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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this

€© Icons and Buttons
Icons and buttons show you exactly what you need to

particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

© Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

Adjust the Workbook Margins

Yo get more space on the printed page to display your worksheet data by using smaller page
margins are the blank areas that surround the printed data. For example, if you find

that is printing extra pages because your data is a bit too wide or a bit too long to fit on a

single page, you can reduce either the left and right margins or the top and bottom margins.

If you or another person will be writing notes on the printouts, consider using wider margins to

allow more room for the notes.

Adjust the Workbook Margins

Using the Ribbon
@ Open the workbook you want to
print.

© Click the Page Layout ta
© lick Margins (7):
© If you see a margin setting you

want to use, click the setting
and skip the rest of these steps.

O Click Custom Margins.

The Page Setup dialog box
appears with the Margins tab
selected.

© Use the spin boxes to specify the margin
sizes in inches.

Note: Do not make the margins too small or

your document may not print properly. Most
printers cannot handle margins smaller than
about 0.25 inch, although you should consult
your printer manual to confirm this. In

particular, see if your printer offers a
“borderless” printing option.

O click k.

Excel adjusts the margin sizes.

click to perform a step.

O Tips

Tips offer additional information, including warnings

and shortcuts.

© Bold

Bold type shows command names or options that you

must click or text or numbers you must type.

O Italics

Italic type introduces and defines a new term.

CHAPTER

Printing Workbooks 1

Using the Ruler

@ Open the workbook you want
to print.

© Click Page Layout ().

&4)

€

o Move the 1 over the right
edge of the ruler's left margin
area (Is changes to «»).

O Click and drag the edge of the
margin to set the left margin

width.

© Click and drag the left edge of
the right margin area to set
the margin width.

@ Move the  over the bottom 7 o5 :
edge of the ruler’s top margin 6
area (Iy changes to ).

@ Click and drag the edge of the
margin to set the top margin
width.

Q Click and drag the top edge of the bottom margin
area (not shown) to set the bottom margin width.

Note: You need to scroll down to the bottom of the
page to see the bottom margin.

Excel adjusts the margin sizes.

I increased my margin sizes to get more room around
the text. Is there a way to center the text on the
page?

Yes. This is a good idea if you want to ensure that you
have the same amount of whitespace above and below
the text, and to the left and right of the text. Follow
Steps 1 to 4 in the “Using the Ribbon” subsection to
open the Page Setup dialog box with the Margins tab
selected. Click Horizontally (] changes to [4]), click
Vertically ([] changes to 1), and then click OK.

What are the header and footer margins?
The header margin is the space between the
workbook header and the top of the page, and
the footer margin is the space between the
workbook footer and the bottom of the page.
(See Chapter 9 to learn how to add a header
and footer to your workbook.) In the Margins
tab of the Page Setup dialog box, use the
Header and Footer spin boxes to set these
margins.
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Getting to Know Excel

orking with Excel involves two basic tasks: building a spreadsheet and then manipulating the

data on the spreadsheet. Building a spreadsheet involves adding data such as numbers and
text, creating formulas that run calculations, and adding functions that perform specific tasks.
Manipulating spreadsheet data involves calculating totals, adding data series, organizing data into

tables, and visualizing data with charts.

This section just gives you an overview of these tasks. You learn about each task in greater detail as

you work through the book.

Build a Spreadsheet

Add Data

1 |EXpense Budget Calculation

You can insert numbers, text, and other characters 2

into any cell in the spreadsheet. Click the cell that |3 . January February March
you want to work with and then type your data in 4 |Advertising 4,600 4,200 5,200
the formula bar. This is the large text box above the : gﬁ:tplies f;gg f;gg flgg
columrE lett;:rsv.v:our typing prears in tlge cell{cha’;. . 'salaries 16,000 16.000 16,500
yo'u s.e ected. When ¥0u are done, press nte‘r. 0 edit s |Utilities 500 600 600
existing cell data, click the cell and then edit the g

text in the formula bar.

and the PMT function calculates a loan or mortgage payment. You can use
functions on their own, preceded by =, or as part of a larger formula. Click
Insert Function ( £ ) to see a list of the available functions.

