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Computers were originally created for military, scientific,
government and corporatiofisorganizations with one common
characteristid large budgetsFortunately, since the early days of
computing, computers have simultaneously become more user
friendly and affordable giving rise the era of personal computing.

In 1977 Steve Wozniak and Steve Jobs debuted the Apple
per sonal comput etr .unHoiwe vtelre @ &
IBM introduced their personal computer (PC), and the personal
computing era really became legitimate.

Personal Computers (PCs) are best described as small, inexpensiv:
computers designed for individual use. Each of the foligware
examples of personal computers:

1 Desktop computersi designed to utilize a consistent source
of electric power, these computers fit on or beneath a desk,
and therefore are not intended to be portable. Most desktops
contain several peripheral inputchautput devices intended
to extend the computing functionality.

1 Laptop and Notebook computers portable computers
that utilize a battery for powgand onsist of a separate
display screen and keyboard in a single waptops have
hinged lid that closes the screen onto the keyboard for easy
portability. Some screens are totattivated displays.

T Tablets1 thin mobile computers with touchscreen displays.
Typically, larger than smartphones, tablets are ideal for
reading eBooks, sfing the Web, and watching videos.

T Smartphonesi pocketsized mobile phones that combine
voice, text, email and personal computing into a single
device that can access the Internet and run a variety of third
party software components, known as apps.

Personal Computer Bagjics a g e| 2
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Modern desktop and laptop computers are generally either PCs,
usually running a Microsoft Windows version operating system, or
Appl e Maci nt oshes, whi ch run
system (OS) software. Various versions of the Linux OS also
represent aelevant share of desktop and laptop users on a PC
platform. However, according tBtatista Mi cr osof t 0s
the dominant OS in terms of shares of users, with estimates of more
than76%of all users irR022 *

What about a ChromeboolkZcording toZDNet, aChromebook is

a portable computeunning ChromeOS, a specialized operating
system designed by Google to rely more heavily on connected and
cloudbased services than traditional operating systems like
Windows or MacOS do. Chromebooks look neadlisntical to most
laptops or notebook PCs, but generally include less powerful
hardware due to their reliance on those clbaded services, instead

of locally installed software that requires more horsepower.

The most popular mobile (tablets and smartgsdnoperating
systems are Android (developed by Googd@iOS (developed by

Apple).

! https://lwww.statista.com/statistics/218089/globainarketshareof-
windows 7/#statisticContainer
Personal Computer Bagics ag e| 3
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Computer systems consist of hardware and softwéasdware is

the tangible, physical components of a computer, while software is
the intangible programs that function on a computer. Basic hardware
components include a hard drive for storing data, a processor for

This Photdy Unknown Author is licensed undéC BXSANC
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performing operations, memory for holdingtise data, and
amotherboard to tie the parts together. Even gaming consoles are
considered computer hardware.

Software Examples

Applications Operating Systems
Microsoft Office
(Word, Excel, Access, Windows (Microsoft)

PowerPoint, Publisher)
Business (QuickBooks,
Auto Cad, Photoshop)
Browsers (Chrome,
Firefox, Safari, Edge)
Games (Call of Duty,
Madden, Solitaire)

Mac O/S (Apple)

Chrome O/S (Google)

Linux (Open-Source)

Software includes computer programs, libraries and data. Software
can be categorized as application (most programs), system
(operating, utilities and device drivers) and malicious software, or
malware (undesirable programs that results in harm or disruption).

The four main components of a computer system are input devices,
output devices, procesgrdevices and the storage devices used to
store data within the computer system. The flow of data through a

computer system begins witn input device that enters data into
the central processing unit which then sends the data to an output

_MDL“ —-.m ——— | Output

I

Computer system processes
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device as infanation. Alternatively, data can be retrieved or sent to
a storage device from the processor.

Hardware and software work together to process data. When you
open a software program, the computer reads its data from the harc
drive or input device, runsthefst war e on t he com
and then displays the results on your output device or saves the dat:
to a storage device.

>KArr dR" dAF GAEde?r
ENW dONT

Hardware components that are not an integral part of the central
processing unit areften referred to as peripheral devices. Peripheral
devices connect with a computer through several I/O interfaces,
such as communications (COM), Universal Serial Bus (USB),
firewire, and serial ports. Peripherals are usually used for either
input, storag®r output.

Input Devices

An input device is any device that provides input to a computer.
There are maniput devices but the two most common ones are

a keyboard and mouse. Every key you press on the keyboard anc
every movement or click you make witihetmouse sends a specific
input signal to the computer. Examples of commonly used input
devices include:

1 Mouse: a small object
that you can roll along
a hard and flat surface
which  serves as
pointing device to

Personal Computer Bagics ag e| 6



enable the user to control the movement of the cursor on a
screen display. Most mice have two or more buttons which
allow the user to scroll and click objects the screen.

1 Keyboard: desktop and laptop computers have external and
built-in keyboards that resemble a traditional typewriter.
Most keyboards are designed to have the QWERTY layout
of keys which make keyboarding easy and consistent across
various devices. Many keyboards have function keys as the
top row that perform special shortcut functions.

1 Touchscreen the primary input device for tablets and
smartphone, this technology combines the functionality of a
mouse and a keyboard by allowinfreger or stylus to make
gestures or select estreen menus and keys.

1 Microphone andCamera: used to record and capture sound
and images, and to communicate with others using audio and
video conferencing software. Most portable computers have
these devicesuilt-in, but external devices are typically a
higher quality.

Many input devices operate without cordédirelessmice and
keyboards require receivers to collect the electronic signals
transmitted by the input deviceBluetooth devices use sherange

radio waves to communicate between paired devices and computers.
Other, input devices include scanners, bar code readers, joy sticks,
light pens, trackballs, magnetic ink character recognition (MICR)
and optical character recognition (OCR) software.

Warning! Excessive use of a computer can lead to repetitive motion
injuries such asarpal tunnel syndrome and other computer
related health problems, includiegmputer addiction. Take
frequent breaks, stretch properly, and utilize ergonomically
designed inputlevices to reduce the threat of these injuries. Limit
your timeonline andconnect facgo-face too!

Personal Computer Bagics ag e| 7



Output Devices

An output deviceis any hardware peripheral that disseminates
processed data. The processed data, stored in the memory of the
computer issent to the output device, which then converts it into an
understandable formExamples of commonly used output devices
include:

1 Monitors: older monitors typically contain a cathode ray
tube, which result in a heavy display, which is also an
inefficient wse of power and your desktop footprint
compared to flat screen monitors. A flat panel display uses
an LCD (Liquid Crystal Display), although some use plasma
technology. Screen size is measured diagonally across the
screen, in inches. The entire screen amag not be usable
for image display. Thessolution of the monitor is the
maximum number of pixels it can display horizontally and
vertically (such as 800 x 600, or 1024 x 768, or 1600 x 1200).
Most monitors can display several resolutions below its
maximum settingPixels(short for picture elements) are the
small dots that make the image displayed on the screen.
A video cardis necessary for generating complex computer
graphics on a monitor.

Multi-function printer

Personal Computer Bagics a g e| 8



Printers: want a A harcdumemndp w eafs
copy of a file? A printed output is referred to as a hard copy
versus an electronic or soft copy of a file. Printers come in
various formats. Popular for home computinginis

jet printers. These printers form the image on the pgage
spraying tiny droplets of ink from the print head. The printer
needs several colors of ink (cyan, yellow, magenta, and
black) to make color images. Some phqtality ink jet
printers have more colors of ink. Unfortunately, ink
cartridges are expensive replace, so the cheap initial cost
of ink jet printers is offset by frequent printing usage.
Converselylaser printers utilize toner to burn tiny plastic
particles of pigment onto paper. While the initial cost of laser
printers can be expensive, thepyoduce a higher quality
output and are less expensive and faster than ink jet printers
in the long run. Other printers include doatrix which use
impact and inked ribbon on continuous feed paper. These are
(were) popular for multlayer forms. Lastly, mlti-function
printers are popular for home office/small office computing
because they combimeinting, faxing, copying and
scanning in a single device.

Speakers Audio output requires a sound card and internal
or external speakers or headphones.

Flash Drive

Storage devicesWhile primary storage is the internal

CPUOGs RAM, secondary st or e
hardware such as CDs, DVDs, flash drives and external hard
drives. Obsolete secondary storage examples include floppy

Personal Computer Bagics ag e| 9



disks,magnetic tape, punch cards and zip drives. A popular
alternative to physical secondary storage closid
storagewhich stores data on remote servers accessed from
the Internet, or fAcl oudo, \
storage service provider built on twalization techniques.

Wearable computer device

1 Hybrid peripherals: Wearable computer devices, such as
augmented reality goggles, smartwatches and fitness
trackers can all be lumped into this auxiliary device
category.

>ENAAGLAENNACT AT

One of the first steps to securing assistance with compeltged
issues requires sharing the error or screen output with a teacher ol
technical support staff. Often, these support resources are not
available to view the screen-person. Theefore, capturing the
screen output is a vital skill to help resolve computer issues.
Screenshots, also known as screen captures, screen grabs, or prir
screens, are the technical terminology assigned to this piece of data
A screenshotis a digital imageof what appears on a computer or
television screen. Producing a screenshot can be a confusing task
which should be broken down into two parts. The first part is the
capturing of the screen image, while the second part is the process
of pasting the captureto a storable file. There are numerous
methods of capturing a screenshot, and they vary from one computer

Personal Computer Basics a g e| 10



device to another due to operating system versions and keyboard
differences.

¥ Snipping Tool

¢ New [l Mode ~ &7 Delay ~ X

Free-form Saip he Mode button or click the New

& Rectangular Snip
Window Snip
Full-screen Snap

Snipping Tool

The most consistent method for Windows users cteate
screenshots is by utilizing the Windows Snipping Tool. As of late
2018, the new tool is called Snip & Sketch. Most images in this
documentation have been generated with the help of these tools. Tc
open the Snip & Sketch tool, select the Start byttont y pe f's
the search box on the taskbar, and then select the

Srop & Sketch

PlNew v O ° S ¥V 9 ¥V o 2

activating a <dl annctated Blank workbeck
location spreadsheet 3

Custominng the Eacel Help Excel Options

Status Bar Wevdow window Snlp & Sketch

Snip & Sketchapp from the list of results. In addition to capturing

a full-screen snip, the Snip & Sketch Tool provides the convenience
of capturing a oMmdata by using ¢he indusedco N
draw a rectangular or frderm block of specific data to be captured.
This allows for more focused data to be collected versus an entire
screen of potentially competing images. Once the drawing is
selected, the screenshot shib automatically open in a new
window. You can modify the screenshot by cropping, highlighting

Personal Computer Bagjics a g e| 11



annotating or drawing on the image. This image can then be pasted
into a new program (similar to how the above image was added to
this document) or saved asaparate file to be stored on a permanent
or cloud storage device. The Snip & Sketch tool also be set to a timer
to take a screenshot in three or ten seconds. To take a screenshc
with Snip & Sketch, just press PrtScn. Screenshots will be quite
useful for poviding feedback or asking questions to/from
students/teachers, particularly in distance education environments.

f AN TAAAT NBNAA

One of the many attributes of being a successful college student is
evidence of time management, communication, and orgamizati
skills. Managing the files on a computer is essential to excel at all
of these skills. Almost all courses require a computer to access and
communicate information. The inability to locate a file on a
computer or course management system (like Brighéspét. or
Blackboard) could result in a late or missing assignment, missed
conversations with an instructor or classmate, and/or tremendous
stress. The primary solution to enhanced computer organization
skills is through i ncr edc&spoer kn
tool (formerly known as Windows Explorer).

File Explorer displays the hierarchical structure of files, folders,
and drives on your computer. All data, including applications,
program fil es, et c. i's stored
disk drive). The primary internal hard drive is known as the C: drive.
The contents of a disk are organized into individual files within
individual folders. The Document folder is a general storage
location for files created in programs like Microsoft Offie¢hereas
photos downloaded from the Internet or a camera are typically
stored in the Pictures folder. The Quick Access section displays
frequently used folders and files, whereas the This PC view displays
i nformation regar di n gityfardattachedmp
storage devices, including optical media.

Personal Computer Bagics a g e| 12



To access t he c Stanp &ike Expléreror deledt e s
the File Explorer icon located in the taskbar. Upon launching File
Explorer in Windows 10, th@uick accessvindow will open.
Previously known as fAFavorites
this is where users will see their most frequently accessed folders
and files that have been created.

v File Bplorer

“ s e o ! ‘

p o » Quickaccess
& Ouick sccess Frequent folders (8
ekt ‘ &
W8 Desitop Desktop Downioads Documents
& Downloads ’ - ‘
Documents r
Puctures Business Computers Testbook okl I l
- N { |
- | | 1
<@ @
Dropbox uy Polsfet
o < "
Recen
W) chap ! inside of 2 computer imagd
20V8Acadernwcl teracyapplicanty
2016A PP
O FleMaagement Basics
@ 2017 Business Division M State Agenda January %h
- T CyChe trn n map
P Approved Calendar 2017-2018
[ Busnes Computen Outcomes
Al [ Onentabon Overview updated 121316

File Explorer

The File Explorer window can be broken into the following sections:

1. File Explorer ribbon. This is similar to the ribbon you will
find in most Microsoft Office applications. The ribbon
contains buttons for common tasks to perform on your files
and folders, such as copying, pasting, moving and renaming
files and folders. A recommeed feature is the View menu
which allows you to view your files via icons, tiles, a list or
the underappreciated Details view.

2. Navigation Pane Vertically scroll through this pane to
access commonly used drives and folders. You can also
access your Downloaded files, Documents, and external
storage devices, as well as other libraries, such as pictures
and music.

3. Frequent folders. This displayste f ol der s you
with recently to allow for quick access.

Personal Computer Basjics a g e| 13



4. Recent files sectionSimilar to the Frequent folders section,
this area displays the fil
recently opened.

The Search box is an underappreciated tool to helpfiliesl that
canot be found in their presu
wildcard character to expand the search results. i.e. Plane* will find
files with the words plane or planet, and more. The File Explorer
contains an array of tools which can helpnage files and stay
organized!

Creating a custom hierarchical structure of folders for each semester
and each course is considered a best practice for organizing college
data. For example, create a folder with the name of the current
semester, i.e. 2018 EaWithin this folder, create subfolders for
each course, i.88US1100. Descriptive folders and file names also
diminish confusion when trying to find files on a computer disk.

» MarcusL » Dropbox » 2018 Fall v Search 2018 Fall

Name Date modified Type Size

5
@ ACCT1124 File folder
& MIS1100 CPTR1104 File folder

: ] 2018 Fall Schedule BW 9 Microsoft Excel Worksheet 28 KB

s B HonorRollSummary 118 9:25 AM Microsoft Excel Worksheet 14 KB
[V StuffMartSales f3/2018 436 PM Microsoft Access Database 768 KB

AR ter

Folder Hierarchy

File Explorer is the primary tool for copying, moving, remagnand
searching for files and folders. The View tab provides display and
sorting options for files and folders. Viewing files using the Details
layout allows for quick sorting by simply clicking a column header
to toggle between ascending and descenalidgr. The sort order in
the above illustration is sorted by Name in ascending order. Clicking
the File name extensions checkbox helps identify the source
program for each file, particularly if the Type column is not
displayed. Perhaps the most useful owuis Size, which can be
helpful to determine if a file is too large for distribution vianail

or portable storage methods.
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One of the most common operations for users is copying files,
which creates a replica of an originfde. To copy a file, select the
file you want to copy and click Copy under the Home tab. Moving
a file necessitates substituting the Copy button with the Cut button.
Moving a file saves hard drive space by not creating a duplicate file.
To add a new folde right click and choose New > Folder from the
Shortcut menu. Conversely, to delete a file or folder, +ayjbk the
object and choose Delete from the shortcut mafarning i
Deleted filesare not permanently removed from the computer. Most
computers end deleted files to thRecycle Bin which still needs

to be emptiedbefore the file is removed from the computer.
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Even though modern hard drivaflow for excessive amounts of
data storage, moving files from one device to another often
necessitateseduced file sizes for efficient transfer of a files via the
internet orbetween physical device€omputer usersitilize file
compressionto reduce the file size of one, or more often, multiple
files. Although there is no exact measurement of the actual reduced
size of the compressed file, file compressuten reduces a file's
size by 50 to 90 percerifthis makes the process of uploading and
downloading data files for a computer course much more efficient!

There are numerous techniques for compressing filéact, there

are numerous synonyms for compressing that are often
interchangeably useduch ascompacting andgerhaps the most
populat zigpingd. The process dfipping a file refers to putting it

into an archive format such as "ZIfDhe of the reasons "zip" is the
term used is that one of the most popular archive formats has the file
extension "ZIP."

> Drop.. > Business Computers T.. v O O Search Business Computers Textbook

a ~ Mame Date modified Type Size &

The Weather Report Final 6/5/2019 923 PM Microsoft Excel W. 23 KB
J PowerPaint Chap 2 5/10/2019 3:20 PM Microsoft Word D.. 3,060 KB
ner é Word Chap 1 474542019 4:40 PM Microsoft Edge HT.. 68 KB

& Personal Computer Basics 2019 4/5/2019 2:15 PM Microsoft Edge HT. 243 KB

Personal Computer Basics 2019 445/2019 1115 PM Microsoft Word D.. 6407 KB
a

QOur Planets 11/28/2018 9:05 PM Microsoft PowerPo. 12,374 KB
a PR1-Medical Office Budget Solution 8/3/2018 4:29 PM Microsoft Excel W. 11KB

Word ™ - | 2:55 PM Microsoft Word D... 1,516 KB

N o M to OneDri

Ackn ove fo OneBrive 045 AM  Microsoft Word D.. 19KB
3 Cove %¥F Send a copy... 0:38 AM Microsoft Word D.. 55 KB
er

Com E Scan with Microsoft Defender. .01 PM Microsoft Word D... 12KB

&/ worc & Share 11 P JPG File 35 KB
3 &4 Begil 17 PR Microsoft Ecige PD.. 68,734 KB
er &3 Relal Give access to > b4 pw Microsoft Edge PD. 3,772 KB

Perse  Sendto > @ Bluetooth File Transfer ke
a File Cut ¢ Compressed (zipped) folder ke
2lanni Bxpld Copy B Desktop (create shortcut) =

Word £l Documents =

ourf Create shortcut ) K
rees i Fax recipient

& Our b Delete 4 Mail recipi ks ™
mpu v < Rename il recipient >
15 selected 13.5 MB < DVD RW Drive (E) =]

) OT Z1_toee
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Windows makes the compression/extraction proessy To zip
(compress) files

1. Locate the file or filesn File Manager.

2. Select the fileguse the Citrl key to select multiple filesight-
click andchoose Send to, and thelmoose Compressed (zipped)
folder.

A new zippedolder with the same name is created in the same
location. To rename it, press and hold (or rglitk) the folder,
selectRenameand then type the new name.

‘Word Chapter 2 2023 1:3% Compressed (zip 13,770 KB

T Wiea |
14 M0
Pewwe o

A compressed or zipped folder

Once the compssion process is complete, the next step is to
transfer the filedo the recipient (usually via theeb or email), and
then the process afecompressiobegins.Decompression is more
commonly referred to unzippingr extracting. To unzip (extract)
files from a zipped folder:

1. Locate the file in File Manager.

2. Right-click the file and choose Extract A\ new window will
appear asking where the extracted files shoulpldeed Click
the Browse button talentify an intentional destination for the
files. Then choose the Extract button at the bottom of the
window.

Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder

| ChUsersymarcuyDropboxiBusiness Computers TextboolkiWord Chapter 2 Browse...

Show extracted files when complete
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"You should check your e-mails more
often. | fired you over three weeks ago."
This Photdy Unknown Author is licensed undéC BXSANC

For many college faculty, getting students gooperly use their
college email is afrustrating experience. It typically has less to do
with understanding how-mail works but more about how certain
generationdunction. While to many, enail might seem like an
outdated technology, i$ still very commonly utilized, particularly
in larger organizationsSuccessful college students readd
respond taheir email!

The main purpose of-mail is to send faghessages directly to the
recipientdés inbox whether they
the other side of the officeE-mails are often used in internal
communication among ceworkers, and externally among
customers and supplierSomeimportant reasas for utilizing e

mail versus other forms ahessaging:

1. E-mail creats a papertrail for correspondence-aving
something in writing is much more credible than hearsay.

2. E-mail is cheap.E-mail addressexan beacquired from
organization domains drom free Internet providersNo
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special devices, data plans or contracts are req@esttling
and receiving email is much cheaper and faster than
traditional mail delivery.

3. E-mall is accessibla/eb-based email, or webmail,can be
accessed frommnywhere there is an internet connection.

There are many similarities across differeamnail programs so
once you learn one, it should be easy to learn otHersever, sme
commonissueghat often confuse-mail novicesaree-mail address
syntaxesande-mail netiquette

someone@gmail.com

I I B

Username Domain Name

The firstpartof an email address is thesername The username

is specific to the pdheom @oo
separates the username and the domain ritmed¢ast partof the e

mail address syntais thedomain name This name points to the
computer or system of computers that manage and host their e
mails. These are calledreail servers.

The domain of your college or university will rerid with the .com
suffix. Instead, your schootmail address shoultave a .edu suffix.
There are other suffixes foine governmentthe military and non

profits. What is your school-enail address?
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The illustration below identifies some commormail features
including theComposepane, theSubject, and theMessagepane.

The To: line is the address of
the person who will be receiving
the message. If the person's
email address 15 typed wrong,
your message will be returned to

Attachments are files that you
add to your ematl. You can
attach documents, pictures,
video, and even a game.

you.

3% absent frr m computer class - Co-aposition

The Subject: line tells you
what the message 15 about.

|—| Yariable Width |—| .|—| |—|
Hi Infrs. Parcelll

a5
= [&

This white box is the Message
box. This 1z where you type
your letter. Itcan be aslongas
you like. Eememberto be nice
< on the MNet, or you might be
flamned!

T was absent from school today. Can you tell me wh
Tharls!

