WSIPC eresents

ASWU(

Advanced Excel and Google
Sheets for Education
Professionals

Solution-Based Practice

Category Prescription oTC Prep Food

Tax Rate 0% 7% 10%

Product Category Quantity Price Shipping Total
Ambien Prescription 14|  $39.00 $3.00 $588.00
Benadryl Over the Counter 2. $12.00 $1.00 $27.69
BistroMD Prepared Food 22|  $18.00 $4.00 $532.40
Calamine Over the Counter 3 $3.00 $0.50
Factor Prepared Food 200  $12.00 $2.00
Lactaid Over the Counter 3 $11.00 $2.00
Lanacane Over the Counter 2l $7.00 $0.50
Neosporin Over the Counter 1  $6.00 $0.50
Nexium Over the Counter 5 $22.00 $1.00
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Solution-Based Practice

2023 Attendance
School Overall Average
Bickleton
Cascadia
Deer Park
Elma

Ferris

Grays Harbor

Kittitas

Mica Peak
Onalaska
Paideia
River Ridge
Swiftwater
Toppenish
Per-Student
Lunch Assistance Data Allotment
School Qualified | Allotment | Actual | Difference $1,500
Mountain View Academy 1428 $2,200,000 1099
Phoenix Academy 1448, $2,200,000 1251
Kentlake High School 1564, $2,200,000 1500
Meridian High School 2313 $3,400,000 1442
Ridge High School 1820, $2,800,000 1740
Wood High School 2133 $3,200,000 1313
Meeker Middle School 1349 $2,000,000 1303
Regional Justice Center 1236| $1,900,000 1299
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Solution-Based Practice

Cost Per Student FUNDING SOURCES

Funding Per

Matching Funds Student $ 10,000
S 500 15% Local Funding 56%
S 1,000 25% State Funding 18%
S 2,000 50% Federal Funding 1.5%
S 5,000 100%
e | Ervolment | CETS | rumaing | StteFunding | [0 | pefat | paig | MERUTE | TS
District 1 2300 | $13,000 $2,500
District 2 800 | $21,000 S0
District 3 1100 | $11,000 $1,000
District 4 1900 | $10,500 $800

Teacher Program Summary

Teacher %
Program Formal Name Teachers Required Count Difference | Staffed

Alternative Learning Experience 2,900 1,788
Transitional Bilingual Instructional Program 3,400 2,217
Career and Technical Education 7,200 5,792
Special Education 9,000 8,929
Other 28,000 27,160
Basic Education 75,000 57,402
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Dashboard
What is a Dashboard?

A dashboard is a visual display of the most important information that fits entirely on a single computer screen.

You can create a dashboard using a Pivot Table, Pasting from Microsoft PowerPoint or with the OFFSET function
and a scrollbar.

This one employs the SUMIFS, COUNTIFS, and AVERAGEIFS functions. Use SUMIFS, COUNTIFS, and AVERAGEIFS
when you want to analyze the sum, count, or average based on multiple criteria.

The syntax for COUNTIFS is the criteria range and criteria repeated until all criteria are added.
=COUNTIFS(criteria_rangel,criterial,criteria_range2,criteria2,...)

The SUMIFS and AVERAGEIFS syntax adds the sum or average range up front:
=SUMIFS(sum_range, criteria_rangel,criterial,criteria_range2,criteria2,...)

=AVERAGEIFS(average_range, criteria_rangel,criterial,criteria_range2,criteria2,...)

Test Type Administrator
ELA SBAC

Subject Total Taken % Passing
Female

Male

Gender X

Foster Care

Nonfoster

Homeless

Nonhomeless

Building the Dashboard
We have gathered salary data on professional baseball players for the years 2010-2014.

On a separate sheet, we drew the dashboard and created a corresponding combo chart for you.

1. Use Data Validation to create a drop-down list of tests and administrators in cells C2 and Dr
2. Use the SUMIFS function to pull the # of Students into column C
3. Use COUNTIFS to bring the students Passed into column D and divide to make it a percent
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Combo Chart
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Source Data
Group Student # of #

Type Group Subject | Administrator | Students Passed Students
Foster Nonfoster ELA AlM 18000 3,246 79915
Foster Nonfoster Math AlM 22000 6,126
Gender Female Math AlM 7521 2,488
Gender Female ELA AIM 12628 12,043
Gender Male Math AlM 7479 3,098
Gender Male ELA AIM 12372 5,395
Homeless | Nonhomeless | Math AlM 28700 1,276
Homeless Nonhomeless | ELA AIM 24639 745
Foster Foster Care Math SBAC 1177 6,004
Foster Foster Care ELA SBAC 1073 600
Foster Nonfoster ELA SBAC 18045 3,114
Foster Nonfoster Math SBAC 19620 480
Gender Female Math SBAC 9215 5,325
Gender Female ELA SBAC 10521 6,822
Gender Gender X Math SBAC 13 12
Gender Gender X ELA SBAC 29 24
Gender Male ELA SBAC 9816 2,091
Gender Male Math SBAC 10321 1,169
Homeless Homeless ELA SBAC 540 489
Homeless Homeless Math SBAC 732 700
Homeless Nonhomeless | ELA SBAC 25304 7,961
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Insert, Copy, and Move Worksheets

Insert a Worksheet:
1. Click the tab of the worksheet you want to insert a worksheet
after

Insert.
2. Click the plus sign (+) to the right of the sheet tabs lifornia B9 pelete
Move or copy a worksheet: lorida Rename
1. Right-click the tab for the worksheet to be moved or copied eorgia Move or Copy..

2. Select Move or Copy O View Code

3. Select the destination workbook from the To Book dropdown idiana C protect Sheet
menu (the current workbook is selected by default) =
4. Select the worksheet position in the destination workbook in the Tab Color
Before Sheet panel Hide

S. Leave the Create a Copy checkbox unchecked to move the sheet
or Click the Create a Copy checkbox to copy the sheet

6. Click OK Select All Sheets

SO R 3, [ Sales 4Q |

Shortcut: You can also drag a sheet to move it. To copy a sheet

- CTees wmwan y

6,887.00
6,912.00
5,330.00
3,778.00

quickly, press and hold the CTRL key on the keyboard while clicking and dragging the sheet tab to new location

Rename a worksheet:
1. Double-click the tab for the sheet to be renamed
2. Type the new sheet name and pPress Enter

Freeze Headers When You Scroll:

To freeze panes:
1. Click in the cell beneath the row and/or to the right of the column to frozen

2. On the View tab, in the Window group, click the Freeze Panes drop-down arrow and select Freeze Panes

To unfreeze panes:
1. Click in the cell beneath the row and/or to the right of the column to frozen

2. On the View tab, in the Window group, click the Freeze Panes drop-down arrow and select Unfreeze Panes

Fle Home Insert Pagelayout Formulas Data Review View Developer

. - *; B spin =
E|E a5 o e Q[ B 11 B [EB]E™ =
Normall Ddge Break Pdge (uslom Navigation 5, Zoom 100% Zoomto — Mew Arrange | Freeze Switch
] Gridlines [+ Headings
Selection  Window Al |Panes v Windows ¥
Sheet View Show Zoom = Freeze Pan
[ New = Open Save [B Print Preview and Print [ Zoom to Selection <) Undo ~ %
H2 v i fe 79015 Freeze Top Row
) § Keep the top row visible while scrolling through
A ] C D E F G H J K the rest of the worksnest.
] i Admini Stud. d
‘ Group Type| Student Group| Subject # of ents|  Passed l# | - Freeze First Col
2 [Foster Nonfaster ELA Al 18000 3,246 79915 E[Il Keep the first column visible while scrolling
$ Foster Nonfoster Math AIM 22000 6,126 through the rest of the worksheet.

S Comments

&

Macros
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Compose a formula:
1. Type and equal sign (=)

2. Click the first cell

3. Type an operator (+ to add, - to subtract, * to multiply, / to divide)
4. Click the next cell

5. Continue until the formula is complete, then press Enter to calculate and move the cursor down or Tab to
calculate and move the cursor to the right

School

Students|Teachers

Ratio

Total

School 1

187

12

School 2

472

28

School 3

614

42

Exercise:

Calculate the total cost, Price, Tax, and Shipping using cell B1 for the Tax Rate and taxing only the price.

A

Tax Rate

B
8.25%

C

Prices
$12.00
$15.00

Shipping
$2.00
$3.00

Total

$18.00

$4.00

NoO U h WN =

$25.00

$5.00
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Cell Referencing

Reference cells in formulas by typing the cell reference or clicking on the cell to enter it into the formula

You can reference cells in other worksheets or workbooks just by clicking on them. Excel makes a notation in the
formula that indicates where to find the cell using the following syntax:

Location How it Appears Example
Same worksheet as the formula Row and Column Cell Reference F7
Same workbook, different worksheet Sheetname! CellReference ‘Sales Total'l F7
Different workbook [WorkbookName] SheetName! CellReference '[Practice Files] Sales Total’! F7

Single quotes are needed if the name of the worksheet or workbook contains a space

AutofFill Formulas

Relative Reference

1. Select the cell containing the formula

2. Point to the fill handle until the pointer changes to a + symbol

3. Click and drag the fill handle over the adjacent cells that you want to fill the formula into

Excel adjusts the cell references in the formula relative to where you move it. If you fill down, the row reference
adjusts, if you move across, the column reference changes. If you copy and paste a formula, both the row and
column reference change relative to the distance the formula has been moved

Absolute Reference

If you do not want the reference to a cell to change when you copy it to a new location, you can lock in the
reference by making it absolute. The way to do this is to put a dollar sign in front of the reference you want to lock
in. If you are referring to a single cell and do not want the reference to change no matter what direction it moves,
lock it in by putting a dollar sign before BOTH the column and the row reference $C$4

You can also lock in just the row C$4 or just the column $C4

You can type the dollar signs or use F4 to toggle through the 4 types of reference: $CS$4 C$4 $C4 C4

Name Cells and Ranges

1. Select the cell(s) to be included in the named range Cliphoard
2. Click the Name Box

3. Type a name for the range = :
4. Press Enter Gr.adeL]st
The cell or range can still be referred to by the row and column reference, but now it can also be ~ L2intTitles

referred to by its name
What is the advantage of naming a cell or range?
What are some situations where naming would come in handy?
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Excel Functions

A function is a pre-written formula. There are over 300 functions in Excel, and you can access them in the Formulas
tab or by clicking Fx to the left of the Formula Bar
The most popular functions in Excel are SUM, AVERAGE, MAX, and MIN. You can access these on the Home tab by
clicking the symbol for the Greek letter Sigma 3

To sum, average, find the highest number, or find the lowest number in a range:

1. Click the cell where you want the answer to appear (it doesn’t have to be at the bottom or right of the range)
2. Click the Sum button (or one of the other functions from the drop-down arrow to the right of the Sum button)
3. Highlight the range you want to sum (Excel guesses for you, so make sure the selection is correct)

4. Press Enter

Calculate Dates

Company First Last Title QTR 1 QTR 2 QTR 3 QTR 4 Total

Grays Harbor Academy [Sam Sneed Engineer $3,200.00 $4,391.00 $4,549.00 $4,707.00 $16,847.00
Mary M. Knight School  |Ana Mendez Manager $3,452.00 $5,674.00 $7,698.00 $9,722.00 $26,546.00
Weatherwax High School |Lee Park VP Sales $5,467.00 $3,245.00 $4,532.00 $5,819.00 $19,063.00
Adna Middle/High School |Ahmed Hariri Exec. Director $4,568.00 $3,444.00 $2,198.00 $2,756.00 $12,966.00
Centralia High School Jack Rauch Sales Rep $9,830.00 $4,829.00 $3,202.00 $2,003.00 $19,864.00
Futurus High School Lin Tang HR Director $1,256.00 $2,356.00 $4,555.00 $5,603.00 $13,770.00
Lake Quinault School Maria Galitch Buyer $2,343.00 $6,432.00 $2,523.00 $3,059.00 $14,357.00
Elma High School Ken Yamano Commander $7,897.00 $3,245.00 $5,093.00 $1,469.00 $17,704.00

Total Revenue:

Average Revenue:

| argest Amount:

Smallest Amount

Excel sees dates as numbers of days since January 1, 1900. Excel sees times as fractions of dates. This means you
can easily calculate numbers of days between dates and number of hours or minutes between times

Fixed

Dynamic

Current Date CTRL +; =TODAY()
Current Time CTRL +: =NOW()
greater than less than does not equal

greater than or equal to

is blank
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The IF Function
=IF (Logical Test, Value if True, Value if False)

The IF function is the function that allows many other functions to work correctly. How many times do you have
everything set, then you realize there is a caveat or exception?

