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Chapter

Introduction to Microsoft Excel

A spreadsheet is a computer program that turns the computer into a very powerful
calculator. Headings and comments can be entered along with detailed formulas.
The spreadsheet screen is divided into ROWS and COLUMNS; the intersection
between a row and a column is termed a CELL. Usually only a small section of the
overall spreadsheet is displayed on the screen.

Loading Microsoft Excel

1 Load Microsoft Excel and you should receive the following WELCOME window.

a 2 Recently used documents are
Good aftemoon displayed at the base of the window or
H@ v New you can click on the OPEN icon to open
- a saved document.
(1
0 .-
ow Power Query tutorial PivotTable tutorial Beyond pie charts tutorial Organization Chart from Data
E P Search ’
o 3 Templates (prepared spreadsheets) can
e be selected from the main section of
You haven't opened any workbooks recently. Click Open to browse for a workbook. t h e Wi n d OW.
a@ oo @Q,@?fuxl
o Good afternoon 4 Click on the BLANK WORKBOOK icon
I " to start a blank document. On the
" Macintosh version you need to double
N = e click on the icon.
g . Hlankwo[rsk‘::ui(;w Welcome to Excel Formula tutorial PivotTable tutorial Beyond pie charts tutorial Organization Chart from Data
= P Search
Open
m Pinned  Shared with Me
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The Microsoft Excel Screen

1 The Microsoft Excel screen should load. Read through its labelled sections.

The FILE tab Quick Access Toolbar

The Ribbon

¥ % Bookl - Excel £ search

a VOTN
File

Home Insert Draw Pagelayout Formulas Data Review View Help

2 Wiap Text (General 4 B Bz [foma Bad

o Conditional Format as
® | Formatting v Table v | ©00d Neutral

X cut

@ copy ~
< Format Painter I i =
Clipboard 5 Font [ Alignment [ Number 5 Styles

AptosNarow — +[11 AT AT = =[] &

Cell Cursor

- <—| Row Headings i

% Insert Delete Format

® ¢ - ©

X

& Comments

=1 Autosum v A [[]
&8 E > ov B3
i Sort& Find&  Add-ins Analyze
Filter  Select v Data

& Clear~

Column Headings

Cells

I e ——

>

100%

v

| Worksheet Tabs i

| Zoom and Page Views i

NOTE: On the Macintosh system the FILE menu is used instead of the FILE

tab.

1-2 © Guided Computer Tutorials 2025




Introduction to Microsoft Excel 1

@ Q - o X
O Comment ts
B [toma | oas | EEE v O B
2 Each Microsoft Excel file is considered
to be a WORKBOOK hence the title:
BOOK1-EXCEL or BOOK2-EXCEL, etc.

BOOK1 or BOOK2, etc. (Macintosh)

2 |

3 Each WORKBOOK can have numerous
sheets, called WORKSHEETS.

4 The letters A, ‘B, 'C, etc. across the top
of the sheet label the spreadsheet
COLUMNS.

The numbers down the left edge of the
sheet label the spreadsheet ROWS.

Storage CELLS are found at the
intersection of columns and rows. The
intersection of column A and row 1 is

read as Al.

NOTE: Atcell A1 youshould see a green rectangular bar. This bar is called the
CELL CURSOR and it can be positioned over any storage cell. When you
first start up Microsoft Excel the cell cursor will be positioned at cell A1.

© Guided Computer Tutorials 2025 1-3
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Moving the Cursor

The cursor can be moved in a number of different ways.

A Using the Mouse

@ Auosave (@ off) Y (3 5 Bookl - Excel

File Home Insert Draw Page layout Formulas Data Review View Help

4 cn Aposamow +[11 A A = =[=
r@ Copy ~ T -
B I U-H-d-A. === Z5E EMergeaCenter ~
<& Format Painter
Clipboard [
c3 v Jx
A B

ENTIFGIINEEN

| ® v 20, Wrap Text

£ search

o 1

Move the mouse so that the pointer
(which is a solid cross-hair) is over
cell C3 and click the left mouse
button to move the cursor to this
new cell.

2 Try clicking the mouse button with the cursor over cell B4, then cell D2.

B Using the Arrow Keys

@ voswe @0f) B D ¢ 5 ook - fxcel

File Home Insert Draw Pagelayout Formulas Data Review View Help

| 4 AptosNamow — ~[11 v AT AT = = =
[E Copy ~ = 5w e [os o
Bfuviv&viv E=EEEE
d Format Painter
Clipboard 5 Font [ Alignment
D5 v i fx
A B @

e w o =

v {’2 Wrap Text

2= Melge&(entel v

£ Search

|General

@ @ Normal Bad o

1

5]

Press the DOWN ARROW KEY a few
times and the cursor should move
straight down.

2 Try the other ARROW KEYS.

1-4 © Guided Computer Tutorials 2025



Chapter

Formatting Cells

Microsoft Excel allows you to rearrange the appearance of the LABELS and VALUES
on the screen. This is called FORMATTING and the HOME tab of the RIBBON is used
to carry out the formats.

1 If you are continuing directly from the previous chapter, close the current file
and start a NEW BLANK WORKBOOK.

2 Ifyou are starting a new session, load Microsoft Excel and start a BLANK

WORKBOOK.
@ Avtosave (@ off) Pl (A & = Books - Excel L Search
File Home Insert Draw Page Layout Formulas Data Review View Help
A Cut Aptos Narrow ~[11 A == ‘;| 2~ 25, Wrap Text General v
[ copy ~ e — | e
B I U~Hy v A === = 3= EMergescCenter ~ $ v % 9 9 N
\Yf Format Painter
Clipboard [ Font [ Alianment e hNumber Gl
612 v s 3 Enter the following labels and
A B C values in the cells indicated.
1 |ITEM PRICE DISCOUNT
2
3 |iPhone 896 0.1
4 |iPad 475 0.08
5 iWatch 325 0.05
6 |iMac 1295 0.15
7

NOTE: i Thistable shows the price of various items and the percentage
rate of discount available on those items.

ii Notice that the labels are placed into the left-hand side of a
cell and the values are placed into the right. This is the way
Microsoft Excel has been preset to enter them; however, often
we prefer to have them displayed differently.

© Guided Computer Tutorials 2025 2-1
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Formatting Single Cells

a AutoSave l/. Off)l zp - D | i Booké - Excel p Search
File Home |Insert Draw Page Layout Formulas Data Review View Help
b Cut |Aptos Narrow vl11 AT AT 2, Wrap Text |General |
" [@copy ~ ' T
I U« i & A Merge & Center ~ ~ % 9 @B % £
<¥ Format Painter - - ¢ $ - Forr
Clipboard 5] Font 5] * Alignment N Number 5]
Al w S~ ITEM i
Centerfyour content,
E F G T L4 1 LY

C
DISCOUNT

iPhone
iPad
iWatch
iMac

~N G kW N =

0.1
0.08
0.05
0.15

Move the cursor to cell A1 and, in the
ALIGNMENT group of the HOME tab
in the RIBBON, click on the CENTRE
(or CENTRE TEXT) icon.

Formatting Groups of Cells

We can not only centre headings, we can underline them and change their display to
boldface so that they stand out. This can be done to multiple cells in one step.

1

Position the pointer over cell A1.

AutoSave (§

—

o) @ 9D~

b

=

£ Search

v

Book6 - Excel

File Home Insert Draw Page Layout Formulas Data Review View Help
| & Cut Aptos Narrow ~[[11 "i A A = E|£| .
: [EC"W v B 1 u.. a.A. =[==| 2 Holddown the mouse button and
F Pai e = - = T
it . . drag the cursor to cell C1. Cell A1
a : 5 should remain clear while cells B1
v o x ITEM X R
2 2 = . - = and C1 are highlighted.
1| mEM [PRICE  DISCOUN|
2
3 iPhone 896 0.1
4 iPad 475 0.08
5 |iWatch 325 0.05
6 iMac 1295 0.15
&

2-2
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Formatting Cells 2

@ Autosave (@ off) D+ - B s Books - Excel O Search
Filer Home Insert Draw Page Layout Formulas Data Review View Help
4 cut |Aptos Narrow v11 v A == |£| P~ 25 Wrap Text General v
HNCopy, BIU-H-&-A- =E=S . . . ;
< Format Painter 5 3 Click twice on the CENTRE icon in
lipboard ] on 5
- ) = — = the ALIGNMENT group of the HOME
Al v o ITEM
R . Cx tab of the RIBBON to centre all three
1| mEM | PRICE Discount| labels.
2
3 |iPhone 896 0.1
4 |iPad 475 0.08
5 |iWatch 325 0.05

NOTE: The first click turns centring off for the first cell then the second click

turns centring on for all three cells.

@ Auosave (@ off) D - B < Bookb - Excel P search

Filer Home Insert Draw Page Layout Formulas Data Review View Help

A Cut
' [®copy ~

"\3? Format Painter

|Aptos Narrow o1 | AT AT

(Bl g

15

Clipboard £

click on the BOLD icon to change
the labels to bold.