This Photdyy Unknown Author is licensed undéc BXC

Proper use of each of these features will help ensure prepeile
netiquette.The Compose pandentifies who should receive the e
mail. In addition to the To: field, acCand Bcc field can be utilized

to expressdifferent levels of attention for different recipients.
Multiple recipient addresses can be addeebich field The Subject

field is often overlookedwhile not required, a descriptive Subject
line is very valuable for recipients to determine the urgency of
opening themessagel ast, but not least, thklessage pane is the
main purpose of the-mail. This where you type youmessage.
Threaded conversations will often be displayed when recipients
reply to yourema i | Don 6t prdperengai signatuie! a d
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1 Windows key + ET open a new instance of File Explorer
from anywhere in Windows.

1 Alt+ P 1 show or hide the Preview pane.

T Alt + Shift + P 7 show or hide th®etails pane.

1 Alt + left arrow key 1 go back one folder in your history.

T Alt + up arrow key i go up one folder in the folder tree.

T Ctrl+ N 7 open a new File Explorer window.

T Ctrl + E T activate the Search bar.

T Ctrl + Shift + N i create a new folder in theurrent folder.

1 Ctrl + mouse wheel up or downi increase or decrease the
size of icons and thumbnails.

1 Ctrl + Alt + Del1 starts Windows Security, which lets you
lock the computer, switch to a different user, log off, start
Task Manager or shut down/reboot the computeklso
referred to as the Thrdanger salute as users who invoke
this command are often in a frustratedtsthat requires
some computer maintenance

LICENSE

@OSO

Business Computers 365 by Marcus Lacher is licensed

under a Creative Commons Attribution -NonCommercial -
ShareAlike 4.0 International License , except where

otherwise noted.
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Microsoft Word Chapter 1:
Developing Documents

==

Exploring the Word Window
Entering and editing text
o 0 Paragraph and line spacing
o 0 Automatic features
Spelling and grammar checking
Selecting text
Cut, copy and paste
Finding andreplacing text
Creating bulleted and numbered lists
Inserting symbols
Inserting and modifying graphics
Utilizing WordArt and SmartArt
Inserting and modifying hyperlinks

S Cower Letion

=

f
f
f
f
f
f
f
f
f

Simcerely,

Joe Candidate
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Get to know the elements of the Microsoft Word window!
Q Quick Access Toolbar | | Title bar | | TenMeneip) |

Mot : A8 2) Tabs
T TR
' ]

Margins I Document window ” Status bar I I View buttons | I Zoom slider |

Microsoft Word illustrated

1 TheQuick Access toolbarcontains onelick buttons for
saving, undoing, redoing, and print previewing a document.
You can easily modify this toolbar to add your most
frequently used commands. Jaktk the downarrow on the
right edge to customize this toolbar!

1 Thetitle bar displays the name of current document, and the
program. A new document will default with a temporary file
name, such as Documentl until you save the file with
different name. The Minimize, Maximize and Exit buttons
appear on the right edge of the title bar.

1 TheTell Me tool is a new way to get assistance with specific
tasks in Word. When the user starts typing, Word suggests
commands that anelated to your keyword(s). The tool is
contextsensitive andntegrated into your current document
versus opening a separate window. Therefore, if you
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typeinsert pictureinto the field, and click the resulting
command, Word will open the Inséticture dialog window
without explaining the navigation instructions.

1 TheRibbon interface is a set of toolbars at the top of the
window in Office programs designed to help you quickly
find the commands that you need to completask.The
ribbon displays a combination @onsandtabs.
Commands argroupedunder multiple tabs. Some
commands are so extensive that they need additional
windows to display their entire functionality. The dialog box
launcher icon will open these windewContextual tabs will
appear only when the user needs them, such as when a
picture is selected, or a table is inserted.

1 The Zoom slider appears in the lowarght corner of the
window. Click and drag the slider left, towards the minus
symbol €), to shrink the magnification. The magnification
level is the percentage which appears to the right of the zoom
slider. Click and drag the slidetio the right, or towards the
plus sign (+), to increase the magnification level.
Alternatively, click the(+) or (-) symbols next to the Zoom
slider to increase or decrease the magnificaii@imanging
the Zoom percentagmly affecsthe appearance on screen.

MAANEdAT AADZ MDZLA d A

Microsoft Word is a word processor software application used to
create, modify, and share documents. When Word is started, the use
has the option of modifying a paeveloped template or creating a
blark document. Users begin by entering data at the existing
insertion point identified by thebeam pointer (cursor). As the user
types text into the document, Word wilbrd-wrap the data when
encountering the riglthargin anccontinue theext on the following

line. The user only needs to press [Enter] when it is desired to start
a new paragraph or insert a blank line.
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Line spacing is the space between each line in a paragraph. By
default, thdine spacingwithin a paragraph in Word is 1.15 lines,
and the end of a paragraph is followed by a blank line. While the
default spacing may be appropriate for some documents, other

situations might require differen .~ - — == 4 «
settings. For example, this paragraj =~ -

is usingl.5 line spacing, which car ' ? 2 -

be adjusted by clicking the optiol s g
encircled above in the Paragraph Line Spacing

group from the Home tab. Other popular line spaciy
optionsaredouble and triplespacing.

Line spacing is a popular option to adjust ¥@rious documents.
However, paragraph spacingis less welknown. Adjusting the
spacingbefore and after paragraphs creates necessary white space
to makethe document more readab{& toPage Layoutandunder

Spacing click the up or down ... o

arrows to adjust the distance befo =i o ‘|t efore: [opt -
or after the paragraph. Spacing ==right o 2 A= After |8pt
measured in points. You can als Pamgrph E

type a number directly. This document Paragraph spacing
currently using 8pt of paragraph spaciAffer each paragraph.

While entering text, users encounter many automatic features as
they type, which include:

Feature How to Use

AutoComplete A ScreenTip appears you type. Pressing [Enter] inserts the
suggested text. Continue typing to reject the suggestion.

AutoCorrect Commonly misspelled words and capitalization mistakes are
fixed based from Word’s dictionary.

‘Word Count Continually recalculates the total count in the Status bar.

Spelling and Grammar Right-click red- or green-underlined text to reveal a shortcut menu
of correction options. Click an option to accept and fix the text.

Auto Typedeatures
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In addition to the automatg&pelling and grammarfunctionality, a
user can manually o
check their documentpelling and gramar functionality, a ser can manually |

and utilize  extra® Speling ' grammar :
functionality. To syntax, parsing
manually check the qrimmer
document for spelling ookes. il shoddies !
and grammatical & Paste Options: '

grammars

errors, theusercanus =, = = “A ’
the commands founc  * 7 s

under theReview tab, & s Lot B e

The keyboard shortcui; Trngate gnore Al

to invoke this

command is th§F7] key. In addition to theSpelling & Gramme
Spelling & Grammar check, the user can alsu

utilize theThesaurusandWord Count features to improve
readability and accuracy. The thesaurus offers a collection of

synonyms that can replac
words that are used too often. |rmeiorr (osword) 2 et 23

is a great tool for solving \—/Statusbar
crossword puzzles! The Word Count is al
automatically updated on the status bar.
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Aside from entering text, selecting
text is probably the most commo~
Word
However, highlighting text is NOT “*
the same as selecting text. Alas, o

task for most

highlight it!

Almost

v NI A

users Highl

WO,

This Photdy L v 8

every task
begins by selecting somethifrgge r ha p s

t hat 6s

ways to select text? The following list is not comprehensive.

Feature How to Use
[Cal] + A Selects all text in the document or all files in File Explorer.
A very common, yet easily error-prone way, by holding down the
Click & Drag left mouse key and dragging to select multiple characters, words,
or rows of text.
[Shift] + Arrow Position the cursor, and then click the [Shift] key and use the

arrows to select one character at a time.

[Shift] + [Home] or [End]

Position the cursor, and then click the [Shift] key and the [Home]
key to select everything from the cursor to the left margin.
Conversely, the [End] instead of the [Home] key will select
evervthing from the cursor to the right margin.

Double-click Selects the current word.

Triple-click Selects the entire paragraph.

Margin + click Selects an entire line of text.

Margin + click & drag Selects multiple lines of text.

Margin + double-click Selects an entire paragraph.

Margin + triple-click Selects the entire document.

Selection + [Ctrl]+Selection | Selects two non-contiguous blocks of text. Select the first range of

text, then hold down the [Ctrl] key, and select another range of
text.

Selecting Text
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Editing a document often requires moving agblicating text from
one location to another. The process ==
moving text is commonly referred tg
ascut and paste When data (text, files,
graphics, etc.) is cut, it is removed frol
the document and placed intemporary
memory via the Clipboard. The Cut
process can be performed via the sciss
icon on the ribbon, using the rigblick
shortcut menu or using the keyboard equivalent [Ctrl]] + X. To paste
the recently cut data, position the cursor in the desired location, and
then choos Pastefrom the ribbon, shortcut menu, Paste Options
screen tip, or the [Ctrl]] + V keyboard shortcut.

Faste Opfions: The Copy process can be performed
= 0= to create duplicate data via the Copy
20 L L] LA

icon on the ribbon, using the right
click shortcut menu or using the
keyboard equivalent [Ctrl]] + CThe
paste process is the same matter if

the prior process is the Cut or Copy optione fiaste process offers
the paste options menu to allow the user to Keep the Source
formatting, Merge the formatting from the source into current
document, Keep the Text Only, or paste a picture of the selected
data, instead of text. Data can be copied aved within a
document, between multiple documents or between multiple
programs. This is a great example of how Microsoft Office is a suite
of software applications that use common features to integrate data
from one software application to another.

Merge Formatting (M)
Paste Options
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Once a document has been created, it should be saved as a file fo
future retrieval. The process of saving a Word document requires
two essential elements: giving the documeiiieaame andiefining

the location where the file will be stored. Té®ve process can be
initiated by clicking the Save icon on the Quick Access toolbar,
choosingSaveor Save Asfrom the File menu or using the keyboard
equivalents, [Ctrl + S] for Save or [F12] for Save As. The filename
shouldbeauniquegyt I denti fi abl e descri
The filename extension (.docx) is automatically added to filenames
in Word. Once saved, the title bar will update with the new file
name. The location of the file should also be given careful
consideratia. The user will likely choose between saving the file to
the hard drive of the computer they agng orusing cloudstorage

to make the file more easily accessible from multiple devices. The
Save command < will overwrite the existing file, while the SAg
command will allow the user to change the filename or file location.

This Photdy Unknown Author is licensed undeéc BY
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Practice 1: The Solar System VPart1l

Open the data fil&fThe Solar System.doftem the course
data files.

Correct he spelling errors by using the Spelling & Grammar
tool from the Review tab. (Word should find four errors that
need fixing)

Select the two paragraphs of text at the top of page 2
starting with The Asteroid Belt and concluding with ice and
metal.

Choose the Cut command using the shortcut menu (right
click).

Move the cursor to the blank paragraph before the
paragraph starting with the text: The Outer Planets.

Paste the data using the keyboard equivalent. [Ctrl] + V

Use the [F12] keyboard equivaldntsave the file with a new name
(add the digit 1 after System)

«

O—
) save As X

Organize v New folder - ©
A
u Microsoft Word

v 2% Dropbox
2014 Fall

@ 2014 Spring
2015Fal
2015 Spring
2016 Fall O
2016 Spring
2017 Fall

“

e ere

~ Hide Folders Tools ~ Cancel

2017 Spring v < >

Save as type: Word Document v

o 0

v 4 3% > Dropbox v earch Dr X P

File name: | The Solar System!

farcus Lacher Togs Addatag

[J Save Thumbnail

O

Save As dialog
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A document can be automatically searched for a specific character,
word or phrase. Choosing thénd command orthe Home tab will
open the Navigation pane where search text can be entered. Matche
will be displayed in the pane and highlighted in the document.

Similarly, theFind and Replacefeature allows users to make mass
edits to a docum. For example, a user might want to substitute
the words teacher with trainer throughout a long document. Using
the Replace command found in the Editing group of the Home tab,
a user can choose to find and review or replace each occurrence
individually or replace all occurrences in one step.

The Advanced Find features are similar to the Find and Replace
Search Options. To make the search more specific, Word allows
users to define criteria, such as Match case or Find whole words
only. These options will meow the scope of returned results. For
example, with the Match case check box selected, the text Mark will
not be found if the word mark is entered as the search criteria.
Conversely, the use of Wildcard characters will increase the search
results. An asrisk character will allow any characters to be
substituted. Therefore, check* will find checks, checked or
checking.

>ENAAQAT =2 AANANDZ A
?PBKN®ENDZ -dr Ar

5

Formatting a list with bullets or numbers can help to organize the
logic of a document. In hulleted list, each item is a separate
paragraph formatted with a hanging indent, a bulfét and a tab.

The bullet character can be formatted to represent other symbols,
such as check marks, squares or other symbols from the bullet
library or custoradefined new bullets. Formatting a list with bullets
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adds emphasis, but not priority. Each bulleted item is considered of
equal importance, such as a grocery list. Converselynbered

list shows a priority or sequence. tgpical recipe helps illustrate
this difference:

@mg/ @00&1‘(@ n G Lj((/'l

Need

* 1 jar Candy Cockie mix large microwavable bowl or scuce pan

* 1 1/2 sticks unsalted butter * wooden spoon

" 1egg * 2 cookie sheets

* 1 teaspoon vanila " parchmerBullets & Numbering ribbc
® 000000000 00

1. Preheat oven to 350 degrees F. Line two cookie sheets with parchment poper ond set aside
2. Melt butter in microwave or stove top. Let cool.

3. Add egg and vanila to butter and whisk fo combine

4. Pour contents of jar info butter mixture and str with a wooden spoon until combined.
5. Drop by rounded toblespoonfuls onto preg
6
7

red cookie sheets, 2 inches apart.

d
. Remave from oven and move parchment fo wire rack to let cookies cool completely.

¥ /
g/,y(l)- Bullets and Numbered Lis

The ingredients and supplies are listed using bullets, because there
is no distinction in their priority. However, the instructions utilize a
numbered list, because the sequence is crucial to the process

ake for 10 to 12 mnutes, or unii fop are @

Numbering \ Increase/Decrease Indents

Bullets L — EE v %E - ‘a;——_v &=

To create a bulleted or numbered list, first select the paragraphs of
text, and the select the appropriate option from the Home tab on the
ribbon. Click the Increase Indent or Decrease Indemhmands
from the Home tab to format the list appropriately. To remove the
bullets or numbering, place your cursor in the list andlick the
Bullets or Numbering command.
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Uni que characters that don&mt e
be inserted into yourSydbolopiione nt
from the Insert ribbon. Special characters such as the degree (°) ol
trademark E ) symbols can easily be inserted from the Symbol
dialog window. Other popular symboisclude graphics, shapes,
and foreign language characters, such as the (é) used in the worc
résume, which is a different word than resume.

Symbol ? X

Symbols  Special Characters

Font: (normal text) v: Subset: | Latin-1 Supplement V|
T ~ . o . 74\ . . ’ -~ . ~ A
alaj|alalae|c¢c]|e €élél1]|1|1|i|o|n
olo|éld|6|=|e|u|alalaly|p|y]|1|E
b4 . - v - - . -] ~ ”
e|S|5|Y|f . |-
—= £ 2 , “ | » . T I ° ”%0 <l > € TMV
Recently u;ed 5ym!_:ols: ) ) )
e(°|QI¢C||E|X|€[L|E(C|®RM™X|£]|=
Unicode name: —
Latin Small Letter E With Acute Character code: 00E9 from: Unicode (hex) v
AutoCorrect... Shortcut Key...  Shortcut key: Ctri+" E
cance
Symbol dialog

In the Symbol dialog window, different sets of symbols will appear
when different Fonts or Subsets aedected from their respective

list arrows. The Webdings or Wingdings fonts offer a variety of
graphics that can be inserted into paragraphs or as bullet shapes.
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It is said that a picture is worth a thousand words. Thiddcbe

because graphic images make a document more interesting. You catr
insert photos from your computer or the web, edit them, compress

them, resize and +gosition them. Word_
offers a variety of graphics (from the_ .

Jesign ayout HE

lllustrations group of the Insert ribbp that : E & O
can be inserted into documents to add pizzi | | | - z
to an otherwise dry document. = - Mudels +

Insert Piclise Froom szratior

A word-processing application differs from £ s ke

text editor in part due to its ability to perforr = F 2o imeaes.

basic graphic design functionality. As show i frie s

in this textbook, the author kainserted

graphic screenshots via the Pictures button on the InseiTliab.
Insert Pictures only differ by where the source files reside. The
This Deviceoption will allow you to insert local pictures that reside
on your local deice. The Stock Images option provides Microsoft
365 subscribers accessttmusands of royaltjree images, icons,
and more Conversely, Online Pictures allovike user to insert

i mages from the Internet using
OneDrive, provided you have a OneDrive account set up.

When inserting graphics obtained from the Internet, keep in mind
that using someone elssiendssotonly r k
wrong but also may be illegal. US Copyright laws control how a
copyrighted work can be used. Consider either using public domain
images, which are free to use, or images distributed under a Creative
Common license, which generally aredr@as long as you provide
attribution to the ownerThe default search results in the Online
Pictures option are Creative Commons licensed files.
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Common Graphic File Formats

GIF (pronounced either “giff”’
with a hard g or “jiff”)

JPG (pronounced “jay-peg”)
PNG (pronounced “ping”)

Most of the images inserted via the Pictures and Online Pictures
features are likely to be photos. Nonetheless, other common
graphics include clip art, scanned artwork,
icons, and shapes. Clip art differs from
photos when the images consist of simple
illustrations. This results in flexible file
formats and small file sizes, which
explained the appeal to early desktop
publishers. However, increased computing
resources have marginalized thenefits of

Clip art example clip art, and the rich quality of photos have

diminishedtheir demand. The once popular clip

art option is hidden behind the Online Pictures feature. The keyword
that is entered into the search box will, by default, retrieve photos,
clip art, and other images. However, the filtgtion, Y

Tip

A real useful picture to create is an image of vour
signature. Use a scanner or take a digital photo of
vour autograph and save your signature as an image
file on your computer. Then insert the file below your
typed name in professional correspondence.

which appears once theiginal results appear, can further restrict
the resultdy image types, specific sizes. layouts or colors.

Word Chap 1Pagqg 35



A complete array of buiin shapescan be inserted to complement
existing graphics. Popular shapes include lines, rectangles and flow
chart  symbols. »
Once a shape is e—— [ Rotate
selected, the use © O >
needs to draw it o
on a blank area of | Wrap Text
the  document.
Once inserted, | [ %o
the shape, like .

any othef graphic AR
object, can be o 0
resized and re

positioned. To move thanage, hover the mouse over the image
until the pointer is the four arrows, then clekd draghe imageo

your desired position. To resize a graphic, select the image and drag
a cornesizing handle to resize it proportionately. The top/bottom

or side handles allow the wuser to resize the graphic
disproportionately. The rotate icon allows the user to rotate the
object up to + 360°.

Once the graphic is selected, a new contextualdlédcthe Picture
Tools tab will appear on the ribbon. This tab will allow the user to
make a plethora of corrections and adjustments to the graphic.
Picture styles, effects, layouts, and the image size are common edits
to the defaulting graphic. Tresize an imagedisproportionately,
click the launcher icon in the bottom right corner of the Size group
to open the Layout dialog.window. Now unmark theck Aspect

Ratio checkbox.

Word Chap 1 - Word

Layout  Reerences  Malings R
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1 Perhaps the most common feature
< TS Y Used in document layout
In Line with Text considerations is  theWrap
S Text feature. By default, when
Tt pictures are inserted into a document,
With Text Wrapping their layout is set to In Line with Text.
i e This leaves a lot of unnecessary white
N A SO gpace to the right of thimage. To
wrap text around a picture, select the
picture, and then select a wrapping
option (as shown in the image to the
Text Wrap left of this paragraph). Popular
options include Tight or Square.

ChndAd' AT Ge EeDZ ean A

Another desktop publishing tool that adgszzazz to a drab
document s the use of WordArt or SmartAffordArt is a drawing
object with special effects that change #ppearance of text by
hange [,=| [~ [# - formatting special shapes, patterns and

& 8 orientations. WordArt can be used to
Text \, i add color, odines and 3D effects to

sctsto Box ™ [ regular text. Common usage is titles for

_— : Text papers, posters or other marketing
keting materials. Click the WordArt button in

the Text group of the Insert tab. After
selecting an initial WordArt style, a
placeholder box will appear and await
your input of text.Once inserted, a

A A y A contextual tab offers numeroogtions

han he eff f the WordAr
A A A to change the effects of the WordArt
WordAre seyles ( QUL TEXX

WordArr placeholder textbox
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object. Additional formatting options available include change the
text fill, outline or text effects of the WordArt object. The Text
Effects dfer some exciting ways to rotate and transform the text.
The best way to learn about these features is to experiment with
them!

SmartArt are diagrams that illustrate concepts and show
relationships between elements. Think of SmartArtppeesmade
drawing canvases that you can insert into your document and then
customize as you see fit. There are a variety of styles to choose from,
which you can use to illustrate many different types of ideas. Simply
pick an arrangement, such as a lishgesss, cycle, etc. Insert the
SmartArt via the lllustrations group on the Insert tab, which opens
the SmartArt dialog window.

After choosing a layout, a SmartArt placeholder will appear. In a
SmartArt graphic, elements are represented by shapes. Eaeh shap
can have text applied, be resized angbositioned. You can even
add, delete, promote and demote shapes via the text pane or the
contextual tab.

Choose 3 SmartAnt Graphic ? X

.L:‘JNI

List

. re2
Wi

P oW
|

entia D

quential or grouped
ath

@ k]
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A SmartArt graphic can be formatted and edited using options on
the contextual SmartArt Tools Design aratiRat tabs. The Design
tab allows the user to pick from numerous layouts, styles and colors.
The Format tab provides choices for shape styles and WordArt
options. SmartArt can be utilized throughout the Microsoft Office
suite of applications. Again, the sieway to learn about these
options is to experiment!

