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o Il

S

i LT

il

Clipboard 1= 3 Alighment = Number & Styles Cells Editing

16,000+ columns.

l 1,000,000+ rows. '

Typically, a new workbook starts with 3 " Each "box" is referred to as a cell and has a
worksheets.You can add dozens, perhaps unique "address"” comprised of the cell's column
hundreds of worksheets, but if you reach that letter and row number. An address can be
point, you're probably using the wrong tool. identified two ways: (1) the frame color of column
- letters and row numbers (in this example, green),
and (2) the Name box (in this example, J5).

W 0 N 6 s W N
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File Insert Page Layout Formulas Data o

Save As

e
J Recent

6 OneDrive - Personal
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David Ringstrom

Excel spreadsheets can be saved in 27 different formats, 3
but initially, you'll primarily use the following 3:

» Xlsx - Excel 2007 and later

+ xlsm - Macro-Enabled Excel 2007 and later (only use

this format if you're saving a file that already contains
macros).

» pdf - You can create .pdf versions of files from Excel's
Save As dialog box.

(3] 7 £

Excel Workbook (*.xlsx F_o: Save
More options...

Use the Browse button (or Computer Date modified

L hiskc button in Excel 2013) to display a
traditional Save As dialog box, which
o« AddaPladq @ppears after step 2 in Excel 2010 and

Browse '

12/4/2017 4:12 PM

| SUMIFS Single... ~ 12/4/2017 3:51 PM

2| Index-Two M..  12/4/2017 3:50 PM
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‘'Working within a Cell

H ©- ¥ Bookl - Excel

File Insert Page Layout Formulas Data Review View Help Q Tell me

: 0 30 LZ# Cell Styles (=] Format ~
Font ; Numbx Cells
o
2 Most of Excel's features are disabled when
you're editing a worksheet cell. These features

are enabled again once you press Enter or Tab.

David Ringstrom

Type the word Interest but
don't press Enter, just pause.

1Uinterest £

A B c D ST B | C g
1 |Interest] 1 Ipterest
A | p—
3) 4)
The vertical bar indicates that The cursor movesdowntothe | Alternative: Press the Tab key to
you're "in" a worksheet cell as next row when you press Enter. | move the cursor to the right.
opposed to "on" a worksheet. - - - -
Press Enter to leave the cell. 7
8 " 8
9 | 9
10 | 10
11| 11

Studenta .. _
5 www.studentsexcel.com Need help? Email: support@studentsexcel.com
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/
Entering Text into Worksheet Cells

| A
1 |Interest Rate

| | | - Interest F\S 25%
2 |Term 1\\ 2@

3 .Principal Text automatically overlaps into the next
+ column when necessary. This isn't a problem
4 | Payment unless you need to type something into cell B1.

Column Aisn't wide enough

| to display Interest Rate in full.

| Cells can contain up to 32,000

characters, but only display

what can be shown within a
given column.

A
|

| Sheetl | Sheetz | Sheets o) T | Sheett | sheetz

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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I\/Ianagmg Column Widths

") Alternative: nght clickona
column (make sure to to
right-click on the worksheet
frame as a different menu
appears for worksheet cells.

.) Alternative: Position your
Select Column A. 1 cursor between two columns
and then double-click when the

two-headed arrow appears.
Nuance: this action only affects % ol
the current cell unless you first Clear Contents

7 S_/ B — select the entire column. —
| | .
Sheetl | Sheet? | Sheet3

Hide

Ny D wiN =

Unhide

J.ggest Rate ; B |

aosum < A () _Term Column Width (Y IR TR
: Z "~ .

¥/ Fill » Column width:

VLB B _) The column expands or , 823 )

¢ Clear~ Filter + Selact collapses to show the longest
Cell Size entry within the entire column.

, Alternatively, drag to the left or
+ W Hel - 2
| 4L RowHeight il O right when the double-headed

&3 Column Width... ALFRW BARSAKE to ANEAI these techniques to resize

( 3 ) AutoFit Column Width > resize the column. P multiple columns.