Add a Formula 1 [Expense Budget Calculation
. . 2
A formula is a collection of numbers, cell addresses, and 3 January February March
mathematical operators that performs a calculation. In Excel, you |+ Advertising 4,600 4200 5,200
f lai L b 0 L si _ d th h 5 |Rent 2,100 2,100 2,100
enter a formula in a cell by typing an equal sign (=) and then the |, Supplies 1300 1,200 1,400
formula text. For example, the formula =B1-B2 subtracts the value | Salaries 16,000 16,000 16,500
. . s Utllities 500 600 600
in cell B2 from the value in cell B1. + (2012 TOTAL 34500 24100 25,800
10
11
Add a Function T T |
A function is a predefined formula that performs a specific task. For s snom s oo | [
example, the AVERAGE function calculates the average of a list of numbers, | csosimn mtrcma 1]

Select a function:

~

SUM
AVERAGE

IF

HYPERLINK

COUNT

Help on this function




Manipulate Data
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Calculate Totals Quickly

If you just need a quick sum of a list of numbers, click a cell below
the numbers and then click the Sum button (), which is available
in the Home tab of the Excel Ribbon. You can also select the cells
that you want to sum, and their total appears in the status bar.

A

B C D

-

w

[

Sales

East
West
North |

By Division

January_February March
$23,5001 $23,000 $24,000
$28,7501 527,900 $29,500
$24,4001 $24,300 $25,250

Fill a Series

Excel enables you to save time by completing a series of values
automatically. For example, if you need to enter the numbers 1 to 100 i

and then click and drag the lower-right corner to fill in the rest of the
numbers. With Excel you can also fill in dates, as well as the names for
weekdays and months.

n

consecutive cells, you can enter just the first few numbers, select the cells,

A E C

January 1, 2013

January 2, 2013

Wwom @ ot s W R

—
=1

January 3, 2013} '3
January 4, 2013
January 5, 2013
January 6, 2013
January 7, 2013
January 8, 2013
January 9, 2013

January 10, 2013
January 10, 2013

-
jry

Manage Tables ] Account Name B2 Account Number Bl invoice Number B invoice Amount B pue pate B3
4 |Door Stoppers Ltd. 01-0045 117328 $58.50 2/2/2013

The row-and-column format of a spreadsheet 5 |DoorStoppersito. 01-0045 1719 s7885  1/16/2013
: . & |Door Stoppers Ltd. 01-0045 117324 $10L01  1/26/2013

makes Excel suitable for simple databases called |, " 0 e T7ass SLoasza| ami/m
tables. Each column becomes a field in the & |Chimera lllusions 02-0200 17334 $303.65  2/12/2013
. 9 |Chimera Illusions 02-0200 117350 $456.21  3/15/2013

tabler and each row is a record. You can sort 10 |Chimera Illusions 02-0200 117345 $588.88  3/6/2013
the recordsl ﬁl_ter the records to ShOW onl_y 11 |Chimera lllusions 02-0200 117318 $3,005.14  1/14/2013
. 12 |Renaud & Son 07-0025 117331 $565.77 2/8/2013
certain values, and add subtotals. 13 |Renaud & Son 07-0025 117359 $1,125.75  4/9/2013
14 |Renaud & Son 07-0025 117335 $3,005.14  2/13/2013

Add a Chart

A chart is a graphic representation of spreadsheet data. As the data
in the spreadsheet changes, the chart also changes to reflect the

charts, line charts, and pie charts.

new numbers. Excel offers a wide variety of charts, including bar

535,000
$30,000
25,000
, 520000
515,000
510,000

$5,000

Sales By Division

January February March

mEast
mwest
North

Month




Start Excel

efore you can perform tasks such as adding data and building formulas, you must first start

Excel. This brings the Excel window onto the Windows desktop, and you can then begin using the
program. How you start Excel depends on which version of Windows you are using. In this section,
you learn how to start Excel 2013 in Windows 8 and in Windows 7.

This task and the rest of the book assume that you have already installed Excel 2013 on your
computer.

Start Excel

Start Excel in Windows 8
o In the Windows 8 Start

screen, click Excel 2013. E

The Microsoft Excel window
appears on the desktop. @S

Note: Click Blank workbook to D

open a new Excel file.
[ [

Al

Start Excel in Windows 7
@ cClick Start.

The Start menu appears.

e Click ALl Programs.

{ Sticky Motes

% Snipping Tool
,{fj Paint
% Remote Desktop Connection
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The All Programs menu
appears.

e Default Programs
. Y Desktop Gadget Gallery

e Click Microsoft Office 2013. (& Intemet Explorer (54-bit)

& Intemet Explorer

@] Windows DVD Maker

[ Windows Fax and Scan

# Windows Media Center

@ Windows Media Player

& Windows Update

-4 XPS Viewer

Jo Accessories

| Games

|\ Maintenance

N | Microsoft Office 2013

. Startup

Default Prag

Help and Support

| [Shutdown | > i o

The Microsoft Office menu appears.

@ Click Excel 2013.