The Four Ps of Marketing
illustrated using a
Pyramid SmartArt
diagram with a Brick
Scene and Colorful effect.

SmartArt pyramid

uAr Nea dA? AADZ feDZR
or NNEAJAL r

A hyperlink, often referred to simply adiak, is text or a graphic
that, once clicked, Ajumpso to
different software program. Software programs includmad
applications, web pages or an external file, often created in
Microsoft Office programs like Excelrd®owerPoint. There are a
few ways to insert a link into your document. Depending on how
you want the | ink to appear, |
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formatting or convert the text or graphic into a link. The fastest way
to create a link in a document@spress ENTER or the SPACEBAR
after you type the address of an existing webpage, such as
www.minnesota.edu//ord automatically converts the address into

a link. Thesame result occurs if the user were to enter-arai¢
address, such as marcus.lacher@minnesota.edu. Hyperlinks have
two parts: the address (URL) of the web page and the display text.
In the two previous examples, the URL matches the display text,
howeverit is possible to create a link to any word, combination of
words, or an object, such as a picture or shape.

Insert Hyperlink ? X
Link to: Text to display: Word ScreenTip...
29 Look in: b+ Dropbox vl i2 Q.
Existing File |
or Web Page OER " Bookmark...
CF’:"'::" Outlook
Park Board Target Frame...
Piace in This Persistence
Document Browsed
Pages Photos
polarfest
Create New Becenr Prcg‘um Ideas
Document Files , Public
Rotary v
'_]J Address: https://products.office.com/en-us/word v
E-mail
Address

Insert Hyperlink

To create a link on a specific word or object to a web page, start by
selecting the word(s) or object, and then click the Lintkdouin the
Links group of the Insert tab to open the Insert Hyperlink window.
I n the illustration below, a I
website for the Word program.
to display so that once the link is ated, this text will appear with
the hyperlink attributes, which are typically blue and underlined.
The Address field contains the URL to the specific web page
destination that wil!/ open in
application. The Insert Hyplank window fields will change
significantly if the Link to: open on the left side is changed from
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Existing File or Web Page to another option. To follow a hyperlink
in Word, hold theCtrl key and click the linked text or object.

—e eDN&Er AADZ fit ADZI AT

Bordess add interest and emphasis to your document. Borders make
attractive frames for text, pictures, tables, or entire pages. You can
customize borders to complement your document by experimenting
wi t h Wo rirdsfyles. To add la border to text, seleet téxt.

On theHometab, click the small down arrow next to
theBorders button, and choose an option OR choose the Borders
and Shading option to open the Borders and Shading dialog window.

Borders and Shading ? X

Borders  Page Border Shading

Setting: Style: | Preview

- P | Click on diagram below or
-f None use buttons to apply borders

] | ——
click the linke
. Shadow SRR R
vl BB
v Color:
e Automatic v
Width ot i
gfﬂ.f Custom % pt
o) Apply to:
Text D4
Options...
[or ][ cnee

Make sure the Apply to box is set to Text, whiatids a border
around lines of text, or Paragraph, which creates a border that
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outlines the paragraph. Also make sure that a choice, like Box, is
selected under the Setting option.

Shadingis the color or artistic design you uselaskground for a
paragraph. Bghadingwords or paragraphs in Word, you can create
visual interest in a document. Thiegghlight command offers a
more limited color selection, which you can use when you review or
edit a document to highlig specific text. The shading fill, style, and
color can be defined from the Shading tab of the Borders and
Shading window. To apply shading to a part of a document, select
the data, then click the arrow next to Shading, and under Theme
Colors, click the olor you want to shade your selection.

— v i:: v 1::_—7 Q-_: N — € D> ):.\
=vis- o | EE (Y R 2T fas
§§§§'|%| :g' ’-”)' T T Ne¢
Paragrapk Theme Colors
Y [l EEEENENE
Standard Colors
| [ EEEER
Shaded text No Color
%y More Colors...

Shading palette

Borders can also be added to pictures. Just select the picture, ther
choose a préormatted border from thBicture Styles galleryoff
the Picture Tools Format tab.
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d Report-Final.docx - Word

.eferences Mailings
| e I . | F == g . e
— ol | — =
- ey
e YR o — — e Fae N S

To remove the paragraph borders and/or shading, choose the None
option in the Borders and Shading window. In the Shading tab
choose the No Color item in the Fill sectidhenchoose the Clear
style in the Patterns section.

Practice 2: The Solar System VPart 2

1. Open the recently edited data filthe Solar
Systeml.dockom your data files.

2. CAYR YR wSLJXIFOS |ttt 20O0dzNN.
0KS 62NR AGLINAYEFNRfE&ED 62 2NR
need changing)

3. Select the four paragraphs of testiarting with Mercury and
concluding with Mars. Create a bulleted list. Repeat these
steps using the paragraphs starting with Jupiter through
Neptune.
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. In the paragraph following The Sun, replace 9000 degrees
with 9000° using the symbol. (Character code @0Bepeat
this step in the Venus paragraph by replacing 465 degrees

with 465°
. Insert an Online Picture of the sun in the blank paragraph
F62@3S ¢KS LYYySNI tflySiad wSs
652y QG F2NBSG G2 dzy YI N] GKS
the Layout window)

. Apply the Square Wrap Text format to the picture, and
position the image to the right margin.

Sl e 22NR! NG G2 GKS GSEG
Orange, Accent 2 fill. Apply the Top and Bottom Wrap Text
format to the WordArt.

. Apply a lyperlink to the text Mars to a web page using the
URLttp://nineplanets.org/mars

. Use the [F12] keyboard equivalent to save the file with a
new name (add the digit 2 after Systém G 2 & 2 dzNJ O+
hard drive.

LICENSE

OSSO

Business Computers 365 by Marcus Lacher is licensed

under a Creative Commons Attribution -NonCommercial -
ShareAlike 4.0 International License , except where

otherwise noted.
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Microsoft Word Chapter 2:
Formatting Documents

Font and text attributes

Setting paragraph alignment and hyphenation
Utilizing the Format Painter

Indenting paragraphs

Setting tabs and tab stops

Creating andormatting tables

Inserting headers and footers

Setting page orientation and margins

Creating and inserting citations and bibliographies
Printing and saving files in alternative file formats

=2 =4 =4 =4 =8 8 -4 -4 - -4

References Mailings Review View Q Tell me what you want to do

Y o | PO e e o B
A A |Aa- R i=vi=-52- (€3 2| T | sbcepde| AsBbCeDIE A2BbCDA -

A~V A~ === D- - 1 Normal | T Address Date 1
] Paragraph = Styles
1 ...};j......‘x 1 2+ 0014043 ' 4 1 5 | 3 P 7

Joe Candidate

806 Paradise Drive, Detroit Lakes, MN 56501 | 218-555-3761 | JoeCandidate 1 @yahoo.com

April 1,2018

Becker County Human Resource Department
915 Lake Avenue
Detroit Lakes, MN 56501

Dear Hiring Team:

Please accept this letter and application for an AIS Watercraft Inspector position for
Becker County. While I work FT from mid-August to early May, | do have a lot of free time
during the ths, After recent s working in production, | am interested
in wying something different. and this opportunity appears to be a grear match for my
interests, values and abilities.
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The way text appears on tkereen, or a page is referreda®its
format. Formatting text can enhance the appearance of a document
create visual i mpact, and hel
Font , si ze, and styl e wmisiane
completeset of characters with the same typeface or design. Dozens
of fonts are available in the Font drop down list. Users can easily
format text with fonts colors, styles, and other formats by selecting
« the text and clicking

[ Calibri (Body) - 11 = A" A" & Ag-| various commands in the
B I U -4A-i-iT- sy Font orPalagraphgroup _
3 : on the Home tab. The Mini

toolbar, appear&intly above text when you first select it, and
includes the most commonly used formatting commands. The table
below describes the functions of each button on the mini toolbar.

Here are a couple oflt practices when utilizing fonts. First, avoid
using too many fonts in the same document. More than two or three
fonts in the same document becomes distracting. Secondly,
legibility and readability should be primary considerations. This
should factorit he reader 6s characteri :
document. For example, while the default size for a font is 11pt, a
larger size font (i.e. 14pt) might be more appropriate for an older
aged reader. A pt (qoint) is the equal to 1/7@f an inch. Headings

and titles deserve larger font sizes. However, it is also good practice
to limit the quantity of font sizes used in a single document. Lastly,
consider using common fonts for professional and business
documents. Calibri, Arial, Verdanand Times New Roman are
ranked highly by Monster.com as preferable fonts for résumés,
whereas Comic Sans is not recommended. Note that Calibri is only
available on Windows operating systems, whereas Arial, Verdana
and Times New Roman are some of the cplaform available
fonts.
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Button How to Use
Calibri (Body) ~ | Change the font of the selected text. The default font is Calibri.

n - Change the font size of selected text. Size is measured in points.

A Increase the size of selected text.

A Decrease the size of selected text.

~ Format Painter. Copies the formatting of selected text to apply to other text.
As Apply a style to selected text.

= e s Many of these

B pply bold to selected text. SR

I Apply italics to selected text. keyboard equivalents to

u Underline selected text. improve productivity!

W . Apply colored highlighting to selected text.

A~ Change the color of selected text.
= Format the selected paragraphs as a bulleted list.

Format the selected paragraphs as a numbered list.
Other Formatting Options from the Font Group not found on the Mini Toolbar

abe Applies a strikethrough line to the selected text. Tells the reader to omit the text.

X, Converts the selected text into subscript font, which lowers the position and
reduces the size of the text.

x: Converts the selected text into superscript font, which raises the position and
reduces the size of the text.

A ~ Text Effects and Topography tool changes the look of text by changing its fill, its
outline, or adding effects, such as shadows, reflections, or glows.

Ay Clears the formatting of the selected text.

Formatting buttons

ANAACQAT eAEAT EAnt
AANDZ o' nt NAAande A

Paragraph alignment determines how the edges of each paragrapl
aligns with the left and right margin&lignment settings apply to
all text within a paragraph. Remember that a paragraph is created
each time the user presses the Enter Keydisplay the hidden

characters, including paragraph marks, pres:,q,ﬁymbol in the
Paragraph group of the Home tab. Press the button again to hide the
formatting marks.
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1 Left-aligned text is the default paragraph format. The left
edge of the paragraps flush, and the right edge is jagged.
This option is typical for letters and reports.

1 Centered text is equally distant from the left and right
margins. Common uses are titles and headings.

1 Rightaligned text is flush with the right edge, and the left
edee is jagged. Typical uses are dates or headers and footers.

1 Justifiedaligned text spreads the text evenly between the left
and right margins, leaving both edges flush, unless the final
line has limited characters. This option is common for
newspaper colums and textbooks.

oy tdate e—— =
Joe Candidate —————| Center-aligned

806 Paradise Drive, Detroit Lakes, MN 56501 | 218-555-3761 | JoeCandidate1@yahoo.com

April1,2018 - -
| Right-aligned
Becker County Human Resource Department
915 Lake Avenue
Detroit Lakes, MN 56501
Dear Hiring Team:
Please accept this letter and application for an AIS Watercraft Inspector position for
Becker County. While [ work FT from mid-August to early May, Idohave alot of free time o — Left.a"gned
during the summer months. After recent summers working in production, I am interested
in trying something different, and this opportunity appears to be a great match for my
interests, values and abilities.
T have an outgoing p lity. and 1 have considerable experience using technology. I also
——| Justify-aligned
list outdoor activities (fishing, waterfowl hunting and camping) among my greatest interests, =

I look forward to the opportunity to interview and learn more about this position.
Sincerely,

Joe Candidate

enclozare

Paragraph alignments

Hyphenation can improve the overall readability of certain
documentsHyphenationis the process of adding hyphens to words
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at the beginning

of lines so the| # U (¥ H N [==] 'FBreaks-
hyphenated part| =+ s {0) Line Numbers -
. . Margins Orientation Size Columns
will fit at the . 5 3 . bt Hyphenation ~
end of the Page Setup None
previous line. v Automatic
The hyphens Manual
are inserted g b R
between b Hyphaenaton Upuaons...

syllables in a word. Word can automatically hyphenate your
document for you, or you carsethe hyphenation tool to manually
hyphenate your document. Users can customize their hyphenation
settings viathe Hyphenation Options dialog window. Use caution
when manually inserting hyphens, because the hyphen will always
remain even if editing moves the word to the middle of a line, and
results in the word no longer needing hyphenating.

CAdAd' diAd EBAMN seAdAA L

TheFormat Painter tool allows the user to copy a format from

selected text and apply the format to other selections. For example,
if you have inserted text in Word, and have it formatted using a
specific font type, dor, and font size, you could copy that

formatting to another section of text by using the Format Painter
tool. Select the text or place your cursor in the paragraph that
contains your source formatting, then click the Format Painter

tool ¥ from the Home thd's C1 i pboard group

311

change to include a paintbri = |, which indicates that the user
can now select the destination text that should receive the source
formatting. If multiple areas of text need the same formatting, the
user should doublelick the Format Painter tool to be able to apply
the formatting to multiple selections, until the user presses the Esc
key. The Format Painter tool works similarly in Excel and
PowerPoint too.
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Indenting a paragraph results in moving #ditable insertion point
from the left or right margins. Users can indent the left or right edge
of a paragraph, just the first line, or all lines except the first line.
Paragraphs are indented relati:
a paragraphdeen 6t af fect the paragra
indents are 0 inches, meaning that lines of text extend from the left
margin to the right margin. Indenting paragraphs can be performed
by pressing the Decrease Indent or Increase Indent buttons on the
Pamagraph tab of the Home tab. Alternatively, to make precise
changedgo the Left and/or Right Indents or Paragraph Before/After
Spacing, utilize the Paragraph group of the Layout tab. Indents are
measured in inches and Spacing is measured in point, mudbriike
sizes.

References Mailings Review View
Jreaks ~ Indent Spacing
ine Numbers~ 2= Left: 0" : 1= Before: 0 pt :, 5
{yphenation~ =& Right: |0" L ¥Z After |6 pt =4 |
[P Paragraph 7
Launcher

A semiblock letter style requires the first line of each paragraph to
be indented from the left margin, which is known dgst-line
indent. Precise indent definitions can eecified in the Paragraph
dialog window which can be opened by clicking
theLauncherbutton in the Paragraph group. Alternatively, indents
can also be set by dragging the markers omutles :

To s sigisais b 0 1 . 2. ' 3. ' - -8 ' € AT

Indent ruler markers
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A first-line indent requires the user to drag tiarker on the ruler

to the position where the first line of the paragraph should begin.
Typically, this is the .50 mar
pressing the Tab key to indent
stop. Ahanging indentoccurs when the subsequent lines of a
paragraph are indented more than the first. Hanging indents are
often used when manually creating citations in a bibliography. To
create a hanging indent, drag the marker on the ruler to the right.
Whenciting long quotations in a research paper, users typically use
both a Ieft and right indent to offset the quotatlon as shown below.

CRENCRY B ¥ ! ' 2 ' 3 ' < ' s ' 6 g B 2

First-line Indent

\ The rescarchers, led by Tom Shakespeare. a professor of disability
studies at the University of East Anglia, were asked to evaluate the
effectiveness of the Sing Your Heart Out program in 1) promoting well-being
for everybody and 2) helping with the recovery of people receiving services
for a mental health problem. To do this, they followed the program’s
participants for six months, conducting interviews and focus groups with
them, as well as with the program’s organizers (who themselves had a history
of mental health problems) and workshop leaders. |

Right Indent

The study found that the program had a profound effect on its participants:

.5" Left & Right
Indents

The combination of singing and social engag produced a feeling of
belonging and wellbeing that ofien lasted for more than a day
weekly engagement, gave ongoin, 71 and contact that keep

[the partici| gner level afﬁmﬂ onaun and their moods better
they would be without. More spectfically, participants explatned that /

singing was, for instance, a form of communication that was safe, that it
enabled them to express emotions in a supported environment and
communicate in a socially umh!earenmg way. For many who had a history

roported a srgnlﬁmm improvi emom n soctal skills and conﬁdcme

As Shakespeare notes in a released statement (with British spellings).
“All of the participants we spoke to reported positive effects on their mental

ANAAAAT VAkr AADZ VA

Tabsallow users to align text vertically at a specific location in a
document. A tab stopis a point on the horizontal ruler that

indicates the location at which to align text. A tab stop is a location
where the insertion point will stop when the user presses
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the key. Tab stops can be used to help align text to create
columns of data. Custodefined tab stops are displayed on the ruler
above the document. A set of default tab stops are located every hall
inch, but they do not appear on the ruler. When a new tab stop is
defined, Word automatically removes the default tab stops to the
left. Using tabs, users can align text to the left, right, or center of a
tab stop, or text can be aligned at a decimal point. Word stores
paragraph formatting, such as tab stops, in the paragraph marks a
the end of a paragraph. Therefore, when the user pressng th
ENTER key, tab stops are copied to the next paragraph. The same
tab stops can then be used in sequential paragraphs to create columr
of text. Tabs can be set by clicking on the horizontal ruler, or by
using the Tabs dialog window. The following icongnesent
different tab stops on the horizontal ruler:

Tab stop icon How to Use
El Lefttab | Text is aligned to the right of this tab stop.
E Center Tab | Centers the text equidistant over the tab stop.

[4] Right Tab | Text is right aligned and extends to the left.

Decimal | Numbers are aligned to the left of the decimal.
Tab

Each type of tab stop is used in the example shown below. Note the
markers on the ruler:

VY B R T RS R WS M S Y BT

Name Country Color  Year Type Price

Tahbilk Australia Red 2013 Cabernet Sauvignon $18.99
Ritual Chile Red 2015 Pinot Noir $18.99
Simonnet Febvre  France White  2p15 Chablis $22.99
Borgo Scopeto italy Red 2014 Chianti $15.99
Los Dos Spain Pink 2017 Rosé $7.99
Tokara South Africa  White 2016  Sauvignon Blanc $19.99
Saint M Germany White 2016 Riesling $14.99
Ramspeck USA Red 2013 Merlot $16.99
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The default tab stop is Left, but -~ stops can easily be switched

by multi-clicking the tab selectan thehorizontal ruler. Existing

tab stops on the ruler can be dragged to a new position if needed. Tc
remove a tab stop, drag the tab stop off the ruler and release the
mouse. The text will realign itself to the existing tab stops. Once the
tab stops are in satewly inserted text will align to the stops when
the tab key is pressed. Alternatively, some users prefer to enter text
with tabs, but
without tab stops,
and then apply

the tab stops to Tab stop position: Default tab stops:

the existing text. 3 - 0.5° =
15
213" Tab stops to be cleared:

The Tabs dialog | |3
window is useful | 3.75°
for adding new ||*
and editing
clops, The Tabs | Ol @ O
dialog window O Decmal O Bar

can be opened by Leader

doubleclicking @® 1 None @) O3
an existing tab, O4__
stop or by :
clicking the
Tabsé bu

the Paragraph e

Dialog window,

which is opened from the Paragraph Launcher button. The Tabs
window is useful for precise position definitions, and it is the only
option for adding Leaders to tab stopstab leaderis a character

that is repeated to fill the space spanned by a tab. The dotted leade
is very commonly used on menus to make it easier to associate the
menu description with its coraing price. The Tabs window is

also a convenient way to clear one or all tab stops in a document.

Alignment

Set Clear | | Clearan
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Practice 3: Wine Prices VPart 1

wh e

8.

9.

Open the data fil®Vines unformatted.dod¢rom your data files.

Insert two blank paragraphs at the beginning ofttibmument.

Select the text Name in the first paragraph. Apply the Arial font,
size 12, bold and red text color.

Use the Format Painter tool to apply the same formatting from
Name to Country, Color, Year, Type and Pridet:
Doubleclick the Format Painteafter placing the cursor in
Name, and then click each the headings. Click the Format
Painter tool again to turn it off.

Select the text starting with Name through $16.99. Click the
Paragraph Launcher button a
to open the Tabdialog window.

Set the following five tab stops:

1. Center tab stop at the 1.50
position field, then click Center, then click Set.)

2. Left tab stop at the 2.150

3. Right tab stop at the 30 po
4. Centertalst op at the 3.750 posit
5. Deci mal tab stop at the 60

before clicking Set. Then click OK.
slight error may be noticeable. If you enable the

>

Show/Hideﬂ, you should notice that there are two tabs
between Country and Color.eRove one of the tabs. This
should align the data into neat columns.
Select the same block of text as step 5. Remove the 8 pt of
paragraph spacing After each paragraph via the Layout tab.
At the top of the document enter the text: Wine Prices. Genter
alignthe paragraph, and make the font 36pt and bold.

10. Save the file with a new name: Tab formatted Wine Prices.docx.

Your file should look like this:
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Wine Prices

Name Country Color Year Type Price

Tahbilk Australia Red 2013 Cabernet Sauvignon........cccmmeremecnsassnsenis $18.99
Ritual Chile Red 2015 Pinot Noir $18.99
Simonnet Febvre  France White 2015 Chablis $22.99
Borgo Scopeto Italy Red 2014 Chianti $15.99
Los Dos Spain Pink 2017 Rosé $7.99
Tokara South Africa  White 2016  Sauvignon Blanc..........cceeevricurevericerinans $19.99
Saint M Germany White 2016 Riesling $14.99
Ramspeck USA Red 2013 Merlot $16.99

>ENAAGAT AADZ fecBAA

A table is a great way to organize information within a document.
A table is a grid of cells arranged in rows and columns. Tables can
be used to organize any type
with text, graphics or numerical data. Unlike tabs, table cells can
have headers (in bold), as well as borders onbarties, which make

the information easier to read. A table typically includes headings
that identify each column or row that contains data. The following
is a 5x3 table, which means it has five columns and three rows.

|Header row in bold | —» | Player AB H R RBI <
Buxton 4 2 2 Q
3 B 2 ="

Rosario 4
T

Sample table

To create an emptyble, click Table from the Insert tab, and move
the cursor over the grid to select the number of cells for the table.
Click the grid to create the table atin type text into the
individual cells.Word automatically adjusts the column widties

be equal so that the table fills the space between the leftighd
margins To manually adjust the width or height of a cell, drag the
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File Home Insert Design Layout Ref

. , ) ™ poex
5 D L_‘ L@ [_\1/ IC: s .