Bold (Ctrl+B)
Make your text bold.

Al v i

A B
ITEM PRICE DISCOUN

1
2
3 |iPhone 896 0.1

4 |iPad 475 0.08
5 |iWatch 325 0.05
g AutoSave '\/_. Off_\jl I&> v (& D B = Book6 - Excel £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help

?2; Wrap Text |General v

=
g
<

& Cut [Aptos Narrow {_{1 v Aal = E[;_
e BB ¢ A SEE 5 E Bt ¢ o s
Clipboard 5 5 Inthe FONT group of the HOME tab

click on the UNDERLINE icon to add
an underline to the labels.

Font

Underline (Ctrl+U)

Underline your text.

Al v i Sfevom
A B G

1| ITEM | PRICE DISCOUNI|
2

3 iPhone 896 0.1

4 iPad 475 0.08

5 iWatch 325 0.05
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Autosave (@ off) D - [N & = Books - Excel £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help

Il
Il

| & cut | Aptos Narrow Y v A A
(& copy ~ B '

‘é? Format Painter

6 Click the mouse button with the
cursor over any cell to remove the

ryu-|@-la-A-

cphosrd s ot highlight and the headings should
= d sy e be centred, bold and underlined.
A B C

1 ITEM PRICE DISCOUNT

2

3 |iPhone 896 0.1

4 iPad 475 0.08

5 |iWatch 325| 0.05_

6 iMac 1295 0.15

Formatting Values to Currency

The format of values can be changed to a number of different forms. For example,
currency, per cent, a set number of decimal places, etc.

a AutoSave '(E:' I'o 2 D = = Bookb - Excel O Search |
1 Position the cursor at cell B3.

File Home Insert Draw Page Layout Formulas Data Revie

|_“JL Cut | Aptos Narrow v11 v| AAT 2b, Wrap Text
- LA Copy ~

& Format Painter

|General v

B I U~ i~ I === 2 = EMergeacenter v $ % 9 % 5N

Clipboard N Font

2 Hold down the SHIFT key and click

¥

B3
. on cell B6. The cells between B3 and
1 ITEM B6 should be highlighted. This is
o — another way of highlighting cells.
4 |iPad 475
5 |iWatch 325
6 |iMac 1295_
7
B Autosave @) Dv @~ [ B < Books - Excel £ Search
File Home Insert Draw Page Layout Formulas Data Review View Help
Lo ey i Ik & | = =@ P | e - | 3 Click on the arrow next to
<5 Format Painter B I U~ & - Av === EE ME{gE&CEME{ ) ‘$ - 2 _ﬁigr%)g the $ icon in the NUMBER
——— = = = group of the HOME
4 A DEWR c .o B F .6  H L tab and select MORE
B e w01 ACCOUNTING FORMATS.
4 |iPad 475 0.08
5 |iWatch 325 0.05
6 |iMac 1295 0.15 More Accounting Formats.
A
8
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Chapter

Further Formatting

To practice your formatting skills and to look at some different types of formats, an
unformatted workbook has been prepared for you. Its worksheet will display the income
earned from agriculture by some countries.

1 Load Microsoft Excel or close the current workbook.

2 Click on the OPEN button in the QUICK ACCESS TOOLBAR or select OPEN from the
FILE tab or FILE menu.

A 8
s OVE FRO! AGRICULTURE
=

3 Access the CHAPTER 3 folder of
the EXCEL 2025 SUPPORT FILES
and open the AGRICULTURE file.

nnnnnnnnn

4 Select YES to the READ-ONLY
message. This will ensure that
T you won't be able to save over the
original document.

Microsoft Excel X

o The author would like you to open ‘Agriculture.xisx’ as read-only unless you need to make changes. Open as read-only?

Formatting the Values

The values, which are fictitious, represent billions of dollars so we will just format the
values to one decimal place. The Billion $ label at the top of the sheet provides the unit.

@ Autosave (@ o) D B B = Agriculturexisx v

1 Highlight cells B5 to D9.

File Home Insert Draw Page layout Formulas Data Review View Help

=2 X Cut

pasie LACOPY

= <¥ Format Painter
Clipboard & Font

Arial Vo v A A Number v @ % ?7 @ E @
f conter ~ .9 co o Conditional Formatas Cell | Insert Delete Format
Gk $ 0% 2 WA g Thlew Syl | e e =

BS v i fx 18.8

A B
1 INCOME FROM AGRICULTURE
2 |Billion §, 2025
3 First Quarter
4 |Country Wheat
5 |Australia

2 Click on the INCREASE DECIMAL
icon in the NUMBER group of
the HOME tab of the RIBBON to
increased all the values to two
decimal places.

18.80 1230 18.90

6 |Canada 15.80 6.50 14.30
7 |England 4.60 26.40 21.00
8 |Russia 52.70 12.90 38.90

9 |United States
10

92.00 82.90 74.60,
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NOTE: When you increase the decimal places of highlighted cells all the

values are set to the highest number of decimal places.

@ Autosave (@ ofr) Do F- ) B = Agicuturexisx v £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help

'_'j' ;;E"‘ Arial o A A = =Z]®r Bwepe Number < [E] % Ej &n B [
P Py v . L === == 5 . . Conditional Formatas  Cell I Delete Format
e | 71 4IE[8 4 B3T3 Humam - - % 3U g | St e | e e o
Clipboard 1M Font 1] Alignment ] Styles Cells
BS v [ ﬁ 18.8 Decrease Decimal L
Show fewer decimal places.
A B (e D E F G H P Q
1 [INCOME FROM AGRICULTURE
2 |Billion §, 2025
3 First Quarter .
4 (County __ Whest nd Grsing Daiy Products est _ 3 Click on the DECREASE DECIMAL
6 |Canad 158 65 143 H H
7 [Enand Y %4 210 € icon in the HOME tab and all the
8 |Russia 527 129 389 . .
3 [Untea States 20 29 16| values will be set to one decimal

place.

Formatting the Table Headings

The table headings can be arranged to be displayed vertically within their cells.

@ Autosave (@ o) B - f T Agriculturexisx v P search

File Home Insert Draw Page Layout Formulas Data Review View Help

[ s R o = === |

[Ty &cut Avial dho (A A = =(=] e Bwap
o L[ Copy —

mae 0P " (Bl O A E==mE 1 Highlight cells A4 to D4 and set
G e their STYLES to BOLD.

Clipboard [F1 Font [F

m | Bold (Ctri+B)
Make your text bold.
A B Q
1 INCOME FROM AGRICULTURE
2 |Billion $, 2025
3 =
4 ICountrv ‘Wheat and Grain Dairy Product: Meat
5 Australia 18.8 12.3 18.9
6 Canada 15.8 6.5 14.3
7 England 46 264 21.0
8 Russia 52.7 129 389
9 United States 92.0 829 4.6
10
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Further Formatting 3

@ Autosave (@ ofr) e P B v Agriculturexisc v P search

File Home Insert Draw Page layout Formulas Data Review View Help

'_f_\” E;;E“‘ Ariol Ju A A = v [ 25 wrap Text | [General - 1= Bz [

Raste T ﬁ| I Uv i~ &y A EEE & E EMeageaWter ~ a q .

M il b 2 Highlight cells B4 to D4 and click

Clipboard 1] Font 1M Alignment _!
B B[ X + fiv]| WhestendGrsins wap Text on the WRAP TEXT icon in the
Wrap extra-log . .

| O PR TR —— b= e __* — HOME tab to wrap the text within
2 |Billion §, 2025 5. VUl ok anden
3 First Quarter each ce”.
4 |Country
5 |Australia 18.8 123 18.9
6 |Canada 158 65 143
7 |England 46 264 210
8 |Russia 527 129 389
9 |United States 920 829 746
10
B Autosave @ or) 9 B B 5 Agicuturexlsx v £ search

File Home Insert Draw Page layout Formulas Data Review View Help

._1 A Cut ‘Arial <o <A A | ggwﬁpmt_ General ~] ﬁ % @
paste L1CoRY ~ Bru-l@-|la-A- ) ¢ - 9% 9 & gy Conditionsl Fomatss Cel
v < Format Painter = — = - - Formatting~ Table~ Styles~
Clipboard [ Font [ = Number 5 Styles
B4 vl I Wheat and Grains
A B (¢ D E F

'3 Click on the ORIENTATION icon
(ab) in the HOME tab and select

1 [INCOME FROM AGRICULTURE
2 Billion §, 2025
3

First Quarter # Format Cell Alignme

£_2E. 3 _g&
ooy, | 533888, 8 < ROTATE TEXT UP to rotate the text
6 C:na;a 158 6.5 14.3 . h h ”
7 Ergan d m within each cell.
9 United States 920 829 746
10

You might also like to try some of the other orientations.