@ Internet Explorer

@ Windows DVD Maker
£ Windows Fax and Scan
a Windows Media Center

The Microsoft Excel window appears [ Viindows Media Player
on the desktop. & e Updae
0 Accessaries
Note: Click Blank workbook to open a i;a_ms
. aintenance
new Excel file. i Microsaft Dffice 2013
[ Access 2013

| T |
[J8 OneNote 2013
5 Outlook 2013
[@3 PowerPaint 2013
@3 Publisher 2013
@3 word 2013
) Office 2013 Toals

L Sstartup

4 Back Help and Support

[ Search programs and fites | [Shutdown | =

P

Are there faster methods I can use to start Excel?

Yes. After you have used Excel a few times in Windows 7, it should appear on the main Start menu in the
list of your most-used programs. If so, you can click that icon to start the program. You can also add the
Excel icon to the Start menu by following Steps 1 to 3 in the “Start Excel in Windows 7" subsection,
right-clicking the Excel 2013 icon, and then clicking Pin to Start Menu. If you are using Windows 8,

you can right-click the Excel 2013 tile and then click Pin to Taskbar to add the Excel icon to the desktop
taskbar.




Tour the Excel Window

'I'o get up to speed quickly with Excel, it helps to understand the various elements of the Excel
window. These include standard window elements such as the title bar, window controls, and
status bar; Office-specific elements such as the Ribbon, Quick Access Toolbar, and File tab; and
Excel-specific elements such as the worksheet.

@ Title Bar

. . mE s ¢ :0 Book‘l-Microso&Ex:elﬂ &? A o I
The title bar d1splays h HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW PamMcFednav! !

the name of the 3{, PR i M (General  -| ) Conditional Formatting - i Insert - - Ay
Current workbook. By - 57U . PN = - - %% 1[4 Format as Table - EXDelete ~ [¥]~ @ -

3 =TT " T e "ng Ed 7 Cell Styles~ [ Format~ & + 0
o Qu.ick Access Clipboard Font m Alignment o Mumber Styles Cells Editing ~
Toolbar CHENA R & ]

A | B C D E F G H J K L M [2]
This area gives you 1] 1

2

one-click access to :
commands that you F
use often. To learn 5
how to customize this ;
toolbar, see “Customize 2
the Quick Access n L]

Toolbar,” later in this 13

chapter. . 9

e Ribbon o Sheetl ® e ] Ev

This area gives you -

access to all the Excel Q@ File Tab @ Status Bar

commands, options, and features. ] . . . .

To learn how to use this element Click this tab to access file- This area displays messages about

see the following section ”Work, related commands, such as Save the current status of Excel, the

with the Excel Ribbon.” ' and Open. results of certain operations, and
' other information.

@ Workbook Window @ Worksheet

Controls This area displays the current

worksheet, and it is where you

You use these controls to minimize, vl 4 Tmst o v Sl vk

maximize, restore, and close the
current workbook window.




Work with the Excel Ribbon

ou use the Ribbon element to access all the features, commands, and options in Excel. The
Ribbon is organized into various tabs, such as File, Home, and Insert, and each tab contains
a collection of controls that are related in some way. For example, the File tab contains controls
related to working with files, such as opening, saving, and printing them. Similarly, the Insert tab
contains controls related to inserting objects into a worksheet. Each tab usually includes buttons,

lists, and check boxes.

CHAPTER
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There is no menu bar in Excel, so you do not use pull-down menus to access commands.

Work with the Excel Ribbon

0 Click the tab that contains
the Excel feature you want to
work with.

Excel displays the controls in
the tab.

() Each tab is organized into
groups of related controls,
and the group names appear
here.

@ In many groups you can click
the dialog box launcher
button (=) to display a
dialog box that contains
group settings.

9 Click the control for the
feature.

(@ If the control displays a list
of options, click the option
you want.

Excel runs the command or
sets the option.

BE 9 & - Book1 - Microsoft Excel
HOME | INSERT pAGEu\vou-ros DATA  REVIEW  VIEW

? H - 0 x

Paul McFedries - e

iy N N = L= m 3 Conditional Formatting = | B lnsert ~ 3 - Ar~

DE‘ - . ~ 9% s [ Formatas Table~ Fx Delete ~ [T~ -

fole @ BT U- E-[D-A- == H- *ns £ [ Cell Styles - & Format~ &£ -

Clipboard 1 Font ) Alignment W Number Styles Cells Editing -

R | :
A | 8 c D E F G H 1 ) K L M N =

) —

2

3

4

5

6

7

3

9

10 L]

1

12

3

14

15 -

Sheet1 ® HET| IO
Rean i M o-————+ 100
ME S @ 8okl - Microsoft Excel 7 5 - O x
HOME  INSERT | PAGELAYOUT = FORMULAS ~ DATA  REVIEW  VIEW paul Mcedies - ] @

por , W AR

Themes

EEER

Offic

Slice Whisp

] Browse for Themes...
EQ Save Current Theme...