Pages Table Pictures Online Shapes Add-  Onli
v Pictures ~ @+~ ins~ Vid
6x6 Table Me¢

= I

o100
[ | |
[ | [ |
0000
N

| |Doooodooogere Schec

o |0000000000 8
B Insert Table... .

[ Draw Table I .
CE’ Excel Spreadsheet TS .
o ] Quick Tables >

border. Press the Tab key to move from cell to cell. If the insertion
point is in the last cell, pressing tlhab key will automatically add
a new row.

If the number of rows and columns crehterns out to be different
than what is needed, you can easily add or delete rows and column:
via the Table Tools Contextual tab. The Layout side of this tab will
also allav the user to change cell size, merge & split cells, sort table
data, change text allgnment and modifgtable properties.

13 Select~ £
[ View Gridlines [} Eraser RS 1 Ins ;— Split Cefls —ki e Z 5% Convert to Text
Delete lrrm Sort

& it
2 : s Tet  Cell
T3 Properties +  Above [ InsetRight (5 SpitTable = AutoFit~ Bl & [ pirection Margins Jx Formula

Table Draw Rows & Colimns r Merge Cell Size i Alignment Data
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The Table Tools Design tab offers additional functionality to modify
Word tables. Design elements include defining Table StyteoOg

like Header and/or Total Rows, selecting from a gallery of Table
Styles, as well as adding shading and borders. You can easily inser
and delete table rows and columns via this tab as well.

Word Chapter 2 - Word

/] Heades Row  [¥] First Column y
e L&

Bo Border
Painter

y ) %
~|Shading  Border

) Total Row (] Last Column i
V] Banded Rows [_] Banded Columns Styles + i Pen Color -

Table Styte Options Table Styles Borders n

It is possible to create a table from text that alrezadsts. However,
the data mustbeconsistently separated, fiely-field, using a

m delimiter. Adelimiter can be tabs,
i paragraphs, commas or some other

8 T 4 4 DT userdefined character which is
Pages |Table| Pictures Oniine Shapes ©  Used tO separate each field. With
z > Pictwres - @& the cursor residing inside the

ROy bl existing source data, select the

Convert Text t o
from the Table tab dhe Insert

ribbon.
Convert Text to Table ? X
{
Table size
) 1
! Number of columns: 5 =
. ] Insert Table.. Number of rows & -
; P4 Draw Table AutoFit behavior
3 =% Convest Text to Table... N @) Fixed column width: Auto =
3 TQ Excel Spreadsheet (O AutoFit to contents
e B Quick Tables » O AutoFit to window

Clicking an option from a meny O easragraphs O commas
that ends with the ellipsis notatio
(é) indicates t
will appear. The Convert Texb

Table dialog window allows the user to define the table size, AutoFit
behavior, and the delimiter.
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The contents of the rows in a table can be sorted based on a column
Users cansort in alphabetic (text), numerical (numbers), or

chronologc a | (dat es) order using e
Sort ? X
Sort by

Column 1 v Type:  Number L '0 Ascending
Using:  Paragraphs v/ (U Descending
Then by
v| Type: Text v | (® Ascending
Using: Paragraphs vl (_) Descending
Then by
Type Text ® Ascending
Using: |Paragraphs Descending
My list has
() Header fow (®) No header roy
Options... OK Cancel

Descendi ng (.LClicKng e Sornzutton @ the Table
Tools Layout tab will open the Sort dialog window.

The Sort by options will be the column headers, or Column 1,
Column 2, etc. ithere is No header row. The first sort selection is
known as the primary sort, followed by the secondary, and tertiary
sort options. The Type dregown list will offer the choices of Text,
Number or Date, depending on the existing table data. Make sure to
choose either Ascending or Descending for each sort level.

uAr Nea AT OoNADNEr A

A headeiis the area at the top of a page, and a footer is the area at
the bottom of a pagéieaders and footersconsist of one or more
lines of text, page numbers, graphics, and other fields, such as the
file name, document title, current date and/ortim@, art hor 0 s
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To create a header or.
footer, click either ' Hesde« A ) Bl [Z- T Equation -
the Header or Footel &t

drop down list from = 8wk

the In®rt ribbon.

A gallery of builtin
designs is displayed
Clicking a builtin
design makes the et P— p—
header or footer the
active area of the
document, while the A=
body of the
document fades tc
the background. A
header or footer has ganded ‘
three sectionsieft,
center, and right. The
user can either type
text into existing
placeholders, or
insert fields from the

Header & Footer '
Tools Design
contextual tab, @ MoreHeaders from Office.com
which only appears [ s Hesse

when the Cursor IS i femove Hesdes

placed in either the Header gallery
header or footer.

Blank (Three Column)

Facet (Even Page)

To return to the body dhe document, doublelick in the document
body, or click the Close Header and Footer button on the Header &
Footer Tools Design tab. Doubtdick in the header or footer area

to make it active and allow for editing.
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The header or footer is printed on each page of the document. To
specify a different header and footers for the first page, select the
Different First Page checkbox on the Options group of the Header
& Footer ToolsDesign tab. Any existing header or footer Iwil

“ Previous (7] Different First Page
» Nest (] Different Odd & Even Pages ..

[ Show Document Text

Heoder Footer Page  Date & Document Quick Pictures Online Goto
4 * Number~ Time Infor Pa Pictures jer Footer

,,,,,,,,

Header & Footer Tools tab

automatically be removedA different first page is common in long
documents to prevent the cover page from including the headers anc
footers contained in the rest of the document. A cover page usually
does not include any header or footer data.

One ofthe most common purposes of headers and footers is to
include pagenumbersPage numbers are helpful in documents that

5 ) . . have more than one

D D Q '4 page. To add a page
Header Footer Page Tet Quick Words, Number at the current
v +  Number~ Box~ Pats~ ~ location in an existing
Header & F B Top oPPage » header or footer, click

Page Number >

&) Bottom of Page * Current Posibn, and
] Page Margins » then choose a style
[ Current Position , from the gallery of

choices. Scroll
FD Format Page Numbers.., through the list of
[% Remove Page Numbers style options in the

gallery to find one you
like. You can select a plain number style, ®?age X of Ystyle to
get a more defined starting and ending numBagé 1of 7) format.
Experiment to find the style that best meets your needs.
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An insertedpage number can be further formatted as needed.
Number formatting and different starting page numbers can be
defined in the Page Number Formdialogwindow, which is

a X opened when the
Page Number Format user selects Format
Number format: |1, 2,3, ... v Page Numb e
' from the Page
[ ] include chapter number Number drop down
Chapter starts with style: |Heading 1 list. N.umber
formats include
Use separatorn: - (hyphen) Arabic, a|phabet,
Examples: 1-1, 1-A and roman numeral
: formats.
Page numbering
() Continue from previous section The Page
@ Startat: 1 = numbering options
allow a wuser to
Cancer restarting the page
numbers at a user

defined number. This can be useful to recognize unnumbered pages
that precede the main part of the document.

In the Position group, you can control the amount of space allotted
to the header and footer. By default, each isii¢h tall. Users can
change thesealues in the Header from Top and Footer from Bottom
list boxes. Manipulating these selections will affect the printable
area of the document s margins

|t i's a fbest practicedo to ad
header and footer fields, because arigting text will be replaced

by adding page numbers using the Insert > Page Number process
Alternatively, users can add page numbering to existing header and
footer text through the Quick Parts feature, which is not explained
in this text. Other than g& numbers, headers and footers often
contain the documentds author,
help identify the document, particularly when the document is
printed and compared with other similar documents.
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The page setup of a document includes settings such as margins
orientation, and other pagination settings. These settings can be
applied to the entire document, or specific sections, which can be
created by inserting section breaks (explained in this text). The
Page Setup group found under the Layout tab contains these
selections.

Pageorientation refers to how a rectangul@age is arranged for
viewing. Theorientation of a Word document can be eitpertrait
F\,@ — or landscape. Portrait orientation is taller than
”:] it is wide (vertically), and landscape
orientation is wider than it is tall
(horizontally). The default orientation is
portrait.

Orientation Size C

v v

| nPortrait ) . . .

D % Choosing a page orientation needs to consider
\ the paper sizeeleced for the document. The

_ 5 Landscape  standard e

——| »=Breaks~
et ) B
size in ‘D Line Numbers ~

North America is called Letter
which has the dimensions c
8.50 x 1106. LeD Ratier: ar
140 instead ¢ 8.5"x1

means when printed in portra Legal
orientationJegal documents are D 85" x 14" |\
three inches longer (andpain
to fit in a standard folder!). The E Executive
standard paper size in Europe '+ 725" x 105"
known as A4. Its dimensions __
are 210mm x 297mm, which i ,
closer to the Legal size, than thc

Size  Columns .
v bc Hyphenation ~

A4
8.27" x 11.69"
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Letter size. Many posters and tables are often printed on Tabloid
sized paper x WHDch Howewdaon, S |
printers cannot accommodate this size of paper, many users choost
to change their orientation to landscape, which changes the printable
width to 110, and the printab
or i ent attisalve thedlayeus ahdllenges of the document,
consider adjusting the margins!

Margins are the white space surrounding the text on a page.
Margins can be specified for the top, bottom, left and right edges of
a document. The default margimg e 1 but neagginscan easily

Page Setup ? X

Margins Paper Layout

Margins
Top: i -—3-;? Bottom: 1 =
Left: 1 o Right: 1 5
Gutter: o = Gutter position: Left v:
Orientation

Al || [A)

Portrait  Landscape

be adjusted from the piset choices in the Margins dralown list,

or by manually adjustments in the Page Setup window, which can
be opened by clicking the launcher button in the Page Setup group
in the Layout tab. N@ow margins leave more room for more data,
while wider margins decrease the amount of printable space.
Similarly, larger top and bottom margins decrease the available
space. I f adjusting orientatio
page formatting, ausider using page breaks.

Pagination is how a document is divided into pages. Word
automatically determines how much text will fit on a page based on
the amount of text and the document formatting. As new data is
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added to a page, Word creates automatic page breaks, also knowt
as soft page laks. To force data to a new page, a user can insert a
manual (hard) page break. Insertingame breakmoves the text
after the insertion point to the next page. To insert a page break,
press Ctrl + Enter or click Page Break from theeltab. To remove
manual page breaks, utlize the Show/Hide button to display
formatting marks, such as the Page Break
[T Page Break .. q[

To remove a hard page break, place the insertion point to the left of
the page break and press the Delete key. Word wilagnate
itself and move data to the previous page.

N dAfT AADZ uAr NEA

> A A
A ok Adef cAnt dNr

Many college courses require students to write research papers.
While conducting the appropriate research may be the main
objective of theassignment, collecting the research is often not as
challenging as documenting the sources of the research. Part of the
challenge associated with properly documented sources is
understanding the format of the required style guide assigned by the
instructor A style guide is a set of standards for creating documents
and citing of sources. Aitation, or areference,is a formal
acknowledgement to a published or unpublished source. The
purpose of using citations is to give credit to the autbiothe
original research and avoid plagiaridflagiarism occurs when a
user presents the data of another author as if it were their own. The
major writing style guides include MLA, APA, CSE, and Chicago.
Each style has unique requirements for handlitagions.

A typical requirement of a research paper is the production of a

bibliography, a Works Cited or References pagbeibhography is
an alphabetic list of the sources used to produce a scholarly work.
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Each style guide has difient requirements for what data is needed
to be listed for each source. The bibliography helps the reader
identify the source of t he wr |
bibliography can be a tedious and inexact process and updating a
manuallygeneratedbibliography will likely induce heartburn.
However, by carefully entering sources into Word, a bibliography
can be accurately generated angieaerated with ease.

REFERENCES MAILINGS Before a user can create a
bibliography, they must create at

E} =y Manage Sources least one citation and sourae
Astyle'Ma - the document. Whenever a
ISty . source is referenced in a
Citation ~ &0 Bibliography ~ document, the user should create
L[] Add New Source... a citation to give the original

author credit. To add a citation,
place the cursor in the desired
location (follow the style guide),
and click Insert Citation from thReferences tab, then choose Add
New Sourceé

E") Add New Placeholder...

Edit Source ? X

LT LI Document From Web site |4
Bibliography Fields for APA o
Author |Morgan, David Edit
[[] Corporate Author
Name of Web Page »The True Price of Auto Labor Costs
Name of Web Site CBS Moneywatch
Year |2008
Month | December
pay (19
URL | http://Awww.cbsnews.com/news/the-true-price-of-auto-labor-costs/

[[J Show Al Bibliography Fields

Tag name
Dav08 Cancel

The Create/Edit Source dialog window will appear where the user
can enter as much information regarding the source as possible. The
first field, Type of Source, will dictate which bibliography fields are
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£, Manage Sources :‘ [ insert Table of Fig

B
B
L_‘L, E3 ADA
\(_\'S!yfc APA v RS paate 13Dk
Insert _
Citation ~ &£ Bibliography ~ Caption 4] Cross-reference
Cavusgil, S. Tamer, Knight, Gary, Riesenberger, John R

nternational Business: The New Realties, (2014)

Corl4
Corporate Information > History, (2014

~

Kl Ji-hye, Jun
New party to push for chaebol reform, {2014)

~

Kim, Rose

Hyundai Motor Reveals Chairman's Pay for First Time
2014 '

Morgan. David

The True Price of Auto Labor Costs, (2008)

needed for the source depending on the spestifie guide. After
entering the publication details, and clicking OK, the citation will
appear in the document, and the source will be saved.

account for about 10 percent of the entire cost of producing a vehicle. The remaining %0
percent includes R & D, parts, advertising, marketing and management overhead

(Morgan, 2008). Tl

prefore, any savings on parts can offer a significant competitive

Types of sources can include books, a web siteartinole in a
periodical, a sound recording, and many more. Often, a single source
can be cited numerous times in a repc
Users can easily add the citation again
clicking thelnsert Citation drop down| Add

button from the References tab ai| Bages: |

selecting the aarce from the drolown | yppress

menu. A citation can be edited t0 ac| [Jauthor [Jyear []1ttie
page number s. Opel : ‘tio
drop-down menu and choose Edit Sourc ~ Cancel

Certain fields can even be suppressed.

Edit Citation ? X
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After completing the paper, adding all the sources for the document,
and conpleting the summary, adding the bibliography or works
cited is extremely easy! Typically, a bibliography will reside on its
own page. Therefore, create a manual page break, and then on th
References tab, in the Citations & Bibliography group, choose the
Bibliography option and choose from the jlesigned formats to
insert the Bibliography or Works Cited into the document.

REFERENCES MAILINGS REVIEW VIEW

'—_H :TI Manage Sources lj Insert Table of Figures "'_‘1 D

ERstvie IMia -] = [ update Table
Insert 4 Insert Mark
itation [EDB‘M'OQ"GP"Y' Caption E]_] Cross-reference Entry

Citatic Built-In

Bibliography

Bibliography

Chen, Jacky. € ﬂal-maullbjm Ncw Yurt (.odnw Press, 2003

Hass, Jomttun Creating a Formal Pu Bostonx ¥ L Ine., 2005,

Kramer, James Daval How to Wrate Biblographies. Chicagn: Mwmw Works Pross, 2006,

References

References

Chen, Jacky. Citations and References, Ncw York: Contoso Press, 2003
Hass, Jomittan.  Creating a Formal Pubii Boston: P , e, 2005

Krumer, Jumes Daval How to Write Bibliographies. Chicagp: Adwrim. Waorks Pross, 2006

Works Cited

N
Works Cited

Chen, Jacky. ('ul-m«nl&fmm Ncw York: Coroso Press, 2003
Haass, Jormthun. Creating a Formal P ion. Bostore P , Ine,, 2005

Kramer, James Duvil How to Write Bibliographies. Chicagp: NM-mn Works Press, 2006

€ Insert Bibliography

The bibliography appears and the sources are formatted to match
the selected style guide. If the user ends up adding more sources to
the document, they can easily update the bibliography by clicking

it and selecting Update Citations and Bibliography.

Word Chap Z2Page |67



eEd ANdAF AADZ AAWQAT
I AANEANAANGWY N fJQAN foe
Before printing a document, it is a good idea to preview the
document and specifyhich pages should print. The preview might
help the user discover some layout issues that can be addresse
before wasting ink/toner and paper. TRrnt Preview window can

be accessed in Backstage view by clicking File > Print. It is also a

popular idea to add the Print Preview command to the Quick Access
tool bar if 1t doesndét already

Word Chapter 2 - Word Sign in ? =

Copies | 1
=
Print
Printer
HPEBE300 (HP Officelet 465, _
B ey
Brinter Proparties
Settings
™  Print All Pages [CE]) [ome
The whole think
S The Crease/Ediz Souece dalog window Wil appear where the bsec Can esoer 35 Guch
Pages: v siste. The first field, Type
‘Dibtiography fexds are cesded for e source depending on the 1pecific smte puide. Afer
- estenng S publication detads, and chicking OK. e citanon will appear i e document,

224 the sorce it be saved.

Letter Types of sources cas inciude bocks, 3 web ske, 33
anicte in 3 pesodical, 3 soued vecording 224
asy mode. Oftes, 3 siaghe soucce 220 be s Wiy
H  Normal Margins - fumencus taes i 2 teport. Users can easly add Sronern
Het  Left 1" Right 1 the cntion agais by dlickieg the Insers Cinitica deop dows butsa [
from te Refeceoces b, 208 selecting e 30urce fom the deop- | wr
1 Page Per Sheet - Sown seas. A citation can be edaed 10 303 page euabers. Opea | ™

the czation’s ialine dop-down meou 368 choose EAR SOUCE | [ (i Cpm
Page Setup Cenauc fieids can even e roppresied CE

Print Preview

Numerous options can be defined in Backstage view, suaih
printer, how many copies, which pages, etc. Once these decisions
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are made, pressing the big Print button in the top left of the window,

will send the data to the selected printer. The back bWiII
exit Print Preview.

If printing a hardcopy is not desired, saving the file is the obvious
alternative. The way that the user saves a document and the forma
that they save it in depends on how they plan to use the
documentWhile choosing Save from the File menu will resave the
file in its existing format, choosing the Save As command (F12)
provides numerous alternatives.

The first option available by using the Save As dialog window, is
the ability to choose an alternative storage destination versus the
existing location. Alternate storage daeations include a different

file folder on the usero6s hard
such a USB drive device, or a clebdsed storage location.
OneDrive is Mbased steragé bpiian, batlother d

cloudbased solutions, such as dpbox, exist as well. Cloud
computing requires Internebnnectivity to access the current
versions of the files. An alternative file format is another option to
consider from the Save As window. Choosing the dfoywn list to

the left of the Save buttongplays a list of alternative file formats.

Word Chapter 2 - W 9

Save As

L) Recent + C: > Users > marcu > Dropbox > Business Computers Textbook
- Word Chapter 2
Word Document (* docx) = i save

OneDrive Word

This PC

+ i b

Add a Place
J:45 AM
Browse

228 PM

j432pM

\ccount

11216pM

G rvareerd 1215 PM
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One of the most common alternative file formats Dd- (Portable
Document Format) file. PDFs are popular formats to share with non
Microsoft Office users, commercial printers, and users for whom the
document is not to be edited. The PDF format looks the same on
most computers, has a smaller file size, andsemes most
formatting characteristics of the source document. The only
software that is required to read or print a PDF file is Adobe Reader,
which is available as a free di
prevention of editing was a key feature of PfilEs, the current
version of Word can actually edit PDF files, however, the edits are
traceable.

The other common file format is saving a file to be viewed on a web
site or simply in a web browser. Saving a file as a Single File Web
Page is the optimalpproach to allow users to open the document
using a web browser. The file extension of a single file web page is
.MHT. Other occasionally used file formats include: .XPS, .ODT,
and RTF.

Practice 4: The Solar System VPart 3

1. Open the recently edited data IéiThe Solar
System?2.dockkom your data files.

Name Number of Moons
Mercury 0

Venus 0

Earth 1

Mars 2

Jupiter 63

Saturn 59

Uranus 27

Neptune 13
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Create a 2 x 9 table at the end of page 2.

Add and format data to table as shown to the right.

Add a new column to the table to the left of the Name
column. The header should be Proximity to the Sun. The
RIFGlF &aK2dzZ R 6S MX HX 0 X® vy
Sort the table in descending order by Number of Moons.
Apply the Grld Table é,Accent 4 table style to the table

nsist mostly of gas, ice and ¢ They orbl arge, oval orb

the ice melts creating the comet's tail

N = WavwvDo,m
~

Footer

The Solar System3 page |29

Add the file name field to the left side of the footer, and the
Accent Bar 2 page number to the centeection of the
footer. Refer to the illustration at right for steps8}

Change the paper size to Legal.

Insert a page break before the paragraph beginning with
The Dwarf Planets.

10. Change the margins to the Office 2003 defaults.
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11. Add a new citatiorsourcefollowing the period at the end of
The Sun

The sun is one of millions of stars in Earth’s galaxy. It
is 3 relatively small star but it is still 109 times the
size of the Earth. The sun's diameter is 1392000km
and the temperature on the sun ranges from 4000 to
9000° Celsius. {The Sun, 2018)

the paragraph regarding the Sun on page 1. The source
details should be a web page (The Sun) on a web site (Nine

Pl anets). Use todayo6s dat e
URL: nineplanets.org/sol.html. Mark the Corp@&author
checkbox.

12. Add a Works Cited at the bottom of page 2.
13. Save the file with a new namiee. The Solar SystemSave
another version of the file in PDF format.

Works Cited
The Sun. (2018, 06 17). Retrieved from Nine Planets: nineplanets.org/sol.html

LICENSE

@O

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution -NonCommercial -
ShareAlike 4.0 International License , except where
otherwise noted.
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Microsoft Excel Chapter 1.
Spreadsheet Basics

What is a Spreadsheet?