@ Autosave (@ orr) £y Y % Agriculturexlsx £ search

i 4 Increase the ROW HEIGHT of
e B - )y @ oA = = B megecemer ~ ROW 4 to about 54 characters by
cipsesrs & 5 s dragging its label’s bottom border
L) LA K down and check that the headings
are displayed neatly within their

File Home Insert Draw Pagelayout Formulas Data Review View Help

A . ( i
L 4 Cut Arial e A A =

A B
1 |INCOME FROM AGRICULTURE

2 |Billion §, 2025
3 First Quarter ce“S
2
3 5
44 CE Ry a
57 Australia 188 123 189
6 Canada 158 6.5 143
7 |England 46 264 21.0
8 Russia 52.7 129 389
9 |United States 92.0 829 746

=
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10

@ Autosave (@ orr) £ - il ¥ Agriculturexisx P search
File Home Insert Draw Page Layout Formulas Data Review View Help
fria o .
L& Cut Arial o A A =E=[=]® BwepTe [General s i=di] @ E/
acte LB CoPY ~ = = . it
Paste vidie e A Z|E|I=E = = - v G «0 o Conditional Formatas Cell
< Format Painter (&7 u-HE — = |-ﬁ| s = = EMegercenter $-% 9% 48 Formatting ¥ Tablev  Styles ¥
Clipboard (] Font 1] Alignment ] Number & Styles
A v | I Country ki |
5 Click Il A4 and CENTRE it
A B C D E
1 INCOME FROM AGRICULTURE Ickon ce an Its
2 Billion §, 2025
3 First Quarter contents'
g
- @ g
E-5 £ 3
4 Country =80 8& =
5 |Australia 18.8 12.3 18.9
6 Canada 15.8 6.5 14.3
7 England 4.6 26.4 21.0
8 Russia 52.7 12.9 38.9
9 |United States 92.0 82.9 74.6
10
@ Autosave (@ o) 9 v [ B = Agriculturexisx v £ Ssearch
Fle  Home |Insert Draw Page Layout Formulas Data Review View Help
L Cut Arial v 0 A A v 2% Wrap Text | General b ﬁ @ E‘/
Pasia [®copy ~ B I U-« e & AL = [EMggeaCenter -] $ - % 9|55 B Conditional Formatas  Cell
& < Format Painter - - - - = 2 2 e L Formatting~ Table~ Styles~
Clipboard & Font ] Alignment ] Number ] Styles
B3 w ﬁ( First Quarter Ml e
Combing and center the contents
A B C D E F G of the sQected cells in a new larger K L M N o
1 INCOME FROM AGRICULTURE
2_ Billion §, 2025 This is a @reat way to create a label
3 | | First Quarter | that span} multiple columns.
-] -
= . . .
- - g 6 Highlight cells B3 to D3 and click
5 |Australia 18.6 12.3 18.9 .
6 |Canada 158 6.5 14.3 on the MERGE AND CENTRE icon
7 England 4.6 26.4 21.0 .
5 Russia 527 29 %9 in the HOME tab to centre the
9 |United States 92.0 829 746

heading over the three cells.

CENTRE ACROSS SELECTION could have been used to centre the First
Quarter heading. As the heading covers just one row, MERGE AND

CENTRE was used.
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Chapter

Copying Cell Data

In this chapter you will learn about COPYING which is one of Microsoft Excel’s most
useful features. It allows you to enter a formula, label or value once and copy the cell
contents to as many other cells as required.

1 Load Microsoft Excel or close the current file and start a NEW BLANK WORKBOOK.

]
In cell A1 enter the value:

@ Autosave (@ off) D & [ B 5 Bookl - Excel

2 10

File Home Insert Draw Page Layout Formulas Data Review

25, Wrap Text General v

& Cut Aptos Narrow ~11 « AN

E’?::::at;amter B I U~ Eﬁ - =S=E=E= Merge&(emer ” $ v % 9 "58 _98
Clipboard N Alignment L=t hlucbor =l
B1 3 Move the cursor to cell B1 and enter
B the formula:
2
3 =A1+10

Fill Right

Suppose that we want a similar formula in the next 4 cells. Instead of having to go to
each cell in turn and entering the formula, Excel provides you with a short cut.

@ Autosave (@ off) D @ [ B s Bookl - Excel £ Ssearch

File e Home Insert Draw Page Layout Formulas Data Review View He

1 Highlight cells B1 to f1.

& Cut Aptos Narrow vl YA A ==
[@®copy ~ ) )

B I U~ A &) Merge 8 Center ~ $ % 9 % 9

@? Format Painter

Clipboard Alignment N Number
Bl

A
1 10
2
@ Avtosave (@ or) 9~ [ B < Booki - Excel £ Search @ Q -
&I Comme:

Fle Home Insert Draw Page Layout Formulas Data Review View Help

& Cut AptosNarow —— ~[[11 (|A AT = == 25 Wrap Text
@ copy ~

< Format Painter
Clipboard [ Font

B @ EF/ %%ﬁ ZI:UIOSLJMV/Z\?/O

6% 99 gonditional Formatas  Cell Insert Delete Formz (@en~ & Find8&  Add-ins
o ® 20T v Tablev Stylesv 2 g v g
[ Number & les cells Right _rm Right (Ctrl+R)
eI

TS S | 2 Clickon the FILL icon in the EDITING

group of the HOME tab, select RIGHT
and the formula should be copied to
each of the highlighted cells.

B I U-H-&a-A  EEEESE
t

VAW =
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B Autosave .(. offjl Dy @[ B = Bookl - Excel £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help

A Cut

mosnarow <1 <& & === % 3 3 Clickin each cell (C1, D1, E1) and
gf”{:wt BIU-H-&vA. =Z== = notice that the formula has been
Cipbosrd - adjusted in each cell.
c1 v i Jfr~ =Bli1e
A B C

NOTE: Thisis called RELATIVE COPYING and it means that the structure of the

formula is copied; that is, one column back in the same row plus 10.

B Awse @o) B DY F DB s Bookt - bxcel 4 Move the cursor back to cell A1,

enter: 20 and press the <enter> or

Filer Home Insert Draw Page layout Formulas Data Review View

& Cut Aptos Narrow vl AT A < retu > key'
" B Copy ~ ;
B I U+ [~ . = = = | e = Merge & Center ~
5 Format Painter EIJ ﬁ . 9
Clipboard Alignment ] MNumber N

5 Notice that all the other values
alter accordingly.

Fill Down

You can also fill cells down.

B Autosave (@ off) Dy G- [ B - Bookl - Excel £ Ssearch

File Home Insert Draw Page Layout Formulas Data Review View Help

& Cut Aptos Narrow «(11 | A® A" = =
" [Bcopy ~

it
{7‘6
<
.

_____ 1 Move the cursorto A2 and enter
B I U~ [~ &+~ A~ = = =

S Fomnal sl the formula: =A1+ 20
Clipboard N
A2
A
1 20
2 40
8
: 2 Highlight cells A2 to A6.
7 -«
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Copying Cell Data

@ Avosave (@ o) Oy - N B v Book - Excel £ search ® ° -
File Home Insert Draw Page layout Formulas Data Review View Help © Commen
Cut s = P T =" AutoSum ~
) da otnon i A & | = T = D B B BRE Ity O
@ copy ~ B I U-H- &~ A = 5 Merge & Center ~ o <o oo Conditional Formatas Cell Insert Delete Format A= | ort& Find &  Add-ins
< Format Painter - - - = =’  Formattingv Table v Styles v % - Down Fill Down (Ctrl+D)
Clipboard [ font & Add-ins
A2 v i fx =A1+20 U
- L et L

20
40
60,
80
100!
120/

3 Click on the FILL icon in the HOME
tab, select DOWN and the formula

NN

should be copied to the other 4
highlighted cells.

L Search

N & < Bookl - Excel

AutoSave 'ﬁj ") ¥

Data Review View Help

4 Change the value in A1 to 40 and
observe the effect on the other cells.

File Home |Insert Draw Page Layout Formulas

X Cut
' [®copy ~
@ Format Painter

|Aptos Narrow vl AT A
B I U~ &~ A~

Font

Clipboard 5]

Autofill

AUTOFILL enables you to fill cells by simply dragging a‘handle’

@ Auosave (@ off) Dy - [ B = Booki - Excel £ search @ Q -
File Home Insert Draw Page layout Formulas Data Review View Help © Commen|
X cut i o | = - ( ) = Auosum v A O
1 Aptos Narrow “it A A 22 Wrap Text |General v @ @ E/ @ gg ﬁ Z? oo
— [ Copy I Fill~
B I U+ M- & Ao = B - v 9 «0 .00 Conditional Formatas Cell Insert Delete Format Sort& Find&  Add-ins
< Format Painter - E- 2 B Merge & Center $ - % 9 BB tng- Tblew Syess v v - [©Clearv | Filter~ Select~
Clipboard [ Font [ Alignment [ Number [ Styles Cell & (IegrAllh Add-
c1 v i frv =Bl+le % Clear Formats
A B C D E F G H J L Clear Contents
1 40 50[
2 60
3 80 Clear Hyperlinks
4 100
5 120
o w 1 Highlight cells C1 to F1, click h
E ighlight cells C1 to F1, click on the

to clear the cell contents.