Margins Orientation Size  Print Ereak: Ea:kground Print

EEH o3 Width: |Automatic - | Gridlines Headings Iy Bring Forward ~ [&* -
3 [|Height: | Automatic - | [ View View 3 Send Backward ~ 11
~ Area- : Titles Tl Scale  |100% [T Print [ Print  Ef; Selection Pane "k

Scale to Fit

>

G ShestOptions Arrange

<

I

HEE|

IO

i M o-————+ 100



Work with the Excel Galleries

In the Excel Ribbon, a gallery is a collection of preset options that you can apply to the selected
object in the worksheet. To get the most out of galleries, you need to know how they work.

Although some galleries are available all the time, in most cases you must select an object — such
as a range of cells or a clip art image — before you work with a gallery.

Work with the Excel Galleries
=

Work with a Gallery List

0 If necessary, click the object
to which you want to apply
an option from the gallery.

e Click the tab that contains
the gallery you want to use.

9 Click the gallery’s More arrow
().

() You can also scroll through
the gallery by clicking the
Down ([-]) and Up (-])
arrows.

Excel displays a list of the
gallery’s contents.

e Move the mouse pointer (I:)
over a gallery option.

() Excel displays a preview of
the effect.

o Click the gallery option you
want to use.

Excel applies the gallery
option to the selected
object.

10

INSERT

Corrections~ [,

Eﬂ [& Color - B

Remove
Background |22 Artistic Effects = 21 -

Mortgage Caleulator - Micrasoft Excel PICTURE TOOLS
PAGELAYOUT ~ FORMULAS ~ DATA W VIEW FORMAT
N - e -
[E— || &£ picture Border %1 Bring Forward .\(..
P e |: |-| & Picture Effects+ Ity Send Backward - [E{
7| BL Picture Layout~  HJf; Selection Pane  “h -

Adjust

Picture Styles ] Arrange

N
ﬁ#*ﬂw.a

? B2 - 0O X

Paul McFedries ~ ! o

Size

|P|nurel M ‘ : | I

E F G H

Mortgage Calculator
Initial Mortgage Data

Interest Rate (Annual)  6.00%

4 Amortization (Years) 25
5 Term (Years) 5
6 Principal  $100,000
7 Payment Type 0
o
9 |Amortization Schedul

Term Interest Cumulative Cumulative Remaining
10 ionYear  Period  Rate NPER Payment Principal Interest  Principal  Interest  Principal
" 0 0 $100,000.00
12 1 1 6.0% | 25 |(57.822.67) ($1,822.67) (56,000.00) ($1,822.67) (56,000.00) $98,177.33
13 2 2 60% 25 |(57.82267) (31,93203) (35890 64) (33.754 70) (511,890 64) $96,245 30
14 3 3 60% | 26 |(57,822.67) (32,047 95) (35,774 72) (35,802 66) (517,665.36) $94,197 34
15 4 4 6.0% | 25 |(§7.822.67) ($2,170.83) ($5.651.84) ($7.973.49) ($23.317.20) $92,026.51

Mortgage Amortization Schedule @

READY

0 ]

H M o —— 4 100%

EH S @
HOME

INSERT

Corrections» &

Mortgage Calculator - Micrasaft Excel
PAGE LAYOUT

PICTURE TOOLS

FORMULAS DATA REVIEW VIEW FORMAT

tBorder~ 3 Bring Forward

? B - 0O x

paul Mcredries - [l @
P T

Ed e == == o :
= Color - ) | |l | || st Effects+ | U7 Send Backward - [Ei- | S
A == —_— Crop = B
Ba(ir;,::id 23 Artistic Effects ~ i1 - tlayout  EfySelection Pane  Zh+ o ‘“‘
Adjust - E Q @ 5 armange size A
"]
—
= =S Lw s w1 g
= = = = J
3 = = -
‘ - F—
5
. =2 = =
7
5 e —
9 | Amortization Schedule |‘—‘| ‘—‘] @
Term I . Cumulative Cumulative Remaining
10 ionYear  Period Rate NPER Payment Principal  Interest  Principal Interest Principal
1 0 0 $100.000.00
12 1 1 6.0% | 25 (§7.822.67) ($1.822.67) ($6.000.00) (§1.822.67) (§6,000.00) $98,177.33
13 2 2 6.0% | 25 (§7,822.67) ($1,932.03) ($5,890.64) ($3,754.70) ($11,890.64) $96,245.30
14 3 3 6.0% | 25 |(57,822.67) (32.047.95) (§5.774.72) (35.802.66) (517.665.36) $94,197.34
15 4 4 6.0% | 25 |(§7.822.67) ($2.170.83) ($5.651.84) (§7.973.49) ($23,317.20) §92.026.51 ~
® | O]