A B C D E F
1 Advertising Accounts Receivable
2 |Current Date: Term:
5 Customer Invoice Amount Invoice Age # of Days
Name Date Due Date Overdue
4 Village Reader 10/29/19 $ 577.82
5 RAW Enterprises 02/17/119 $ 264.76
6 |Advertising Concepts 08/01/19 $ 810.21
7 NYNEX Ltd. 04/05/19 $ 334.00
8 Poetential Unlimited 08/03/19 $ 86.50
9 Young Upstart 06/23/19 $2,595.00
10 Mass Appeal, Inc. 01/10/20 $ 95.15

Let’s say | ask the class, “If you have never used Excel before, raise your hand. Those who have used Excel, use the
distance between your finger and thumb to indicate the level of knowledge you feel you have.” That is an IF
function where the Logical Test = Have Never Used Excel before, the Value if True = Raise Your Hand, and the
Value if False = Use the distance between your finger and thumb to indicate your level of knowledge.

Function Arguments ? Pl
IF
Logical_test + =
Value_if_true +| =
Value_if_false + =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE,

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Farmula result =

Help on this function Cancel

©2023 Sherry Prindle sherry@sherryprindle.com
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File Home Insert Page Layout Formulas Data Review View Developer

y . = 7
J(x Z . . . . . . . @ <—| @ Define Name uq Trace Precedents “fr Show Formulas F‘@ . . Calculate Now

~ % i, v
Insert AutoSum Recently Financial Loglcal Text Date & Lookup & Math & More Name (| Use in Formula o Trace Dependents /“ Errar Checking Watch Calculation E:l Calculate Sheet
Function ~ Used > ~ ~ Time v Reference ¥ Trig™~ Functions~ = Manager E" Create from Selection _F; Remove Arrows v @ Fvaluate Formula Window Options ~
Function Library Defined Names Formula Auditing Calculation

Other Functions
Search functions by category in the Formulas tab or use the search box in the Insert Function dialog box, found by
clicking Fx to the left of the formula bar.

You can compose a function inside the Insert Function dialog box. This is handy because Excel explains all the
arguments in the formula and also inserts the proper punctuation for you
Formula Auditing

The Formula Auditing Tools on the Formulas tab can help you gain clarity on what is going on with the formulas in
your spreadsheet.

Trace Precedents Shows the cells used in calculating the value of a cell. Note: Click the Trace Precedents button
more than once to see all cells used.

Trace Dependents Shows all the formulas in which a specific cell is used. Use Remove Arrows to stop showing
Precedence or Dependence Arrows.

— - 2o

= =] Define Name #1= Trace Precedents ;@ShuwFurmulas ’—\ . 2 Colculate Now
A Usein Formula = =% Trace Dependents Eror Checking ~ OO

Name Watch  Calculation 2 Clculate Sheet

Manager [ Createfrom Selection 5. Remove Arrows - (&) Evaluate Formula  indow  Options -

Defined Names Formula Auditing Calculation

C D E
Tax Rate 5%
Prices | Shi \ Total
$12.00 | $2.000N\_™ $14.99
$15.00 | $3.00 \\* $19.24
$18.00 = $4.00 \‘ $23.49
$25.00 = $5.00 1 $32.06
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VLOOKUP Function

The VLOOKUP function searches for a value in the leftmost column of a table and returns a value in the same row
from a specified column in the table.

=VLOOKUP (WHAT, WHERE, WHICH)

What = What are you looking up based on?

Where = Where are you looking it up? (Highlight [and name] the table)

Which = Which column number (in your table) do you want to return data from?

An optional fourth argument allows you to input, “FALSE: if an exact match is required.

4 A B € D E F
2 | Commission Rate 10%

4 |Salesperson Sales Quota Commission Bonus Total Pay
5 |Jim Bruce $6,598.00 . $3,000.00

6 |Mark Sanders $6,059.00 | $4,000.00

7 |Carmen Foster $4.895.00 | $5,000.00

g

10 Bonus Table

11 Quota Level Bonus

12 $2,000.00 $25.00

13 $3,000.00 $50.00

14 $4,000.00 $75.00

15 $5,000.00 $100.00

16 $6,000.00 $125.00

The IFERROR Function

When running a formula may result in an error message, you can designate what you want to replace
the error message (usually a 0 or “” for blank).

=IFERROR([the formula],value if error) =IFERROR(VLOOKUP(B2,5F$1:5J$9,3),””)

©2023 Sherry Prindle sherry@sherryprindle.com
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The XLOOKUP Function

The XLOOKUP function searches a range or an array, and then returns the item corresponding to the first match it
finds. If no match exists, then XLOOKUP can return the closest (approximate) match.

=XLOOKUP(lookup_value, lookup_array, return_array, [if_not_found], [match_mode], [search_mode])
Arguments

1. lookup_value = Cell reference that contains what you are looking up based on
(If omitted, XLOOKUP returns blank cells it finds in lookup_array)

2. lookup_array = The range to search (use absolute reference)
3. return_array = The range to return a value from

4. [if_not_found] (Optional) - Where a valid match is not found, returns the text you supply. By default, #N/A is
returned

5. [match_mode] (Optional) - Specify the match type:
0 - Exact match. If none found, return #N/A. This is the default.
-1 - Exact match. If none found, return the next smaller item.
1 - Exact match. If none found, return the next larger item.
2 - A wildcard match where *, ?, and ~ have special meaning.

6. [search_mode] (Optional) Specify the search mode to use:
1 - Perform a search starting at the first item. This is the default.
-1 - Perform a reverse search starting at the last item.
2 - Perform a binary search that relies on lookup_array being sorted in ascending order. If not sorted, invalid
results will be returned.
-2 - Perform a binary search that relies on lookup_array being sorted in descending order. If not sorted, invalid
results will be returned.

G2~ fe =XLOOKUP(F2,B82:B11,D2:D11)
A B | ¢ | Db |El F G
1 Country Abr Prefix What is the dial code?
2 | |china CN +86 | |Brazil [ 455
3 | |india IN +91
4 | |United States US +1
5| |Indonesia 1D +62
6 | |Brazil BR +55
7| |pakistan Pk 492
8 | |Nigeria NG +234
9 | |Bangladesh BD 4880
10| |Russia RU +7
11| [Mexico  MX 452

©2023 Sherry Prindle sherry@sherryprindle.com VAR
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Newest Functions

XLOOKUP: A powerful lookup function that can perform both exact and approximate matches, search
data in either direction, and return multiple values at once.

IFS: A function that allows you to test multiple conditions in a single formula and return a result based on
the first condition that is met.

SWITCH: Also allows you to test multiple conditions and return a result based on the first match.

MAXIFS and MINIFS: Functions that allow you to find the maximum or minimum value in a range based on
one or more criteria.

CONCAT: Allows you to combine text from multiple cells into a single cell.

TEXTJOIN: Similar to CONCAT, but allows you to specify a separator character between the combined text.

Newest Array Functions

©2023 Sherry Prindle sherry@sherryprindle.com

FILTER: Allows you to filter a range of data based on one or more conditions. It returns a new range that
contains only the rows that meet the specified criteria. www.trumpexcel.com/filter-function

SORT: Allows you to sort data in a range based on one or more columns. You can sort in ascending or
descending order, and you can specify the sorting order for multiple columns.

UNIQUE: Returns a new array that contains only unique values from a given range. This can be useful for
removing duplicates from your data.

SEQUENCE: Generates a series of sequential numbers in a column or row. The function can be used to
create arrays of values that can be used in other functions.

SORTBY: Allows you to sort data based on the values in another range. This can be useful when you want
to sort data based on a set of criteria, such as sorting a list of names based on the corresponding values in
another column.

RANDARRAY: Generates an array of random numbers. You can specify the size of the array and the range
of values to include.

WSIPC eaesents
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OFFICE Shortcuts for ALL Programs

Alt + Tab {Switch Windows WORD Shortcuts

Ctrl + X Cut Ctrl + Shift + |> Increase Font size

Ctrl + C Copy Ctrl + Shift + |< Decrease Font size

Ctrl + \Y Paste Ctrl + Shift + | * Select all items in current list

Ctrl + P Print Ctrl + Shift + |1/2/3/ | Apply Heading Style 1/2/3/...