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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/ Formatting Percentages

A B 1 - Excel okl - Excel

] 0
1 ‘ Interest Rate 5.25% Q Tell me what you want to do felp Q Tell me what you want to do

|
N\ Term :
1) T General : [;:} [?;] [;‘

It's easiest to type a percent £

sign along with the number Conditional Format as ‘? Gener. inal Format as
ormatting~ Tabler S 5

when entering percentages. : : i _ Alternative: Click this arrow
Excel will automatically format AL - in the Number section of

il the number as a percentage. PR | Use Increase Decimal or Decrease . the Home menu.
o) Decimal to make adjustments. [+ Corrency

| Sheetl | Sheet2 |
(=]  Accounting
d - Excel E

Q Tell me what you want to do

Short Date
Alternative: Click the Number GG
General E} FONNATBUiaH o disfayihe Nuance: in Excel Percent

» Format Cells dialog box.
Conditional Format as . :
Formatting~ Table~

means no decimals, while
Percentage includes decimals.

Styles

The Percent command on
the Home menuis enticing,
but hides decimals.

Categnry ]/2 Fraction

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Formatting Numbers

A B Bookl - Excel Bookl - Excel
I S|
0,

1 | Interest Rate 5.25% :Il me what you want to do Il me what you want to do
2 Term 48 , .

1 - General - =[:¢—_'] 4 Accounting v "EEE] f | d

. . Yl S/ |
3 lPI’IﬂCIp&' 10000000 0 «0 .00 Conditional Formatas ¢ ~ 9 «0 00 Conditional Formatas
1) % * oo 30 z 40 3.0 :
D Formatting~ Table~ St Formatting~ Table~

P

é\mbe
The Comma Style
command adds commas
and decimal places.

a r [ Styles

| The Currency command
adds a dollar sign, commas,
and two decimal places.

Large numbers can be hard
to read without formatting.

| Sheetl | Sheet?

A : A | A
1 | Interest Rate 1 |Interest Rate |Interest Rate 5.25%
| 2 |Term Term 48

" 10,000,000.00)

3 Principal |Principal ¢

2 _;Term

3 Principal | 1
2). 4, Sayment 3ayment R
ype dollar signs and/or commas 5 Currency format. Use Comma Style format. Use
as you enter the number and 6 Decrease Decimal command Decrease Decimal command
| to remove unwanted decimals. to remove unwanted decimals.

Excel will format the cell
automatically (assuming that the | _ B
cell previously had no formatting). | Sheetl | Sheet2 |

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Formatting Worksheet Cells

A B

|Interest Rate 5.25%
|Term 48
30,000

Update spreadsheet to
include all of this text, and
then select cells A6:E®6.

Principal
Payment

\
B o)

Date Interest Principal BalanceJ

Payment #

| f | | —_
| Sheetl | Sheet2 | Sheet3 | (+)

Ho-

Insert

¥ o Click the Center command to center

preaEere  text within the cell. Many commands

"+ 9
, db Cut Balibr

ER Copy ~
Paste % £ G I
< % Format Painter

i\lipboard [
i Click the Bold icon
(or press Ctri-B).

Alignment

Click the Underline jl L

icon (or press Ctri-U).

30,000

3 www.studentsexcel.com

Click the Undo command (or press
Ctrl-Z) if you make a mistake.

EECOpY
Paste | )
> ¥ Format Painte

Alternative, click a formatting icon
again to turn that format off.

2 [Term 48
3 |Principal 30,000
4 ‘ Payment

S |
6 Payment #

Date Interest Princ

A
—

Text is bolded, underlined, and
centered within the column.

| Sheetl | Sheetz | Sheets

Need help? Email: support@studentsexcel.com
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/

‘Copying Formulas

YN O LA W N

A I

| Interest Rate _5.25%A
:Term 48

Princip 30,000

4Paym 1
' Typea1incell A7. ]

Payment # Date

Sheetl | Sheet?

ex A

D

Excel shows the formula
result when you press Enter.
Optional: Double-click the
cell to edit the formula again.

A |
| Interest Rate

‘Term
| Principal

| Sheetl

Enter this formula in cell A8.
Formulas always begin with
an equal sign.

1

N

2

=A7+1

4Yayment

Sheet2

‘ Payment

Payment # Date Inte
1
2

O~ oy B WIN

Drag the Fill Handle in cell

43
1 Inte Excel copies the formula down

N

A8 down through cell A54.

=A7+1

| Sheetl |

www.studentsexcel.com

Sheet2

and creates a series of numbers.