Entering, Selecting and Inserting Data
Manipulating Sheets

Formatting Worksheets

Creating Formulas to Perform Calculations
Copying and Pasting Formulas

Adding BasicFunctions to Formulas

Inserting Headers and Footers

Adjusting the Page Layout and Preparing to Print

=2 =4 =4 =4 -4 -4 48 -8 -4

Sheet1
% 8 ]  —
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A spreadsheas a collection of data that is organized into rows and
columns. Microsoft® Excel is a spreadshegplication used to
store and analyze quantitative data. An Excel file is called
aworkbook, and it is saved with an .xIsx extension. A workbook
file consists of one or momgorksheetswhich consists of many
columns andows.Columnsare the vertical part of a worksheet
grid identified by letters. Rows are the horizontal part of a worksheet
grid identified by numbers. The intersection of a row and column is
called acell. Each cell can storesangle item of data. The data can
contain text, numbers, formulas, and/or functions. Clicking a cell
with the mouse pointer will make the selected cellative cell
The active cell s contents are

Typical uses for Excel include:

T Accounting reports (Balance Sheets, Income Statements,
etc)

Budgets

Calendars

Checklists and task lists
Contact/Address lists

Expense tracking

Inventory control

Invoices

Mortgage and other financial calculations
Operational statistics

Sales price lists, forecasts and analysis

=A =4 =4 4 -4 -8 A8 8 -4 A
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' Type of Data  Purpose

Label Any text. Cannot be used in calculations. Left-aligned.
Value Numbers that can be used in calculations. Right-aligned.

Date/Time Can be used in calculations. Right-aligned.
Formula An expression that starts with an equal sign and
produces a result that may contain numbers, text,
operators and/or functions.

Excel is great tool for generating useful information from data.
However, the data must be entered before it can be analyzed anc
manipulated. There are numerous typesgatf, and numerous ways

to streamline data entry. As data is typed, it appears in the active cell
and in the formula bar. Pressing the Enter key will complete data
entry and make the next cell in the columndlgve cell. If moving

Cancel Enter Insert Function

J J
J J

Ny
X K =SUM(84:E4)*4||

to the next cell aftecompleting data entry is not the desired
outcome, try clicking the Enter check mark in the formula bar. The
data will be entered, but the active cell remains the current cell.
Pressing the Esc key before completing data entry will cancel data
entry and retore the original cell contents.
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Ctrl+C Copy the cell contents to the clipboard.

Ctrl + X Cut the cell contents and copy to clipboard.

Ctrl +V Paste the contents from the clipboard.

Ctrl+N Open a new workbook.

Ctrl +S Save the current workbook (with same name).

F12 Opens the Save As window (save to a new
location or with a new name).

Ctrl +P Print the file.

Ctrl + F2 Open Print Preview window.

Ctrl +Z Undo last action.

Ctrl+ A Select the entire worksheet.

Streamlining data entry in Excel can be accomplished using several
different featuresncluding keyboard shortcuts and Automatic
Completion.Keyboard shortcutsallow rapid navigation in a
worksheet without having to use the mouse. There are hundreds of
keyboard shortcuts available in Excel and many are also available
in other Microsoft Office applications. A few keyboard equivalents
are illustrated at right, but for more examples, usehbetcut F1 to

open the Help pane, and tykeyboard shortcuts the Excel Help

field.

IJordan Howard RB |Eagle§j

|Keenan Allen WR Chargers
|Joe Mixon RB Bengals

- T aavus e - -

When entering data into a sheet that contains a lot of duplicates,
Excel uses thAutomatic Completion feature to speed up data entry.
After typing a couple of characgerExcel guesses how to fill the rest

of the cell based on data previously entered in the cells above. To
accept the suggestion (mghlightedtext), press Enter, or
alternatively, continue typing to replace the automatic entry.
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After entemg data, a common practice is to begin formatting the
data. However, before a user can format the data, they must first
select the data. Selecting data has multiple techniques based on use
intent. Clicking on a single cell makes that cell the active Gé&lé

cell reference appears in the Name box to the left of the formula bar.
To select an entire column of data, just click the column letter
heading. To select an entire row, click the row number heading. If a
user wants to select several cells adjacemtach other, this would

be considered selecting contiguous cells. Clicking the middle of the
cell and dragging horizontally or vertically will select
acontiguousrange of cells. Another way to select a contiguous
range of sequential ig s to click the first cell, hold down the Shift
key, and click the last cell in the range. For example, clicking cell
A3, and then holding down the Shift key and selecting F7 would
select all of the cells from A3 through F7. The range reference would
be written as A3:F7.

A B G D E F G
1 |Little Lizzie's Girl Scout Cookie Sales
2

Chocolate 'Peanut

/Peanut Carmel Butter
3 |Date  Thin Mints Butter ~ D'Lites  Sandwich Sales $$
4| 1Feb 13 10 8 3 $13%
5| 2Feb 11 18 13 7 $19%
6| 3Feb 12 19 8 4§72
7 4-Feb 13 18 4 4 $156
8 | 5-Feb 15 11 7 3 $144
9 | 6-Feb 8 9 2 5 $96
10 7-Feb 2 3 0 2 $28

Selecting a norontiguous range of cells requires the use of the Ctrl
key. To selechon-contiguouscells, click the first cell, hold down
the Ctrl key, and click each additional cell. This practice is

ExcelChapl Page| 78



sometimes refepredi ngpo ase lilcsh.e
below, the selected range of cells are A4,A6,A7,F4,F6,F7. This
practice can be used forleeting nonradjacent rows or columns as
well.

A B | ¢ | D | E F
1 |Little Lizzie's Girl Scout Cookie Sales
2

Chocolate Peanut

/[Peanut Carmel Butter
3 |Date ‘Thin Mints Butter D'Lites  Sandwich Sales $$
4| 1-Feb 13 10 8 3 $136
5 2-Feb 11 18 13 7 $196
6 3-Feb 12 19 8 4 $172
7 [ 4-Feb] 13 18 4 4 $156
8 5-Feb 15 11 7 3 $144
9 6-Feb 8 9 2 5 $96

To select the entire worksheet, click the triangle box located to the
left of column A and above row 1, or by pressing the keyboard
shortcut: Ctrl+A.

uAr Nea A7 EAAA

It is usually easy to add data to an existing worksheet, because Exce
has seemingly unlimited columns and rows of cells. (There are
limits, but this is not Jeopardy!) Nonetheless, sometimes it is
necessary to insert a column or row into the middle aéxesting
range of cells. To insert a new column, select the column heading to

Tin Hy the right of where you want the new column to
== Nl == appear, and click the temalf of the Insert button

Insert Delete from the Home tab. Alternatively, just rightick
- v the column heading to the rigbf the destination,
Celis  and choose Insert from ti@ntext MenuDeleting
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columns is very similar. Whichever column(s) that are selected will
be deleted if using the Delete button instead of the Insert button.
Inserting and deleting rows is also very simil8electing the row
below the intended new row and either choosing Insert from the
ribbon or from the Context Menu will create a new row above the
selection. For example, riglticking row 10, and choosing Insert

A

1 | % Cut
2 |[Rowtohide E®y Copy
3 |Row to hide & _P : s

e aste ions:
4 |Row to hide £ — e
S | A
6| Paste Special...
7
3 Insert
9 Delete
10 ‘ Clear Contents
11 | Format Cells...
12
13 : Row Height...
15 Unhide

from the Context Menu will create a newambk row 10, and all
existing data will move down one row.

Using the rightclick method is a little faster than clicking the
worksheet and then clicking the ribbon, as the shortcut menu avoids
the need to move the mouse to the ribbon. The Context Mesau, al
known as Shortcut Menu, provides added functionality by offering
actions that can be taken with the selected item. In addition to
inserting and deleting, formatting column widths and row heights,
as well as hiding and unhiding columns and rows are @ti@m

the Context Menu. Adjusting the column width is a common action
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since excessively wide column
prohibit  efficient  worksheet
printing. Therefore, it is often A +
preferable to widen a column widtl
by doubleclicking the boundary ‘
bar that separates theolemn
heading letters. This is known
asauto-fitting the column width since the column will resize its
width to be just wide enough to display the longest data contained
in that column. Clicking and dragging theublearrow pointer to

the left or right allows users to manually adjust the column width.

- . :r
Width: 15.00 (125 pixels)

I

TAANdN? AKAANQAT At NNAT

An Excel workbook consists of one or more worksheets. Much like
a binder can have multiple sections of sheets divided by colorful

ek jnsen. 0
‘et Ex Delete 8
‘ek Rename 0
‘ek Move or Copy... 4
T 6
ek 5 Protect Sheet... 0
:it' Tab Color > 0
:e_t Hide 11
Select All Sheets -
Sample Data | Sheet1 | )

tabs, an Excelorkbook can multiplesheets that can be-agranged,
colored and renamed to fit individual organization plaimserting
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and deleting worksheets is similar to the inserting of columns and
rows. In addition to using the Insert or Delete buttons from the
ribbon, rightclicking an existing sheet tab will produce a Context
Menu with a plethora of options.

Just as inserting a new column will add the column to the left of the
selected column, the newly inserted worksheet will appear to the left
of the sele@d sheet tab. Options exist to insert a blank worksheet
or a new sheet based off of an existing template. Clicking and
dragging sheet tabs are easy method to rearrange the order of sheet
However, the Move or Copyé com
move @ place a duplicate sheet within an existing, open workbook.
Adding tab colors and the Rename option can help organize sheets
to userspecific criteria. Sheets can also be hidden and unhidden. If
it is necessary to prevent others from unhiding sheetsydahé ook

can be protected with a password to be able to modify the sheets.
The tab scrolling buttons to the left of the sheet tabs are enabled
when too many sheets exist to be displayed above the s*2*s

bar. To quickly add a new, blank sheet to the workbo ®

click the plus button tahe right of the sheet tabs.

fecBAAANQAT Jeactrt NN

Formatting data generally makes it easier to comprehend, and more
attractive. The goal of formatting a business spreadsheet should be
to make it look professional, accuratedamderstandable. Options

to format worksheet data depends a lot on the type of data.
Formatting text in Excel is very similar to formatting text in Word.
Using the Font and Alignment group icons on the Home tab of the
ribbon, users can manually format afl the data in a cell or in a
range of cells. Changing default formats includes things like
changing the font color, style, size, text alignment in a cell, or apply
formatting effects all in an effort to make the data appear more
visible.
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Home Insert Page Layout Formulas Data Review = Developer Help

2 ¥ Cut

Arial -0 A A | =% 28 Wrap Text
D ER Copy ~ ) SO _

Paste o Eo o Biiten I u Hael DA~ | EEI=E | €= Merge & Center ~

Clipboard (F1 Font F] Alignment ]
Al b fe Little Lizzie's Girl Scout Cookie Sales

A B & D E F
1 Little Lizzie's Girl Scout Cookie Sales
2 =t
Chocolate Peanut

/Peanut Carmel Butter

3 Date Thin Mints Butter D'Lites Sandwich Sales $$

4 1-Feb 13 10 8 3 $136
5 2-Feb 11 18 13 V4 $196

Excel 6s laypu lfjomghnized into labeled columns and
numbered rows) sometimes limits the amount of data that can be
efficiently displayed. Using the Alignment grogptions can help
format data to make it appear as much like a wnatessed report

as possible.n the screenshot above, two Exoeique formatting
features help make the data more readable. In row 1, the text has
been merged and centered across cells A1L:F1. This required the cel
range Al:F1 be selected before clicking Rherge &
Center button from the Alignment group. This is very popular for
worksheet titles. If the wrong cell range was selected and the Merge
& Center is not effective, the user mustedect the Merge & Center
button to unmerge the data, so the ocdrmange can be selected
before again clicking the Merge & Center button.

Another popular Excel texbrmatting feature illustrated above is
theWrap Text tool, which will prevent text from being truncated
by wrapping the text into multie rows within the same cell. If a
cell has a lot of text, the data will overlap into the next cell to the
right of the active cell. However, if the adjacent cell already has data,
the text will be truncated (cutff) without applying this feature.
Cells G:E3 in the above screenshot each have the Wrap Text
feature applied.

ExcelChapl Page| 83



While Excel has some pretty useful téatmatting functionality,

the majority of data entered into Excel is usually numerical data.
Therefore, utilizing Hydiscrdiabte n
make the worksheet as professional as possible. Professional
formatting relies a lot on consistent formatting. Therefore, using the
Format Painter tool (introduced in the Word chapters) and
workbook themes are very helpful to maintain that
consistency.Changing the existinthemewill dynamically update

the appearance of all worksheets in a workbook by modifying the
fonts, styles, colors and/or effects.

Applying the correct cell format to numerical data is more than just
stylei it is substance too, because applying the wrong format can
impact how other, related cell results are interpreted. The following
graphic describes some of the more popular number formats. In
addition to the examples provided, there are also other feyma
including date & time values, which can be accessed by clicking the
Number Format droplown list.

A B C D E F G H | J

-~ NumberFormats
] Ribbon

2 | FormatName  Example Icon Description

3 |General 7500 Default format; displays the numbers the way they were typed.

4 |Number 7500.00 Displays the number with two decimal places.

5 |Currency $7,500.00 Displays the number with a currency symbol and two decimals.

6 |Accounting $ 7,500.00 $ - Similar to Currency format except the currency symbol left aligns.

7 |Percentage 750000.00% % Displays the number as a percentage and two decimals.

8 |Comma 7,500.00 2 Displays the number with two decimal places.

Changing the number of decimals displayed can be manipulated by
the Increase Decimal and Decrease Decimal buttons in the Number
group. The displayed wa¢ could change to a rounded value,
however, the actual value stored in the cell has not changed unless ¢
ROUND function has been applied. Formatting only affects how the
value is displayed. Applying formats can result in number signs
(###H#H) being displaad in a cell. This is not an error, but an
indication that the cell width is not wide enough to display the
formatted number.
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Excel data can also be formatted as a tablabfe is a collection

of related data, organized intdadoular layout of rows and columns,
that can be manipulated via sorting, filtering and formulas. To create
a table, select the data and click Insert > Table from the ribbon to
open the Create Table dialog window.

Create Table ? X

Where is the data for your table?
e Srere vy S |
 =5AS3:5FS1g| (2]

My table has headers

A B C D E F

l Little Lizzie's Girl Scout Cookie Sales

3 -] -] £ - -
4 | 1-Feb 13 10 8 3 $136
5  2-Feb 11 18 13 7 $196
6  3-Feb 12 19 8 4" $172
7 | 4-Feb 13 18 4 4" $156
8 | 5-Feb 15 11 7 3" 144
9 | 6-Feb 8 9 2 5" $96
10 7-Feb 2 3 0 27 $28

o A - ~ ~ ~ AV ~n
Table style Blue, Table Style Mediumviieh banded rows, a header
row, and filter buttons.

Applying a table style will format the table with a predefined set of
special table properties that includes options to define a header row
or total row, and to band the row and/or columns to make tlze dat
easier to read. The filter buttons can also be removed. If the table
functionality is no longer desired, click the Convert to Range option
in the Tools group of the Design tab to convert the table to a normal
range.
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There are many additionfdrmatting tools available within Excel,
but it is important to consider that sometimes, less is more! Too
much formatting can be overkill and reduce the readability of a
worksheet. Try to limit the use of multiple colors, fonts, and
background colors/grégcs. Format with a design purpose, not to
entertain, and dondét forget to
your workbook before printing or sharing!

>ENAAJQAFT feaEB?AAr A
>AKOQO? AANQe AT

Perhaps the biggest benefit of using Excel is its abibtgreate
formulas that, when written correctly, can dynamically update when
predecessor data is updated. Formulas are mathematical calculation
using data in the existing workbook to calculate new values. All
formulas in Excel must begin with an equal sig)) and can contain

cell references, ranges of cell references, arithmetic operators, and
constants as p ayntax Galtulatiorts en Ekcelr m
follow normal math rules as it pertains to the order of operations
rule. There are memonics available in various dialects to help
decipher the order. The following graphics illustrate the order of
operations rules and different formula syntax examples:

L Order of Operations Rules 8 Formula bxample Descripton |
American British Canadi Uses cell references and the
(P) Parenthesis (B) Brackets (B) Brackets =A4 +B4 plus sign mathematical
(E) Exponentiation | (O) Orders (E) Exponentiation operator.

(M) Multiplication | (D) Division (D) Division Uses cell references,
(D) Division (M) Multiplication | (M) Multiplication = (A2 +Ba)* 4 parenthesis, a plus sign and
(A) Addition (A) Addition (A) Addition multiplication symbol, as well
(S) Subtraction (S) Subtraction (S) Subtraction as a constant value.
=SUM(A4:A11) Uses a function and a cell
range.
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Formulas typically reference values stored in other cells. For

example, i n the Accounting equ:
Equi ty, one could calcul ate tF
Assume that the value for Total Assets resides in cell D3 tlze

val ue for Tot al Liabilities re

Equity in D65 using cell references would be =E360. Using cell
references is advantageous because if any of the cells that generat
either the Total Assets or Total Liabilities changed, the formulas

in D30, D60 and D65 will also get updated. Another advantage is
when a cell containing a formula is copied to another location, the
formul a wil!/l dynamically wupdat
information. This is calle®Relative Cell Referencing If the
formulas in column D are copied to column E, the new formula for
Owner 6s Equi ty i n -E60.Addtionallg if wi |
rows are added or deleted in the range that the Total formulas
reference, the formula will automatically update to the new formula
range.

Grocery Store Produce Inventory

Item Qtwlin Stock ity Soid Retdil Price
Apples 144 &4 0.7 =PRO
Cranges 92 65 0.7 =PREO
Lemons 120 75 0.3 =PRO
Pedrs 300 230 0.8 =PRO
Bonanas 240 220 0.35 =PRO
Totdl =5UM(B4.B5) =SUM ([C4:C8) =SUM

N\
Relative Cell
Reference

Entering the syntax for a formula can be accomplished through
typing the formula components, using@ntingtechnique or a
combination of both. The pointing method can help avoid typin
errors. Il n the Ownerds Equity
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typing the equal sign, and then instead of typing D30, just click on
D30. Continue by pressing the minus sign, and then click on cell
D60, and the click the Enter check mark on the formuta bsing

the point method is even more practical when defining large cell
ranges in formulas. Just make sure not to reference the active cell in
the formula. This will likely create @rcular reference error,
which is a formulan a cell that directly or indirectly refers to its
own cell.

>en’” gAf AADZ s&Ar AdAT

Ly X Cut Data in Excel can be cut, copied and
B Cong pas_ted using S|m|Ia_r shortcut menu

Paste . options, keyboard equivalents, and ribbon

- ¥FormatPainter  jcon commands as seen in Microsoft
Clipboard = Word. Following operating system file

management principles, moving data is
synonymous with wusing the nACut
duplicating data 1 s the same
commands. Other terminology that should be recognized is
A s o u, which i3 the cell or range to be moved or duplicated, and
Adestinat i on o ,-leftwdlina Worksheet whire theu p
data is to be pasted.

Ctrl+C CtrI+X Ctri+V

for copy for cut for paste

This Phto by Unknown Author is licensed undeéC BY
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Copying and pasting formulas contain cell references is a very
powerful featureand to expedite this process, Excel has a nifty
feature calleddutoFill. The AutoFill procedure utilizes tHdl
handle, which is the solid, green square in the lowght corner of

the active cell or cellange. Clicking and dragging the fill handle to
adjacent cells (horizontally or vertically) will copy and paste the
contents and update the destination cells with relative cell references
or sequential data aligned with buitt Custom Lists. This should
save significant time, and likely improve accuracy, and AutoFill has
many uses.

A ! A N
; ;g R 1 [1/14/2019
- = ; ::b 2 |1/21/2019
ar

4 40 4 |Apr 3 1/28/2019 Quarter 1

3 4| 2/8/2013| (3 arter 2
5 50 5 |May uarer

: Y 5 [2/11/2018| () arter 3
6 60 6 |Jun 6 2/18/2015 uarter
= = 7 2l - Quarter 4

A B c D E ; G H I

1| 6:00aM 7:00AM 8:00AM| 9:00AM 10:00 AM 11:00 AM 12:00PM  1:00 PM!
2 bl

Not only can AutoFill copy formulas, but it also be used to complete
lists that have a recognizable pattern. It is helpful to select the source
cells that demonstrate a pattetinen hover the mouse pointer over

fill handle. The mouse pointer will change from the default pointer
icon to a thin, black plus sign. The patterns can be numbers, dates,
months, days of the week, etc. If AutoFill incorrectly guesses the
series patterrthe AutoFill Options icon is available to change the
paste actions. In the screenshots below, the fill handle in cell D5 will
by copied to cells D6:D13. The results shown in the second
screenshot will update the formula from D5 with relative cell
reference to rows 6:13. What is happening in cells D7:D8?
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D5

OO ~NDE WN =

fe =B5-C5

A B I c D
Peach Sales Profits
Rotary Club
Year Income Expenditures Balance
2012 9,000.00 3,952.96 5,047.04
2013 6,895.00 6,649.45
2014 8,536.00 10,807.94
2015 7.,560.00 10,104.10
2016 9,019.80 9,865.99
2017 12,113.60 9,838.57
2018 14,816.00 10,183.40
67,940.40 61,402.41
v Ff || =B5-C5
A B A C D
Peach Sales Profits
Rotary Club
Year Income Expenditures Balance
2012 9,000.00 3,952.96 5,047.04
2013 6.,895.00 6,649.45 245.55
2014 8,536.00 10,807.94 FHHHELE
2015 7.560.00 10,104.10 #HHHEEE
2016 9,019.80 9,865.99 -846.19
2017 12,113.60 9,838.57 2.,275.03
2018 14,816.00 10,183.40 4,632.60
0.00
67.940.40 61,402.41 6,537.99
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Practice 5: Test Scores

1. In a new Excel workbook, enter the following data:
A ‘ B | & || B E
Total
1 AStudent Name¢ Testl Test2 Test3 Points
2 |Amir 98 77 80
3 |Beto 85 90 88
4 |C.C. 100 84 96
5 |Dharma 89 66 94
6 |Evan 69 89 88
7 |Felix 75 80 80
2. Make sure to apply bold formatting to row 1, and text
wrapping to cell E1.
3. Format the data as a table with a header ao@ banded
rows, but no Filter buttons.
4. Apply the Facet theme.
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5. Ensure that cell E1 has the text wrapping format applied and
then resize the column width of column E to be 7 points wide
and the height of row 1 to 36 points.

