=1

crosoft Excel 2016

= -— —

M

Table of Contents

Chapter 1
Getting Familiar with EXcel ............coo i 1
LA = L TSR o= [P 1
STArtiNg EXCEI oviniiiii e 1
Microsoft EXCel SCre@n LaYOUL .....ouiiiie it e e e e e e e e e e e e e e e e e e e eenens 2
Basics Microsoft EXCel TerminOIOgy .. ..cueueirieiiieeieie e e e e e eeenens 2
Opening an EXISting File. ... 8
CloSING @ WOIKDOOK. .. e .ttt e r e e a e e r e e e e e e nanes 11
Opening @ New Blank WOrkbOoK ......iuiiiiiiiiiiiiii i e e nes 12
Saving and Naming @ File. ... e 13
ENtering Data in Cells cuuiiiiiiiiii i et 15
o ENtering TeXt oo e 16
o ENtering ValUEs .....ooiiiii i 16
o ENTering FOrmMUIAS ... et 16
e Entering Dates and Times .o.uiuiiiieiii it eanes 17
MOVING Through CelIlS ...viiiiie i e e e e e e r e e e raaaens 18
Selecting Cells with the Mouse or the Keyboard ........ccooviviiiiiicii e 19
Switching Between Opened WoOrkbOOKS ... ..iuiiieiiiiiieii e e e eanes 23
Using Microsoft EXCel TemMPIates .o.viriieiii i e e e eaeens 25
ComMPatibiliTy MOAE. ..t e e 26
e Converting a Workbook to the Microsoft Excel 2016 File Format....................... 26
e Checking for Compatibility Issues before Sharing the File with Others .............. 28
Pinning a Workbook in the Recent Workbook List of the Backstage View ...................... 32
New Ribbon ShOrtCULS ....veieii e 34
Chapter 2
Creating Workbooks & Entering Data...............cooiiiiiiiiiiii e 35
Editing Cell Content & Undoing or Redoing ACLIONS ......viiiiiiiiiiiiii e 33
Copying (Copy) and Moving (Cut) Cell Content .......cooiiiiiiiieii e 38
e The Ribbon Method .....uieiii e 39
e The Shortcut Method .....c.viiiii e 40
e The Right Click Method ..o e 40
Dragging and Dropping Cell Content Using the MouSe..........cooviiiiiiiiiiiie e 42
e Moving Cell Content Using the Drag & Drop method ...........cccoeviiviiiiiiiiiiinenens. 42
e Copying Cell Content Using the Drag & Drop method ..........cccoviiiiiiiiiiiinennn, 43

e Using Paste Special With COPY ...ouiviiiiiiiiiiiii e 43



Modifying Column Widths & Row Heights .......c.coiiiiii e 46

e Modifying Column Width Using the Format Command..........cccocviiiiiiiiiiiienns. 46
e Modifying Column Width Using the Mouse Pointer .......cccoiviiiiiiiiiiii i 47
e Modifying Row Height Using the Format Command...........ccoieiiiiiiiiiiiieieenene. 48
e Modifying Row Height Using the Mouse Pointer..........cooiiiiiiiiiiiiiieieeene 48
Using AutoFit to Adjust Columns Widths & Row Heights ......ccoviiiiiiiiii e 49
Inserting or Deleting Columns, ROWS, & CellS .....cciviiiiiiiiiiiii s 51
Hiding or Unhiding Columns & ROWS .. .cuuiiiiiiiiiiiiiine e e e e e 58
Using the Fill Handle to Copy or Create SEeries .....civiiiiiiiiiiiiii e 61
Working With WOrKShEetS.....c.viuiiii e 65
Renaming Worksheets & Adding Colors to Worksheet Tabs........ccoooviiiiiiiiiiiiiciiciciinns 66
Inserting or Deleting WorKShEetS ...vviuiiiiiii i e e 68
Moving or Copying WoOrkShEets ...t e aae s 69
Hiding or Unhiding WoOrkSheets .. ...iuiiiiiiiii i e aa e 72
Chapter 3
Formulas & Basic FUNCHIONS ... 81
What are EXCel FOrmMUIAS? ...uiviiiiiiiiii i 81
(0] U] F= O 1T =) o = PP 82
e The Basic Mathematical Operators in Excel Formulas.........ccooiiiiiiiiiiiiiiiiieiinnns 82
e Order of Calculations —BEDMAS .......oiiiiiiiiiii e 82
Creating, Copying, & Editing FOrMUIAS ......viviiiiiiiiiii i e e e aes 83
e Creating a Basic FOrmula in EXCEl ...oviviviiiiiiiiiii i 83
o Editing FOrMUIAS .. .. 83
e Copying Formulas Using Copy & Paste .....ccviiiiiiiiiiiiiiiii i 84
e Copying Formulas Using the Fill Handle ... 84
Using the Pointing Method to Entering FOrmulas ........coovieiiiiiiiiiiiirc e 89
Calculating With FUNCLIONS ....cuiiii i e e nes 90
e The Parts of @ FUNCHION ... 90
e Common Functions & FUNction Library ........cccoviiiiiiiiiii e 91
e Other Methods to Insert FUNCEIONS ...ovivieiiiiii e 93
Working with Relative, Absolute & Mixed Cell References ........ccoevvvviiiiiiiiiiiiiiinenen 100
What is a Relative Cell Reference?......ccovieiiieiiiiii 100
What is an Absolute Cell ReferenCe? ... .cc.viiniiiiii e 101
Creating an Absolute Cell ReferenCe ......c.vviniiiiii e 101
Working with Mixed Cell REferenCeS .....ccoviiiiiiii e 105
Calculating with QUICK ANalYSiS . ..viuiieiiiii e 106
e Calculating Total with Quick Analysis below a Selection of Cells ..................... 106
e Calculating Total with Quick Analysis next to Selection ........c.cccoviiiiiiiiiienene. 107
Using Quick Calculation & Display Results on the Excel Status Bar ..........ccoccvvevvinnnnn. 108