=A53+1

| Sheetl | Sheet2

Need help? Email: support@studentsexcel.com
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Workmg with Dates

ad C D | e C D 5\ = S -
1 Enter dates in m/dlyy format. 1 %lnter'\aﬁRate 5.25% Dates in Excel are a serial |
You can enter a date as 2 | number representing the number |
5| 01/01/2020, 1/1/2020, or 1/1/20. If . ;prma Enter a second date, select of days since January 1, 1900. |
you enter 1/1 and press Enter v ‘fpay cells B7:B8,and then You may sometimes inadvertently |
Excel adds the current year. < double-click the Fill Handle. lose the date format.
Payment # * Jptarast Dr'n 6 | Payment# Date . rest Principg 6 TPayment# ‘Date nterest  Princ
1/1/2020)|1/1/2020 7 /1/1/2020) 7| 1
8 j 2/1/2020 8 | 2
9 | 3| 9 | 3
10| 4 10 | 4
' 5 5

. . g Review View Help
sign otherwise Excel will Tern dates down the column and a
perform division instead [Prinl  stops when itfinds a blank i’ Conditio
of returning a date. Paydl cell in the preceding column. il ape T General
- ) Y v 123 o specific format

Payme

B C
Do not include an equal 1

toract Drj

Date g

AT 1/1/2020 | -

1 20 500 1| 1/1/2020

0.00099 #__J 2| 2/1/2020 Accounting
3| 3/1/2020 $43,831.00
4| 4/1/2020 8--. Short Date
5| 5/1/2020 1 1/1/2020

& e ¢ D

L 4 Excel creates a series of

| Payment# Date lg;\terest Princip

www.studentsexcel.com

Need help? Email:

Bookl - Excel

support@studentsexcel.com
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Calculating Our Loan Payment

=PMT(B1/12,B2,B3)

A Eea B | A B
.IntereSt Rate 5.25% 1 /Interest Rate 5.25% The formula appears in the

fenn s 2 |Term 48 formula bar as you build it.

IP”“C‘F’B' 1 3°»°°°D 3 |Principal 30,000 : : : :
Payment 4 |payment  [2,82,B3 :
‘ Y : Interest rates must match the basis

Faiiction: Arguments of the term, which in this case is in
months, so we divide by 12 here.

Payment # Date Interest Princi
1 1/1/2020

Enter a description }- 0.004375
of a calculation. 8 per |B2 48

Insert Funcuon ? 9 Pv |B3 30000

Fv I number

Type I number

-594,2813825
Calculates the payment for a loan based on constant payments and a constant interest rate.

alue: payment at the beginning of the period = 1; payment
Formula result appears here. ¢~ Dariaa e oL e

Calculates the pr-
constant interef

3
Help on this func’

Cancel

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Excel's Order of Operations

W 0 <N O o B W

A

|Principal
|Payment

‘ Payment #

:'I-nterest- .Rate :
V'Term

B

5.25%

48
30,000
($694.28)

Date

A

‘Term
| Principal
\Payment

Interest Princip Payment #

Interest Rate

B
5.25%

48
30,000
($694.28)

Date

=100*0.03 |
=100+7*0.03 |
=(100+7)*0.03 |

100.21
3.21

Interest rincinal Ralage

W 0~ o O b w N

= e
N O

13
14
15
16

1/1/2020
2/1/2020
3/1/2020
4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020
9/1/2020
10/1/2020
11/1/2020
12/1/2020
1/1/2021
2/1/2021
3/1/2021

4/1/2021

131.25
=B1/12*B3 |

W 0~ O B W
W 0~ o O b W N

R el e~ el i e
b N O B W N O

1/1/2020{ 13125 =(B1/12)*B3

2/1/2020
3/1/2020
4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020
9/1/2020
10/1/2020
11/1/2020
12/1/2020
1/1/2021
2/1/2021
3/1/2021
4/1/2021
5/1/2021

www.studentsexcel.com

4

You can include parentheses in this
calculation but they're not necessary since
no addition or subtraction is occuring.