i} M o-———4 0%
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Work with a Drop-Down BHS & = Mortgage Calculator - Microsoft Excel PICTURE TOOLS ? B - A x
G ll HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT- Paul McFedries ~ ! o
d ery ™ Corrections~ [, <] I Picture Border~ ' Forward - [E ~ i B
. . REQ & color~ By ; z E B QPktuleEﬂzm'ﬁzkward B oG o ;ﬂ
0 If necessary, click the object to  [wiiils Easscanc. - | e ¥, e e 7 D
. Adjust Picture Styles - Arrange size [ -~
which you want to apply an J ’
. |P|nurel - ‘ : | fe H lendow » "‘
option from the gallery. 0o E F ) K LA
. . 1 Mortgage Calci ==/ &lector >£
e Click the tab that contains the 2 Initial Mortgage Dal /% g,
3 Interest Rate (Annual)
gallery you want to use. : Amorization (1025 | oy (e
6 Principal
e Click the gallery’s drop-down : PoymontTipe | 3 gl »
9 | Amortization Schedul e
arrow ( - ). Term Interest lg_gj 3-DRofation * umulative Remaining
10 ionYear  Period  Rate NPER Payment Principal lmwevest— ewnmupar— Interest  Principal
. . " 0 0 $100,000.00
Excel d]Splays a I.'ISt of the 12 1 1 6.0% | 25 |(§7.822.67) ($1.822.67) ($6.000.00) ($1.822.67) ($6.000.00) $98.177.33
13 2 2 6.0% 25 (57.82267) (§1.932.03) (§5.890.64) ($3.75470) ($11.890.64) $96,245 30
o 14 3 3 6.0% 25 |(§7,822.67) ($2,047.95) ($5.774.72) ($5.802.66) ($17.665.36) $94,197.34
ga“-erys contents. 15 4 4 | 60% | 25 (57.822.67) (52,170.33} (55,651.64} (57,573.49} (:523,317.20) 592.026.51 -
Mortgage Amortization Schedule ® I 1 I [

e If the gallery contains one or
more subgalleries, click the

READY H M o —— 4 100%

BEH S @& = Mortgage Calculator - Microsoft Excel PICTURE TOOLS ? H - 0O x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT Paul McFedries ~ u o
subgallery you want to use. P s | Ercwesosee Bsivotond - % @7 g 7]
E l_ d. |, th b u , R:‘:ﬁ [& Color- ] et E ; G ctureErtecss] "L Send Backward \f:h ;'1_m
xcel displays the subgallery’s pmete | vt e+ - [ S
Contents Adjust Picture Styles g Preset ’ Arrange Size 7 ~
: |Piclurel - ‘ : | f H == Shadow » "‘
If a gallery has commands that 2 Bt o E £ = Rencctn 1+ o Refiection LM
e g i 1 Mortgage Calcl = _
you can run, those commands 2 Initial Mortgage Dal /= g, | =4
3 Interest Rate (Annual)
appear at the bottom of the 4 Amortization (Years) |, Reflecion Variations
5 Term (Years) s SoftEdges » ; ; i@
6 Principal
gallery menu. ; PaymentType 12 g N
9 - A
o Move the mouse Iy over a S ) somotsion s é
gal.l.ery Option. 12 L L Rate NPER Payment Principal  lmwevest— rrmuipar— ‘— ‘—
12 1 1 6.0% | 25 |(57,822.67) ($1,822.67) ($6.000.00) (31,822.67) -
. . 13 2 2 6.0% | 25 |(57,822.67) ($1,932.03) (§5.890.64) ($3.754.70) ( 0 geecton Opnmmo
() Excel displays a preview of the i i © T G% | 2 (T e T (. T003) 85.651.00) 87 97349 szmrorrzoysirmen .
ef‘fect. Mortgage Amortization Schedule ® Il I | [+
READY

G Click the gallery option you
want to use.

Excel applies the gallery option
to the selected object.

H M o —— 4 100%

If I find the gallery preview feature distracting, can I turn it off?
Yes. The Live Preview feature is often handy because it shows you exactly what will happen when you click
a gallery option. However, as you move the mouse [; through the gallery, the previews can be distracting.