CLEAR icon in the EDITING group of
the HOME tab and select CLEAR ALL
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@ auosave (@ off) D - B = Bookl - Excel £ Search
Filer Home Insert Draw Page Layout Formulas Data Review View 2 Se|eCt Ce” B1 )
] & Cut |Aptos Narrow ~[[11 .
[‘E:j::at;amter ru-~ % N 2 _____ MErge&Center ” $ i % ?
Clipboard [ ] Alignment 5] Number 5
B1 v i
A B F G H
! o 1) =i 3 Move the pointer over the ‘handle’
3 80 ¢ at the bottom right corner of the
4 100 . .
5 120 cell until the pointer changes to a
" + and drag the ‘handle’to the cell
F1.
@ Avosave (@ or) )R E <  Bookl - Excel £ Search
Filee Home Insert Draw Page Layout Formulas Data Review View Help
! & cut |Aptos Narrow ~[11 A A == |£| L 2b, Wrap Text ;Qenerak ~
e DOy ~ I U @ Av === =F EMegesiConer v+ $ v % 9 % B
< Format Painter - = = T pie=i==] 9 (°] 00 0
Clipboard 5] Font N Alignmes- = Murmhe =
n2 i fov | -n1420 4 Click on the cell A2 and AUTOFILL
AMBEER b | c | D_| E_| F_|_G H it down to A10 by dragging its
2 60| < AUTOFILL ‘handle’down.
3 80
4 100
5 120
6 140
7 160
8 180
9 200
10 220/
1 =
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Chapter

S

Rearranging Data

When using larger and more involved spreadsheets it is often necessary to insert data in
specific positions or to rearrange the order of the data. Microsoft Excel offers a number
of useful features to make this process easier. Some of these features include inserting
rows and columns, editing cells and sorting data into order.

Loading The Prepared Template

A larger version of the Grocery workbook has been prepared for you and it will need to
be opened from the EXCEL 2025 SUPPORT FILES.

1 Load Microsoft Excel 2025 or close the current workbook.

2 Click on the OPEN button in the QUICK ACCESS TOOLBAR or select OPEN from
within the FILE tab or FILE menu.

£ Open x|

I TR Ry i e Do A BSOS 3 Access the CHAPTER 5 folder of the
EXCEL 2025 SUPPORT FILES and
open the GROCERY2 file, selecting
YES to the READ-ONLY message.

Saving the Document

The document will be saved and the READ-ONLY option turned off.

1  Click on the SAVE icon in the QUICK ACCESS TOOLBAR and select OK to the
warning message.

e ‘ 2 Access your STORAGE folder and call
| - the file:

Grocery 2

On the Windows system click on
the TOOLS icon at the base of

the SAVE AS dialogue box and
select GENERAL OPTIONS. On the
Macintosh system click on the
OPTIONS button.
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2025

General Options ?
D Always create backup
File sharing

Password to gpen:

Password to modify:

4 Turn off READ-ONLY

E] Read-only recommende

oK Cancel

5

RECOMMENDED and select OK.

Select SAVE to save the document.

Inserting Rows or Columns

Rows or Columns can be inserted anywhere in the spreadsheet. Let’s assume that three
new foods have become available and the store wishes to have them included in the
worksheet. To do this 3 rows will be inserted after the Pumpkin row.

3 Auosave ﬁ) i Y- [ & = Grocery 2xisx » Saved to this PC O Search
File  Home Insert Draw Page layout Formulas Data Review View Help
4 Calibri “1n AT A = 25, Wrap Text |General v ﬁ @ E/
md-
v |~ - 2 === = 5 - 0 .00 Conditional Formatas Cell
d B.I D EJ ﬁ A ) Sonmea EMHQE&(EMH $ % LR Formatting v Table v Styles v
Clipboard g Font [ Alignment = Number & styles
A13 v i f I
I : c o : E 2 11 1 Click the pointer over the ROW 13
E con's peu heading. This should highlight all of
4
5 ITEM APRIL MAY JUNE Jury »Z5T SEPTEMBER
6 Beans $2.45 $2.45 $2.45 s $2.45 $2.45 $2!
7 Brussels Sprouts $2.95 3 - $5.10 56.12 5§7.34 58.81
8 Carrots $1.75 $1.93 $2.03 $2.13 $2.23 $2.35
9 Corn . . $3.52 $3.17 $2.85 $2.57 $2.31
10 Peas 1 $4.21 $4.84 $5.57 $6.40 $7.36 $8.47
Potatoe: $3.50 $3.33 $3.16 $3.00 $2.85 $2.71 $2.57
$2.05 $2.26 $2.48 $2.73 $3.00 $3.30 $3.63
5|
14 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96 $30.59
A oo @ o) DY [ B 5 Gocey2xsy £ Search
File Home Insert Draw Pagelayout Formulas Data Review View Help
I_LA Calibri i A A =) 25 Wrap Text |General ~| ﬁ @ @ G:E ﬁz( E EA‘""S“’“ v 9? /O
B~ N Fill ~ &
g Bru-E-a-A- Bvesenicans + | § % 9|98 | Som Fommer o | R o Fomer | S g s
Clipboard Font ~ Alignment ~ Number ~ Styles Editing
A3 v|i fe ﬁ/\\ 3¢ \gert Sheet Rows
A B (e D E F H | K o P
1
2 CON'S DELI ot
3
4
5 ITEM APRIL MAY JULY  AUGUST SEPTEMBER  OCTOBER 2 Click on the INSERT icon arrow in the
6 Beans $2.45 $2.45 ” $2.45 $2.45 $2.45 $2.45
7 Brussels Sprouts $2.95 $3.5 ¥ $5.10 $6.12 $7.34 $8.81 CELLS group of the HOME tab and
8 |Carrots 3 =71 $1.93 $2.03 $2.13 $2.23 $2.35
9 |Corn $3.92 $3.52 $3.17 $2.85 $2.57 $2.31 i
e con om| eml bl gs, @8 e select INSERT SHEET ROWS to insert
11 |Potatoes $3.33 $3.16 $3.00 $2.85 $2.71 $2.57
12 pumgi 9x  ow  wn  sm  sn  se a row before the selected row (13).
13
14"
15 TOTALS $20.71 $21.53 $22.63 $24.04 $25.80 $27.96 $30.59
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Chapter

Using Worksheets

Microsoft Excel provides worksheets at the bottom of the screen. In fact, a workbook
(file) can have up to 256 worksheets. Each worksheet is a separate spreadsheet and
when you save a workbook all its worksheets are saved with it. This means that large
spreadsheets can be split up into smaller sections with each section placed in a separate
worksheet. To illustrate the use of worksheets, paysheets for three employees of a used
car business will be created in separate worksheets.

Loading a Prepared File

The first paysheet has been prepared for you and it needs to be loaded from the EXCEL
2025 SUPPORT FILES.

1 Load Microsoft Excel or close the current workbook.

2 Click on the OPEN button in the QUICK ACCESS TOOLBAR or select OPEN from
within the FILE tab or FILE menu.

3 Access the EXCEL 2025 SUPPORT FILES folder and open the CHAPTER 6 folder.

4 Load the PAYSHEET file and select YES to the READ-ONLY dialogue box. The
worksheet shows the weekly pay advice information for the manager of the
business.

Saving the Workbook

1  Click on the FILE tab or FILE menu and select SAVE AS.

¥l save As 5 |

2 Access your STORAGE folder and
set the FILE NAME to:

Worksheets

W—l

3 Click on the TOOLS button and
select GENERAL OPTIONS or, on
the Macintosh system, click on the

OPTION button.
—

~

Organize »  New folder

Home

le name: | Worksheets
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General Options ? x

D Always create backup

File sharing

Password to open:

4 Turn off READ-ONLY
RECOMMENDED and select OK to

Password to modify:

E] Read-only recommended
OK ]( Cancel

5 Click on SAVE to save the file.

Naming a Worksheet

return to the SAVE AS dialogue box.

