer tab, then choose a preset from the Header and Footer drop-down menus, apply

additional options with the checkboxes, and then select OK.

Page Setup 7 X

Page Margins

Header:

[none] w
LCustom Header... Custom Footer..,

Footer:

[none] e

|:| Different odd and even pages
D Different first page

Scale with document

Align with page margins

Print... Print Preview Options...
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Lesson: Work with Workbooks Unit 1: Getting to Know Excel

For more header and footer options. Select the worksheet(s), select Page Layout tab > Page Setup
group > Page Setup dialog box launcher, select the Header/Footer tab > Custom Header or select
Custom Footer. Enter header or footer information into the three sections (Left, Center, And Right)
by entering text or using the command buttons to enter a code such as &[Page] to display the page
number, and then select OK.

Header 7 >

Header

To format text: select the text, then choose the Format Text button,

Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button,

Al BRl BO &8 E B

Left section: Center section: Right section:
&[Date] &[File] &[Page] of &[Pages]

OK Cancel

The command buttons listed on the Header and Footer dialog are:

¢ Format Text - Changes the appearance of text

¢ Page Number - Current page number

¢ Number of Pages — Total number of pages

e Current Date - Inserts today's date

e Current Time - Inserts the current time

e File Path - Current file name and path displayed

¢ File Name - Name of the file

e Sheet Name - Name of the current sheet

e Picture - Inserts an image

¢ Format Picture - Changes the appearance of a picture
Add or modify a header or footer in Page Layout view by using one of the following options:
e Insert tab > Text group > Header & Footer.

¢ View tab > Workbook Views group > Page Layout.
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1. Getting to Know Excel

Lesson: Work with Workbooks

In the Header & Footer Elements group, select Header or Footer to select from a list of predefined
options, including the page number, file path, file name, or workbook name.

]

Header

(none)

Page 1

Page 1of 7

Sheetl

Confidential, 8/29/2019, Page 1

My Ski Resort Snowfall (layout)

C:\Users\iheer\Desktop'3273 Exercise Files\MyProjects\My Ski Resort Snowfall (layout)
Sheetl, Page 1

Sheetl, Confidential, Page 1

My Ski Resort Snowfall (layout), Page 1

C\Usershiheer\Desktop\3273 Exercise Files\MyProjects\My Ski Resort Snowfall (layout), Page 1
Page 1, Sheetl

Page 1, My 5ki Resort Snowfall (layout)

Page 1, My 5ki Resort Snowfall (layout)

Page 1, C:\Users\iheer\Desktop'3273 Exercise Files\MyProjects\My Ski Resort Snowfall (layout)
User, Page 1, 8/29/2019

Prepared by User 8/29/2019, Page 1

)

Footer

(none)

Page 1

Pagelof?

Sheet1

Confidential, 8/29/2019, Page 1

My Ski Resort Snowfall (layout)

ChUsers\iheer\Desktop\3273 Exercise Files\MyProjects\My Ski Resort Snowfall (layout)
Sheetl, Page 1

Sheetl, Confidential, Page 1

My Ski Resort Snowfall (layout), Page 1

Ci\Usershiheer\Desktop\3273 Exercise Files\MyProjects\My Ski Resort Snowfall (layout), Page 1
Page 1, Sheetl

Page 1, My Ski Resort Snowfall (layout)

Page 1, My Ski Resort Snowfall (layout)

Page 1, C\Users\iheer\Desktop'3273 Exercise Files\MyProjects\My Ski Resart Snowfall (layout)
User, Page 1, 8/29/2019

Prepared by User 8/29/2019, Page 1

In Page Layout view, insert your cursor in the left, middle, or right box for the Header or Footer. Then
enter text or use the command buttons in the Header & Footer Tools Design contextual Ribbon

tab.
= T = = T = T T = T
Y || 2‘ 3| 4 5| 8] 7|
A | B | < | D | E |
L Header
[ 1 Date _lLake Louise, AB  Whistler, BC |Alpine Meadows, CA  Kirkwood, CA
— 2 1-Oct-19 10 10 t] 14
L 3 2-Oct-19 4 1] 8 1
4 3-Oct-19 2 1 11

w44 12-Nov-19 9 7 2 1
L 45 13-Nov-19 2 5 10
L 46 14-Nov-19 13 10 8 1
=3 Footer

File Home Insert Draw Page Layout Formulas Data Review View Help Header & Footer

B, — I - -

B @ @ @ B @ [ l E/:_{ [] Different First Page Scale with Document

Header Footer Page Mumber Current Current File File  Sheet Picture Go to - . - .
Different Odd & Even P Al th Page M
= = MNumber of Pages Date  Time Path MName Name Footer W (s e

Header & Footer Header & Footer Elements Mavigation Options

¢ Topractice thisskill, access your XperienceED
learning platform or student data files.
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Lesson: Work with Workbooks Unit 1: Getting to Know Excel

Print Options

Set Print Titles to designate specific data rows or data columns (or both) to print on every page of
the printed output.