To turn off Live Preview, click the File tab, click Options, click the General tab, click Enable Live Preview
(I¢] changes to []), and then click OK.
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Customize the Quick Access Toolbar

You can make Excel easier to use by customizing the Quick Access Toolbar to include the Excel
commands you use most often. You run Quick Access Toolbar commands with a single click, so
adding your favorite commands saves time because you no longer have to search for and click a
command in the Ribbon. By default, the Quick Access Toolbar contains three buttons: Save, Undo,
and Redo. However, with just a couple of clicks, you can also add common commands such as New
and Open to the Quick Access Toolbar, as well as hundreds of other Excel commands.

Customize the Quick Access Toolbar

o Click the Customize Quick BH S < — flockt - Micosoft e !
HOME | |fustomize QuickAccessToolbar  |As  DATA  REVIEW  VIEW Paul M
Access Toolbar button ([7]). 1

-ﬂ-l_j X New 12 = F Conditional Formatting - B Insert - 3 ~
B - Open _ $ - % » [ZrormatasTable- ExDelete - [T~
() If you see the command you P g BT Ly sme rEEE gn Doasye- Bromat- &+
Want, Cl.ick ]'t and Skip the Clipboard 1 A ;T:LP,M Jnment o Number Styles Cells Edit]
rest of the steps in this v Print Preview and Print
. A B F G H | J K L M
section. ) e I
2
. v Redo
9 Click More Commands. : B
: ort Ascending
5 Sort Descending
6 Touch Mode
g More Commands... % 0
o Show Below the Ribbon
10
1
12
13
14
15
Sheetl ® i [
READY H [ —
The Excel Options dialog box Excel Options [ -
appears. f““" 8 customize the Quicc Access To
P”'"‘: - Choese commands from: () Custemize Quick Access Toolbar: ()
() Excel automatically displays the oo Conmns - Eerstsoommnionm ]
Quick Access Toolbar tab. torguese PR o e b
Advanced Macros & Redo I»
e Click the Choose commands G
Quick Access Toolbar
from [+]. iy
. Trus) Page Layout Tab
e Click the command category FormulssTeb .
you want to use. e =
Developer Tab
Add-Ins Tab 1
;-r;\-a-r-L-A-r-t-Too\s | Design Tab
SmartArt Tools | Format Tab
Chart Tools | Design Tab
Chart Tools | Format Tab
Drawing Tools | Format Tab
Picture Tools | Format Tab
PivotTable Tools | Analyze Tab v
O SﬂomeckA:cess?oolbarbEIow(hE Customizations: [ Reset = |0
Fibbon :?:-
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e Click the command you want
to add.

O click Add.
(@ Excel adds the command.

() To remove a command, click
it and then click Remove.
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General
Formulas
Proofing
Save
Language

Advanced

Add-Ins

Trust Center

Customize Ribbg

Quick Access Tol

B‘E Customize the Quick Access Toolbar,

Choose commands from: (1

Customize Quick Access Toolbar()

[File Tab

o

[ Mark as Final

[ New.

Open

f5 OpenDocument Spreadsheet

[Forall documen ts (default)

= save
€ Undo

@ Redo
Options

@
[E7 Protect Sheet.
. [ Protect Workbook.
@ click ok. B 6 o
!;? << Remove D
D‘ s; Access Toolbar below the Custormzstons: [ Reset 7 |0
Ribbon (;;.
=3l
(@ Excel adds a button for the CIEICHRNE E ) PP T——— ?
command to the Qu‘ick Access HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul
o ¥ o - Ox == s. = FZ Conditional Formatting~ &= Insert ~ 2. -
Toolbar. PEE By - AAA - i,, $ - % + [ZFormatasTable~ ExDelete ~ [I]~
~ -z TR S == = R am [ Cell Styles ~ EiFormat~ & ~
Note: Another way to remove a Cipboard 5 migament 6 Mumber % Syes
command is to right-click the [a1 B &
command and then click Remove A . c D E F G H ! L K L M
. 1
from Quick Access Toolbar. 2| 1
3
4
5
6
7
8
9
10
1
12
13
14
15
Sheet @ HE|

Is there a faster way to add buttons to the Quick
Access Toolbar?

Yes. If the command you want to add appears on the
Ribbon, you can add a button for the command directly
from the Ribbon. Click the Ribbon tab that contains the
command, right-click the command, and then click Add
to Quick Access Toolbar. Excel inserts a button for the
command on the Quick Access Toolbar.

Can I get more room on the Quick Access
Toolbar to show more buttons?