Switching between Displaying Formulas & their Values on a Worksheet ..................... 109



Chapter 4

Advanced Formulas & FUNCLIONS ... 111
Copying Quickly Formulas to other Cells .....ociiiiiiiiiiiiii s 111
Inserting Date & Time FUNCHIONS ..ot r e e e e e eas 112
NOW & TOday FUNCLIONS. .. et e e e e e 112
Weekday FUNCHION ... . e e e aas 113
Networkdays FUNCHION ... e 113
Working with Data Validation........c.ooviiiiii e 114
e Types of Data Validation ......cocoeieiniiii e e 115
0 CUSEOM e 115
o WhOole NUMDEE ..t e 116
®  DECIMAL . 117
L I - 1 = 117
o TexXt Length. ..o 118
L T 0 0T 119
L 1 119
Defining & Using Names in FOrMUIAS .......oviuieiiiiiiii e e eees 121
e Using the Name Box to Define @ Name ....coviiiiiiiiiiiiiie s 121
e Using the Command Creation from Selection to Define a Name ..................... 121
e Using the New Name Dialog Box to Define a Name........ccocvvviiiiiiiiiiiienniiinnnnes 122
Using Logical Condition FUNCHIONS. ... .iitiiieiieiiies i s e s e s e ras e reneaaaens 124
e The IF FUNCHION .o e 124
Creating Multiples IF Statements — IF Function Nested .........c.cvviiiiiiiiiiiiincieenes 128
Combining the IF Function with the AND & OR FUNCLIONS.......cooviviiiiiiiiiinieneeeees 131
e AND FUNCEION 1uiii 131
L © T G T Tt o o 132
Creating Formulas with LOOKUP FUNCEIONS......iiiiiiiiiii it ea s 134
e HLOOKUD FUNCEION 1ot e e aea s 134
e VIOOKUP FUNCHION 1.t e e e aes 136
Working with Conditional Summary FUNCLiONS .......ooiiiiiiii e 138
0 AVEIAGE TF o s 139
@ AVEIAGE IFS Lo 139
0 COUNE TF ceir i 140
0 COUNE TR S i s 140
@ SUM TF ot 140
L U1 o g T PP 141
Summarizing Data from Multiple Worksheets...........cooiiii e, 143
e Consolidating Data by POSItioN......ccoiiiiiiii 144
e Consolidating Data by Category .......cuvuiuiiiiiiieie e 146
e Consolidating Data by FOrmula ........c.oiiiiiii e 149

Summarizing Data from Multiple WOrkbooKS..........ooviiiiiiiiiiiii e 152



Chapter 5

Formatting & Enhancing a Worksheet...............ccoi 155
[0 ol . =Yt o 1 T PP 155
e Applying Bold, Italic & Underling Styles ....cciviiiiiiiiiii i 156

e Changing FONT TYPES & SizZEeS ..ttt e e aea s 157

e Copying Formatting Using the Format Painter...........cooviiiiiiiiiiiniee 158

LI VoY o ] A4 1o Te (= | I = To] g [=] S PP 159

o Changing FONE ColOr. ... e e 160

e Changing Fill Color of Cells (Background) ......cccoviiiiiiiiiiiiiiiiii i aea s 160
Changing the TeXt AGNMENt. ...t e e e aeaaeans 161
Changing the Indentation within @ Cell ..o 162
Wrapping TeXt in @ Cell.. .o e 162
Merge & Center TeXE ..o 163
Formatting NUMDErs ... e 164
Decreasing or INnCreasing DeCIiMalS ......ooviuiiiiiiiiiii e 166
Working with the NUMber Group .....ccovviiii e 166
e GeNEral . 167