When using worksheets it is a good idea to name each sheet so that you know what
information is contained in that sheet.

p—
@ Autosave (@ o) S Worksheetsxlsx » Saved to this PC v

File Home Insert Draw Pagelayout Formulas Data Review View Help

& Calibri n A A

-~

& B I U~

4

Clipboard % Font

8BS ~ Doug O'Brien

A B c D E E G
1 DOUG'S USED CARS
2 Not a Wreck in Sight
3
4
5 |employee: Doug o'Brieu_l
6 |Occupation: Manager/sales Pay Advice fDr:
7
8
9 CREDITS DEDUCTIONS

10 [Normal Hours 40.00 Superannuation $134.75]
11 Normal Rate $55.00| Tax $673.75
$2,200.00 Medical Benefits $53.90

12 |Normal Pay
13

14 |Overtime Hours 6.00
$82.50
$495.00)

15 Overtime Rate
16 Overtime Pay

17 NET PAY

18 Gross Pay $2,695.00
19
20
21
2

S heet +

P search

Number Styles

1 Double click on the SHEET1 label
at the bottom left of the worksheet
screen to highlight the label.

e—
@ Autosave (@ Off) T Worksheetsxlsx + Saved to this PC v

File Home Insert Draw Page Layout Formulas Data Review View Help

Calibri 1A A
B I U~ | £
4
Clipboard 1] Font
B85 M Doug O'Brien
A B ¢ D E F G

DOUG'S USED CARS
Not a Wreck in Sight

1
2
3
4
5 Employee:
6
7
8
9

Doug O'Brien
Occupation: Manager/sales pay Advice for:[__7-Dec |
CREDITS DEDUCTIONS

10 Normal Hours 40.00 Superannuation $134.75|

11 Normal Rate $55.00 Tax $673.75

12 Normal Pay $2,200.00| Medical Benefits $53.90|

13

14 Overtime Hours 6.00)

Doug

15 Overtime Rate $82.50

16 Overtime Pay $495.00

17 NET PAY

18 Gross Pay $2,695.00 Total Deductions,

P search

2 Enter the name:

Doug

and press the <enter> or <return>
key.

6-2
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Using Worksheets

Copying Data to a New Worksheet

We can copy the information in Doug’s worksheet to a new worksheet and then modify
it for the second employee.

@ Autosave (@ or) v [ B = Worksheetsxlsx v aaeeh
Fle Home Insert Draw Pagelsyout Formulas Data Review View Help 1 Click on the SELECT ALL button
X | (cown Yo QA x| = =@ | Bwepwn which is the blank rectangle with
Eg T @ru-E-o-A- === == Bweacs agreyarrowhead at the top of the
Ciboard & Font g ignment ROW headings. This will cause all of
{’:ﬁv : - C‘“’E"‘“ﬁ — . the cells to be highlighted and the
: DOUG'S USED CARS row and column headings to turn
g Not a Wreck in Sight green.
4
g gy e e e
g CREDITS DEDUCTIONS
10 |Normal Hours 40.00]  [superannuation 5134.75)

NOTE: We could just highlight the table, but using SELECT ALL is easier.

a AutoSave 'ﬁ'\} F D ¥ Worksheets.xlsx v /'ﬁ- Search
File Home Insert Draw Page Layout Formulas Data Review View Help
X | [Catior s daa === mupe |2 Clickonthe COPY icon inthe
( = —
(BT U - H- Or A = e CLIPBOARD group of the HOME tab
Clpbord 5 Font g Aignment in the RIBBON to copy the cells.
Al oy ) 'S USED CARS
Put a copy of the selection on the
4 Clipboard so you can paste it D E F G J K L
somewhere else.
1 'S USED CARS
2 Not a Wreck in Sight
o
4
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales Pa-;Mvioelor:
T
8
9 CREDITS DEDUCTIONS
10 [Normal Hours 40.00|  [Superannuation 5$134.75

NOTE: You can also press CTRL+C or COMMAND+C to copy cells.
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@ Autosae (@ orr) s B & = Worksheetsxlsx v

File Home Insert Draw Page Layout Formulas Data Review View Help

d“d & Calibri 6 « A A = I e 25 Wrap Text

LU

Paste[} G- A- | =E=E|ZE E | BEMegeaCenter ~
¥ -

Clipboard & Alignment

{ By DOUG'S USED CARS
Pick a paste option, such as

4 keeping formatting or pasting only  |C D E F

2 search

[

|General -

P

3 Click on the + icon bottom of the
worksheet to insert a new blank

el

content.
JOUG'S USED CARS

1
2 Not a Wreck in Sight
<)
4
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales
7
8
9 CREDITS DEDUCTIONS
10 |Normal Hours 40.00 p i
11 |Normal Rate $55.00 Tax
12 |Normal Pay $2,200.00 Medical Benefits
13
14 | Overtime Hours 6.00
15 |Overtime Rate $82.50
16 |Overtime Pay $495.00
17 NET PAY
18 | Gross Pay $2,695.00 Total $1,832.60
19
20
21
22
Doug Sheetl +

SHEET then click on the PASTE icon
in the RIBBON to place the copied
data into the blank worksheet.

NOTE: You can also press CTRL+V or COMMAND+V to paste cells.

@ Autosave (@ o1r) o B % Worksheetsxisx v
File Home Insert Draw Page Layout Formulas Data Review View Help
fay ' = — =
[j A Calibri Jn A x| = =35
pase B~ B I U ===
g - -
Clipboard 11 Font Alignment

BS ~ i fx
A B c D

DOUG'S USED CARS
Not a Wreck in Siga

Doug O'Brien

m

1
2
3
4

Doug O'Bnm_l

5 |Employee:

£ search

Click on a cell to remove the
highlight.

6 Occupation: Manager/Sales PayAdviEEfnr:
5 creorrs bevucTioNs 5 Double click on the SHEET1 label
10 Normal Hours 40.00| Superannuation $134.75|
11 Normal Rate $55.00  [Tax $673.75) and enter:
12 Normal Pay $2,200.00| Medical Benefits $53.90
13 .
14 Qvertime Hours 6.00 Llnda
15 Overtime Rate $82.50
16 Overtime Pay $495.00|
17 Erpav then press the <enter> or <return>
18 Gross Pay $2,695.00 Total Deductions
19 key.
20
21
22
Doug  Linda
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Chapter

Displaying Data in Charts

It is advantageous to display spreadsheet information in graphical form so that the
information can be more easily understood and so comparisons between items can be
made quickly and easily. Microsoft Excel has extensive charting facilities that allow you
to produce a comprehensive range of graphic displays.

Loading the Spreadsheet

1 Load Microsoft Excel or close the current file.

2  Click on the OPEN button in the QUICK ACCESS TOOLBAR or select OPEN from
within the FILE tab or FILE menu.

3 Access the EXCEL 2025 SUPPORT FILES folder, open the CHAPTER 7 folder and open
the EXPENSES file as a READ-ONLY document.

4  The template shows the expenses for a particular office over a one month period.

Creating a Pie Chart

Before a chart can be created you must indicate which cells are to be included in the plot.
You can place a chart in the same sheet as the spreadsheet table or in a sheet of its own.
For this first chart we will place the chart in the same sheet as the spreadsheet table.

a AutoSave " Off:' : . D - Expensesxlsx - Read-Only « Saved to this PC v £ search

File Home Insert Draw Page Layout Formulas Data Review View Help

& Cut Calibri et o AT A == |;| L 2B, Wrap Text General
E@ Copy ~ | . . Lo !
B I U~ i~ &~ ﬁ” E E = = Merge&'.Center - $ ~ % 9 (_[-g —E'g
<¥ Format Painter
Clipboard ] Font ] Alignment ] Number ]
A3 ! Wages . .
bt - 1 Use the mouse to highlight cells A3

A B C D E F 5

to B7.

Office Expences

Wages
Rent
Heating
Power
Supplies

o |~ o B R

© Guided Computer Tutorials 2025 7-1



Learning Microsoft Excel 365, 2025

@ Autosave @ orr) 9. Q- N S Expensesxlsx - Read-Only - Saved to this PC v £ search

File Home Insert Draw Page layout Formulas Data Review View Help

EE? |__<') tf’% ) 3D Models ~ D]? di- H- D”-il' @ @ E ]ﬂ E E? @ @
PivotTable Recommended Table  Pictures > ™agg lcons B SmartArt Checkbox | Recommended %~ 1 - i~ Maps PivotChat  Line Column Win/  Slicer Timeline = Link
~ PivotTables ~ ~ % Gereenshot ~ Chas (2w |{ v - - Loss -
Tables Illustrations Controls [ Sparklines Filters Links
A3 v | Jx ~ | Wages
A B c D E F 0 P Q R
1 Office Expences
2
3 |Wages $2,552.00
4 |Rent $750.00
5 |Heating $355.00
6 |Power $1,095.00 =
7 |Supplies $825.00 b
: 2 Open the INSERT tab of the RIBBON,
= click on the PIE icon and select the
first 2-D PIE chart.
B Autosave (@ orr v - [ B ¥ Expensesxisx - Read-Only v £ Ssearch

File Home Insert Draw Page Layout Formulas Data Review View Help Chart Design Format

AdE[CL’]I:m r%: cE . ‘ = @ _6 ‘:

Element v Layout~  Colors~

€@ OB ol E

Switch Row/ Select Change Maove
Column Data Chart Type Chart

i

\\\

Chart Layouts Chart Styles Data Type Location

Chart1 v fx
| A B c D E F G H J K M N [s] P Q R

1 Office Expences | b
2 > O C
3 |Wages $2,552.00 Chart Title
4 Rent $750.00
5 |Heating $355.00
6 |Power $1,095.00
7 |Supplies $825.00
: 4,
9 ]
10
1
12
13 . .
u 3 The PIE chartis inserted and the
15 ' Wages mRent =Heating = Power u Supplies

* o o RIBBON displays the chart tools,
which are divided into the CHART
DESIGN and FORMAT tabs.
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@ Autosave @ oif - - N S Expensesxisx - Read-Only v P search
File Home Insert Draw Pagelayout Formulas Data Review View Help Chart Design Format
@ E = —— i m o 6
Add Chart Quick  Change ". ///é o . 7\ Switch Row/ Select =~ Change ~ Move
Element » Layoutv  Colors ¥ - S Column  Data  ChartType  Chart
Chart Layouts ’ ’ . Type Location
Chart1 v | %
A B C ) E G L Stre 12} P Q R
1 Office Expences
[o] O o
2
3 Wages $2,552.00 Chart Title .
et 75000 4 Try some of the different styles
5 Heating $355.00
6 [pover | S10350 from the CHART STYLES group of
7 Supplies $825.00

WWages WRent wHeating @Power W Supplies

the CHART DESIGN tab. The MORE
arrows in the CHART STYLES group
can be used to display more styles.