Excel's Order of Operations:
1. Parentheses
2. Exponents
3. Division
4. Multiplication
5. Addition
6. Subtraction

Need help? Email: support@studentsexcel.com
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‘Use F4 to Toggle Absolute References

= A... L .B,_ - I o L | | | | X v g 7
1 |Interest Rate 5.25%
2 Term 48 Excel sometimes, but not always, B c o) E
3 "principa| 30,000 adopts the number format of other Select cell B4 in the formula bar and
4 |payment ($694.28) cells that you reference. : press F4 (or Cmd-T in Excel for Mac)
5 | ' P . p— to create an absolute reference.
6 | Payment# Date Inter { | Date  Interest  Principal , Balanca
7 | 1 1/1/2020 131 =B4C7 1 1/1/2020] 131.25|=-$B%4-C %
8 | 2 2/1/2020 2 2/1/2020
9 | 3 3/1/2020 3 3/1/2020
10 | 4 4/1/2020 4 4/1/2020
Sheetl | (¥ 5 5/1/2020
Y | B | ¢ e E | F | 6 | B | Q4 8 | © | B S
1 |Interest Rate 5.25% 3“ 1 5.25%
2 |Term 43 Excel changes the cell references 2 48
3 |Principal 30,000 to the payment amount as the 3 | 30,000
A\payment ($694.28) formula is copied down. 4 | ($694.28)
[r 5 | [=-$Bsa-c7] |=B3-D7
Drag the formula down. %est Principal Ralancis 6  Date Interest Princip e
st 563.03) |=-B4C7 7| 17172020 13125 $563.0%1829,436.97
8 2 2/1/2020 00" |=-B>-C8 8 | 2/1/2020
9 | 3 3/1/2020 #VALUE! |=-B6-C9 9 | 3/1/2020
10] 4 4/1/2020 Winsgmn] |=B7-C10] N0l 217200 _ |
| Sheetl | @ | Sheetl | @
Students .. _
b/ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Copying Formulas

4L — A — - || B .
:Interest Rate 5.25%
|Term 43
|Principal 30,000.00 Drag the formula in
\Payment ($694.28) cell D7 down to D8.

:Interest Rate 5.25%
|Term 438
\Principal 30,000.00
Payment {S694.28)

‘Payment# Date Interest
1/1/2018 $ 131.25
1/2/2018 $ 128.79

;ngmrernrthi{” Date Interest  Princi

1 1/1/2¢7 131.25 S 5 1

2 1/2/ 1 $ 128.79 2

3 13/ povepsi/12 3 1/3/2018

4 1/4/2018" ; 4 1/4/2018
Sheetl | * | Sheetl

W 0~ O B W

Wi Nl L e W

=t
1<

Boold - Excel e e
|Interest Rate 5.25%

[Term 43
\Principal 30,000.00
'Payment (5694.28)

Page Layout Formulas Data Review

= so~Accounting ¥ F[:]
. % » [FH

EPavment# Date Interest Principal Balance
1/1/2018

1 3 ;

2 1/2/2018 . $28 871. 47
3 =

4

W 0 N v B W N =

1/3/2018
1/4/2018
Sheetl |

=
(=)

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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/

Verifying Our Work

4 - - A - — i - B;
‘ Payment # Date

C

D E

Interest Principal Balance

1/1/2020

2/1/2020| $128.79 | $565.49 | $28,871.47

4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020

W0 N s W N

Sheetl

A | B
. Payment # Date

3/1/2020

9/1/2020

C

Select cells C8:E8, and then

double-click the Fill Handle.

D E

Interest Principal Balance

1/1/2020
2/1/2020
3/1/2020
4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020
9/1/2020

0N U s W N

$131.25

$563.03  $29,436.97

$128.79 |
$126.31
$123.83
$121.33
$118.83
$116.31
$113.78
811124

$565.49 $28,871.47
$567.97
$570.45

L S
$667.53  $5,446.48
$670.45  $4,776.02
$673.39  $4,102.64
$676.33  $3,426.31

The ending balance should
be zero. Press Ctrl-Home.

5.25%

48
30,000
($694.28)

$572.95 Excel copies the formulas
$575.46 down. Press Ctrl-Down.

The cursor retums to cell A1
when you press Ctri-Home.