A B |

Total

il Student Name Test 1|Test 2| Test 3 | Points

2 |Amir 98 77 80 255

3 [Beto 85 90 8 263
4 c.C. 100 84 96 280

5 Dharma 89 66 94 249

6 |Evan 69 89 88 246

7 [Felix 75 80 80 235

2

6. AutoFit columns B, C & D.

7. In cel E2, enter the following formula: =B2+C2+D2 and
click Enter. Your worksheet should look like the screenshot
at right. Notice that Excel automatically filled in formulas
for the rest of column E cells using relative cell references!
If this action is unwated, click the lightning icon, and
choose to Undo the Calculated Column.

8. Press F12 to invoke the Save As command and save the file
as Test Scores.xIsx.
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Excel contains over 400 builh functions that can becluded in a
formula to perform common calculations.fénction performs a

Home Insert Page Layout Formulas Data Review View

A2 R IBEDSE R B |H

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More
Function > Used ~ v * * Time~ Reference~ Trig~ Functions~

Function Library

The function The first Additional

name. argument. It's arguments,
almost separated by
always commas (,).
required.

1
_SUM(D38:D41, o HS

calculation on data called arguments to compute a
result. Arguments are variables or values the function requires and
are contained withinparenthesis, and usually consist of cell
references, but can also contaonstants, text, cell ranges, and even
other functions! The syntax of a formula using a function
is: function namg@rgumentl, argument2, etc.) Functions can be
typed with the help ofa ScreenTip, or added from the Insert

Function window, which can be opened by clicking .f“,ﬁymbol
found at the left of the formula bar, or at the left side of the Function
Library found in the Formulas tab of the ribbon.

The most popular functions ardsa the easiest to comprehend,
which might be correlated! Some of these most popular functions
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are easily accessible from the AutoSum button in the Editing
zAutoSum - Av

> Sum

Average

Count Numbers

Max

Mjn

More Eunctions. 151p on the Home tab of the ribbon. Look
for the Greek sigma symbol. This feature is invaluablemwit
comes to entering functions, especially for common calculations
computed via the SUM, COUNT, AVERAGE, MAX or MIN
functions. There are multiple ways to utilize AutoSum, but the
following procedure is probably the simplest. In the screenshot
below, asame the desire is to total the number of boxes of Thin
Mints cookies were sold the first 15 days of February. Make B19
the active cell (the destination cell), then click the AutoSum button.
The defaulting SUM option will be inserted into the formula bar
with a defaulting cell range (the source cells) inside parenthesis. The
cell range that defaults appears on screen with a scrolling marquee
surrounding the cell range. This range is usually correct, but not
always. If Excel chooses the wrong range, simppetin the cell
range, or use the mouse tosaect the correct range (pointing
method), and then click the Enter check mark.
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A B c D E | F

!

12 Little Lizzie's Girl Scout Cookie Sales

2

3 _ S .
4 |  1Feb 13 10 8 3 $136
5| 2Feb 11 18 13 7 $196
6 | 3Feb 12 19 8 47 $172
7|  4Feb 13 18 4 47 $156
8| 5Feb 15 1 7 3% $144
9 | 6-Feb 8 9 2 57 $96
10  7Feb 2 3 0 27 $28
11|  8Feb 0 0 0 0" $0
12, 9Feb 5 8 3 6" $88
13|  10-Feb 1 0 0 17 $8
14 11-Feb 2 4 7 37 $64
15| 12-Feb 9 6 1 20 §72
16 13-Feb 0 0 0 0" $0
17| 14-Feb 0 0 0 0” $0
18 | 15Feb 6 11 2 27 $84
19] L1l

20

21

27
The formula that defaults should be =SUM(B4:B18). Once this
formula is submitted, the result, 97 will display. The intent of
the SUM function is seHexplanatory. The AVERAGE function
takes the SUM function one step further by dividing the sum of the
values by the number of cells in the range.
TheMIN andMAX functions are used to find the smallest and
largest values in a rangd cells. These can be useful to identify
outlier data that might skew the results. Each of these functions
ignore cells that contain text or are empty. Alternatively,
the COUNT function totals the number of cells that contain values.
If a cell containshe value 0 (zero), it will be counted. However, if
the cell is blank or contains the text zero, the cell will not be counted.
This function is useful for determining the number of people who
mark a checkbox in an Employee roster. For example, how many
empbyees identify as a Veteran?
value, and therefore, would not be counted. If the desire if to count
all cells that contain any datause theCOUNTA function.
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In Excel,headersandfootersare lines of data that print at the top
(header) and bottom (footer) of each page in a worksheet to help
identify printouts. Headers and footers can contain descriptive text,
graphics, and/or fields, such as titles, dates, agepnumbers.
Header and footer information does not display in Normal view, so
to edit a header or footer, click Insert > Header & Footer to open the
sheet in Page Layout view, and activate the Header & Footer Tools
contextual tab on the ribbon. There kf¢, center and right sections

for both the header and footer areas.

Users have the option to use one or more of the manyibuilt
headers and footers, or they can click any of the buttons in the
Header & Footer Elements group on the Header & FootersTool
Design toolbar to create custom fields.

[=] 3 Cookie Sales.xisx - Last saved by user - Excel

Fle  Home Inset Pagelayout Formulas  D: Review  View  Developer  Help esign Q Tell me what you want to do

D D E‘ @ = G il E ; [El O oifferent Frst Page [ Scale with Document

Header Footer ~ Page Number Current Current File  File  Sheet Picture Goto  [] pifferent Odd & Even Pages [ Align with Page Margins
©*  NumberofPages Date Time Path Name Name F

Header & Footer Header & Footer Elements Navigation Options

Command buttons in the Header & Footer Elements group include:

A Page Number Click this button to insert th&[Page]code
that puts in the current page number.

A Number of PagesClick this button to insert
the &[Pages] code that puts in the total number of pages.

A Current Date: Click this button to insert th&[Date] code
that puts in the current date.

A Current Time: Click this button to insert th&[Time] code
that puts in the current time.

A File Path: Click this button to insert
the &[Path]&[File] codes that put in the directory path along
with the name of the workbook file.
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File Name: Click this button to insert th&[File] code that
puts in the name of the workbook file.

Sheet NameClick this button to inserthie & Tab] code
that puts in the name of the worksheet as shown on the sheet
tab.

Picture: Click this button to insert th&[Picture] code that
inserts the image that you select from the Insert Picture
dialog box that enables you to select a laTalge (using the
From File option) or download one from an online source
using a Bing Image Search.

Format Picture: Click this button to apply the formatting
that you choose from the Format Picture dialog box to
the &[Picture] code that you mter with the Insert Picture
button without adding any code of its own.

- =2

This tab appears when the ]

Tl tPage
Picture Form to
- Fogter header or footer is activated.
ader & Footer ents Navigatio Option|
£
Click here to add the
current date to the
g 3 3 3 G e -

A ] c (2] € £ i

[ Click here to go to the Footer area ]

This Photdy Unknown Author isdensed undecCC BY

The following screenshot illustrates fields in each section of the
header. The Page Number and Number of Pages fields are in the lef
section. Manually entered text is in tbenter section, and finally,

the Current Time and Current Date fields are being inserted into the
right section.

Header
1of3

Lakes Area Girl Scouts &[Time]
- Troop 293 &[Date]

Little Lizzie’s Girl .Scout Cookie Sales
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To create a custom header or custom footer, click the Launcher icon
in the Page Setup group of the Page Layout ribbon to open the Page
Setupwindow. Next, click the Header/Footer tab, and then choose
to open either the Custom Head

Home Insert [ISTAEWSPSM Formulas Data  Review  View  Developer  Help  Q Tell me what you want to do
= Y = e . e = .
[ Colors D;U [‘_ﬂ‘ ]D Lh%‘! %;_ N L—lE'é = Width: |Automatic Gridlines Headings
[A]Fonts - ) —], == SN = =" §[|Height Automatic ~ [ View [ View
Margins Orientation Size  Print Breaks Background Print - — : ;
[@] effects - Z 2 = K Titles | I Scale:  100% [ print [ Print
nemes Page Setup o\sme to Fit 5 SheetOptions Arrang
. " » G Launcher
Page Ma:@et |
N 7 1 } Z B €
Header ? X
Header: | Header

(none)

To insert a page number, date, time, file path, filename, or tab name: position the

Custom Header... < & Ay i
insertion point in the edit box, then choose the appropriate button.

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

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

(none)
I Al DR Bie] 243 )2

Left section: Center section: Right section:

[ Different first page
4 scale with document

[ Different odd and even pages
[ Align with page margins

ok || Cancel

Four checkboxes appear at the
and in the Options group of the Design tab of the ribbon. To remove
headers and footers from the first printed page, seled®itferent

First Pagecheck box. To specify that the headers and footers on
odd-numbered pages should differ from those on ewembered
pages, select theifferent Odd & Even Pagesheck box. These
options are similar to those in Microsoft Word. The other two
options are unique to Excel. To specify whether the headers and
footers should use the same font size and scaling as the worksheet
select theéScale with Documerheck box. To make sure thedaer

or footer margin is aligned with the left and right margins of the
worksheet, select th&lign with Page Margingheck box.
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File Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you

- v [N E':‘:i %oy Width:  Automatic ~| Gridlines = Headings
j H Colors @ P [‘f\: N ol | e Wi 9
— Fonts ~ [j] ]D R:’! s H? ~ [ View View

2 5 % 5 2 _ QD Height: | Automatic
Themes Margins Orientation  Size  Print Background Print =
= Effects ~ = = Area~ Titles ] Scale: 100% o [ print [ Print

Themes Page Setup (] Scale to Fit (] Sheet Options ]

The size of Excel workbooks tends to grow the more each worksheet
is manipuated, typically by adding more columns and rows, and
sometimes, more sheets. This added complexity makes physical
output of Excel data challenging. Too many columns will result in
the sheet not being able to be printed on one sheet of paper, and to
many ows make it difficult to interpret data on pages beyond the
first page. Fortunately, the Page Layout tab can help fit the data on
fewer sheets of paper and make each page easier to understand.

While themes can help modify the appearance sffar e a d s h e
colors and fonts, the other groups in the Page Layout tab can impact
the arrangement of data and streamline the readability of the output.
Starting with the Page Setup group, Excel allows tremendous
flexibility with the margins of each workskt. For example,
Narrowmargins allow more data to fit on one page by reducing the
amount of white space on the edges of the sheet. A quick and eas)
way to allow more columns to print on one sheet, is to change
theorientation from the default Portrait, to Landscape, which
allows more columns and fewer rows to print on one sheet. The
effects of these Setugecisions can be more easily illustrated by
switching from the default Normal workbook view to the Page

D _ Ruler Formula Bar
Normal Page Break Page * ! Cridlnes Headings
Preview Layout
Workbook Views Show
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Layout. TheView tab also allows users to enable/disable the Ruler,
Formula Bar, and oscreen gridlines and headings.

If changing the margins and/or orientation is not resolving the issue
of getting extra columns to print on the same page, an alternative
could be chaging the paper size. The default printer determines the
paper sizes available from the Size ddmwn list. To check the
range of paper sizes that a printer can print on, consult the printer
manual, or view the paper sizes that are currently set forrithiep

in thePrint Setup dialog box. Some users have the option of
printing to Legal (8.5n x 14n)

A final, more drastic option to keep data from overlapping into
multiple sheets, is to utilize trexaling feature. Using thecale to

Fit group from the Layout tab, a printed worksheet can be scaled by
to modify the font size of printed output by either shrinking or
enlarging the output. The options exist to scale the outputtmo it
page wide (width) by 1 page tall (height). It might make sense to
only modify the width, or by choosing a Scale percentage, which
adjusts the overall sheet height and width proportionately. Keep in
mind the needs of your audience. Too small of foigthtnmake the
spreadsheet unreadable, and for certain audiences, the output migh
need to be scaled to a larger font than the editing view.

The Sheet Options group of the Layout tab provides two significant
print features for basic Excel printing. Theselurde the options to
have gridlines and/or headings appear in printed output. By default,
the options appear in the Viewing screen, but do not appear when
printed. Without Headings, the output would be very difficult to
explain to others, and gridlines, otulike banded rows, make it
easier for the eye to line up the intersections of rows and columns.

More advanced options exist for enhancing page layout and printing
options by clicking the launcher button in each grdégveral print
settings can be adjest in the Print Preview window. The sheet in
the following screenshot is modified to print in landscape
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orientation with Narrow Margins and it is scaled to Fit on One Page.
It also has headings included in the print output.

Print

Copies: |1

yu=}
=
Print

t

Printer L : H H
HPEBEN0 (P Offceet 65.. _
SQ Ready

Printer Properties

Settings
'j Print Active Sheets
& Only print the active

Pages: o

siliylpilislw]ie

Practice 6: Test Scores - Part 2

1. Open the Test Scores workbook previously saved.

2. Inthe Table Tools Design tab, click the Convert to Range
button remove the table functionality from the data. (Click
Yes to the message)

3. Type the labels: Total Points in cell A8 aAderage in cell
A9.

4. In cell B8, click the AutoSum button to insert the SUM
function. Accept the range that Excel proposes for the
formula by clicking the Enter check mark on the formula
bar. The formula should be: =SUM(B2:B7).

5. With B8 as the active cellse the fill handle to copy the
formula to the destination cells C8:D8.
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In cell B9, enter a formula using the AVERAGE function
without using the AutoSum functionality. Instead, use the
Insert Function button to select the AVERAGE function,
and enter the raye B2:B7 as the arguments. NOTE: B8
should not be included in the range of argument cells. Use
the fill handle to copy the formula to cells C9 and C10.

In cell E2, doubleclick the fill handle. See what happens!
Change the view to Page Layout.

Add a headethat includes the Current Date field from the
Header & Footer Tools Design ribbon in the left side of the
header.

10.Ensure the Gridlines and Headings appear in printouts,

scale the sheet to 150%, then view the file in Print Preview.
Your worksheet should semble the following:

11 .Save the file as TestScores2.xIsx.

Print

Copies

g

&

H

= =
27332832

]

g
|4
L4

LICENSE

QOSSO

Business Computers 365 by Marcus Lacher is licensed

under a Creative Commons Attribution -NonCommercial -
ShareAlike 4.0 International License , except where

otherwise noted.
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Microsoft Excel Chapter 2:
Beyond the Basics

Absolute versus Static References
Understanding Complex Formulas
Date & TimeFunctions

Logical Functions

More Math Functions

Sorting and Filtering

Conditional Formatting

Pie Charts

Bar & Column Charts

Line Charts

=2 =4 =4 =4 8 -8 -4 5 -8 4

B C Bl E E | G

Alaskan Insider Cruises

July Revenue by Accommodation Category

Accommodation Rooms Rooms

M Cruise Date Category Available Rented Rate Revenue Shortfall
5 | July 26, 2019 Balconies 60 58/ 6,000 A4 $ 348,000 $ 12,000
6 | July 19, 2019 Balconies 60 45§ 6,000 & § 270,000 $ 90.000
7 ] July 12, 2019 Balconies 60 45§ 5600 = § 252,000 § 84.000
8 | July 5, 2019 Balconies 60 35§ 5000 = $ 175,000 § 125,000
9 | July 26, 2019 Inside 50 48'$  3.000 W $ 144000 $ 6.000
10 | July 12, 2019 Inside 50 50/ 2500 % $ 125,000 $ -
11| July 19, 2019 Inside 50 32§ 3000 & $§ 96,000 $ 54.000
12| July 5, 2019 Inside 50 3008 2500 @ $ 75000 $ 50,000
13| July 26, 2019 Outside Level 1 80 80§ 5225 4 $ 418,000 $ -
14 | July 19, 2019 Outside Level 1 80 7008 5375 4 $ 376,250 53.750
15] July 12, 2019 Outside Level 1 80 72§ 5025 4 $ 361,800 $ 40,200
16 | July 5, 2019 Outside Level 1 80 60 § 4500 = $ 270.000 § 90,000
17 | July 26, 2019 Outside Level 2 90 89 § 5000 A4 $ 445000 $ 5.000
18 | July 19, 2019 Outside Level 2 90 82§ 5000 4 $ 410,000 $ 40,000
19|  July 5, 2019 Outside Level 2 90 758 4300 4 $ 322500 64.500
20| July 12, 2019 Outside Level 2 90 66 5 4800 4 $ 316,800 § 115,200
21| July 26, 2019 Outside Level 3 100 92§ 4750 A4 $ 437,000 $ 38,000
22| July 12, 2019 Outside Level 3 100 89 § 4450 & § 396,050 § 48,950
23] July 19, 2019 Outside Level 3 100 788 4850 A4 $ 378300 § 106.700
24| July 5, 2019 Outside Level 3 100 80§ 4000 4 $ 320,000 § 80,000
25| July 26, 2019 Penthouse 3 38 7500 @ $ 22500 $ -
26| July 19, 2019 Penthouse 3 2% 8000 & 5 16,000 $ 8.000
27| July 12, 2019 Penthouse 3 2% 7000 & $ 14000 $ 7.000
28| July 5, 2019 Penthouse 3 15 6000 & $§ 6000 % 12,000
29
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One of the first things that new Excel users need to realize is that
Excel is so much more powerful than a calculator. Some users insist

D5 v X « f | =B5C5

A B | C l D
) Peach Sales Profits
2 Rotary Club
3
4 | Year Income Expenditures Balance
el 2012 9,000.00 3.952.96 5,047.04
6 2013 6,895.00 6.649.45 245.55
7 oNt1A R K2R NN 1N N7 aA -2 2791 QA

onsetting up a worksheet as if it is merely a calculator. These people
fail to realize the power of cell referencéssteadthey usestatic
references to constant valuesstatic referenceis a reference to a
value that does not change. In the example to the right, instead of
using static references (= 9608052.96) for the formula in D%he

user should employ cell references. (=85). The main benefit of

use cell references is that the user can manipulate the input values
in columns B and C, and the formulas in column D will remain
accurate. If the user changes either input valueslunmots B or C

with static references, the formulas in column D will need to be
manually updated.

Cell referencing is an extremely useful feature when formulas need
to be copied across ranges in a worksheet. When creating formulas
that contain references teells or cell ranges, the default cell
referencas a relative cell reference. When formulas with these type
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of cell references are copied to other cells the formulas will
automatically change relative to the cells that they are copied to.
However, there ay be instances where it is necessary for Excel to
keep the exact cell referenced in a formula when copying to other
cells. A cell reference that does not change when copied is called
anabsolute cell referencdsometimes d&ed a fixed cell reference).

The indicator that a cell reference is absolute is the presence of a
dollar sign symbol in front of both the column letter and row
number, such as $A$3. To create an absolute cell reference, eithel
type the dollar sign manugllor press the F4 after entering the cell
reference. Repeatedly pressing the F4 key cycles the reference
through the four different combinations of relative, absolute, and
mixed cell references.

Mixed cell referencesare a cabination of relative and absolute:
either the column is relative and the row fixed (absolute), for
example D$2, or the column is fixed and the row relative: $D2.
Mixed cell references are rarely used, but they play a significant role
when it is necessatg keep a single row or column unchanged while
copying the formula. Mixed cell references are commonly used
when creating a table of values, like a multiplication table or a
mortgage rate table.
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B3 — x v I =86*83

A B C D

1 Troop 293 Girl Scout Cookie Sales
2 Berewrwrerwrerersl

. Rate] 7.50% {

4

5 Scout Name Sales Commission
6 [Happy Hannah | 352|-B6'B3 |
7 Fearless Fatima 1440

8 Little Lizzy 1244

9 Silly Sally 96

10 Shy Sheila 52

11 Naughty Nina 0

12 Quiet Quin 72

13 Nervous Nelly 16

14 Chatty Patty 192

15 Clever Cleo 984

16 Timid Tina 40

Whenever possible, utilize relative and/or absolute refexenc
instead of static cell referencéds.the worksheet at the right, the
formula in C6 is using relative cell references to both the Sales
amount (B6), and the Commission Rate (B3). Unfortunately, if this
formula is copied (perhaps by using the fill handberows 7:16, the
resulting formulas will be wrong. Some cells will display zeros or a
#VALUE! error, while others will display inflated amounts because
the Rate percentage is being replaced by higher sales values
Therefore, the reference to B3 in tleerhula should be an absolute
cell reference, i.e. =B6*$B%$3. It may be tempting to construct the
formula using a static reference to the constant value of .075 (i.e.
=B6*.075). However, if the rate needs to be changed to 7.25%, the
formulas with the staticeferences would each need to be changed
manually. Conversely, if the formulas in column C are using
absolute cell references to $B$3, a single edit to B3 is all that is
needed to update all of the cells in column C. Knowing the
differences between the vaus type of cell reference will make the
worksheet more scalable and flexible for future expansion.
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Formulas can be simple mathematical formulas or complicated
formulas involving multiple mathematical operatiomgjltiple cell
ranges and nested functions. While it is a good idea to remember the
order of operations rules, complex formulas can use parentheses tc
identify the arguments of functions and to override the order of
operationsin mathematical operation fmulas, operations within
parentheses are performed before those outside of it. For example
in =ZA3+B3*C3, B3 is multiplied by C3 before A3 is added to the
result, butin =(A3+B3)*C3, A3 and B3 are added together first, then
the result is multiplied by C3.

Parentheses in operations may be nested inside each other. Th
operation in the innermost set of parentheses will be performed
first. Whether nesting parentheses in mathematical operations or in
nested functions aays be sure to have as many closed parentheses
in the formula as there are open parenthesegpwrmmight break
Exceland itwill return an error message.

eaklng These Excel

formulas are s

complex that
we better call

This Photdy Unknown Author is licensed undéC BYCND
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In the illustrated worksheet below, cell D30 containsoaplex
formula that calculates the differences between rooms available and
rooms rented to determine the total number of unrented rooms in the
Balcony and Penthouse categoriekhe formula in D30 is:
=(SUM(C5:C8)SUM(D5:D8))+(SUM(C25:C28)

SUM(D25:D28)). Notice the number of open and closed
parenthesis!