5

The Chart Icons

Select the first 2D Pie Chart style (STYLE 1).

On the Windows system three icons are added to the right of the chart to allow you to
customise the chart. The icons have the following functions.

1 The Chart Elements icon allows

O

you to add, remove or change chart

O

Chart Title

L

O

®'Wages wRent = Heating = Power m Supplies

0@/ elements such as the title, legend,
gridlines and data labels.
2\

2 The Chart Styles icon allows you to
set a style and colour scheme for the
chart.

3 The Chart Filters icon allows you to
edit what data points and names are
visible in the chart.

On the Macintosh system, customizing the chart is conducted using the CHART DESIGN
and FORMAT tabs of the RIBBON.
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Setting the Chart Title

The chart title is set by replacing the default title text at the top of the chart.

@ Autosave (@ o) D~ ) [ B ¥ Expensesxisx - Read-Only v P search

File Home Insert Draw Page layout Formulas Data Review View Help Chart Design Format

e & D o 9

) .
AddChart Quick | Change | P 7
Chart Layouts Chart Styles

1 Click on the CHART TITLE box
then drag the cursor over the
text to highlight it.

/)
Element~ Layout~  Colors~ -

Chart1 v ik Jx ~

A B c D = F
1 Office Expences
2 (o)
3 Wages $2,552.00
4 Rent $750.00
5 |Heating $355.00
6 Power $1,095.00
7 |Supplies $825.00
8
9 J
10
1"
12
13
14
15 »Wages wRent = Heating = Power uSupplies
16 O O Te)

NOTE: You can also double click on the Title text to quickly highlight it.

@ AutoSave (@ off) D« - [Y B ¥ Expensesxisx - Read-Only v £ search

File Home Insert Draw Page layout Formulas Data Review View Help Chart Design Format

T = . = L . 4n m [
AdE[CDII:an tiﬁiik Ce é‘. ) . = QVD . ".

Element~ Layout~  Colors == % 2 Enter:

AW

Chart Layouts Chart Styles
m— oo Office Expenses
A B Cc D E F G
1 Office Expences
2 o 0
3 |wages $2,552.00 o
4 |Rent $750.00
5 |Heating $355.00
6 |Power $1,095.00
7 |Supplies $825.00
8
9 ) o
10
11
12
13
14
15 s Wages mRent wHeating s Power mSupplies
16 [e] O O
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Chapter

8

More Detailed Charts

Microsoft Excel allows you to create more detailed charts. To do this a larger spreadsheet

will need to be opened.

1  Load Microsoft Excel and click on the OPEN icon in the QUICK ACCESS TOOLBAR or

select OPEN from within the FILE tab or FILE menu.
2 Access the EXCEL 2025 SUPPORT FILES folder and open the CHAPTER 8 folder.

3 Open the EXPENSES2 template, selecting YES to the READ-ONLY dialogue box.

Recommending a Chart

Microsoft Excel can recommend possible charts to suit the data you are plotting.

B Autosave -(. Ofa'\ [ &2 =  Expenses2xsx - Read-Only » Saved to this PC v £ Search

Fle Home |Insert Draw Page Layout Formulas Data Review View Help

B B D o oo P oS =
o I3 SmartArt Kev fly v Em " i i
ivotTable Recommended Table Pictures Sncy Icons Checkbox Recommended Maps PivotChart Line Column Win/
PivotTables v v ' Screenshot ~ @) v L v v v Loss
Tables Hlustrat . h I . h I I
- - — 1 Highlight cells A4 to D9, open

the INSERT tab in the RIBBON

A B C D
Office Expenses

10

and click on the RECOMMENDED

1

2 o .

3 CHARTS icon in the CHART group.
4 Item May June July

5 |Wages $2,482.00 $2,765.00  $2,765.00

6 |Rent $880.00 $550.00 $880.00

7 |Heating $565.00 $725.00  $1,136.00

8 |Power $1,275.00 $1,440.00  $1,760.00

9 |Supplies $625.00 $682.00 $650.00%7
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Insert Chart ? x
All Charts

Clustered Column

Chart Title

52,500.00

||| Wi ul I“K s

$1,500.00

$1,00000
$500.00 II I Il
50.00 I LT

Wages Rent Heating Power

chanTite o
i = May miune mluly
s A clustered column chart is used to compare values across a few categorjps.
. when the order of categories is not important.
ChanTide
—_—
—
—
—
r————
—
—
—-—
-

2 Aseries of possible charts
are suggested, but the first (a
CLUSTERED COLUMN chart) is the
suitable, so select it and in the
Windows system click on OK.

r oK Cancel

@ Autosave (@ off) Dy [ B = Expenses2xisx - Read-Only v £ Search ‘

3 The COLUMN chart is plotted
showing the item values for each of
the 3 months.

File Home Insert Draw Page Layout Formulas Data Review View Help Chart Desi

i ITRE D IL_u_* It

Add Chart  Quick Change I_|. al || il
Element v Layoutv  Colors v

Chart Layouts. Chart Styles

Chart2 v i fov

A B c D E F G

. o—1 1
1 Office Expenses ] bl
2 Chart Title
q $3,000.00
4 Item May June July $2,500.00
5 Wages $2,482.00 $2,765.00  $2,765.00
6 Rent $880.00 $550.00 $880.00 $2,000.00
7 Heating $565.00 $725.00  $1,136.00 | $1500.00
8 Power $1,275.00  $1,440.00  $1,760.00
9 Supplies $625.00 $682.00 $650.00 $1,000.00
10 $500.00
1" I I
12 $0.00
i Wages Rent Heating Power Supplies
14 mMay mlune ®luly
15 [ )

4  Styles can be applied to the chart in different ways:

+  On the Windows system from the CHART DESIGN tab of the RIBBON or from
the CHART STYLES icon next to the chart.

On the Macintosh system from the CHART DESIGN tab in the RIBBON.
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More Detailed Charts

File

@ Autosave (@ of) L (e

he =

Expenses2xisx - Read-Only v

Home Insert Draw Page Layout Formulas Data Review View Help Chart Design Format

5 Click on the CHART STYES icon or
use the CHART DESIGN tab and

hE D i - = = | he 3D COLUMN CHART
Add Chart Quick  Change ol l ” il ] ly afle Is dlle lu-l'- se eCt t e
Element - Layoutv  Colors~
s (STYLE 14, the last style).
Chart2 v i fe
A B c D E G H 1 J K
1 Office Expenses Y4
> Chart Title
3 $3,000.00 8 Style  Color
4 Item May June July . e
5 Wages $2,482.00  $2,765.00  $2,765.00 o -
6 |Rent $880.00 $550.00 $880.00 $2,000.00
7 Heating $565.00 $725.00  $1,136.00 50050
8 |Power $1275.00  $1,440.00  $1,760.00
9 Supplies $625.00 $682.00 $650.00 $1,000.00
10 $500.00
: mll
o $0.00
1 Wages Rent Heating Power Supplies
14 WMay Riune luly
15 O
16
17 G e
18
19 N
20 .
e o all I
2 S o o v
»
24

The Column Chart Options

The COLUMN chart has many more options than the PIE chart. We will look at a few of
these new options.