Yes, you can increase the space available to the
Quick Access Toolbar by moving it below the
Ribbon. This gives the toolbar the full width of the
Excel window, so you can add many more buttons.
Click the Customize Quick Access Toolbar button
(=) and then click Show Below the Ribbon.
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Customize the Ribbon

You can improve your Excel productivity by customizing the Ribbon with extra commands that you
use frequently. The Ribbon is a handy tool because it enables you to run Excel commands with
just a few clicks of the mouse. However, the Ribbon does not include every Excel command. If there
is a command that you use frequently, you should add it to the Ribbon for easy access.

To add a new command to the Ribbon, you must first create a new tab or a new group within an
existing tab, and then add the command to the new tab or group.

Customize the Ribbon

Display the Customize Bl o o - Bosk! - Microsoft Exce ?E - o x
- E INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries = o
R]bbon Tab _,_D [df  Costomice Quick Acces Tooloer. <] BB condtonalFarmattng+ | Beimsent + 3 - Ar- =
o R]ght-Cth any pal’t Of the - Ez- B Show Quick Access Taolbar Belowthe Ribbon 'y 57 Format as Table - T Delete - [T~ #-
. » Customize the Ribbon... [7 Cell Styles - i Format~ & -
Ribbon. Gpbosa 5 | Uspinthe ibbon . e .
@ Click Customize the Ribbon. -] 2] :
A | B C D E F G H I J K L [+]
1 I
2
3
4
5
6
7
8
el
10
1 [
12
13
14
15 -
Sheetl @ EE | I [
READY H M -+ %
Add a New Tab or Group ExcelOptions L]
. . General 1 5 .
The Excel Options dialog box appears. . 68 csome et
Choose commands from: () Customize the Ribbon: ()
. . Proofing \_Po uler Commands [Main Tabs -
() Excel automatically displays the Sue ’
. . anquage W[l All Chart Types. - Main Tabs
Customize Ribbon tab. e s b =g Home -€)
A Ch
. . Customize Ribbon ignmen
0 Click the tab you want to customize. pRryw— o0l Tremasa | e
Add-Ins DLl ddec» e Calls
. X% aw ~ Editin
(© You can also click New Tab to create a Tt e £ ERE PRI [ ST 4
custom tab. LE M [
. 50
e Click New Group. T |mm
A =
f
(@ Excel adds the group. g i
i
. Al
e Cth Rename‘ EE:: ::::: E::smun - ewTeb | | NewGroup | | Ru\ama.@
f h il :::::z::i:;‘:sm"s Customizations: | Reset = |0
O Type a name for the group. P v
. < [ >
© click ok.
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Add a Command

CHAPTER

Working with Excel 1

General 2, Customize the Ribbon.
@ Click the Choose commands from [+]. Formuts 4y e v ,
Choose commands from: Customize the Ribbon: ()
Proofing
. [Main Tabs [v]
9 Click the command category you want sare _—
Language E iom
to use. . s
- [ Fonf
i Customize Ribbon i Ahgtnment
Click the command you want to add. QuickAcces ool || | oenaeee  Number
B Styles
Tool Tabs ells
. R Custom Tabs and Groups Ed\lt‘:mg
e Click the custom group or tab you want Tt e e wwmtmﬁ
to use. L -
Q- = o =
s Reply with Changes. )af
© click Ad. e o
'E Reset Picture Comrections - E [ Developer
() Excel adds the command. 2 fesneDmuing h & Dadeim
I:(’> Right Arrow [ [ Background Removal
|}, Right Brace
( To remove a custom command, click it P T s [
. |“h  Retate Right 90°
and then click Remove. o et Customastions. | Rt = |0
O click ok. 3 .
6 Somju=zm|
( Excel adds the new group and EHS o Book! - Micrsot xcel 7 m - 0 x
Command to the R.ibbon' HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries ~ ! o
X = FZ Conditional Formatting = | &= Insert - 3 = Bv- U
. ?E . I U~ AN $ - % »+ [JFormatas Table~ Ex Delete -~ [T~ b~ . t*i
o - A~ 6 8 [57 Cell Styles - [ Format- & - Ef,’f,:
Clipboard 1 Font 5 Alignment % Mumber & Styles Cells Editing My Group %
[m ] £ || Y]
A B C D E F G H 1 J K L o [=]
1 I
2
3
h
5
6
7
8
el
10
1 L

Can I customize the tabs that appear only when I
select an Excel object?

Yes. Excel calls these tool tabs, and you can add
custom groups and commands to any tool tab.
Right-click any part of the Ribbon and then click
Customize the Ribbon to display the Excel Options
dialog box with the Customize Ribbon tab displayed.
Click the Customize the Ribbon [v] and then click
Tool Tabs. Click the tab you want and then follow
the steps in this section to customize it.