To set print titles in the Page Setup dialog box:
e Select Page Layout tab > Page Setup group > in the Print Titles section select the collapse

button (%) for the Rows to repeat at top field to shrink the dialog box, and then in the
worksheet, select the row header(s) for the row(s) (they must be contiguous rows) you want to
use as titles and ENTER.

e Repeat this process for columns to repeat at the left.

Page Setup ? *

Page Margins  Header/Footer | S

Print area: +
Print titles
Rows to repeat at top: +
Columns to repeat at left: +

e Specify a range of cells as the Print Area so only that range will print by default.

To specify a range of cells as a print area:

e Select the cell range in the worksheet, then select Page Layout tab > Page Setup group > Print
Area > Set Print Area.

Alternatively, to select a range of cells to print:

e Select the range of cells on the worksheet, then select File > Print, and then under Settings,

select Print Active Sheets then choose Print Selection.

The Print page in Backstage view contains options for printing including Print Area, Orientation,
Page Size, Margins, and Scaling. The Print Area drop-down menu includes Print Active Sheets, Print
Entire Workbook, Print Selection, and Ignore (previously set) Print Area.

The Backstage view Print Settings allows you to select one of four options for printing:

e Print Active Sheets - Prints the current active worksheet (or multiple selected sheets)

e Print Entire Workbook - Prints all worksheets in the entire workbook

¢ Print Selection - Prints the currently selected range of cells in the current active worksheet

¢ Ignore Print Area - Ignores any previously set print areas
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Ski Resort Snowfall - Excel ? [m] =

3]

Print
_— %] Copiex

Print

= Open

Printer
Inla

HP Calor Laserlet Pro MFP...

‘-:'% Ready

Save
Erinter Propenics
Save As H
e Settings
Save as Adobe E Print Active Sheets .
FDF - Only print the active sheets
Pages Ll o .

Print
E Print Ore Sided
Share Only prnt on one side of th
Collated
Expott 123

Pubiish Parirant Onentation -

1J
O

= :
]
D

MHormal Marging
Lefi: 0.7 Right: QLT

5
fecount Mo Scaling
Print sheets at their sctusl size

Fedback Bage Setup

Opbans

41 of12 p [ &

To print more than one worksheet, but not the entire workbook:

e Hold CTRL (or SHIFT if the sheets are contiguous), select all the worksheets you want to print,
then select File > Print, ensure Print Active Sheets is selected, and select Print.

Permissions for Rangel *

Security

Group or user names:

No groups or users have pemission to access this ohject
However, the owner of this object can assign permissions.

Permissions Allow Deny

Edt range without a password

QK Cancel Apply
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v To practice this skill, access your XperienceED

o learning platform or student data files.

Lesson Assessments

Sl Access your XperienceED learning platform or student data files and
m complete the Practice Questions and Practice Exercises for this lesson.

Unit Assessments

<—| Access your XperienceED learning platform or student data files and
=]  complete the Objective Assessment and Create Project for this unit.
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Unit 1 Key Terms

Term

Definition

Accessibility

A tool used to find issues that might make it difficult for users with

Checker disabilities to access the content in the workbook.

Active Cell The cell where you are entering data.

Auto Fill Use to copy data or continue sequential patterns in entered data.
AutoFit Change a row's height or column’s width to fit the contents.

Column Headings

Sequential letters at the top of each column enable you to identify
columns.

Contextual Tab

Tabs that appear only when they are applicable.

Custom Views

Allows you to save your current page layout settings with a name so that
you can re-activate them later.

Document Atool used to find hidden or private information in a workbook and report

Inspector ittoyou in a report.

Extension The last four characters in the file name that indicate the type of Excel file
itis.

File Tab Select the File tab to open the Backstage view.

Footers Footers appear at the bottom of every printed page.

Formula Bar

Displays the contents of the active cell and can be used to add or edit
data.

Formulas

Formulas are composed of values, cell references, arithmetic operators,
and special functions for calculating and displaying results.