A The Chart Title

A Aosave @ o) Dv G [ B 5  Expensestusx - Read-Only v O search
File Home Insert Draw Page layout Formulas Data Review View Help Chart Design Format
Add Chart Quick  Change wl “ gl '. afl . wille |-Hudlla . SwitchRow/ Select ~ Change  Move
Element~ Layoutv  Colors~ ] “coumn Daa | chartType | char
Chart Layouts Chart Styles Data Type Location
Chart2 v i S
A B c D E G H J K L M N o P Q R s i 1]
1 Office Expenses i o
: Office Expenses
2 ¢ Gtiesebwtennls et
3 $3,000.00
) Item May June July S50000
5 Wages $2,482.00  $2,765.00  $2,765.00
6 Rent $880.00 $550.00 $880.00 $2,000.00
7 Heating $565.00 $725.00  $1,136.00 ° .
: e 1T H CHART TITLE
8 Power $1,275.00  $1,440.00  $1,760.00 Ig |g tt @ text an
9 Supplies $625.00 $682.00 $650.00 $1,000.00 .
.
o somap iiH ull M changeit to:
1"
12 $0.00
5 Wages Rent Heating Power Ofﬁ E
= E—- ce expenses
15 ©
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& Autosave ‘.O@ D & [ & © Expenses2xisx - Read-Only v £ Search

File Home |Insert Draw Page Layout Formulas Data Review View Help Chart Design Format

[

& Cut |calibri (Body) s VA A LR

I === Normal Bad
- LACopy ~ —
Bj1 U~ Ay EEE = ¢ b]

< Format Painter |J o 2- 4

Clipboard [ Font & Alignment Number Styles
Chart2 : —_— —

= = S |calibri @oc |18 v| AT A

A B c D E (B]1 u 2 N o P Q R s
1 Office Expenses -
2
3 $3,000.00
4 Item May June July $2.500.00
5 Wages $2,482.00  $2,765.00  $2,765.00
6 Rent $880.00 $550.00 $880.00 $2,000.00
7 Heating $565.00 $725.00  $1,136.00 $1,500.00 |_l
8 Power $1,275.00  $1,440.00  $1,760.00

$0.00

. A i e e I IO iu iu 2 Highlight the title and use the
LR HOME tab or the MINI TOOLBAR to

Wag Heating

s woweewn | set the FONT SIZE to 18 pt and a
TEXT COLOUR.

B Moving the Legend
The LEGEND would look better at the right of the chart in this case.

1 On the Macintosh system open the CHART DESIGN tab, click on the ADD CHART
ELEMENT icon, highlight LEGEND and select RIGHT.

2 Onthe Windows system click on the CHART AREA to reselect the chart.

B oo @) H 9 C DD - come fesome -1 3 Onthe Windows system click on
fle Mome Insert Draw Pagelsyout fomulss Dota Revew View Help ChartDesign Fomat he CHART ELEMENTS, click h
e lome nsel raw 'age Layou ormulas ata eview lew elp al esign ormat t e 7 C IC On t e
X Cut oA A
Gy 94 LEGEND arrow and select RIGHT
- D cony ~ arrow ana select c
B I U -H-[&a-A.
< Format Painter
Clipboard [ Font [ Alignment Number
Chart2 v i fx
A B Cc D E F G H J K
. Lo
1 Office Expenses i o ——
2 Office Expenses =
3 $3,000.00 O AxisTitles
4 Item May June July Chart Title
5 \Wages $2,482.00 $2,765.00  $2,765.00 $2/500.00 O Data Labels
6 Rent $880.00 $550.00 $880.00 00000 O DataTable
7 |Heating $565.00 $725.00  $1,136.00 ’ e O Error Bars
8 |Power $1275.00  $1,440.00  $1,760.00 $1,500.00 ! Gridlines i
9 Supplies $625.00 $682.00  $650.00 . Legend >< pight
10 $1,000.00 i uly O Trendiine B
5 Top
: il ul 1
i $000 Bottom
14 Wages Rent Heating Power Supplies More Options.
15 o pal

~N

4 The LEGEND is moved to the right of
the chart.

8-4 © Guided Computer Tutorials 2025



Chapter

Sparklines, Maps and Quick Analysis

There are times when you don’t want to create a detailed chart, but you still want to
show trends in data. Excel provides SPARKLINE CHARTS, which act like mini-charts
to show changes in values in selected cells. Excel also provides QUICK ANALYSIS
tools to quickly display relevant formatting and displays.

Loading the Spreadsheet

1 Load Microsoft Excel or close the current file.

2 Openthe MONTHLY SALES spreadsheet from the CHAPTER 9 folder of the
EXCEL 2025 SUPPORT FILES folder, selecting YES to the READ-ONLY message.
3 The template shows the number of items sold by a computer store over a

6-month period.

Inserting Sparkline Charts

2 The CREATE SPARKLINES dialogue box should open.

@ Autosave (@ of) D © =  MonthlySalesxisx - Read-Only * Saved to this PC v £ Search
File  Home Insert raw Page Layout Formulas Data Review View Help
=l =l s €D 3D Models . [i]') div @~ M~ g{ =] s F} — = ﬁy»j
[ ESUD ¥ 0o [ IEAQ mak BE ©
PivotTable Recommended Table Pictures Shap jcons =M Checkbox  Recommended [is-] Maps PivotChart Line Column Win/ Slicer Timeline Link Comment it
v PivotTables ~ o} Screenshot ¥ Charts Do [ - - Loss v
Tables rols Charts Links Comment ts
17 v i I
A B (e D E F Q R
1 Pineapple Computer Systems
7l
3 Monthly Sales Numbers, 2025
4
5
5 Equipment Jan Feb Mar Apr May Jun
7 |iPad 87 70 102 90 45 109
8 iPhone 159 124 166 184 151 178
9 iWatch 55 34 48 42 39 65
10 Mae » @ o n n e 1 Move the cursor to cell 17, open the

. INSERT tab in the RIBBON and click
on the LINE icon in the SPARKLINES
group. On smaller screens select the
SPARKLINES icon and select LINE.
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x|
File  Home In_s Crsa=bparkioes d Review View Help
[Ee BTGT ] i N —
RO ol
Tables i Controls Charts Sparklines Filters
v i I
A B 5 | J K L M N P q
1 Pineapple Comput®
2
3
4
5
s Equipment Jan Feb Trend
1 ] 3
7 |iPad ! 87 70 102 90 45 120! ) )
8 Iphone o o 178 [Rx N 3 Highlight cells B7 to G7 and those
a S| s a8 0 4 0 - 6 cells should be added to the DATA
10 IMac 39 62 40 71 70 62
. RANGE box.
A aoswe @ of) 9D v [ & < MonthlySalesxisx - Read-Only v L Search

File  Home Insert Draw Page Layout Formulas Data Review View Help Sparkline
F'/ E j}ﬂ_—ﬂ j‘ﬁl_? High Point | First Point : p— 1 Z Sparkline Color v +— &
ol oyt w0 N 4 Selact OK and the SPARKLINE should
spadne e show be drawn in cell 17 showing the
B | L changes in iPad sales from January
A B (& D E F G H
1 Pineapple Computer Systems to June.
2
3 Monthly Sales Numbers, 2025
4
)
s Equipment Jan Feb Mar Apr May Jun Trend
7 |iPad 87 70 102 90 45 109 \/\\/ i
8 iPhone 159 124 166 184 151 178
9 iWatch 55 34 48 42 39 65
10 IMac 39 62 40 71 70 62
11

The SPARKLINE tab, which displays the Sparkline tools, is added

RIBBON.

9-2
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Formatting Sparkline Charts

SPARKLINE CHARTS can be formatted using the SPARKLINE tab which is added to the
RIBBON when you insert a SPARKLINE chart.

A The Sparkline Styles

il Autosave ﬁf} Wev @[ B 5 MonthlySalesxisx - Read-Only v £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help Sparkline

- i e | High Point [] First Point Z sparkiine Color ~ )}
g % C?)in j\.i | Low Point [7] Last Point \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ [ Marker Color ~ ix% fr
Data v Loss "] Negative Points [_] Markers e & Clear ~
Sparkline - Type Show \/\/\ \/\/\\\/\/\ \/\/\ \/\/\ M Group
17 | e , SNgkline SWIEW
| A B C D E F A ¥ - M N (0] P
1 Pineapple Computer Sys N\ ‘
§ Monthly Sales Numbers, 2025 . / 1 Try some Of the different
: styles from the STYLE group
- Equipment Jan Feb  Mar Apr  May of the SPARKLINE tab. The
7 ped B up ok & MORE icons can be used to
8 iPhone 159 124 166 184 151 dis Ia more St Ies
9 iWatch 55 34 48 42 39 65 p y y *
10 IMac 39 62 40 71 70 62
11
Autosave '@) Dv @[ B 5 MonthlySalesxisx - Read-Only v £ Search

File Home Insert Draw Page Layout Formulas Data Review View Help Sparkline

‘ [Z sparkiine Color

S ] High Point ("] First Point
By (k2| e Dtem D :
Edit Line |Column winy L) Low Point (7] Last Point \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ \/\/\
Data ~ Loss "] Negative Points [_| Markers -
Sparkline Type Show Style Theme Colors
7 m f H EEEEEN
| A B c D E F G H | J K L Q
1 Pineapple Computer Systems i I II I | I it
2 R S
3 Monthly Sales Numbers, 2025 Standard Colors ot contacae
- (1] EEEEE
5
5 Equipment Jan Feb Mar Apr May Jun Trend 2 You can Select your Own
. e L S colour using the SPARKLINE

8 iPhone 159 124 166 184 151 178 | . .
COLOURicon in the

9 iWatch 55 34 48 42 39 65
10 IMac 39 62 40 71 70 62
g SPARKLINE tab.
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B The Sparkline Options

The sparkline chart can be formatted to show markers for each value, such as the high
and low point values, the first and last points and negative points.