Ctrl + z Undo Ctrl + Q Remove All Paragraph Formatting
Ctrl + Y Redo/Repeat | F4 Ctrl + Alt + |Space {Read Aloud

Ctrl + A Select All Ctrl+ Alt+ |5 Apply strikethrough format

Ctrl + S Save Ctrl + Shift + |W Underline Words, not the spaces between
F12 Save As... Ctrl + Shift + {D Double Underline

Ctrl + B Bold

Ctrl + I Italic POWERPOINT Shortcuts

Ctrl + U Underline Ctrl + M Insert New blank slide

Ctrl + 0] Open Ctrl + D Duplicate slide

Ctrl + K Insert Hyperlink Ctrl + Tab Move to next slide

Ctrl + F/H {Find/Replace Ctrl + Shift + {Tab Move to previous slide

Ctrl + w Close current doc Ctrl + Shift + |T Apply the last animation to the selection
Ctrl + Shift + iF Change font Ctrl + Shift + |C Copy the format of a selected object
F7 Spell Check Ctrl + Shift + |V Paste the format of a selected object
Ctrl + N Create a New Document F5 Start Presentation

EXCEL Shortcuts Ctrl + F5 Start Presentation from current slide
Ctrl + ; Insert current date

Ctrl + : Insert current time OUTLOOK Shortcuts

Ctrl + ! ditto cell data from above Ctrl + 1 Go To Mail

Ctrl + Shift + i{ Unhide any hidden rows Ctrl + 2 Go to Calendar

Ctrl + Shift + i} Unhide any hidden columns Ctrl + 3 Go to Contacts

Alt + = Autosum Ctrl + R Reply to the selected email

Ctrl + Shift + ;! Number format with 2 decimal places Ctrl + Shift + |R Reply ALL to the selected email

Ctrl + Shift + | S Currency format with $ Ctrl + Shift + |Q Mark all messages read

Alt + Enter iStart a new line in the same cell Ctrl + F Forward selected email

Ctrl + <7 INavigate to last non-blank cell Ctrl + Shift + {A Creat a new appointment

Ctrl + Home {Go to cell Al Ctrl + Shift + |K Flag a message for follow-up

Ctrl + End (Go to last non-blank /cell Ctrl + Shift + |N Create new email message

Ctrl + D Fill Down Ctrl + Shift + |V Move a message to a different folder
Ctrl + R Fill Right

Ctrl + 1 Open Format Cells dialog Box

©2023 Sherry Prindle sherry@sherryprindle.com
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Moving Around

Left/Right Arrow: Move the insertion point (cursor) one character to the left or right
Ctrl+Left/Right Arrow: Move one word to the left or right

Up/Down Arrow: Move up or down one line

Ctrl+Up/Down Arrow: Move up or down one paragraph

End: Move to the end of the current line

Ctrl+End: Move to the end of the document

Home: Move to the beginning of the current line

Ctrl+Home: Move to the beginning of the document

Page Up/Page Down: Move up or down one screen

Ctrl+Page Up/Page Down: Move to the previous or next browse object (after performing a search)
Alt+Ctrl+Page Up/Page Down: Move to the top or bottom of the current window
Selecting

Shift+Left/Right Arrow: Extend your current selection by one character to the left or right
Ctrl+Shift+Left/Right Arrow: Extend your current selection by one word to the left or right
Shift+Up/Down Arrow: Extend selection up or down one line

Ctrl+Shift+Up/Down Arrow: Extend selection to the beginning or end of the paragraph
Shift+End: Extend selection to the end of the line

Shift+Home: Extend selection to the beginning of the line

Ctrl+Shift+Home/End: Extend selection to the beginning or end of the document
Shift+Page Down/Page Up: Extend selection down or up one screen

Ctrl+Shift+F8: Selects a column - you can use the left and right arrow keys to extend the selection to other columns.
Editing Text

Backspace: Delete one character to the left

Ctrl+Backspace: Delete one word to the left

Delete: Delete one character to the right

Ctrl+Delete: Delete one word to the right

Ctrl+F3: Cut selection to the Spike - a clipboard you can keep cutting text to. Word remembers it all.
When you paste the Spikes contents, Word pastes everything you cut, but places each item on its own line.

Ctrl+Shift+F3: Paste the Spike contents

Alt+Shift+R: Copy the header or footer used in the previous section of the document
Ctrl+Shift+C: Copies the character formatting of a selection

Ctrl+Shift+V: Pastes formatting onto selected text

Ctrl+Space: Removes all manual character formatting from a selection

WSIPC raesents
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Paragraph Formatting

Ctrl+M: Increases a paragraph’s indent one level each time you press it
Ctrl+Shift+M: Reduces a paragraph’s indent one level each time you press it
Ctrl+T: Increases a hanging indent each time you press it

Ctrl+Shift+T: Reduces a hanging indent each time you press it

Ctrl+E: Center a paragraph

Ctrl+L: Left-align a paragraph

Ctrl+R: Right-align a paragraph

Ctrl+J: Justify a paragraph

Ctrl+1: Set single-spacing

Ctrl+2: Set double-spacing

Ctrl+5: Set 1.5 line Spacing

Ctrl+0: Remove one line spacing preceding a paragraph

Shift+Enter: Insert a line break

Ctrl+Enter: Insert a page break

Ctrl+Shift+Enter: Insert a column break

Selection Shortcuts

All of Office: o

Double click a word to select it

Click in the margin to select a line

Double click in the margin to select a paragraph

Single click a text box to enter it, double click the border to select the box

Excel:

Use the SHIFT Key to select adjacent items:

1. Click the first cell (or row or column)

2. Press and hold the SHIFT key while selecting a second cell (or row or column)
All cells between the two places you clicked will be selected

[==R e R = ]

Use the CTRL Key to select non-adjacent items:

1. Click the first cell (or row or column)

2. Press and hold the CTRL key while selecting additional cells (or rows or columns)
All clicked items will be selected

CTRL+ARROW: Jumps from the active cell to the last non-blank cell in the direction of the arrow

SHIFT+ARROW: Highlights one cell at a time in the direction of the arrow

17
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CTRL+SHIFT+ARROW: Selects all cells from the active cell to the last non-blank cell the direction of the arrow

Move the contents of cells, rows, or columns by clicking and dragging the highlight that surrounds the selection

Press and hold the CTRL key and drag to copy
Press and hold the SHIFT key and drag rows and columns to move them

©2023 Sherry Prindle sherry@sherryprindle.com
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Working with Files
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G] Good afternoon
v New
[ Wew
& open Taba ot
Take atou contents
B T T
Info - ¢
Blank document Welcome to Word Insert your first table of con... Banner calendar Horizontal calendar (Sunda... t brochure (simple line...
Save
Save As More templates —>
Print | £ Search
Share B
Recent Pinned Shared with Me
Export
[ Name Date modified
Transform ) . o ) )
Handout_Clear_Concise_Emails_Avoid_Being_Misunderstood 2022 Spring B % Smago
& C: » Users » shery » Dropbox » Training » WASWUG
ose:
Handout_Effective Writing_Impact_ Spring 2020 ers\shery\Dropbox\Training\WASWUG\Handout_Clear_Concise_Emails_Avoid_Being_Misunderstood_2022_Spring.docx
C: » Users » shery » Dropbox » Training » WASWUG -
Fle Home Insert Draw Design Layout References Mailings Review View Help [ 7 Comments | | editing ~ |
. e . o . v ( v . .
[P Cover Page @ T) Shapes T SmartArt [7@ B Get Add-ins % [:1@ @ Link T [® Header I__]A Quick Parts ¥ | [} Signature Line TT Equation
w2 .-
[ Blank page Table | Pictures @ 1ONS il Chart Reuse o~y aqging o Wikipedis  Online 1 8ookmark Comment = Footer Tey General
= Page Break - ~ (P 30Models v ! Screenshot~ Files Videos [ Cross-reference [ Page Number~ | BOX  Grammar settings
Pages Tables lustrations Reuse Files Addins Media Links Comments Header & Focter Grammar Settings for Microsaft Ward:
A Read Aloud & Check Document < [Fle > Optices > Proofing
1) AutoCarrect Options
v 1 (IR 3. [ R N IR R o |oubicsoubic,
SENTENCE STructure Do you need a comma betore “and” or not? = P lcHershr wori)
Simple Sentences have at least a subject and a verb. They express one complete thought. s o ko v ten to misoel
The motor is running. Finally, the motor is runnin - geperal & putoText >
Compound Sentences have two complete the  Sher! Prindle (¢ Document Property ’
The mator is running; we're ready to go. The mot | = Field.,
Rule: Between the two thoughts, you need a serr [ Building Blocks Organizer..
Coordinating Conjunctions: For, Anc (8] save selection to Quick Part Galery.
Memory Hook: Twe complete thoughts, two th »

conjunction after it.

Run-on Rap: Two thoughts, two things; comma

Complex Sentences express the relationship ¢
The motor is running because the engine is cold.

Rule: If the conjunction is in the middle, no comi

£D save Selection 1o AutoText Gallery
comma in the middle,

Memory Hook: One thought, one thing in the middle: either the conjunction or a comma.

Subordinating Conjunctions: if, because, when, while, after, until, as, unless, before, since, than, as soon as,

though, at, by, in, for, so that, that, no matter what, in order that .

©2023 Sherry Prindle sherry@sherryprindle.com
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Settings and Options

19

In each application, go to File > Options to explore settings you may want to change.

Grammar Settings for Microsoft Word:
File > Options > Proofing
1) AutoCorrect Options

pubic/public, manger/manager, incontinence/inconvenience

B H S B R % B

a. FRO, (all offensive words) ‘ L ‘“"ﬁ
b. Words you know you tend to misspell ‘ e u'h:‘ u : . e g
2) Show Readability Statistics — pops up after spell check finishes — % = [ e
3) Settings A .} i
a. Comma Before Last List Item — Always “Oxford .
Comma” 1 s

b. Spaces Between Sentences — 1 2 Fr :

c. Style — Passive Sentences
4) Find —ion, ent, nce, ize, ive, ble

5) When re-using documents, use “Replace” to change names and dates

Customize the Quick Access Toolbar
1. Click the Customize Quick Access Toolbar dropdown arrow
2. Take one of three actions:
a. Select an unchecked item to add
b. Select a checked item to remove
c. Select the More Commands option to view additional options
Customize the Ribbon
1. Click the File tab
2. Choose Options
3. In the Options dialog box, select Customize Ribbon
4. Add or remove items (like the Developer tab)
Customize the Status Bar
1. Right-click the Status Bar

2. Select an unchecked item to add or a checked item to remove

©2023 Sherry Prindle sherry@sherryprindle.com




Text Functions — Try Flash Fill First

B6 - £

A

"Vote your location in the poll."

B

1 Action

2 |Look at something on the screen
3 |Do something on their device

4 |Raise their hand

5 |Typein chat

Direction

"Do you see the list of locations on top?”
"Click on the your location."

"Raise your hand if you are in Texas."
"Type your location in the chat."

6 |Vote ina poll

Vote your location in the poll." |

7 Unmute their sound
8 |Say something out loud
9 |Turnto a page in the workbook

"Say your location something the loud."

"Unmute your location their the sound.”

=

"Turn your location to the workbook."

10 Write a note in the workbook
1

"write your location a the workbook."