D30 i 5 =(SUM(C5:C8)-SUM(D5:D8))+{SUM(C25:C28)-SUM(D25:D28))
B c D E F G H |
1 Alaskan Insider Cruises
2 July Revenue by Accommodation Category
3
Accommodation Rooms Rooms
3 Cruise Date Category Available Rented Rate Revenue Shortfall
5 July 5, 2019 Balconies 60 35/§ 5000| % 175000/ % 125000
6 | July 12, 2019 Balconies 60 45 % 5600 $ 252000 $ 84,000
7 | July 19,2019 Balconies 60 45 % 6,000 $ 270000 § 90,000
8 | July 26,2019 Balconies 60 58 § 6,000 $ 348,000 $ 12,000
9 July 5, 2019 Inside 50 308 2500 § 75000 § 50,000
10 | July 12, 2019 Inside 50 50 % 2500 % 125000 $ =
11| July 19, 2019 Inside 50 32§ 3000 § 96,000 § 54,000
12| July 26,2019 Inside 50 43 § 3000 $ 144000 $ 6,000
13| July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
14 | July 12, 2019 Outside Level 1 80 72% 5025  $ 361800 $§ 40,200
15 | July 19,2019 Outside Level 1 80 7008 5375 $ 376250 $ 53,750
16 | July 26, 2019 Outside Level 1 80 80 § 5225 $ 418000 $ =
17 | July 5, 2019 Outside Level 2 90 758 4300 $ 322500 $ 64,500
18 | July 12,2019 Outside Level 2 90 66 § 4800 $ 316800 $ 115200
19 | July 19, 2019 Outside Level 2 90 82§ 5000 $ 410,000 § 40,000
20 | July 26,2019 Outside Level 2 90 89§ 5000 $ 445000 $ 5,000
21| July5,2019 Outside Level 3 100 80 § 4000 $ 320,000 § 80,000
22 | July 12,2019 Outside Level 3 100 89 % 4450 $ 396,050 $ 48,950
23 | July 19, 2019 Outside Level 3 100 78§ 4850 § 378300 $ 106,700
24 | July 26, 2019 Outside Level 3 100 92 § 4750 $ 437,000 $ 38,000
25| July5,2019 Penthouse 3 1% 6000 $ 6,000 $ 12,000
26 | July 12,2019 Penthouse 3 2% 7000 § 14000 § 7,000
27 | July 19, 2019 Penthouse 3 2% 8000 § 16000 $ 8,000
28 | July 26, 2019 Penthouse 3 3% 7500 § 22500 § -
29
30 |Unrented Balcony & Penthouse rooms: | 61_|
31
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Excel can produce the current date and/or time, based on the
computero6s regional settings.
and times. For example, it may be necessary to keep track of how
many hours an employee worked each week, and calculatedlyeir p
and overtime. There are numerous Date and Time functions in Excel
to help calculate the addition or difference between dates or times.
Excel stores all date and time values as sequential serial numbers
For example, January 1, 1900 is represented bgethal number 1,

and January 1, 2020 is represented by serial number 43831 becaus
itis 43,831 days after January 1, 1900. To view the serial number of
an existing date, format the date using the General Number format.
The conversion of dates and timesserial numbers simplifies the
process of using dates and times in calculations. The key to
displaying the results of these calculatiomnsising the appropriate
Number format, which may require diving into the world of creating
custom number formats tasglay only days, hour and/or minutes.
For example, if only the number of years is desired to be displayed
when calculating the difference between two dates, the Custom
Number format should be yy.

Popula el Date a e 0
Function & Syntax Usage
=TODAY() Returns the current computer system date. No

arguments are necessary inside the
parenthesis.

=NOW() Returns the current computer system date and
time. No arguments are necessary inside the
parenthesis.

=DATE(year,month,day) Returns a date, from a user-supplied year,
month and day. Popular for birthdates, invoice
dates or other static dates.

=DAYS(end date,start date) | Calculates the number of days between two
dates. The arguments can be cell references or
static values entered within quotation marks.
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The TODAY and NOW functions are very similar since betfurn

the current system date. However, the NOW function also returns
the current system time. Many users format the results of the NOW
function to only display the current system time. One characteristic
of these functions versus the DATE function istth®@DAY and
NOW are volatile functions, so if the workbook is opened tomorrow,
these functions will update automatically, whereas the DATE
function will not change. These functions are for use within the grid
of the worksheet, typically to calculate ducais. There are separate
Date and Time fields for use in worksheet headers and footers.

—ef OAK f2AOQOAde AT

Many employers and educators are placing increasing emphasis or
the value of critical thinking. Critical thinking skills are often
associated with problem solving skills, empathy, and thinking and
acting in purposeful ways by making fdzdsed decisions.Xgel is

a practical tool for collectin
logical functions are especially useful for enabling critical thinking.
However, before exploring t he
functions, it is necessary to review tlogical operators that are
Condition Operator Farmula Description
Example
Equalto _ ~A1=B1 The for.mula returns TRUE if a Yalue in cell A1 is equal to the
values in cell B1; FALSE otherwise.
Not equal to v CATESB The fqrmula returns TRUE if a'value in cell A1 is not equal to the
value in cell B1; FALSE otherwise.
Greater than . _Ai>Bi The fgrmula returns TR»UE .|f avalue in cell A1 is greater than a
value in cell B1; otherwise it returns FALSE.
Fecsthaii 5 —A1<B1 The formula retur.ns TRUE if a value in cell A1 is less than in cell
B1; FALSE otherwise.
Greater than or = —Af>=B1 The formula returns TRUE if a value in cell A1 is greater than or
equal to : ' equal to the values in cell B1; FALSE otherwise.
Less than or o ~A1<=B1 The formula returns TRUE if a value in cell A1 is less than or
equal to ) ) equal to the values in cell B1; FALSE otherwise.
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used to compare data between cells. The operators are often referre
to as comparison operators. The six main logical operators are
explained in the following graphic:

These comparison operators can beduse Excel functions to
compare all types of data, including dates, numlidosleanvalues

(True or False, Yes or No), or text. All arguments must evaluate to
the Boolean values of either True or False, or contain another, nestec
logical function.

ThelF function is one of the most popular and useful functions in
Excel. It can be used to make a decision based on a comparison. I
the comparison is true, one value is displayed in the cell; if the
comparison is false, a second value is displiayhe syntax of the

IF function is: IF(logical_test, [value_if true], [value_if false]).

A logical_testi a value or logical expression that can be
either TRUE or FALSE. Required.this argument, you
can specify a text value, date, number, or any
comparison operator.

A value_if_trueT the value to return when the logical test
evaluates to TRUE, i.e. if the condition is met.
Optional.

A value_if falsei the value to be returned if thegioal
test evaluates to FALSE. Optional.

Excel Chap 2P age| 112



Simple IF functions test to see if a cell contains a certairstery
andreturns differenvalues

depending on if the logica
test returns a True or Fals

=IF(E36="Vikings", "Good", "Bad")

logic. A sample formula is | E | F | G

illustrated in the screenshc

at right. Th  Bears Bad 1|
Lions Bad

. L
critical thinking! Packers  1Bad

. Vikings Good
Instead of returning text

strings, the IF formula can

test the spefied condition, perform a corresponding math operation
and return a value based on the result. This is done by using
arithmetic operators or other Excel functions in the value_if true
and /or value_if_false arguments. For example, =IF(C4>=D4,
E4*.25, E4*10%). This formula is determining if the value in
column C is greater than or equal to the value in column D. If the
result of the comparison is true, then the value to be displayed should
be the value in column E multiplied by .25 (25%). If the resulhef t
comparison is false, then the value to be displayed should be the
value in column E multiplied by 10% (.10).
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Other popular Excel Logical functions include #hiD, as well as

the OR functions. These functions allow users to teemultiple
logical tests within a single IF function. These functions return
either TRUE or FALSE results when their arguments are evaluated.
The AND function only returns TRUE if every condition is met.
However, the OR function returns TRUE if any coraitis met.

The syntax of both functions are the same: =AND(logicall, logical2,
etc.) Examples of each function are illustrated in the screenshots
below. The first illustration uses the AND function to determine if
any of the people are eligible for thenbr Circle. They need to have

a Customer Satisfaction Score of at least 4.0, and be a Vikings fan.
The second example uses the OR function. The more lenient
comparison operator yields more eligible people for the Inner Circle.

D2 v J< | =AND(B2>=4,C2="Vikings")
A B . C D E- ] E G

Customer  Favorite
Satisfaction NFL Inner

1 Name Score Team Circle

2 |Fozzie 45 Bears ~ FALSE

3 |Patrick 26 Saints | FALSE

4 |Leo 42 Lions - FALSE

5 |Thor 33 Vikings | FALSE

6 |Theresa 438 Saints | FALSE

7 |Helga 43 Vikings | TRUE

8 |Simba 39 Lions _ FALSE

9 |Anish 47 Vikings TRUE

10 =

1

AND function example
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D2 b fe | =OR(B2>=4,C2="Vikings")

A ‘ B | € D B R G
Customer  Favorite
Satisfaction NFL Inner
1 Name Score Team Circle
2 |Fozzie 45 Bears TRUE
3 |Patrick 26 Saints | FALSE
4 |Leo 42 Lions - TRUE
5 |Thor 33 Vikings | TRUE
6 |Theresa 438 Saints | TRUE
7 |Helga 43 Vikings | TRUE
8 |Simba 39 Lions ~ FALSE
9 |Anish 47 Vikings TRUE
10 | =5]
44 P

OR function example

TeceN TJAAt f2A0AdeATr

The most popular Excel function in the Math category is
undoubtedly the SUM function. The Excel Math Functions perform
many of the common mathematical calculations, including basic
arithmetic, conditional sums & products, quotients, amahding
calculations. There are many more examples, but some of the more
popular Math functions are identified in the table below. There are
many variations of some of these functions to be found in the Insert
Function window.
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Popular Excel Math Functions

Function & Syntax Usage

PRODUCT Multiplies all of the numbers given as arguments.
=PRODUCT(numberl, number2,....)

QUOTIENT Returns the integer portion of a division.
=QUOTIENT{numerator,denominator)

RAND Returns an evenly distributed random real number
=RAND()*100 greater than or equal to 0 and less than 100.
ROUND Rounds a number to a specified number of digits.
=ROUND(number,num_digits)

SUMIE Adds the cells specified by a given condition or
=SUMIF(range,criteria,sum_range) criteria.

The first two functiondrom the table above are considered basic
mathematical operations. Instead of multiplying two cells using the
* operator, Excel users can opt to use RRODUCTfunction. i.e.
=PRODUCT(B2,B3) versus =B2*B3. The PRODUCT function is
most useful when multipigig a series of cells. Ensure that the cells
referenced contain numbers or dates. If the data referenced includes
text, the PRODUCT function will return th&/ALUE!error
result. The QUOTIENTfunction is similar tahe PRODUCT

I A B
1| 13 5
2|
3 |Formula Result
4 |=A1/B1 26
5 |=QUOTIENT(13.5) 2
6 |=QUOTIENT(A1,B1) 2
o

function, except instead of multiplying cells, it divides cell(s) by
other cell(s) and returns a result in Integer format. An integer is a
whole number;therefore jt will not display the remainder typically
generated in division calculationghe graphiaboveillustrates the
differences between using the divide operator and the QUOTIENT
function. The numerator is tlievidend and is the value before the
forward slash (/). The denominator is theisor andis the value
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after the forward slash (/). In this example, A1 (or 13) is the
dividend, and B1 (or 5) is the divisor.

An alternative to using the QUOTIENT function is to utilize the
ROUND function or any of its related functions (ROUNDDOWN,
ROUNDUP,MROUND. In the graphic above, a user could rewrite
the formula in A4 as =ROUND(A1/B1,0) by using the ROUND
function to get the similar results as the QUOTIENTctions. The

difference is that th@UOTIENT result does not store any

A B | C
1| 13 6
2 —d
3 |Formula Result Result*5
4 =A1/B1 2.166667 10.83333333
5 |=QUOTIENT(13.6) 2 10
6 |=QUOTIENT(A1.B1) 2 10
7 |=ROUND(A1/B1.0) 2 10
8 |=ROUND(A1/B1.1) 2.2 11
9 |=RouND(A1/B1.2) [ 2.17] 10.85
1n

remainder amounts. As showmthe graphic at the right, using the

ROUNDfunction can yield significantly different results than using

the QUOTIENTfunction, however, the user can control the level of

detail desired in the calculation. Some users simply opt for the first

scenario witlout usingeither function | nst ead, t hey

formatting functionality to remove the displaying of decimals.
.00

Using the Decrease Decimal buttjﬁo. from the ribbon on cell B4

can change the display to various results. However, uie

truncated/urrounded result is still stored in the cell.

Excel Chap 2P a g e| 117



Practice 7: Expense Report

1. Create a new worksheet with the following data from the

image below:
A B (o D E | :E G
1]
2|
3
4 | Reason for Travel Conference in Minneapolis
5 | Name Helga
6 ]! Mileage Rate 0.51
7
8 |Date Description Meals Mileage Lodging Other Total
9]
10

2. Inrow 9 enter the following data:
o Date: 5/30/2019

o Description: Travel to Minneapolis
o Meals 25

o Mileage: 205

o Lodging: 150

o Other:

3. In cell G9 enter the following complex formula using
relative and absolute cell references:
=C9+(D9*$C$6)+E9+F9 (are the parenthesis necessary?)

4. Format columns C, E, F and G as Currency format with
two decimals.

5. Enter the following in row 10:

o Date: 5/31/2019

Description: Travel home

Meals: 20

Mileage: 205

Lodging:

Other: 15

6. Use the fill handle to copy the formula in G9 to G10.

7. Insert a new row below the Mileage Rate row, and in B6
enter the label: Trip Durationb¢ld the label)

O O O O o
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8. In cell C6 enter a formula that subtracts A9 from A10.
Change the format of cell C6 to General.
9. In cell B15 enter the label: Totals: (rigalign & bold this

cell).
10. Select cells C15:G15 and click the AutoSum button.
Change the format of D16 General.
11.Enter the label: Need Receipts? in cell B2. (bold the label)
12.In cell C2, enter the following logical function:
=l F(F15>0, 0Yeso0o, 0NooO)
13.Save the file as Helga Expenses May2019. Your worksheet
should resemble the following:

c2 v I’ =IF(F15>0,"Yes","No")
A B c D E E G
1
2 Need Receipts? |Yes _l
3 Reason for Travel Conference in Minneapolis
4 Name Helga
5 Mileage Rate $0.51
6 Trip Duration 1
7
8 Date Description Meals Mileage Lodging Other Total
9 5/30/2019 Travel to Minneapolis $25.00 205 $150.00 $279.55
10 5/31/2019 Travel home $20.00 205 $15.00 $139.55
11
12
13
14
15 Totals:  $45.00 410 $150.00 $15.00 $419.10
16
17|

e cen AT JMMINEG AT

Worksheets can have large amounts of data, and it can be
overwhelming if it is not sorted correctly. Arranging data in a
specified order is callesbrting. Rows can be sorted in either
ascending (low to high) or descending (high to low) order.
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Ascending order can also be consideagghabeticorder if the data
is text orchronologicalorder if the data is dates or times.

Before data can be sorted, Excel deéo know the exact range of
cells that is to be sorted. Excel will select areas of related data as
long as there are no blank rows or columns in the data rBtaye&

rows and columns define the outer limits of the data range. To ensure
that the correctlata is selected, highlight the range before starting
the sort.

As Excel determines the defined range of data to be sorted, Excel
also determines if field names exist. Users should format the first
row of the data range with unique formatting Often, junaking the
labels bold will help Excel identify the field names. Identifying the
field names will prevent Excel from including these fields in the
records to be sorted. The field names become the sort keys neede

B Cc D E F | G
- =
’ Alaskan Insider Cruises
2 July Revenue by Accommodation Category
3 4
Accommodation Rooms Rooms
LM Cruise Date Category Available Rented Rate Revenue Shortfall
5 July 5, 2019 Balconies 35/$ 5000 $ 175000 $ 125000
6 | July 12, 2019 Balconies 60 45 % 5600 $ 252000 $ 84,000
7 | July 19,2019 Balconies 60 45 % 6,000 $ 270,000 $ 90,000
8 | July 26, 2019 Balconies 60 58 § 6,000 $ 348,000 % 12,000
9 | July5, 2019 Inside 50 3008 2500 § 75000 % 50,000
10 | July 12, 2019 Inside 50 50 %8 2500 $ 125000 $ =
11| July 19, 2019 Inside 50 32 % 3,000 $ 96,000 $ 54,000
12 | July 26, 2019 Inside 50 43 § 3,000 $ 144000 § 6,000
13| July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
14 | July 12, 2019 OQutside Level 1 80 728 5025 $ 361800 $ 40,200
15 | July 18, 2019 Outside Level 1 80 700%$ 5375 | % 376250 $ 53,750
16 | July 26, 2019 Outside Level 1 80 80 & 5225 | § 418,000 § =
17 | July 5, 2019 Outside Level 2 90 75/% 4300 $ 322500 % 64,500
18 | July 12, 2019 Outside Level 2 90 66§ 4800 $ 316800 $ 115200
19 | July 19, 2019 Outside Level 2 90 82 % 5000 $ 410,000 $ 40,000
20 | July 26,2019 Outside Level 2 90 89 % 5000 $ 445000 § 5,000
21| July5,2019 Outside Level 3 100 80§ 4000 $ 320,000 % 80,000
22 | July 12,2019 Outside Level 3 100 898 4450 $ 396,050 $ 48,950
23| July 19,2019 Outside Level 3 100 78 4850 $ 378300 $ 106,700
24 | July 26,2019 Outside Level 3 100 92§ 4750 $ 437,000 $ 38,000
25| July5,2019 Penthouse 3 1% 6000 § 6,000 § 12,000
26 | July 12, 2019 Penthouse 3 2% 7000 $ 14000 % 7,000
27 | July 19,2019 Penthouse 3 2% 8000 $ 16000 § 8,000
28 | July 26,2019 Penthouse 3 3% 7500 $ 22500 % -
AN
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for multiple column sorts. In the image bel, the possible sort keys
are: Cruise Date, Accommodation Category, Rooms Available,
Rooms Rented, Rate, Revenue and Shortfall.

The data range above is already sorted in ascending order by the
Accommodation Category key field. A single column sort idequi
== easy. Simply click any cell in the
2l Y i column that represents the key
z| Sot Fier e Rea sort. In the above example, any
f Y Advanced cell from B4 to B28 would
Sort & Filter beacceptable. Then, click the the
A-Z option in the Sort & Filter
group of the Data tab. The entire row is sorted becausereadhs
a record that should stay grouped together. Be careful NOT to select
a single column of data or the records may not be kept together.
Excel will warn the user with a warning message. If the user chooses
to Continue with the current selection, onhetdata in the column
with change their order, while the data in the other columns remain
unchanged. This will most likely destroy the integrity of the data.

Advanced sorting involves multiple key fields from multiple
columns. A multilevel sort can be set up by clicking the Sort button
from Sort & Filter group from the Data tab (or the Sort & Filter
button from the Editing group of the Home tab and chooseoBust

Sort ? X
""z*l Add Level x Delete Level E@ Copy Level | A v Options... My data has headers
Column Sort On Order
Sortby | Accommodation Cate[v | | Cell Values [v] |Atoz

Thenby Revenue v | CellValues v [iargestto Smaiiest
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Sort) to open the Sort dialog window. The first sort criteria, also
known as the primary sort, was previously defined to sort by
Accommodation Category in ascending order.afld a second
level, also known as a secondary sort, click the Add Level hutton
After entering additional sort criteria, additional levels can be added.
As shown in the graphion the previous pageecondary criteria

havebeen added to sort in descending order by Revenue. The data

in column B will not appear to change, but the rdsawill reorder.
Compare the results below with theevioustable.

Accommeodation Rooms Rooms

‘3 Cruise Date Category Available Rented Rate Revenue Shortfall

5 | July 26, 2019 Balconies 60 58/$ 6,000 $ 348000 $ 12,000
6 | July 19, 2019 Balconies 60 45 % 6,000 $ 270,000 $ 90,000
7 | July 12,2019 Balconies 60 45'$ 5600 $ 252,000 % 84,000
8 | July5,2019 Balconies 60 35/ 5000 $ 175000 % 125000
9 | July 26, 2019 Inside 50 43'% 3000 $ 144000 $ 6,000
10 | July 12, 2019 Inside 50 508 2500 $ 125000 $ -
11| July 19, 2019 Inside 50 32§ 3000 $ 96000 § 54,000
12| July 5, 2019 Inside 50 30/$ 2500 $ 75000 % 50,000
13 | July 26, 2019 Outside Level 1 80 80 % 5225 % 418,000 $ =
14 | July 19, 2019 Outside Level 1 80 70|% 5375/ % 376250/ % 53,750
15| July 12, 2019 Outside Level 1 80 72| % 5,025| $ 361,800_| $ 40,200
16 | July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
17 | July 26, 2019 Outside Level 2 90 89 % 5000 $ 445000 $ 5,000
18 | July 19, 2019 Outside Level 2 90 82§ 5000 $ 410,000 $ 40,000
19 | July 5, 2019 Outside Level 2 90 75 % 4300 $ 322500 $ 64,500
20 | July 12,2019 Outside Level 2 90 663 4800 $ 316800 $ 115200
21| July 26, 2019 Outside Level 3 100 92§ 4750 | $ 437,000 $ 38,000
22 | July 12,2019 Outside Level 3 100 89 % 4450 $ 396050 $ 48,950
23 | July 19,2019 Outside Level 3 100 78/ 4850 $ 378300 $ 106,700
24 | July5,2019 Outside Level 3 100 80 § 4000 $ 320000 $ 80,000
25 | July 26, 2019 Penthouse 3 3% 7500 § 22500 % 2
26 | July 19, 2019 Penthouse 3 2$ 8000 $ 16000 $ 8,000
27 | July 12,2019 Penthouse 3 2% 7000 $ 14000 $ 7,000
28| July5,2019 Penthouse 3 1% 6000 § 6,000 § 12,000
29

An Excelfilter , also known as an AutoFilter, is used to display only
the data that meet specific criteria. Data that does not meet the
criteria is hidden from view.
users to filter rows by value, by format and by criteria. Flean
reduce a large, complex worksheet of data into meaningful
information. With filtering, you can control not only what you want
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Cruise Dalhd

Pl SortAtoZ 60
60
l SortZto A 80
- 60
Sort by Color » 50
50
50
50
s 80
Text Filters ’ 80
Search jo 80
) . 80
V| (Select All) a0
v Balconies a0
¥l Inside 90
| Outside Level 1 a0
| Outside Level 2 100
| Outside Level 3 100
| Penthouse 100
100
3
3
3
3
Cancel
3

Y 31
to see, but what you want to exclude. Users can filter based on

choices they make from a list, or they can create spédiiécs to
focus on exactly the data that they want to see. Clicking the filter
button from the Data tab will add dr@mwn arrows to the column
headers in a range of data. Clicking a ddapvn arrow provides
sorting and filtering options, like filter bgolor or text filters. A
simple AutoFilter will be signified by the clearing of check boxes of
the data that should be hidden. After applying a filter, a user can
copy, edit, chart or print only visible rows without rearranging the
entire list. Like sortg, filters can be applied to multiple columns to
further reduce the results that are displayed.