AutoSave ﬂ) '9 & D = Monthly Sales.xisx - Read-Only v £ Search
File  Home Insert Draw Page Layout Formulas Data Review View Help Sparkline
Iy |z = e S 1 Turn on the HIGH POINT and LOW
Edit Line |Column Win/ X
ata~ || Loss (] Negarive oints [ Markers POINT check boxes in the SHOW
Sparkline Type Show
- v I group of the SPARKLINE tab.
| A B G D E F G H
1 Pineapple Computer Systems
2
3 Monthly Sales Numbers, 2025
4
5
s Equipment Jan Feb Mar Apr May Jun
7 |iPad 87 70 102 90 45 109
8 iPhone 159 124 166 184 151 178
9 iWatch 55 34 48 42 39 65
10 IMac 39 62 40 71 70 62
13
2 Markers are added to the SPARKLINE
to indicate which are the highest
and lowest values.
@ autosave @) W G- [ B < MonthlySalesxlsx - Read-Only v O Search

File Home Insert Draw Page Layout Formulas Data Review View Help Sparkline

r/ E m E ~| High Point [] First Point 7| 2 sparkline Color v }E i}
] Low Point ] Last Point \/\/\ \/\/\ \/\/\ \/\/\ \/\/\ \/\/k [ Marker Color ¥ Axi; Gt

Edit Line |Column Win/ —
Data v Loss Negative Points [] Markers = v & Clear ~
Sparkline Type Show Style Group
7 vl f;t Red, Sparkline Style Accent 1, Darke:
Choose a visual style for the selected
A B C D E F sparkline group. N o P

Pineapple Computer Systems

; Monthly Sales Numbers, 2025

: 3 The styles in the STYLE group of the

s [ERE e L S S T e SPARKLINE tab adjust to show the

gy 15 [ RO R S L markers. Selecta style that shows

5 Watch ss. w8 @ w6 the markers clearly. The markers’

10 e 2@ % W B @ colour and position can be changed
using the MARKER COLOUR icon.
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The Drawing Tools

Chapter

10

Graphics can be used to enhance the appearance of spreadsheets. The DRAWING TOOLS
can be used to create the graphics, or images can be imported from a file or online. In

this chapter you will create the following spreadsheet. The logo at the top will be created
using the DRAWING TOOLS and the pet sketches will be imported.

Stock Inventory

Pet Type

Cats Adult Female
Adult Male
Kittens
TOTAL

Dogs Adult Female
Adult Male
Pups

TOTAL

Henry's Pet Store

Instock

20-Dec-24

Sale Price

$125.00
$200.00
$250.00

$350.00
$300.00
$375.00

Opening the Prepared Template

A workbook has been prepared for you and it will need to be opened from the

EXCEL 2025 SUPPORT FILES.

1 Load Microsoft Excel and click on the OPEN icon in the QUICK ACCESS TOOLBAR or
select OPEN from within the FILE tab or FILE menu.

2 Access the EXCEL 2025 SUPPORT FILES folder and open the CHAPTER 10 folder.

3 Open the PET STORE template, selecting YES to the READ-ONLY dialogue box.
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Creating the Logo

The TEXT BOX tool will be used to create the logo. The text created using the TEXT BOX
tool is an object that can be moved anywhere over the worksheet.

A Inserting a Text Box

@ Autosave (@ o) ¥ " [ B = PetStorexisx - Read-Only » Saved to this PC v £ Search

file Home Insert Draw Pagelayout Formulas Data Review View Help

’f‘? % Py = D 3D Models ~ D]’? dil :

o=
PivotTable Recommended Table  Pictures Shapes Icons =~

[A] B & 8]

WordArt Signature Object
Line ¥

®
3
g5

ext
PivotTables & Screenshot v ox
Tables lllustrations k
AL " ext Box
raw a
A B c D

: 1 Open the INSERT tab in the RIBBON
S and select the TEXT BOX icon. On

1 xR e e smaller screens you may have to
click on the TEXT icon first.

@ Auvosave (@ o) D~ ) & = Petstorexisx - Read-Only v £ search

Fle Home Insert Draw Pagelayout Formulas Data Review View Help Shape Format

& cut Calibri (Body) Jn A A ==
@ copy ~ = e = H 1
il DEIRT BPSF R L L R 2 Click the pointer (now an I-Beam)

near cell B2 and enter:

TextBox 1 v

A B C
1 ) 1
2 - " Henry’s Pet Store
3 O Henry's Pet Store O
4 (e — Xe]
5
6
7
8 | Stock Inventory 15-Dec-24
9
10 Pet Type Instock  Sale Price

The text frame is not part of a cell.

The text frame will adjust in size as you enter the text.
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~ND OB W =

File

B Autosave @D Dy & [ B v Petstorexisx - Read-Only v

Home Insert Draw Page Layout Formulas Data Review View Help Shape Format

& cut Times New Roman ~[16  ~ G A ‘E‘ = =%~
@®copy ~ - - o
[B] I U <= = 3=
Q'y Format Painter
Clipboard N Alignment

TextBox 1 ~ i

o3
¢ Henry's Pet Store ¢
[ O )

£ Search

T I e

w

Highlight the text by dragging the
[-Beam over it and, in the HOME
tab of the RIBBON or in the MINI
TOOLBAR, change the FONT to
TIMES NEW ROMAN, the SIZE to 18
pt and the STYLE to BOLD.

Autosave (@ off) D P~ [ & =  PetStorexisx - Read-Only v

TextBox 1 v

N A WN =

File

Home Insert Draw Page Layout Formulas Data Review View Help Shape

& Cut Times New Roman v (16 ~| A" A” |E‘ == $-
[@copy ~ — . -
(B)r u~|EH-|&avA- | ===
< Format Painter S—
clipboard [ Font I Alignment

Henry's Pet Store

4 Move the pointer over the centre
right’handle’and drag it to the right
about 2 cm to increase the width of
the text frame.

B Adjusting the Text Box Shading

We can change the fill shading of the text box and the text colour.

@ Auosave (@ off) Dy P [ & = PetStorexisx - Read-Only v

TextBox 1 v

© 0N OB WN -

=)

File

" [Bcopy ~

Stock

Home Insert Draw Page Layout Formulas Data Review View Help Shape H

X Cut

B
6 Format Painter —
Clipboard ~ Font

Automatic

Theme Colors

Invento
2 Standard Colors

1 | | ] | ”& |
Pet Type|

Recent Colors.

1 Re-highlight the text, click on the
arrow next to the FILL COLOUR icon
in the FONT group of the HOME
tab and select a BLUE. The text box
should fill with the selected colour.
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_ ]
2 Click on the arrow next to the FONT
COLOUR icon in the HOME tab and
set the FONT COLOUR to WHITE.

Autosave (@ off) Dv & [ B s PetsStorexisx - Read-Only v

File Home Insert Draw Page Layout Formulas Data Review View Help Sha

& Cut Times New Roman ~[16 ~ A A
[ copy ~

B 1 U~ || S
6 Format Painter ‘—‘ -

Clipboard & Font 7 |lignment

TextBox 1 v J:

Standard Colors

1
2
3
4
5
6
7
8

Stock Inventory

3 To add a shadow to the text box
click on the SHAPE FORMAT tab in
the RIBBON.

@ Autosave (@ of) . [ B> =  PetStorexisx - Read-Only v

File Home Insert Draw Pagelayout Formulas Data Review View Help Shape Format

NN L X0 Edit Shape ¥ £ shapeFill A TextFill v Lx\

2 2 &\ (5G] [ TextBox Abc Abc Z Shape Outline ~ A A A ATenomlmev E

OoDOAaQns e | @ shape Effects ~ | 1 A Text Effects v Text

Insert Shapes Shape Styles D . ) WordArt Styles 1S Accessibility
TextBox 1 ~ i fx
A B c D E F (5 D Shadow R e Mo N o P
: .
2 q O o
3 9 enrv's Pet Store o
e, o, O
5
6
7
8 Stock Inventory 15-Dec-24
9
10 Pet Type Instock  Sale Price
G] 3-D Rotation »
1
12 Cats Adult Female 5 $125.00 Ly 1 8 3 N
13 Adult Male 9 $20000 .
LT 4 Select the SHAPE EFFECTS icon,

14

s ToTaL » highlight SHADOW and select an
OUTER shadow.

You can click outside the text box to turn the ‘handles’ off to see how
the shadow looks, then click back on the text box border to re-select

it and change the shadow style if need be.
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