Convert Text to Columns:

1. Select the column to be split

2. On the Data tab, in the Data Tools group, click Text to

Columns

3. Select the Delimited radio button
4. Click Next

5. Select the Delimiter(s)

6. Click Finish

7. Review your split columns

Use Paste Special

20

Cancel

Paste Special ? X
Paste
O All using Source theme
Oformulas OAHegceptborders
O Values O Column widths
O Formats O Formulas and number formats
O Comments and Motes O Values and number formats
O Validation All merging conditional formats
Operation
Convert Text to Columnsy| @ Nene © Muttiply
O Agdd O Divide
The Text Wizard has deter| () subtract
If this is correct, choose Ni
Original data type [ skip blanks O Transpose
Paste Link Cancel
Td3 are ANgREd N columng with Spaces DETWEEN each Neld,
Preview of selected data:
1 Pepartment ~
|2 Forporate Manager
orporate Manager
4] orporace Manager
|5 borporate Manager v

Finish

One of Excel's most useful editing tools is Paste Special. This function provides access to a variety of options
regarding how and what is pasted after data is cut or copied

1. Select and copy a range of cells

2. Right-click the destination cell, and choose Paste Special
Caution: Be sure to select an empty area of a worksheet to paste into, or that the appropriate cells will be pasted
over. By default, copied ranges will paste over the same number of cells starting with the selected cell and moving

to the right and down
3. Select Paste Special

First Quarter Sales

4. In the Paste Special dialog box, choose the desired options : January  February March Total Sales
5. Click OK I california $9,700.00  $6,887.00 $7,954.00 $24,541.00,
t
| Florida $5774.00  $16,912.00 $6,349.00 $29,035.00!
i Georgia $4712.00  $5,330.00 $1,990.00 $12,032.00!
Transpose Data |_Indiana__  $9957.00  $377800 _ $5555.00 _ $19,290.00,
1. Copy the data to be transposed (minus merged headers)
2. Click the target location California Florida Georgia Indiana
3. Right Click > Paste Special > Transpose $9,700.00  $5,774.00 $4,712.00 $9,957.00
4. Delete the old rows $6,887.00  $16,912.00 $5,330.00 $3,778.00
If the formatting is not right, use Paste Special again and choose $7,954.00  $6,348.00  $1,990.00 $5,555.00
LGS LT $24,541.00 $29,035.00 $12,032.00  $19,290.00
Formats or. ..
. E Paste Special 7 x
PaSte Llnk Source: Microsoft Excel Worksheet
‘ Sales 1QIR2CZR7CH
As:
O paste () Display s icon
ormatted Te:
Picture (Windows Metafile)
Bitmap
Word Hyperlink
HTML Format
Unformatted Unicode Text
Result
Inserts the contents of the Clipboard as a picture.
@*@ Paste Link creates a shortcut to the source file. Changes to the source file will be reflected in your document.
WSIPC paesents

Cancel

oK |
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o tbruary  March
Group Sheets N 6,887.00  §7,054.0
Moworcen §,912.00 $6,349.0
e 5,330.00 $1,990.0

. 3,778.00 $5,565.0
e Hold the SHIFT key on the keyboard while clicking a non-adjacent sheet to

select both of the clicked sheets and all sheets between them

1. Click all sheets to be grouped in one of two ways”

5 All Sheets

¢ Hold the CTRL key on the keyboard while clicking to add individual sheets to Ingroup Sheets
the selection

1y saes 2y | saes 3Q  Sales 4Q | Sales Total S

e Grouped sheet tabs are highlighted, and [Group] appears in the Title Bar
2. Make changes to any grouped sheet to apply those modifications to all grouped sheets

3. To Ungroup sheets, right-click any grouped sheet and select Ungroup Sheets or click any ungrouped sheet
Work with Multiple or Large Worksheets and Workbooks

Split a Worksheet:

Drag the split bar(s) to where you want to split o

— — —
the worksheet —  — =l

To remove a split, double-click the split bar. You Mew  Ammange Split Switch Waoros
can remove both horizontal and vertical splits by ~ Window Al Windows = E

clicking the Split button again Aindiom 1A
View Multiple Workbooks in the Same Window:

1. Open the workbooks you want to view
In the View tab, in the Window group, choose View Side-by-Side or Arrange

3. View Side by Side allows you to choose from open workbooks and use synchronous scrolling. Click it again to
turn it off

4. Arrange automatically arranges all open workbooks and lets you choose the layout. Maximize the workbooks
to turn it off

View Multiple Worksheets in the Same Window:

1. Open the workbook that contains the sheets you want to view
In the View tab, in the Window group, click New

. . Q B = i = ) Pote Loy Q
Window to open another view of the same workbook. == zem oo zoomio Zhmee!

Switch  Macros Nommal Page Break [ custom views  S"0%  Zoom 10
Preview .

You can click it multiple times to get multiple views : - [ N »
3. Use View Side by Side or Arrange All to view the i : ' g — B — — - °
. First Quarter Sales | 2 | Second Quarter Sal
worksheets as explained above D el ST Catmin.on : T

00 §16,912.00 $6,349.00 $29,036.00

4. You can edit in any window and, as long as you save 0 55000 $1ew000  $12,092.00
D0 $3,778.00 $5,565 00 $19,290.00

changes, it will update the worksheets in the e ——
workbook

| Florida $166421  §9,986.75 §
Georgia $8.75642  §3,909.87 §

$7.65642  $8,76532

View Side by Side lets you choose from open workbooks
and use synchronous scrolling. Click it again to turn it off

5 - - A Lo . A 2 =
Arrange automatically arranges all open workbooks and Third Quarter Sales [ 1
lets you choose the layout. Maximize the workbooks to . : Fou
turn it off

WSIPC eaesents
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Macros:

Create a Macro:

22

1. On the View tab, in the Macros group, click the Macros dropdown arrow and select Record Macro

2. Name the macro
3. Assign a shortcut key (optional)

3. Choose where the macro should be stored (the workbook where the macro is stored must be open for the

macro to run)

a. Personal Macro Workbook (always available when you are logged in)

b. New Workbook

c. This Workbook (travels with the workbook)
4. Click OK
5. Perform the commands you want to record

6. Go back to the Macros group on the View tab, and choose Stop Recording from the drop-down menu

Run a Macro:

1. Select the View tab

2. Click the Macros button above the drop-down arrow
3. Select the macro you want from the Macro name list
4. Click Run

Edit a Macro:

1. Go to the View tab

2. Click the Macros drop-down

3. Select View Macros

4. Select the macro you want to edit (if the Macro is stored in the
Personal Macro Workbook, you will need to unhide it from the
Window group of the View tab)

5. Click Edit

6. Make text edits to the code

7. Close, and Return to Microsoft Excel

©2023 Sherry Prindle sherry@sherryprindle.com

Record Macro

Macro name:

Macrol]

Shorteut key:
Ctrl=

Store macro jn:

Personal Macro Workbook

Description:

WSIPC presents

WAswUG



23

Format Cells, Rows, and Columns

Resize Rows and Columns

Sometimes number formatting will make the data too wide to be displayed at the current column width. When this
happens, Excel displays a series of number signs (#) instead of a truncated number. (This is done because the
visible part of a truncated number might be mistaken for the complete number.) If number signs are displayed,
either increase the column width or change the formatting of the number

Excel automatically adjusts row height to accommodate the size of data in a row, while column widths need to be
adjusted manually. There are several ways you can change column widths:

*You cannot change the height or width of an individual cell without it changing the entire row or column
Drag the Right Column Border
When you point to the border between two column headings, the pointer changes to a two-headed arrow You can

then drag the border to the left or right to decrease or increase the column width

B C D E F

First Quarter Sales

California| $9,700.00 $6,887.00 $7,954.00 $24,541.00
Florida | $5,774.00 $16,912.00 $6,349.00 $29,035.00
Georgia | $4,712.00 $5,330.00 $1,990.00 $12,032.00
Indiana | $9,957.00 $3,778.00 $5,555.00 $19,290.00

Double-click the Right Column Border

This automatically sizes the column to fit the
widest data it contains

Set a Specific Numeric Column Size

To do this, right-click a column label (or select multiple columns and then right-click) and choose Column Width.
Then enter a width value and click OK The same options work for customizing row height

Setting Consistent Width of Multiple Columns

To set several contiguous columns to the same width, select the columns and then use one of the methods above
to change the width. This method also works for setting row height (do this instead of alternating blank rows)

Column Width ? ®

Column width: ||

©2023 Sherry Prindle sherry@sherryprindle.com \,



Format Cells
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FILE HOME NSERT PAGE LAYOUT FORMIUILAS [IATA REVIEW VIEW DEVELOPER Sheryl
& Xt P s v — — '_ ==l ==s: z-‘luluhurn .
1 2 gy - Calibii e A A — &+  EFWepTat General . |—:'|.; -_‘ Tb‘ L_ Y ﬁ
Paste L. LA === = E By . - o 3«0 @ Conditional Formatas Cell | Insent Je ete Format = Sort& Find &
+ ¥ Format Painter BIu - 4 €& | 5 Megelt Center b % e Formatting= Table Styles= | - = - Z Clear~ Filter = Select=
Clipghaard [ Fent & Alignment @ Humber ] Styles Cells # Cleyr &
The Styles and Cells groups on the Home tab allow you to adjust multiple aspects of cell formatting. For more
options, click the Dialog Box Launcher in the lower right corner of a group
Number tab in the Format Cells dialog box offers a variety of number formats, including dates, times, fractions, and
scientific notation
Cell Alignment Bwepter  cenes
Angle Counterclockwise  |§ + 95 5 |43
Cells in Excel can be aligned both vertically and horizontally in the e &
Alignment Group on the Home tab. You can also change cell Orientation and i .
indent Firs. e ve: wanS
Merge Cells f
The Merge & Center button centers data over a range of cells (instead of within a
: $9,700.00  $6,887.00  S7,95400  $24,!
single column)
1. Select the cells you want to merge and center
2. Select the rest of the cells over which you want to center the data
3. On the Home tab in the Alignment group, click Merge & Center (You can enter data into merged cells)
To unmerge, select the merged cell and click Merge & Center again
EC“‘_ s Ju AKX ==H &  BwWepTea Geners R |.,‘a Normal 3 Normal
. \,'T::_”wl'wlw BIU-|0-o-A- ===l 5% == ff..".illlﬁ.;”“r’,ﬁi"“ Normals Hermal .
A B C E
Employee Salary Data
First el s o gl coumm. Perf Mgmt
Name LastName Hire Date Departmen ual Salary Rating Level
alan alda 5/9/1995 Corporate Manz @ Tell memore $65,000.00 5 1
1eorae  lobez 5/5/1998 Cornorate Manaue:  winve manaue: 348.000.00 3 2
Wrap Text go [EWapiem  oen B
= €3% [EiMergefiCenter - $ - % 3 5§ g Conditinr

Click the cell or range of cells where you want the text wrapping to take place.
On the Home tab, click Wrap Text. Adjust the row height as needed

©2023 Sherry Prindle sherry@sherryprindle.com

Formattin
Nurmber &

Alignment
Wrap Text

Wrap extra-long text into multiple
nes so you can se

Posit
Vice
Preside
Office @ Tell me more
Manage..
Marketing
Manager
Director of
Advertising

v uuuus v =

$85,000.00 4 z

$46,000.00
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Format Painter

X% Cut
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Copy or paste formatting from one cell to another e TN TR L el =
SRR B f U E- V-A- == =| &% [FEMerge&Center - $ - % 3 %
1. Select the cell with the formatting to be copied e R s e
2. Click the Format Painter button in the Clipboard group on A B c D
the Home tab First Quarter Sales
January February March Total Sales |
3. Select the cells to which the formatting should be applied 2l €59-700:00—50/857°00 §7.954.00  $24,541.00
Florida $577400 $1691200  $634900  $29,035.00
When you release the mouse, the Format Painter Georgia $4,712.00 $5.330.00 $1,990.00  $12,032.00
automatically turns off Indiana  $9,957.00 $3,778.00 $5,555.00 $19,290.00

Copy or paste formatting several times:

1. Select the cells with the formatting to be copied

2. Double-click the Format Painter button in the Clipboard group of the Home tab

3. Select the cells to which the formatting should be applied

4. Repeat as many times as necessary

S. Turn off the Format Painter by pressing the ESC on the keyboard or Paste clicking the Format Painter button

again

Number Formats
By default, all cells are formatted as “General,”

which means Excel will guess the format

] B
needed based on the data entered. You can choose and customize number formats. By ot me
1. In the Number group on the Home tab, click the dialog box launcher or the drop-down. 12 M