How do I restore the Ribbon to its default
configuration?

Right-click any part of the Ribbon and then click
Customize the Ribbon to display the Excel Options
dialog box with the Customize Ribbon tab
displayed. To restore a tab, click the tab, click
Reset, and then click Restore only selected
Ribbon tab. To remove all customizations, click
Reset and then click Restore all customizations.
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Change the View

You can adjust Excel to suit what you are currently working on by changing the view to match your
current task. The view determines how Excel displays your workbook.

Excel offers three different views: Normal, which is useful for building and editing worksheets; Page
Layout, which displays worksheets as printed pages; and Page Break Preview, which displays the page

Switch to Page Layout View ﬁ«» o - p———— g P
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ﬁ Paul McFedries ~ ! o
0 Click the View tab. T =TT
”’Tgr:::k (T Cuflm Views  [4] Gridiines [/] Headings ~ Z00m 100% ?::‘m“;: B Frecze panes - [ Unhide W;::;a:aw::::‘sv Macros
() You can also click the Page ]
Layout button (). 6 c D : ‘ : {

breaks as blue lines, as described in the first Tip in this section.
Drgeer] Fre  Trmesm Q (3 G F e ==
o Cljck Page Layout, Workbook Vi show Zoom Window Magros -~
() Excel switches to Page w

Change the View
B Amange Al T Hide o)
[r2 -] & o >
1 v
Product Name Product Code Qty On Hold Qty On Hand Qty Available Qty On Ord
lorthwind Traders Chai IWTB-1 2 2 0
5

LayOUt view. Click to add header
B
2 Wi
3 | Northwind Traders Syrup WTCO-3 5
" 4| Northwind Traders Cajun Seasonin: IWTCO-4
5 | Northwind Traders Olive Ol IWTO-5 i 1
| 6| Northwind Traders Boysenberry Spread WTJP-6
r T lorthwind Traders Dried Pears IWTDFN-T
8 | Northwind Traders Curry Sauce WTS-8
|9 Norhwind Traders Walnuts IWTDFN-14. 4 4
10 Northwind Traders Fruit Cocktai IWTCFVAT
11| Northwind Traders Chocolate Biscuits Mix__ NWTBGM-19
L~ 12| Northwind Traders WTJP-6
13 lorthwind Traders Scones IWTBGM-21
14 lorthwind Traders Beer IWTB-34 23 23 -
Inventory @ : [
+

H -

Switch to Page Break Preview BmH S o= Inventory - Microsoft Ecel Preview mmijums 7 8 - o x

HOME  INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW | VIEW. Paul McFedries ~ ! o

. . ; - -
o Cth the V] ew tab. Pagelayout [l Ruler Formula Bar Q [‘;; @ 5 New Wi ESPM m E:é EE
1 Pa 1] Custom Vi [7] Gridlines [] Head Zoom 100% Zoomto B Arenge Al pHide  1E] Save Switch
. . ew e e = e Selection | [E] Freeze Panes - [ Unhide Workspace Windows = ~
cl]ck Page Break Prev] ew. wikkoook views Show Zoom Window Macros -
F2 H ‘ k3 H o v
(@ You can also click the Page 4 B __c 0 e o o z
3 2 raders Chai IWTB-1 2 28] 0] 4
Break Preview button ([d]). S N e viico3 : 3 E
4 [Northwind Traders Cajun WTCO4 4
5 Northwind Traders Olive Oil WTO5 1 1
6 |Northwind Traders Boysenberry Spread IWTJP-6 1
7 |Northwind Traders Dried Pears IWTDFN-7
8 Morthwind Traders Curry Sauce WWTS8
9 [Northwind Traders Walnuts WTDFN-14 4 4
40 [Northwind Traders Fruit Cocktal WTCFV-17
11 MNorthwind Traders Chocolate Biscuits Mix NWTBGM-19 2
12 Northwind Traders IWTJP-6 4 1 |
13 |Northwind Traders Scones IWTBGM-21
14 [Northwind Traders Beer WTB-34 23 23
15 | Northwind Traders Crab Meat WTCM-40 12
16 | Northwind Traders Clam Chowder WTSO41
17 Morthwind Traders Coffee IWTB-43 328 325 30
18 Northwind Traders Chocolate IWTCA-48
19 [Northwind Traders Dried Apples WTDFN51 4
20 Northwind Traders Long Grain Rice WTG52
21 Northwind Traders Gnocchi WTP-56 1 1
22 Morthwind Traders Ravioli IWTP-67
23 Morthwind Traders Hot Pepper Sauce IWTS-€ -
Inventory ® P[4 [ 1]
READY H M -————+ 0%
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