e NUMDEN (o 167

@ CUITBNCY c ot 168

®  ACCOUNEING ettt e s 168

L 0 - | < 169

L 10 0T 169

L T (0l ) = 1< 170

LS =T o o o 170

Lo =T o o 1 T 171

L 1= 171

L Y o =T o1 - | PP 172

L O U] /] o o 172
FAXololo 8 o) a1 T BNV A T O N [ o o= o o PN 173
Hiding or Unhiding Gridlines on @ Worksheet ........ccooviiiiiiiiiiiic e 173
Using the Clear COMMANG......oiuiiiiiii et e e et e e s e e naeraenens 177
Using Conditional FOrmatting ......ccouiiiiiiiii e e rae e 178
e Creating Conditional Formatting Rules ..........ccoiiiiiiiiiiii e 178

e Removing Conditional Formatting RUleS ........ccoviiiiiiiiii e 178

e Types of Conditional FOormatting.........ccooviiiiiiii e 179

* Highlight Cell RUIES ..ovviiiiii i e e e e 179

" TOP/BOtEOM RUIES ..o e 179

B DA BalS . it 180

LI o] (o] gl S o= == PP 180

B LC0N SOES tiiiiii i 181

e The Conditional Formatting Rules Manager...........cooviiiiiiiiiiiiiieeeeeas 183
Applying & Modifying Cell SEYIES .. ..uieiiiii e 190

Applying & Modifying ThEMES ... v v e e eas 193



Chapter 6

Viewing & Printing Workbooks .................ccooiiiiiii 201
(@ aF=] aTe [0 Yo IR AT=1 T PR 202
e Normal View, Page Layout View & Page Preview View..........coviiiiiiiiiiiinnnnnnn, 202
Zooming In & Out @ WOrksheet.......ccouiiiiiiii e 202
Creating @ New WOorkbooK WINAOW .......ciuiiiiiiiiiiiiii e e a s 204
Arranging WINAOWS ...u.uiiiiiiiii it e a et a s s e e s e a e a s e aaas 206
Viewing Side by Side Files ... ..o 206
Fre@ZINg Pan@s vt 209
e Unfreezing ROWS OF COIUMNS ....eueieiiiiieece e et e e e e e e eeees 210
Y o] [ a1 T 2= U= T PR 211
Setting OrientatioN ... e 212
Setting Page Margins . ..o e 213
e Setting or Changing Page Margins.......covieiiiiiiieiiii e eeeaes 214
e Changing Margins Using the Backstage.........ccoovviiiiiiiiiiiiiiic e 215
e Changing the Header & Footer Margins.......coviiiiiiiiiiii i nenaa s 215
Centering @ Worksheet 0N @ Page ...covviiiiiiiiii i e e e 217
PV [o |1 g Yol o= T [ = /= T= PP 218
= Inserting Page Breaks Manually ......coiuiiiiiiiiiiiii i e e e e 218
» Inserting a Horizontal Page Break .......c.ccoiiiiiiiiiii e 219
= Inserting a Vertical Page BreaK.....ovcviiiiiiiiiiiii i enaaaeas 219
= Inserting Default or Automatic Page Breaks .......c.ccvviiiiiiiiiiiiiiiiiieiieineens 220
B MOVING @ Page Break ..o 220
" RemoVving @ Page Break ....oiviiiiiiii i e 221
PrINEING T S 1ttt 222
Adding Header & FOOTI ...t e e e aanes 223
e Adding a Header & Footer Using the Page Setup Group..........ccvvivieiienninnnnnnn. 225
e Adding a Predefined Standard Header & Footer Options .........ccoviiiiiieniiinnnne. 227
Setting @ SPeCific Print ArEa ... 228
Changing Paper SIze. .. ..ot 229
PriNTING GridliNES . .eieieiti e 230
Printing Column & ROW HEAAINGS +.vuiiriiiiiiiiiiii et et et e e nee e 231
Printing & Previewing an Excel Worksheets.......cocvviiiiiiiiiiii e 232
" Printing @ WOrKShEet ...v i e 232
= Changing the Worksheet Setting before Printing ........ccoovviiiiiiiiiies 235
*  Printing the Entire WorkbooKk ..o 236
" Printing @ Selected ArEa.......ivieiiiiii e 236
=  Printing both Sides of the Paper........c.oooiiiiii 236
USING QUICK PriNt ..t e e e e e e e e e e e 237

MiICrOSOft EXCel SOOIt CULS ... ..ottt i i sttt e s et sr e s e rasasessanatssranarersannersranes 238