2068675309.00
3. Select the formatting style you want, or choose click More Number Formats at the bottom to - ey
get more options. Select Special for Phone Number, Social Security Number, or Zip Code style. e
3. You can create any format you want using Custom. B 520867530500
EI fhorjﬂa‘le‘
E Long Date
" P " Time
Proofreading, Editing, and Collaboration O
O/ Percentage
Com ments: /O 206867530300.00%
1. Select the cell that you want to comment on Vo s
2. On the Review tab, click New Comment in the Comments section 17 Soenie
3. Type your comment e T e—
7. Click away
In shared workbooks, you can also use the Track Changes feature.
File Home Insert Page Layout Formulas Data Review View Developer
abc I o = . -
> B B & 0O 5% 1 [J BB B
Spelling Thesaurus Workbook Check Smart Translate New Show Notes Protect Protect Allow Edit
Statistics Accessibility ~ Lookup Comment Comments v Sheet Workbook Ranges
Proofing Accessibility Insights | Language Comments Notes Protect
F2 = f IT Specialist
A B C D E F G H | ]
First Perf Mgmt
1| Name LastName Hire Date SS# Department Position Annual Salary Rating Level
2 |denni5 miller T/29/2005 692-24-1314 Administrative Staff |IT Specialist "l .
3 |awkwa fina 4/3/2018 248-94-4357 Administrative Staff Dir. Of Shipping (@ shervi Prindle Fa X
4 |charlese theron T/22/2018 731-98-4479 Administrative Staff Media Relations
5 |john bon jovi 8/3/2014 402-18-8324 Administrative Staff Environmental Engineer Start a conversation
6 |jackie chan 5/29/2000 368-37-0245 Corporate Manager Advertising Management
7 |justin beiber 6/9/2012 9831-02-6545 Corporate Manager General Sales Manager
WSIPC eaesents
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Sort
You can sort data alphabetically, chronologically, or numerically

26

Quick Sort

1. Click a cell in the column by which the data should be sorted E
2. Click the Sort & Filter drop-down in the Editing group on the Home tab )
3. Select a sort method [ ..
Or
1. Right-click any cell in the column by which the data should be sorted

2. Select Sort

3. Select a sort method

Multi-Level Sort

1. Click anywhere in the data to be sorted

2. Choose Custom Sort in the Sort & Filter drop-down in the Editing group on the
Home tab

Phone
(850) 834-245:
(215) 733-677!
(727) 987-444:
(459) 525-294:
(290) 733-772
(395) 785-666
(656) 545-234:
(843) 734-999!"
(909) 334-872
(507) 288-323:

4 |[INCO Manager Sharon Tanner 555 Ocean Ancherage AK 45637 Retailer $89,891
5 [Labs Plus Sort ? siler  $33,222
6 |ViaGraphix siler  $14,155
7 |Compu-Techs "'E.L Add Level < Delete Level || 2 Copy Level || & Options... My data has headers  ailer $56,666
¢ |Disney Column corton order siler  $76,511
9 |BMW Sortby | Distributor or Retaile w | |Values wv| |AtoZ W butor $23,000
10 |Ford Then by butor $13,223
1 Sony State w Values w AtoZ w liler 354,525
12 |Warner Bro. Then by | City | [Values v| [AteZ ~|| ailer = $53,355
13 [Mckinsey Thenby | company w | | Values v | |AtoZ v || ailer $55,442
14 |Seeley Then by |mevenue Generated |+ | | Values v largestto Smaliest [ || ailer $72,399
15 | Toyota siler  $43,232
16 |CB Commercial ailer $44,000
17 |Chrysler Cancel | butor $23,444
12 | N _lanae silar &RR ARR
3. Choose the column and aspect you want to sort based on as well as the order
4. Repeat step 3 for multiple levels
Filter — Query and Clean up
AutoFilter:
1. Click any cell in the data
2. Click the Filter button in the Sort & Filter group on the Data tab of the Ribbon
3. Click the dropdown button at the top of the column to be filtered
4. Uncheck all but the desired range(s) from the Filters window
5. Click OK
You can also use Text Filters and Number Filters to select data to sort 2 AutoSum A\y p
T Fill ~ Z°
3 Sort & Find &
Clear ~ Filter » Select ~
Editi 2] SortAtoZ
:l Sort Zto A
@ Custom Sort...
J
Y Filter
WSIPC paesents
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Securing Data

File Protection:

1. Click File

2. Click Save As

3. Click Excel Workbook

4. Click the Tools dropdown arrow

S. Select General Options

6. Enter a Password to open and/ or edit
the workbook

7. Click OK

Cell Protection:

. Right-click the cells to remain editable
. Select Format Cells

. Click the Protection tab

. Uncheck the Locked box

. Click OK

. Click the Review tab

. Click Protect Sheet

. Create and confirm a Password

. Click OK

Lock all cells by performing only steps 6 through 9

O oo NOOULL b WN PP

Format Cells ?

Number  Alignment Fant Barder Fill E[qi_:_e__q_ti_q_g_f

Locked
[ Hidden

Protect group, Protect Sheet button).

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,

27

1 U pobox > Dawn and Sherry Projects > Excel

Wacro Securty

e View Developer Help
Protect Sheet T X PhTt
=X
Password to unproted sheet: Protect
I Sheet

E-] Pretect worksheet and gontents of locked cells

Allgwy all users of this worksheet tos
Seledt locked Cells
Seledt unlocked Cells
Farmat cells -
Farmat columng
Farmat rows
Insert calumns
Insart rons
Ingert hyperlinks
Delete columni
Dielete rows el

©2023 Sherry Prindle sherry@sherryprindle.com
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Print — Total Control of How It Shows Up on Paper
Set a Print Area

1 Select the range to be printed
2 On the Page Layout tab, in the Page Setup group, click Print Area and choose Set Print Area
3 Click the File tab and click Print to preview and verify that only the print area will be printed

Print Scaling and Orientation

On the File tab, click Print to display your print options, which include page orientation, collation, paper size,
margins, and scaling. You can also change these settings from the Page Layout tab

On the Page Layout tab, in the Scale to Fit group, you can fit spreadsheets to the desired with and number of
pages. You can also adjust the percent of scaling

Margins — On the Page Layout tab, in the Page Setup group, adjust margins to Normal, Wide, Narrow, or Custom

Print Headings — If your data headings appear on only the first page, the data on the other pages will be hard to
interpret. You can set Print Titles to specify which text should print as headings on all pages:

1. Click the Page Layout tab

2. In the Page Setup group, click Print Titles. The Page Setup dialog box opens with the Sheet tab active

3. Under Print titles, enter the range containing the titles that you want to print on each page. You can select the
rows to repeat at the top of all pages, columns to repeat on the left side of all pages, or both

4. Click OK

Add Headers and Footers

1. Click the Insert tab

2. In the Text group, click Header & Footer. Page Layout view is activated, with the Header & Footer Tools Design
tab displayed. An empty header box appears in the top center of the first page

3. Add text and any other elements you want to include, or you can add items from the Header & Footer Elements
group or use preset headers and footers

When you finish with the header or don’t want one, click Go to Footer in the Navigation group, and follow the
above steps to insert a footer.

Edit or delete headers and footers manually by clicking into the header and footer area

= O = [& B - ExcelPracticeFiles:2 - Excel

File Home Insert Draw Page Layout Formulas Data Review  View Developer Q Tell me what you want to do

[ colors - @ @ IE IEHIEI':'! E‘::E:\F! ;wyrh: AutomatTc - Gridli-nes HEEd-iHQS J B E[} f

*
A|Fonts - 5 |/ Height: Automatic = View View
Themes . Margins Orientation Size  Print Background Print 'U g - i & Bring Send  Selection Align
[@Effects - B - °c  fEme Titles | ~=/Scale:  100% .| [JPrint |[JPrint  Eorward - Backward~ Pane -
Themes Page Setup (M Scale to Fit r Sheet Options s Arrange
WSIPC eaesents
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Subtotals

Excel can automatically calculate subtotals at every change of data in a key column
1. Sort a list by a key column

2. 0n the Data tab, in the Outline group, click Subtotal
3. Use dropdown arrows to configure desired settings Subtotal 7 .
4. Click OK

4t each change in:

Department ||
Use function:

Sum b

4dd subtotal to:

55% "
Department

Position

Annual 5alary

Perf Rating
Momtlevel g

[

zl Replace current subtotals
:| Page break between groups
El Summary below data

Bemove All Cancel

Advanced Filter

The Filter can only perform “And” Queries. If you want to filter by multiple criteria (“Or”), use the Advanced Filter
Copy the header with some blank rows above the data

Input the filtering criteria in the rows

Same Row = AND; Different Row = OR

In the Data Tab in the Sort & Filter Group, choose Advanced

Select the list range to fill in the first blank and the criterial range for the second
Click OK

Clear in the same area will remove the filters ]

NoukwneR

= " m

Get & Transform Data Queries & Connedtions Data Types

| =] B B s
M ] Jx | Envirenmental Engineer
A B < E F G H
| First Perf Mgmt
1| Name LastName Hire Date Department Position Annual Salary Rating Level
2| >60000 >3
5 Mana Dir >2
4] <1/112008
5|
First Perf Mgmt
s Name LastName Hire Date Department Position Annual Salary Rating Level
7 dennis  miller 712912005 | pgyanced Fiter T ox 545,000.00 4 3
= awkwa fina 4/3/2018 | $42,000.00 1 3
¢ charlese theron 712212019 | Adion $38,000.00 4 2
m\jchn bon jovi 8/3/2014 | © rilter the list. in-place ingineer $46,000.00 3 3
11 jackie chan 5/29/2000 | () capy to ansther lacation agement $66,000.00 2 3
12 justin beiber 6/8/2012 fanager $92,000.00 1 4
135 tom hanks 5/9/2005 | betrnes | SAsENIS30 £ $65,000.00 5 2
12 marie  osmond 714/2007 | Criteria range: | HRtsas 15135 1 or $85,000.00 2 4
15 Zo€ saldana 5/5/2008 | ;10 1+ $88,000.00 3 4
16 cate blanchett 4/3/2014 sty $78,000.00 2 4
17 melissa mcearthy 5/16/2011 | [ urique records only T $28,000.00 5 2
12 john legend 3/18/2018 r 1 icer §91,000.00 1 4
12 beyonce knowles 7125/2009 — Kl f $55,000.00 4 2
20 pamela anderson 3/30/2007 Corporate Staff: 'Records Manager $62,000.00 3 3
21 kim kardashian  6/14/2010 Corporate Staff Accounting Staff $45,000.00 2 1
22 will smith 8/20/2011 Corporate Staff Division Manager $53,500.00 4 4
2 ellen degeneres  5/28/2013 Corporate Staff Manager of Circulation $70,000.00 4 3
5 4

24 selana  aomez 10/28/2015 Carparate Staff Benafits Managament
» HR tacts |[JKEAtY

an: en $58.000.00
Contacts OrderOpere

WaswuG
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Sum of Hours worked Column Labels | ~