Freeze Panes

Locks in place the rows above and the columns to the left of a selected
cell.

Gallery

Type of menu in the ribbon that displays multiple formatting options.

Headers

Appear at the top of every printed page.

Insert Function

Opens a dialog box to help you choose and insert a built-in function.

Metadata

Information about a file that's stored within the file.

Minimize,
Maximize/Restore
Down, Close

Located in the upper right-hand corner of the window, these buttons
enable you to minimize the application window to a button on the
taskbar, maximize the program to full screen, restore the window to its
original size, or close the application window.

More Button

Button that opens a gallery.

Name Box

Displays the cell address of the active cell.

Normal View

The default view used for entering data and working with data.

Numeric

Numbers, date, or time values, aligns to the right by default.

3283-1 © CCl Learning Solutions Inc. 47




Unit Key Terms

Page Break Preview

view

Used to manage and control vertical and horizontal page breaks.

Page Layout

A tab on the Ribbon where you find controls and settings for printing.

Page Layout View

Use to add header and footer information, change margins and layout,
and adjust how the printed document will appear.

Paste Special

Paste options to control components of what is pasted.

Print Titles Specifies rows or columns (or both) to print on every page of the printed
output.

Properties Metadata in Excel, some that's generated automatically by Excel (such as
the date and time the file was created and last modified, who created it,
and the size of the file), and some you add (such as a workbook Title or
your company name).

Quick Access Located above the Ribbon, the QAT provides quick and customizable

Toolbar (QAT) access to frequently used commandes.

Ribbon A collection of tabs (such as File, Home, and Insert) that provides quick

access to commands used to complete a task. Each Ribbon tab relates to
a type of activity.

Ribbon Display
Options

Button to control what displays on the ribbon: Auto-hide, Tabs, Tabs, or
Tabs and Commands.

Ribbon Group

Each Ribbon tab contains groups of related commands to edit, format, or
enhance items in your documents. Some groups include a dialog box
launcher button at the bottom right which opens a dialog box or pane
with more commands and options.

Ribbon Tab

Commands are arranged in tabs that appear on the Ribbon, and each
tab's commands relate to a specific type of activity.

Row Headings

Sequential numbers on the left side of each row enable you to identify
rows.

Scroll Bars Scrolls the spreadsheet to view content that is offscreen and not visible.

Sheet Tab The rectangular box at the bottom of a worksheet by which the
worksheet is accessed and identified.

Split Splits the worksheet into two or four panes based on the cell pointer
position.

Status Bar Displays the current cell mode, auto calculations, the View buttons, and
the Zoom slider.

Template A type of workbook that typically contains data, formulas, and formatting,
and makes a copy of itself for you to use.

Text Alphabetic and numeric characters and most printable symbols, aligns to
the left by default.

Title Bar Located at the top of the screen, the title bar indicates the contents of the
window.
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View Buttons

Change the on-screen views for the worksheet: Normal, Page Layout, and
Page Break Preview.

Zoom Slider

Drag the slider button to choose a particular zoom percentage or use the
buttons at either side of the slider.
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Prepare to earn the Microsoft Office Specialist: Excel Associate (MO-210) certification by building practical
skills for managing data, performing calculations, and creating professional spreadsheets. This course
covers the essential tools for working confidently with Excel in academic, business, or everyday settings.

Learn how to import and organize data, use formulas and functions, format tables, and visualize
information with charts. Explore features that help improve accuracy, structure information clearly,
and prepare workbooks for sharing or collaboration.

Whether you're creating reports, tracking performance, or analyzing data, this course provides the
foundational Excel skills needed to validate your proficiency and support real-world productivity.

Key Learning Outcomes:

Manage Workbooks & Worksheets: Import, navigate, and format workbooks using named
ranges, hyperlinks, and custom views.

Data Management & Formatting: Sort, filter, and organize data using Auto Fill and number
formatting.

Tables & Structured Data: Create, format, and modify Excel tables, including total rows and
conditional formatting.

Advanced Formulas & Functions: Use AVERAGE(), COUNT(), IF(), UNIQUE(), and structured
references for efficient calculations.

Text & Data Transformation: Work with text using CONCAT(), MID(), LEFT(), RIGHT(), and
case functions.

Charts & Data Visualization: Design and modify charts, apply styles, and switch rows and
columns to reveal insights.

Collaboration & Workbook Preparation: Configure print settings, manage comments, and
ensure accessibility with alternative text.
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