A column that has been filtered will have its ciag@nn arrow icon
switch from an upsiddown triangle to a filter icon, as shown
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highlighted in yellow belowOnly the cruises from the Penthouse
accommodation category will be displayed after clearing all check
boxes except the Penthouse category.

Accommodatlon Room Room

B Cruise Daa Category :r Availabl Rent
| July 26, 2019 Penthouse
\ July 19, 2019 Penthouse
\ July 12, 2019 Penthouse
July 5, 2019 Penthouse

3|8 7500 & 22500 $ S

$ 8000 $ 16000 § 8,000
$ 7000 & 14000 § 7,000
$ 6000 % 6,000 $ 12,000

W W W W
- NN W

To remove a single filter, click the filter icon in the row header and
choose Cl ear Fi |l t eersqdicklyy achéose the o
Clear button from the Data tab on the ribbon or to remove filtering
functionality, reclick the Filter icon from the Sort & Filter group.
For more advanced users there are many more ways to utilize filters
in Excel, such as Custonitérs and Advanced Filters. Nonetheless,

a lot can be accomplished with the basic AutoFilter feature.

>e ADIAde ANAKX fexBAAA

Using spreadsheet functionality to enhance critical thinking is a
primary reason that Excel is so popular among business
professionals. Decisiemaking is made easier when users can
quickly spot trends, identify variances, and be alerted when certain
criter i ' a 1 s met. Excel 86s condi ti o
powerful tool when it comes to applying different formats to data
that meets certain conditiortSonditional formatting is one of the

most simple yet powerful &ures in Excel by applying usspecific
formats to a cell/cells when usspecific conditions (rules) are met.
Not only does it make a spreadsheet look awesome, but it also helps
make sense of the data.
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Clicking the Conditional Formatting button on the Home tab of the
ribbon offers several options to define the conditi=~
criteria (rules), and several formatting options FI

o JZLT_‘a'

_W Highlight Cells Rules > -l Greater Than... A

T’ Top/Bottom Rules » " Less Than...

__‘__ % _: w—
E Data Bars 4 E Between...
_=-| Color Scales 5 r Equal To...

L Ll

§ lcon Sets > Text that Contains...

o= -

r .'” T

B s MewRle -1 A Date Occurring...
E# ClearRules y | RS
B Manage Rules... -=| Duplicate Values...

More Rules...

display the data in meaningful way3o choosdormats that are
applied to a celljswhen a condition is met, select a range of cells,
then click the ConditionaFormatting button to display a menu of
rules. Clicking a rule will expand an additional menu. &mample,

to identify which cruise accommodation categories provide the most
significant revenue shortfall, utilizing a highlighting rule that
formats cells that are greater than $100,000 would be a very
practical conditional formatting rule that could provide some
strategic information. Selecting the range of G5:G28 and applying
the Greater Than rule, will create egatching formatting. The data

in the first field can either be a cell reference or a static value, as
shown below.
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Shortfall

12,000
90,000
84,000 [
125,000 Greater Than
6,000
| Format cells that are GREATER THAN:

50,000 | [100000) "2 with | Light Red Fill with Dark Red Text || |

40,200 OK Cancel

LRI e I = R = I R = e I = e B = B e < B = B = B o A e IR = e IR = A e I = R = IR = I
[{=]
o
o
o
o

Numerous rule types exist beyond the preset comparison operator
menu choices. Rules can identify celigt contain certain text or
before/after a certain date, or ewaghlight duplicate data.
Top/Bottom Rules can reveal the top or bottom 10 records in a
certain column. The quantity can be modified from the top/bottom
10 to a usespecific number.

Top 10 ltems ? X
Format cells that rank in the TOP:

10 2| with | Light Red Fill with Dark Red Text |« |

Customr ul es can be defined by <c¢h
Highlight Cells Rules menu, which opens the New Formatting Rule
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window. Choosing alternative Rule Types will modify the
functionality available in this window.

New Formatting Rule ? X

Select a Rule Type:

~ Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

| Cell Value [~ greater than v __;_]
L _ R Ead = | | W—— )
Preview: No Format Set | Format. |

o

After defining the rule criterion, custom formats can be selected by
clicking the Format button. The Format Cells window opens to
allow custom Number, Font, Border or Fill formatting. To enforce
more complex rules, multiple conditional formatting rules ban
applied to the same data. However too many colors can sometimes
bedistracting andhould be used sparingly. Therefore, Excel offers
more formatting choices than just cofils. Data bars, color scales

and icon sets can also be used to emphasizetltataneets certain
conditions.

Theicon setswork great when color is not effective, such as when
printing to black & white laser printers. Icons are even more
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noticeable than colors because of their unique look and sparing
use. Icon sets will help visually represent the data with directional

§——§ e S Directional
Lot r2% AV
[  NewRule., A=W L. B'L
it AANY ANV
[Z1 Manage Rules.., 'Y ER T’

Shapes

e0® 208
LS L JoX Y
@000

Indicators

QOO v X

|> ID' g

Ratings

. & (A ofll il ol o
0IPO0 OO il 4 ufl of 4
L] IUEEss

More Rules...

arrows, shapes, indicators, ratings, and other objects. For icons in
sets of three, Excel will assign icons by dividirggues into third$

the first icon is assigned to the top one third of values, the second
icon is assigned to the second third of values, and the third icon is
assigned to the lowest one third of values. The values are adjustec
for four and fiveicon ses . Condi tional f or m;:
extensive, but perhaps even more impressive is that, like formulas,
conditional formatting rules are volatile. As the data changes, the

conditional formatting dynamically adjusts to evaluate the new data

against e existing conditional rules.
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With Excel, users can organize data so that it has context and
meaning. The output of Excel manipulation can take the shape of
either a table or chart. When deciding to use a chart or a table to
communicate thelatadriven message, it is wise to always ask how
the information will be used, and who is the audience? People
interact very differently with these two types of visudlables
which display data in a columnar layout, are meant to be read.
Therefore,tables are ideal when the data requires more specific
analysis. Tables offer preciseness, letting users dive deeper to
crunch the numbers and examine exact values, instead ofrfgcus
on approximations or visualizations.

A chart is a visual representation of a range of related worksheet
data. A chart can illustrate a large amount of numerical data quickly
and in an easyo-understand fashion. Charts are particularigfuls

for simplifying complex sets of data éxpose theshape of the data

T numerical patterns, trends, and other significant activity. What
charts lack in terms of precision they overcome with broader insight
and quicker comprehension.

According to som@sychologists,
people can be classified as eith [The right brain-left brain

Al ®f ai neidd-lgrioari iltheory originated in the |
thinker s. A pe work of Roger W. Sperry, il e
brainedo is ofi e
logical, analytical, and objective VN0 Was awarded the

Utilizing tables to display |Nobel Prize in 1981.

spreadsheet data may be more
effective wih i-bedtnedo peopl e. A pe
brainedd is said to be more c
Conversely, displaying spreadsheets data using certain Excel charts
may be more sbhiroamleedof preoplt gt
charts ofer unique advantages, but one is not always better than the

Excel Chap 2P a g e| 129



other. The choice ultimately depends on the data at hand, the
message that is intended to convey, and the audience that will be
consuming the information.

Learning how to work with charts meanst only knowing how to
create them but also realizing that different types of chart and
layouts can reveal and emphasize different knowledge. Like a
picture, a chart can be worth a thousand words. It all depends on
how well the chart is designed and deypeld. Awell-constructed
chart will provide context and clarity for data analysis and
storytelling The first step to creating useful charts it to organize and
precisely select the data that should be charted. This includes the
cells that contain botthe data and the label headings.

The terms charts and graphs are often used interchangeably. Ther
are some subtle differences, however. Graphs are numerical
representations of data that show correlations and trends. Charts are
visual representations of @athat tell a story. Ironically, the term
infographig is better defined as a chart than as a graph.

Each chart type conveys information in different wdsis. charts,

for example, are best for charting data that is a percentage of a
whole. Forexample, what percentage of your monthly income is
spent on transportation? Charts contain different objects for each
chart type. Objects in a pie chart include:

1 Chart titlei describes what is charted. The label heading of
the data series is used by ddfalout this can be edited.

1 Legendi an index of information that corresponds to the
category labels.

1 Data labelsi identify each value in the data series.

1 Plot areai the part of the chart that displays data
graphically.

1 Chart areai the entire chart anall its elements.
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10of3 Lakes Area Girl Scouts 10:09 #
i - Troop 293 6/4/20
1| Little Lizzie's Girl Scout Cookie Sales
2 =, o} Q
s e | e e e et Chart Titte
4 1-Feb 13 8 3
5 2-Feb 11 13 7
6 3-Feb 12 8 4
7 4-Feb 13 4 4
8 | 5-Feb 15 7 3
9 6-Feb 8 2 5
10 7-Feb 2 0 2
11 8-Feb 0 zero 0 0
12 9-Feb 5 3 6 )
13 10-Feb 1 0 1
14 11-Feb 2 7 3
15 12-Feb 9 1 2 Data point
16 | 13-Feb 0 0 0 :
17 14-Feb 0 0 0 (Slice) « Skinny Mints
18 15-Feb 6 2 2 » Chocolate/ Peanut Butter
19 | 97 55 42 + Oh! Rios
20 .
21 » Lemon Drops
22 » Oatmeal Crazin
23 0} o]

A pie chart can only include a single series of data, whether it is a
single column or a single row of datadAta seriesis the sequence

of values that Excel uses to plot in a chart. Each value from the data
series is represented by a slice (or wedge) of the pie. The size of
each slice varies with its percentage of the total of the entire
dataseries. To create a pie chart, first carefully select the appropriate
data range before selecting the chart type fileeninsert tab.n the
above chart, the selected data range is $B$3:$F$3, $B$19:$F$109,

- -

2-D Pie

since the only data series being charted
is the total sales (quantity) of each
cookie flavor. Every date (row)
represents an additional data series, but
since pie chastonly plot a single data
series, t hese seri
selected. Pie charts should be avoided
when there are many categories, or
when categories do not total 100%.
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Typically, 2D charts are easier to read thab 8harts.

When a chart is created as object on a worksheet, sizing handles
will appear on the outer borders. The chart, or any object within the
chart, can be moved and/or resized similarly to a picture or other
objects in Microsoft Office. When a pie chart is first created, Excel
will usethe default colors and design. Users can customize the chart
look easily by utilizing chart styles. In tiiEesign contextual tab of

the Ribbongseveraldifferent styles will be displayed in a row.

Mouse over them to see a preview:

Chart Styles

o
Bl e | g
Quick Change | d & e
Layout> Colors~
ez || 52 A @
@ | @5 o>
(-?‘I_;' (_T (ﬂ?}' I8
w/ AR
| ‘\\_;7"—:_.-
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An additional option for quickly changing the look of a chart is to
utilize theQuick Layout menu to select one of several preset to add
elements like percentage labels, value labels, and diffelectyed
legends to thehart. Users can also add ar<
remove individual elements, such as ch: L @7 .
titles, data labels, data tablesd more by Addc':'m |
. UIc
using theAdd Chart EI_ement menu. S_ome B Lot | o
elements are not available for certain ch. . _
dh Chart Title b

types. One of the most uséfthart elements
that get addechanually to a chart i Bataksbels
aredatalabels Data labels are linked tc

values on 4 [egend 8
Format Data Labels ~ the

Label Options ¥  Text Options

OO = M

worksheet, and they update
4 Label Options automatically when changes
are made to these values. Data
labels make a chart easier to
understand &cause they show

Label Contains

|| Value From Cells

e N details about a data series or its
/| Category Name individual data points. Users
V| Value can add data labels to all data

Dot points or a specific data slice by

ensuring that only the specific
4 slice is selected. In addition to

Legend key ~ the Add Chart Element menu
Separator L. ~| and quick layat options, users
can add data labels by right
clicking the chart and choosing

\v| Show Leader Lines

Reset Label Text |

Eatrel Rasiion Add Data Labels from the
| Center shortcut menu. Once added, the
() Inside End data labels can be further

Outside End modified by rightclicking the

) Best Fit chart and choosing Format
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Data Labels to open the Format Datbkls task pane. One or more
types of labels can be added and positioned. Adding Category Name
labels make the legend redundant. Be careful not to addasy
labels that the chart becomes crowdedo read!

After adding labels, it may becommecessary to resize or move the

- A N

Boxes of Cookies Sold

Oatmeal
Crazin, 4

chart. After adding a title, databels, and removing the legend, the
chart looks different, but is still the same size, even though certain
elements have resized.

Which pie chart looks better? Generally, removing the ldgen
through use of data labels is considered a preferable design strategy
Alas, there are even more ways to customize a pie chart that is
beyond the scope of this text! Additional functionality includes
creating 3D pie charts, exploding slices, rotatingrting, adding
different fill designs, and much more!

Excel Chap 2P age| 134



~

=AE A >egh@MBN T

Bar graphsare practical for comparing the differences between
values with horizontal bars. The lengths of the bars are proportional
to the size of the data category they represent. A verticarbah

is referred to as a column chart, and they are basically theisa
just 90° apart. Unlike a pie chart, a lmgaphcan include several
series of data. Bagraphsare simple, easy and flexible, and thanks
to the horizontal layout, bagraphs can accommodate longer
category names. Bar (and columgraphscontain the fdowing
objects:

1 Chart title describes what is charted.

1 Chart areai the entire chart and all of its elements.

1 Plot areai the region within the horizontal and vertical
axes.

1 Axes titles(horizontal, verticah describe the data.

1 Legendi an index ofinformation that corresponds to the
series names.

1 Data labelsi identify each value in a data series.

1 Value axis (yaxis)1 contains values. Horizontal axis on
bar charts and vertical axis on column charts.

1 Category axis (3axis)i contains the categorybals.
Horizontal axis on column charts and vertical axis on bar
charts.

T Gridlinesi mark the intervals on an axis.
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10 Largest Cities in the United States

)l o i ]|

City Population

New York City = 8,622,698 chart area

Los Angeles 3,999,759

Chicago 2,716,450

Houston 2,312,717

Phoenix 1,626,078 | plot area
Philadelphia 1,580,863 T
San Antonio 1,511,946 Akt
San Diego 1,419,516 |
Dallas 1,341,075

San Jose 1,035,317 category axis [x)

value axis (y)
Legend

4 |* According fo U.S. Census Bureau as of July 1, 2017

While the data and chash the previous pagmly displayone data
series, most bar and column charts tend to display multiple data
seriesto compare and contrast one set of data against another. The
chart below adds a second data series in col0randchanges the
chart type to a column chart. The two different data series are
illustrated with different color data points. Also, note howdRkes
change directions! The value axis maximum, major and minor units
were also modified to different numerical values.

4 A | 8 | € | b |
1 |10 Largest Cities in the United States
2017 2010

2 [City Population Population tick mark

z New York City 8,622,698 8,175,133

4 |Los Angeles 3,999,759 3,792,621

5 |Chicago 2,716,450 = 2,695,598

6 |Houston 2,312,717 | 2,099,451 plot area
7 _|Phoenix 1,626,078 1,445,632

8 |Philadelphia 1,580,863 1,526,006

9 |San Anfonio 1,511,946 1,327,407

10 |San Diego 1,419,516 1,307,402 R
11 |Dallas 1,341,075 1,197.816 I

12 |San Jose 1,035,317 945,942

13 value axis (y) l I I I I l
14 * According to U.S. Census Bureau as of July 1, 2U
15 !

16 category

]7 axis (x) Legend
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A histogram is a column chart that shows frequency of détes
similar toa bar graph but has important differences. For example,
the bars of data in a histogram are not separated with a gap. Also, in
general, histograms depict ranges instead of categbligsgrams

are often used to show statistics.

To create distogram in Excel, you provide two types of datahe

data that you want to analyze, and the bin numbers that represent the
intervals by which you want to measure the frequency. You must
organize the data in two columns on the worksheet. These columns
must contain the following data:

A Input data - This is the data that you want to analyze by
using the Histogram tool.

A Bin numbers- These numbers represent the intervals that
you want the Histogram tool to use for measuring the input
data in the data anais.

The output of the histogram analysis is displayed on a new
worksheet (or in a new workbook) and shows a histogram table and
a column chart that reflects the data in the histogram table.
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Charts can easily get crowded with details. Therefore, keeapeng
chart on the same worksheet as the data is not always feasible. User
can move a chart to any location on a worksheet or to a new or
existing worksheet. By default, a chart is created as an object within
a sheet. The chart can be resized, but sometimeeshart needs to

be as largas possible. To move the chart to a new worksheet, click
the Move Chart button on the Chart Tools Design tab. Next, click
the New sheet radio button, and then in the New sheet box, type a
name for the new worksheet. Afteratiing OK, the new sheet will

be to the left of the existing sheet. A new, standalone chart will
occupy the entire page to maximize the visibility of the data. The
Move Chart window also provides the option of moving the chart as
an embedded object into aristing sheet.

Chart

Choose where you want the chart to be placed:

|_|{J’d (O New sheet: Chart1
I @ Objectin: | Sheetd v
| Cancel
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A line graphdisplays a series of data points connected by a straight
line. Linegraphsare a good way to show change or trends over time.

A | B € D | E | F G | 1

1 | || 1
1 Little Lizzie's Girl Scout Cookie Sales
2
4 [ 1Feb 13 10 8 3 0 $136
5| 2Feb 1 18 13 7 0 $196
6 | 3Feb 12 19 8 4 2 $172
7 | 4Feb 13 18 4 4 0 $156
8 | 5Feb 15 1 7 3 0 $144
9 | 6Feb 8 9 2 5 0 $96
10| 7-Feb 2 3 0 2 0 $28
11| 8Feb 0 7 0 0 0 $8
12| 9Feb 5 8 3 6 1 $88
13| 10-Feb 1 0 0 1 0 $8
14| 11-Feb 2 4 7 3 0 $64
15| 12-Feb 9 6 1 2 0 $72
16 | 13-Feb 0 0 0 0 0 $0
17 | 14-Feb 0 0 0 0 1 50
18| 15Feb 6 1" 2 2 0 $84
19] 97 119 55 42 4
20 10 O ‘o)
g; Lizzie's Cookie Sales
23| 20
24| 18
25| 1¢
2611 A —
27 10
285 Q
2911 &
30 4
31| 2 ..
32|| ©
33 he he} e} X0 e X0 O o} e} ne] Q0 X0 e Q he
= N S O \Q;& \\,«@ \%x"’ \“j«@ \é@ \%@
35 |
36"‘ w—Slinny Mints Chocolate/ Peanut Butter
7 10 O O
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Line graphsare simple to create and easy to read. In contrast to
column or bamgraphs line graphscan handle more categories and
more data points without becoming too cluttered. Each line displays
as a different color. Lingraphshelp people examine why data is
changing and make decisions about howrtoceed. The Lingraph

is especially effective in displaying data trends. Stock market
investors utilize line charts to track historical stquformances
andhelp determine if a trend can be forecasted in the future.

In a LineGraph the vertical axis (Yaxis) always displays numeric
values and the horizontal axis (4xis) displays time or other
categories. Time intervals can be measured in years, months, days
or hours.

To create a linegraph start by selecting the data range, then

choosing the Lin@raphbuttonmv in theCharts grougrom the
Insert tab.

In the 2D line graphillustratedon the previous pagéwo sets of

data series are plotted for fifteen days. The Skinny Mints cookies
are identified by the red line, and the orange line plots the
Chocolate/Peanut Butter cookies. Each destea data point.
Additional data series can be added by expanding the data source
range. Linegraphsprovide an easy way to track historical data. In
many cases, the way the data is trending makes it easy to predict the
results of data in future periods.

Excel offers numerous othgraphs anaharts that might better
help illustrate the story behind the data, however all charts must
address the challenge of sharing or outputting the graphic(s) to
their target audience(s). Here are a few printing issuesnsiaer:

1 Printing only the chart. If the active cell is not selecting the
chart, both the chart and worksheet data will print. However,
if the chart is currently selected, only the chart will print by
default (as a chart sheet). If the intent is to prathtthe chart
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and the data, make sure to move and/or resize the chart to
ensure everything fits appropriately within the sheet
margins. This will embed the chart within the sheet.
Utilizing the Print Preview window to verify what will print

by default will allow the user to make numerous changes,
such as the orientation, margins and scaling. A different
installed printer can also be selected. The graphic below
illustrates from the Print Preview window, an embedded line
chart in landscape orientation with aungs enabled for

print. The sheet has also been scaled to fit to one page.

Chart colors that are not compatible with black and white
printers. A lot of office printers are black and white laser
printers due to their lowgost to operate at high volumes.

color laser printer may be a worthy investment for common
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