Row Labels - | Sunday Monday Tuesday Wednesday Thursday Friday Saturday Grand Total
=IBackline 18 18 19 26 26 7 18 132
Goodman, Sean 5 4 7 5 0 0 6 27
Haun, Charlie 1] 8 ] 8 7 7 a8
Kearns, Brianne il ] 8 8 1] 3 30
Lingenfelter, Vic 7 6 5 1] 0 31
=ICashier 11 1 25 20 10 7 5 109
Becker, Morgan a4 4 5 a4 a4 1] 0 21
Daniels, Flip 3 5 7 5 0 0 5 25
Denten, Chad a 4 6 ) 7 0 30
Gehrke, Donald 7] 8 5 7] ] 0 33
= Supervisor 20 20 19 10 17 16 10 112
Qlson, Cale 10 10 9 1] 9 10 10 28
Pearson, Brian 10 10 10 10 il 1] 54
Grand Total 59 59 63 56 53 30 33 353
Pivot Tables
You can take your spreadsheet apart column by column and put it back together in any configuration you want.
Pivot Tables allow you to analyze and recombine data into reports and charts.
1. Select one cell within the data
2. Click Insert > Pivot Table > OK
3. Check or drag items in the Field List to the Row, Filter, Column, or Values areas
Right click Values column headers to change the operation
Right click row and column headers to see Group options
Explore the Pivot Table Tools Analyze and Design ribbons for options such as:
Create Pivot Chart
Hide Field List
Arial 110 | A" A7 - ’ A
— Aad % ¥ Insert Slicer
B I =O-A-E-5 8 . .
F C Al . Insert Timeline
Row Labels - [Sum of S=tar | PivotTable Fields ~ & Adiust L ;
- Corporate Mgt E® Copy ) . . Jjust Layou
Dir_of Advertising Eormat Cells... Choose fields to add to report:
Office Manager Murmber Format... First Name -
Vice President x i Last Name
Web Designer [3 Befreh Hire Date
= Corporate Staff /| Department
Accountant > Remove "Sum of Salary" +| lob Title
Division Manager Summarize Values By P v Sum | Salary
Graphic Designer Sh__“ lnes A 2 , - Perf Rating
Marketing Manager o Eles s Count Mgt Level
Technical Writer '__'0 Value Field Settings... Average Training Hours -
= Management Staff PivotTable Options... Max
Accountant B Hide Field List Min Drag fields between areas below:
General Sales Manager ETRY] Product IS DS
HR Manager 62000 B :
Payroll Manager 41000 Mcregptmn:..i. .
- Sales 142000
Product Management 142000
- Section Manager 138500 Lels 2 WAL
Circulation Manager 38500 Department  ~  Sumnof Salary  ~
Dir. of Shipping 55000 Job Title v To create a

Waswy
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PivotChart:

1. Click anywhere in the PivotTable data
2. On the Analyze tab, in the Tools group, click PivotChart

3. Select chart type and subtype. In this example, a Pie Chart is selected

4. Click OK

Create a Chart

Row Labels ~ | Sum of Annual Salary
Corporate Manager 286000 Sum of Annual Salary
Corporate Staff 323500
Management Staff 210000
Retail 208500
Section Manager 100000
Grand Total 1128000

1. Select the data you want to chart
2. Pressthe F11 key to create an instant multicolored column chart in a new sheet. Otherwise from the
Insert Tab in the Charts group, choose the chart type
3. Right click or use the contextual ribbon to make changes
The chart pictured here is a combo chart with 2 axes.

= L1

31

Total

Department -
M Corporate Manager
W Corporate Staff

Manage ment Staff
® Retail

W Section Manager

Insert Chart

First Quarter Sales

January February

California | $9,700.00| $6,887.00
Florida $5,774.00. $16,912.00
Missouri  $4,712.00 $5,330.00
Washington $9,957.00 $3,778.00

March
$7,954.00
$6,349.00
$1,990.00
$5,555.00

Total Sales
$24,541.00
$29,035.00
$12,032.00
$19,290.00

©2023 Sherry Prindle sherry@sherryprindle.com

Recommended Charts | Al Charts

Clustered Column

Chart Title
535,000.00
$30,000.00
$25,000.00
$20,000.00

$15,000.00
$10,000.00

A dustered column chart is used to compare values across a few categories.
Use it when the order of categories is nat important.

WSIPC presents I .
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Pro Tips

Style and Format Your PivotCharts

Styling PivotCharts is similar to working with standard charts with a
few twists.

Filter and Sort Pivot Charts on the Fly

Click the X or Y Axis dropdown button to access sorting and filtering
options, right from the chart object.

Add a Slicer

Slicers add additional ways to filter your chart results beyond the
Axis data. To add a slicer to your chart, click Insert Slicer button on Labsi Filtar

the PivotTable Tools Analyze tab. — J_'
" . " # [5e “
Choose the fields on which you wish to apply filters and click OK. # ausamin
 Ba
B aastr
T # Beaks
Insert Slicers T H i e ke T # Clathing
I e — I ¥ Comprian
- - I: = : g:u::n-ci
[l | & | [ 2 Garten .
Date _, Thakd AR
A e | L aE Cancl
Ip_gddress e i
tirst_name . || l :""
| last_name — I o S z
State
email
Credit Card Type
Department
Froduct Mame W
Gine

Refreshing Data

Pivot Tables are linked to the source data but must be refreshed manually. You can go to the Analyze ribbon, click
the Options box, and choose to have your Pivot Table automatically refresh every time you open the workbook
In the same Options box, you can choose to replace blank spaces with the character of your choice
Create a separate sheet for each entry in a field
1. Place the desired field in the Report Filter area
On the Analyze ribbon, choose the drop-down arrow next to Options in the PivotTable group
Click Show Report Filter Pages
Choose the field you want to use
Click OK

ukwnn
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Once your data is organized within a PivotTable, you will
likely wish to run further analysis upon the summarized
information. Calculated Fields and Calculated Items allow
you to use this aggregated data as a formula source.

1

)
Change Data  Actiore

% Fielels, Iterms, & Sets =

Calulate Fiakd-

33

itern in a pivot field.

« |t can calculate sums among other
items in the same field only.

+ Calculated items become an additional

» Calculated items will not appear in the

the pivot table.

amounts.

+ Calculated fields perform calculations on other fields in
+ Calculations are performed on the total or summarized

» Sum is the only function available for a calculated field.

SOUFCE™ Calculsted Eemn ETablos
i Sobve Order,.
FR ListFormulas
About Calculated ltems About Calculated Fields

PivotTable Field List. « Calculated fields will appear in the PivotTable Field List.
Create a Calculated Field e AU L A T o=
1. Go to the PivotTable Tools Analyze tab. ot T3 men smm B R : -
2. Click the Fields, items, & Sets button. . =) msmE MR
3. Select Calculated Field. e e & wem  sew e
Luhnacey L B T TR wuE | e

4. Type a descriptive name for your new prs L D e | —

field in the Name textbox. Condloml  WE 4 LEEM  fns —
5. Type your formula using the Fields = B

selection box toinsert the fields that

will be used in the calculation.
6. Click OK.
Create a Calculated Item e 4 K__[LIW W [O/PIGR| B | T | U
1. Go to the PivotTable Tools Analyze tab. :,T,“i'r. S of Dy | P Colesisted Ham v Saluspareen o
2. Select the field to which you wish to ST T e — .

" . . " ion 51 { & | = Fing- Laras) = Felsrzan Telpl e
add a new item, then click Fields, items, ::‘-‘::;:m fgﬂ : :ﬁ .m:i
& Sets. =it Leems
Bustknad! e
3. Select Calculated Item. S i
OmderD Dadpe

4. Type a name for the new item in the Een inGraee i

Name textbox. P e - —
5. Select the fields and items that will be — —

used in your calculated item's formula = =

by clicking Insert Field or Insert ltems.
6. Click OK.

WSIPC eaesents i .
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Sparklines

Sparklines are word-sized charts you can add into specific cells in this way:

1. Select the data range you want the small chart to be based on

2. In the Insert tab in the Sparklines group, select the Line, Column, or Win/Loss style
3. In Location Range, indicate the cell where you want the Sparkline to appear

To remove a Sparkline, right-click the cell, and in the Sparklines arrow, choose Clear

file Home Insert Pagelayout Formulas Data Review View Developer Help
L_é N CIe’aleSDarklln?s ‘ ? X
\Hustrj\lons E Choose the data that you want
Tables Add-ins Data Range: |GG * Sparkiines
C (2 7 Choose where you want the sparkiines to be placed
o = 5 Location Range: | sH88 *
A B C D 3 | e el H
1
2 | Sales Totals
3 o atr1 Qtr2  Qtr3 Y8 Total Sales
4 California $24,541.00 $11,655.17  $27,380.00 $109,750.00, $173,326.17) _~
5 Florida $29,035.00 $21,439.49 $35,572.00 $78,048.00‘} $164,094.49)
6 | Georgia $12,032.00 $21,422.83  $30,040.00 $56.128.00{} $119,622.831
7 Indiana $19,290.00 $23,187.17  $19,290.00 $17,254.00‘L $79,021.17) ~ ~__
8 EE o A s e .
9
Make a Separate Sheet for All Values in a Field 1 _Hourly Shift Summary - Week 24
2 Employes Name Job Day Scheduled | Hours worked
3 Becker, Morgan Cashiar Sunday 4 4
1. Drag the desired field to the Report Filter area 4 Dzniels, Flip Cashier Sunday 3 3
. . . 5 Denten, Chad Cashier Sunday B B
2.0n the Analyze Tab, click Options drop-down arrow in the & Gehrke. Donald Fachier Sunday - c
PivotTable group 7 |Goodman, Sean Batkline Sunday & 5
. 8 |Haun, Charlie Backline Sunday o o
3. Select Show Report Filter Pages a Ikeams, Aranne Batkine Sunday = =
4.Select the Field you want to use iijLingenfelter, Vic  [Backing Sunday T 7
11 Olzon, Cale Suparvicor Sunday B 10
12 Pearson, Brizn Suparvisor Sunday 10 10
13 Beckar, Morgan Cashiar Manday 4 3
14 Daniels, Fip Cashiar Monday 5 5
15 |Denten, Chad Cashier Monday 4 4
16 Gehrke, Donald Cashier Monday 8 8
17 |[Goodman, Sean Backline Monday 4 4
18 Haun, Charlie Backline fonday B E
14 Keams, Brianns Backline Monday o o
20 Lingenfelter, Vic Backline Monday 6 &
21 Qlson, Cale Supearvisor Monday 10 10
22 Pearson, Brian Suparvisor Monday 10 10
21 |Backer, Margan Cashier Tuasday L] L]
24 Daniels, Flip Cashier Tuasday 7 7
25 Denten, Chad Cashier Tugsday 5 5
26 Gehrke, Donald Cashier Tugsday B B
27 Goodman, Sean Backline Tuasday 7 7
28 Haun, Charlie Backline [Tuasday 0 i
26 Keams, Bianne Backline Tudsday g B
30 |Lingenfalter, Vic Backline Tuesday 4 4
31 [Olson, Cale Supervisor Tuesday ] g

WaswuG
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Conditional formatting

1 Select the cell or range containing the values to which you want to apply conditional formatting

2 In the Styles group, click Conditional Formatting

3 Do one of the following:
Choose a condition and rule from the menu
Choose New Rule. Then specify a condition and format in the New Formatting Rule dialog box
Alternate Row Shading Formula: =MOD(ROW(),2)=0

State
Arkansas —=
State Ez'l';fa’g: Populati Student Pop. SAT Participation Rate Mean Verbal Score  Mean Math Score
Alabama | popneciout 4447100 177884 9% - 559 554
Alaska Delaware 626932 12533 51% Edit Formatting Rule |__‘§ =
Arizona  LFlende 5130632 102613 34%
Select a Rule Type:

Arkansas 2001 2673400 53468 6% -

= Format all cells based on their ralues
California 2001 33871648 1016145 51% ~ Format anly cells that contain
Colorado 2001 4301261 172050 31% ~ Farmat anly top or battom ranked wlues
Connecticut 2001 3405565 102167 82% !Fu[matuﬂﬁua\ye&thatam.abwe or below average

~ Format only unique or duplicate values
D.C. 2001 783600 23508 56% ~ Use aformula to determine which cells ta format
Delaware 2001 572059 17162 67%

Editthe Rule Descrigtion:

Format values where this formula is true:

In this example we’re formatting the cells in columns B re——

through H with a green fill and bolt text, but only when the =
state name is equal to the value in cell $C$2

previns - ‘

Note that the row label is relative (no “$*), which allows us to
apply this formatting to other rows without losing functionality

Consolidate

Select the cell where you want the summary to start

Click Consolidate in the Data Tools Group of the Data Tab

Choose the operation you want to perform EE M :CE:_‘ B Grou

Highlight the first range, click Add > 5 ? 4B Undi
. Text to - What-If Forecast -

Repeat step 4 until all ranges are added Columns £ « [  Avalysis~ Sheet B subt

Check boxes for headers and linking, then click OK

oukwNE

Data Tools Forecast Oul

A B C D Consolidate

Product ID January Feburary March
ALP-701 1,990 1,947 2,140 J
ALP-703 2115 2,357 2,200
ALP-704 2,157 1,784 1,812
5 |ALP-709 2,088 1,986 1,976

|
Consolidate [ |

Function: ) 1

sum v
eference: |0

Store2Q1151:5104857¢] 2 Browse. )8

A wp =

All rgferences:

Store1Q115A51:50511 add

Delete
Use labels in
[ Top row

[ Left column [ create links to source data

oK Close

Waswy
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Clean Up Data

Remove Duplicates

1. On the Data tab, in the Data Tools group, click Remove Duplicates
2. Select the column(s) you want to remove duplicates based on
3. Duplicates are removed with out your being able to choose individually

36

8= gE
2E

Text td e What If Forecas' B
Columns [ Analysis~ Sheet EE

Data Tools

m

Advanced

Forecast
Remove Duplicates ? X

To delete duplicate values, select one or mere columns that contain
duplicates.

My data has headers =

E #= select all £

8= Unselect All

3. Click Goal Seek. [A]

Columns

Future Value

| $1.6E}5.14

. |@n
Find or Replace 8.
B company
@ First
1. Select the appropriate range or a single cell to search the entire worksheet B Lt
2. 0n the Home tab, in the Editing group, click Find or Replace o coneel
3. Fill in the necessary blanks
4. Choose Worksheet, Workbook, or other options
Go To Special ? X GO'TO Speclal @ @ %}:( @ > AutoSum v A? /O @
Cell nsert Delete Format | 1 Fill Y Sort& Find& | Analyze
Styles > v v - ear v Filter v Select~ Data
On the Home tab in the Editing Group, Go-To v - ¢ a Emgl ' _ .
8w Special allows you to select various types of o — 7 x
kee Sroen items in the worksheet —erm pr
O langs /V\sb\e calls only. n
;ﬁ z::::;i:lon itional farmats | Find what v Format.. -
= ” ) Replace with: v o Format Se Format.. -
| Do N Goal Seek ? X i " 90 =
(  within: Sheet w | ) Match case
3 Cancel Sgi cell: QB? S o=t Mk () Match entire cell contents
To !bll.le: 5000 ¢ Lookin: | Formulas v Options <<
By changing cell: |5$BS4| 47 Replace All Replace Find All [ Find Next Close
What-If Analysis
Goal Seek
Goal Seek allows you to change the value of various cells to A B
see how the results change. It can help you figure out what
numbers need to change in order to get the end result you 1
want. 2 Starting Investment | $§ 350.00
1. Click the cell you want to change. This is typically the end 3 Annual Interest Rate 6% @
result which contains a formula. 4 Monthly Investment | $ 100.004
2. On the Data tab click What-If Analysis. 5 Months 12
6
7
8

4. Set Cell: The cell selected will be the set cell. [B]

5. To Value: Set the end value you would like to see in
that cell. [C]

Review Yiew

U Tell me what you wanl to do

Developer

6. By Changing Cell: Select the cell you would like to Y . B o |_-j A | =
automatically change to reach your goal. [D] = e o a'nc' o g A:-':;;—':' vy R
7. The new value will appear in the dialog box. Sk e filter Pt Tecl ;K; lsﬂ:‘"
a. To make the changes to the spreadsheet, click OK. Data Table
b. To keep the original value, click Cancel. W
WASWUG
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Macros

A macro is a recording of keystrokes and mouse clicks that can be played back.
Any set of tasks performed exactly the same way every time is a good candidate for a macro

Create a Macro:
1. On the View tab, in the Macros group, click the Macros dropdown arrow and select Record Macro
2. Name the macro
3. Assign a shortcut key (optional)
3. Choose where the macro should be stored (the workbook where the macro is stored must be open for the
macro to run)
a. Personal Macro Workbook (always available when you are logged in)
b. New Workbook

c. This Workbook (travels with the workbook)
. L. R Record Macro 7 *
4. Provide description (optional)
5. Click OK Macro name:
6. Perform the commands you want to record e
7. Go back to the Macros group on the View tab, and choose Stop SOoHcuBkey
Recording from the drop-down menu et
Store macro jn:
Personal Macro Workbook ~
Run a Macro: Descrinti
1. Select the View tab iy
2. Click the Macros button above the drop-down arrow
3. Select the macro you want from the Macro name list
4. Click Run p—
Edit a Macro:

1. Goto the View tab

2. Click the Macros drop-down

3. Select View Macros

4. Select the macro you want to edit (if the Macro is stored in the Personal Macro Workbook, you will need to
unhide it from the Window group of the View tab)

5. Click Edit

6. Make text edits to the code

7. Close, and Return to Microsoft Excel

Step Through the Code — The Step Into feature allows you to watch the macro perform a line of code at a time
so you can “see” which line is causing you trouble.

1. Open the VBA editor and click in the macro you wish to review. Make sure to also have your Excel window open
and visible.
2. Select Debug > Step Into or F8 to initiate.

3. A yellow highlight will indicate which line Excel is executing. Continue hitting F8 until the program is complete.

WSIPC presents
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Add Macros to the QAT:

1. Click the Office button
2. Click the Excel Options button

3. In the Customize panel, select Macros from the Choose

command from dropdown menu

4. In the Customize Quick Access Toolbar, select For all documents
5. In the left pane, select the macro to be added to the QAT

6. Click the Add button

7. Click the Modify button beneath the right pane
8. Type a name for the shortcut in the Display name field
9. Select an image for the shortcut in the Symbol pane

10. Click OK

11. Click OK in the Excel Options window.
12. Review the QAT to see the macro's shortcut with the selected

icon button

Add Macro Buttons to a Worksheet:

General

Formulas

Dara

Quick Access Toolbar

Trust Center

38

&, Customize the Qick access Toolbar.

Choase commands from:(.

Macros E|

HISTOGRAM?
MCORREL

v Modity ution E] x |=H
S HISTOGRAME

R -
e e

FTLOPmaT

Modify.

PR e e s

1. On the Developer Tab in the Controls group, click the Insert drop-down arrow, and choose Button
2. Drag the button on the Developer Tab to the place you want it on the worksheet, and size it
4. Select a macro to assign to the button (this option pops up when you release the mouse button)

5. Click OK
6. Rename the button

Write or Edit in the VBA Editor

1. Press ALT + F11 to open the VBA editor

2. Select the project in the Project Window that you
want (Most macros are stored in modules).

3. Place your cursor in the code module between the e

Sub and End Sub declarations
4. Type in the macro procedures

Debug | Run  Tools Add-Ins  Window Help

Compile VBAProject ILn 39, Col 1 =
[52 stepInto | =
(2 stepover W Shiftere _ HelloWorld.xlsm - Module' (Code) [E=HEon ==
2z Step Out Ctrl+Shift-F3  peneral) =] [HelloWoridHighlightLoop -l
i | Eun To Cursor Ctrl+F8 Public Sub HelloWorldHighlightLoop() “al

Add Watch...

Quick Watch.
Toggle Breakpoint
Clear All Breakpoints

[

9 Set Next Statement
©  Show Next Statement

Shift+F9

9
Ctrl+Shift+F8
Ctrl+F9

Dim counter

For counter = 1 To 10
| If Range("a" & counter)

= "HelloWorld® Then
Range ("a" & counter).Interior.ColorIndex = &
Else

Range("a" & counter) .Interior.ColorIndex = 6

End If
Next counter

End Sub
==
E Microsoft Visual Basic for Applications - PERSONALXLSE - [Madule (Code)] - [m} >
% Eile Edit View Insert Format Debug Run  Tools Add-Ins  Window Help - x
HE-d e ) o oE I EEY @ | n1, Col1 =
Project - VBAProject EI |:Genera\l v| |prmter v
= LSJ]: printer () :‘
'
[#-% Solver (SOLVERXLAM)
. )
& VBAProject (ExcelPracticefiles.xlsx) printer Macro
'
<[] Microsoft Excel Objects
VBAProject (FUNCRES.XLAM)
' ma1:I25) .5
&3 VBAProject (PERSONAL XLSB) Range ("A1:I25") .Select
;i R .
D Microsoft Excel Objects Range ("E€") .Rctivate
125 Modules ActiveSheet.PageSetup.printarea = "S$AS1:5$I525"
442 Modulel Lpplication.PrintCommunication = False
483 Module2 With ActiveSheet.PageSetup
‘gg Module3 -PrintTitleRows = ""
g Moduled .PrintTitleColumns = ™"
End With

©2023 Sherry Prindle sherry@sherryprindle.com
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Trigger a Macro from an Event

You may want a macro to run based on some action you have taken. You might want a message box to appear
when a user opens a worksheet with information about what is included. Or, you may want to run a macro that
sorts your data into your preferred format each time the workbook is saved.

1. Record or plan your Macro.
2. Open VBA Editor.
3. Double-click the module that will store the macro in the Project Window. Event Procedures are not stored in
Code Modules like the macros seen so far. Instead, they will be stored in one of two places:

a. Worksheet module — Macros will run when events happen in or to a specific worksheet.

b. ThisWorkbook — Macros will run when events happen in or to the workbook.
4. Change the (General) dropdown menu to Worksheet or Workbook. [A]
5. Choose the action that will trigger the macro in the worksheet. [B] Excel will create open and close Sub
statements. [C] Note that Excel creates a Private Sub procedure for this type of macro. This simply means that the
macro will not be seen in Excel’s Macro dialog box — it can only be run when the event, or trigger, is detected (or
from the VBA editor).
6. Type or copy/paste your macro between the Sub statements as usual. [D]
7. Save and test.

E Microsoft Visual Basic for Applications - PERSONALXLSB - [ThisWorkbeok (Code)] — O >
% File Edit View Insert Format Debug PRun Tools Add-Ins  Window Help - F X Add a
z 4 e By message
BEE-Ad F pon @M EEFY 2@ ngcon - b &
. - ox to an
Project - VBAProject ﬁ |Workbook ~| |Open |v isti
= _ BeforeXmlimport | exis Ing
T Deactivate P macro.
-84 Solver (SOLVERXLAM) . . ModeIChange .
- VBAProject (ExcelPracticeFiles.xlsx) Private Sub Workbook Open(|yewChart Syntax:
(27 Microsoft Excel Objects NewSheet MsgBox
& VBAProject (FUNCRES.XLAM) End Sub o —— TEXT
-8 VBAProject (PERSONALXLSB) ol abe - osELonnecion ([ L
? X R PivotTableOpenConnection
& @ Mlosof‘t Excel Objects RowsetComplete
H Sheetl (Sheet1) SheetActivate
@ ThisWorkbook SheetBeforeDelete
=5 Modules SheetBeforeDoubleClick
Lg® Modulel SheetBeforeRightClick
SheetCalculate
SheetChange
SheetDeactivate
SheetFollowHyperlink
SheetLensGalleryRenderComplete
SheetPivoiTableAfterValueChange
SheetPivofTableBeforeAllocateChanges
SheetPivotTableBeforeCommitChanges
SheetPivoifTableBeforeDiscardChanges
SheetPivofTableChangeSync
SheetPivotiTableUpdate
SheetSelectionChange
SheefTableUpdate
Sync
Window Activate
Window Deactivate
WindowResize hd

[BUTTONS], [TITLE])

Message boxes are ‘pop up’ messages that grab the user’s attention and require a response before they continue.
Sub Msg_exe()

MsgBox "This is a message!", vbExclamation, "This is the Title"

End Sub

Waswy
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Create a Custom Function

40

If Excel does not have exactly the function you need, you can create your own using VBA. Review the Macros

section for details about opening and editing VBA code.
Create a Function Procedure

1. Press ALT+F11 to open the VBA editor

2. Select Insert > Module to insert a new Code Module
3. Select Insert > Procedure

4. Type a name for your function in the Name textbox
5. Select Function radio button in the Type pane

6. Click OK

7. Function and End Function declarations will be added to your code window.

Define the Function’s Arguments - Type a short variable name for each argument the function will use to perform
its calculations between the parenthesis that follow the function name.
Enter a Formula — Enter the formula that the function will perform using the variables defined in the arguments.

Custom Views — Print, Format, and Filter Settings

1. Click the View Tab

2. In the Workbook Views group,

click Custom Views

3. Click Add

4. Give the view a name

5. Access the view from the same location

Subtotals

Add View ? =

Mame: I

Include in view
Print settings

Hidden rows, columns and filter settings

Excel can automatically calculate subtotals at every change of datain a Subtotal 7 W

key column

1. Sort a list by a key column

2. 0n the Data tab, in the Outline group, click Subtotal
3. Use dropdown arrows to configure desired settings
4. Click OK

Create Forms

Put labels in one row and blanks above or below
Use bottom border to demark blanks

Control form blank size by merging cells

Hide ruler, headers, and gridlines

©2023 Sherry Prindle sherry@sherryprindle.com

At each change in:
Department _———————————————||@

Use function:

(%4}
=

m S
Add subtotal to:

55#% ~
Department

Position

Annual Salary

Perf Rating
Momttevel |G

I

E Replace current subtotals
:l Page break between groups
El Summary below data

Remove All Cancel
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Data Validation Settings Input Message Error Alert

To ensure the proper type of data is being I Validation criteria

entered, Excel can validate it upon entry | Allow:
1. Highlight the cells where data validation will Any value Ignore blank
be applied Any value
2. On the Data tab, in the Data Tools group, click Whole number
Data Validation Decimal
I N List
3. Select the validation criteria Date
4. Provide any additional parameters Time
5. Create optional Input and/or Error Messages Text length
6. Click OK Custom

Apply these changes to all other cells with the same settings

Clear All Cancel

D'ata Validation 7 >

Advanced Data Validation

One of best ways to avoid errors in a database is to ensure that the data entered is accurate and consistent. Data
Validation allows you to specify and enforce the format of data when it is being entered.

File Home Insert Page Layout Formulas Data Review View Developer

Custom Criteria ] B s 8 & B S0
Visual Macros Add-  Excel COM Insert = i
Basic ! Macro Security ins  Add-ins Add-ins - [3] Run Dialog
Use a formula to determine validation criteria (=25 LTEE Form Controls
. . DHMEEE e
All - fe =IF(A9=1,"Carnivore " aa = ,"Omnivor
1. 1. Select the cell or cells - S GI_“,mléf_j“f lF
B H H : H e 20
2. 2.Click Data Validation button in the Data Tools group on the BorBEilit
Data tab 3 Animals at the Zoo Feeding Options
. Feeding Options
3. 3. Choose Custom [B] from the Allow: dropdown options ([P
. . . 5
4. 4. Enter the formula that describes your validation rule 4| Ovsemeon
@ Meat and Vegetadles
7
This example counts the number of entries in a cell range and alerts 8

the user if more than 3 suggestions have been entered.

Form Controls

Form controls can be very useful for adding form-like functionality to a workbook, without having to use VBA.
Form controls make use of linked cells and the value in the linked cell is updated in some way, based on the actions
taken with the form control at hand. Using formulas in combination with form controls, one can further extend the
form control functionality and form-like appearance of the worksheet at hand.

To change a control’s properties to link it to a background database sheet:

1. Right-Click on the control and select Format Control.
2. Modify control options as needed.

3. To link the control to a background database sheet, input the destination cell address into the Cell Link.

WSIPC eaesents
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Format as Table

On the Home ribbon, Format as Table automates alternate row shading, freeze panes, the filter, and adding a total
row. Tab from the last data cell to add rows

1. Click any cell in the data to be converted

2. On the Home tab, in the Styles group, click Format As Table

3. Select a formatting option

4. Click OK to confirm the data range

5. Review your completed table

H ©- O g @& M3 - ExcelPM - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER DESIGN
Table Name: Summarize with PivotTable D Properties | Header Row First Column | Filter Button
Tablel E-A Remove Duplicates e Open in Browser | [v Total Row Last Column —=
= - = Insert | Export Refresh . ——
‘@ Resize Table = G= Convert to Range Slicer o o Unlink | Banded Rows Banded Columns
Properties Toaols External Table Data Table Style Options Table Styles
122 - fi | startz
First Name - | Last Name ~ | Department = | Job Title ~ | Salary ~ | Perf Rating ~ | Mgt Level ~ | Training Hours |~ LMS -
19 |James Parker Sales Product Management $  48,000.00 2 4 56 TCR
20 Harold Robbins Section Manager Circulation Manager $ 3850000 5 3 24 TCR
21 Susan Sarandon Section Manager Dir. of Shipping $ 55,000.00 1 3 48 TCR
22| Laurent Yves Saint Section Manager Dir. of Training $  45,000.00 2 3 36[Stari7
23 | Total $1,140,500.00 1.400680107 1.228571429 547 21,
Manage Relationships ? X
Excel Data Models e oo

Auto-Detect

Edit...

Prepare Your Data

e Convert all data into tables with a Header Row.

* Give each table a unique, useful name (this is not required, but

very helpful).

¢ Identify related data — Relationships are connections between two tables based on a single column in both that
share a similar data. Plan which columns will become related in this way. It will also be very helpful to know which
field you will want to summarize, later, in a PivotTable.

Activate

Deactivate

Delete

Excel Table

Sheryl Prindle

Create Relationships

RelationshipData -

View Q Tell me what you want to do

Data Review Develaper Help Design

1. Click Data > RelationshiPS to 'qa [l Queries & Connections ) Y E"é E B E‘? gl G Group ~ [ Data Analysis
open the Manage = B8 of - & Ungroup - "= | 2, Solver
z=h . %l Sort Filter °o What-If Forecast
Relationships d|a|0g - [ EditLinks Vo Advanced  columns E5 7 & Analysis - Sheet
2 CIICk NeW tO open the Queries & Connections Sort & Filter Data Tools Forecast Qutline Analyze
: . . . Create Relationship ? b
Create Relationship dialog
3‘ In the |eft puIIdown menus, D Pl.lc-lcth?tables and columns you want to use for this relationship o
Table: Column (Foreignj:
you will select two tables that v
H . Worksheet Table: Tablel Related Column (Primary):
have the S_ame information te - Department Waorksheet Table: Table2 ~
4' In the rlght pU”dOWn menu’ |95 Corporate Mana( Creating relationships between tables is necessary to show related data from different tables on the same report.
you will specify which columns 195 Corporate Staff
are the same in those tables. 114 Section Manager oK cancel

then click OK

You can pull the data from your model into a Pivot Table

Power Query
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Home Insert v Page Layout Formulas Data e Wiew Developer Incjuire Power Frvok

[ From Access [* [ty = show Queries r:, =] Connections 8| A Y Cl 3
$ 3 :

r.‘él"um'-\'eb — ' r:l'l-:m lable Propertie Respr
) Fram Other Existing hlew Fefresh o E| Sart Filter Test
E: From Text Sources=  Connections | Queny = rP‘ Recent Sources All- D.'- Edit Links ) T Advanced Codun

Gel Bxdernal Dala Cannéclians Sart & Filter

I
] Frarm File b
Al v fx

E Frorm Database k

Fram S0L Server Database

A B

:- Fram Smume b
First -
1 Name Las.l Ham |:__ Frarn Gnline Sgrvices
2 Elﬂn alda |—_&'_ From Other Sources k
3 george lopez
s F""'l Combane Queries b

4 marie osmond =
5 bruce IEE '-:L [Data Catalog Search

1 . w1 My Dala Cataleg Quenes
6 marcia brady !
7 will smith T Guery Dgions

Fram Microsoft Agcess Database

R

From S0L Senver Analysis Services Database t

From Qracle Database iger
iger
iger

Fram My50L Database iger

iger

7

From |88 DBZ Datsbase

0

o Data Source Settings.. Fram PostgreS0L Database

e

Setting Up a Web Query

1. On the File tab, in the Get External Data group, select From Web

2. In the Address field [B], type the Web address for the page that contains the information to be pulled into Excel
3. Click the arrow next to the table(s) to be added to a spreadsheet

4. Click the Import button

5. Select the location for the data and click OK

H - s -Ty
Hype rl i n kS File Home Insert Page Layout Formulas Developer Help Q Tell m
F [ From Text/CSV [ Recent Sources Wn, [T Queries & Connections 8
s ] v [A[Z
D [é From Web E Existing Connections L=
G Refresh Zi Sart Filter
Data~ [Z From Table/Range All- 4 T Advance
Get & Transform Data Queries & Connections Sort & Filter
— —_- %
Insert Hyperlink ? X
I . From Web
Linkto: Textto display: Screenip.
i) — # Basic Advanced
Existing File or | 12K a
Web Page % NEW Julie Files Bookmark.. URL £
Current Folder | @) 2019_Fall WASWUG Presenters NEW 1
Place in This: g: 2019_Fall WASWUG Session_Plan
Document @!] 2020_Spring_Prindle_All_Classes
n Browsed Pages n% 20 WASWUG_Spring_Presenters_2
2023 Session Descriptions Sherry WASWUG
e Gl 5 Part Basic Excel Cancel
RegentFies |1 AdvancedExcelHandout
£ AdvancedExcelHandout
L Doas P = T
&-mail Address

Address:

cancel
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