$577.97  $26,006767
$580.50 _525,426.17 =
$583.04 1$24,843.13 | -

2 2/1/2020" S128.79  $565.4

3 3/1/2020 $126.31 $567.9
| =

4 4/147+20 $123.83  $570.4

| Sheetl ©

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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5.25%
a8

Double-click th o
boc;t‘i)meof:fell Ag. J * -6 Il IE

Excel displays #5855 because

the columns are not wide enough

1/1/2020 $13 AutoSum also appears L display the entire number.
2/1/2020 $12

1

2

3 3/1/2020 $1 -

4 4/1/2020 $123.83 $570.4
| Sheetl | @

$691.26
$30,000.00 |
=SUM(D7:D54)

The cursor moves to the
bottom of the column.

1/2021 52.21
Double-click the right-edge of
columns C and D to widen the

columns to display the entire number.

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Freeze Panes Feature

B C - A B
20| 8/1/2021  $82.56 é . lInterestRate  5.25%
21 9/1/2021 $79.88 @ Q Tell me what you want to do 2 Term 48
22 10/1/2021 $77.19 o 3 ‘PrlnCIpal 30,000
& New Wind 1 | 0 - 1
23 11/1/2021  $74.49 ,,E Totbhlits ._ EE ~ [ 4 [payment ($694.28)
A\12/1/2021  $71.78 B | s e B
/1/2022  $69.06 20 D wingows- - \6 Payment# , Date Interest
It's easy for data to blur YFreeze Panes = J&y 2621 38256
when you don't freeze s
: orksheet scrolls (based on current seleeti®n) Rows 1 through 6 are now
column headings on-screen.
g —— Freeze Top Row always present on screen.
Keep the top row visible while scrolling through
30 6/1/2022 $55.26 " the rest of the worksheet,
A B [:;] Freeze First Column
= Keep the first column visible while scrolling
4 0,
R ierestha 5:25% ~ through the rest of the worksheet.
2 |Term 438 View Help Q Tell me what you want to do
3 |Principal 30,000
\ = [ Split
4 |Payment = ({$694.28) C I
5 - - = TiHide
bom to New Arrange Freeze
6 Payment# _Rate Interest  Princig lection Window All Panes~ [:] Unhide
7 -| 2 ) “ — _ Unfreeze Pai
5| ==~ Select the cell just below the - - n Urlockal rows
9 rows (and optionally to the r!ght Freeze panes toggles to : Entire
o of any columns) that you wish Unfreeze Panes if you _ Fieze Top Row
to always remain on-screen. wish to undo the action. == Keep the top row
11 B — — : : ) through the rest o

Studenta .. _
5 www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Monitoring Print Scale

= 500
1
Ome = Paqge Lavo 0 3 Data Revie View elp elp v = d 0
2 S - - =T e | .
= s : €03 th: 1 ¥ H
________ | ID_] Ruler (] Formula Bar Q [\:9 q r\j % € I page rmilines Hea
: : a0 = - ; A eight: 1 page - iew
- . o rin
Norma Pag::vBi::k Laage Cu~stom Gridlines Headings Zoom 100% Zoom. to New T't|| S 50 Flitres L]
yout Views Selection = Window Ities
Workbook Views Show Zoom 5 Scale to Fit & Sheet Options
| e 2 3 2 il ' 4 £ . Alternative: Change the Height and R
2 |Term 48 Width settings on the Page Layout
s 3) menu . Scale should remain at 64% or
24 T - Dashed lines indicate page breaks. You higher to preserve readability.
sa | aalame022 geess ses7as | can adjust the breaks by dragging the
40 34 BuHaHE 4401 $650.28 : : . .
T 3 102022 $4116 | 85312 dashed lines in any direction needed. 6 Chbess Normal o the
e View menu to turn off
43 11 i 1 <
vy 38 212023 $3255  $66173 smaller or larger on the printed page. Page Break Preview
45 39 32023 $2366  $6B4.62 e - K
46 B
*g_ — L 5I2023 _$2333 | $67045  BH#5T
2 Bif2023 20.90 673.39 >
:3- :3 4 $ : 35T . $;.426.3" NormalPage Break Page Custom Gridlines
50 44 502023 $14.99  $679.29 $2.747 : : Preview Layout Views
51 45 9.'1.'%3 ag;gz 22wk Page break preview often gives the Workbook Views Sh
52 46 HEHHHH 03 “$685.25 $1,379.50 : :
3 &7 102023 $5.04  $688.25 : fal.se impression that columns are not 7 A B C I
% 48 HiERY wide enough. Typically numbers that 1 |Interest Rate 5.25%
s | you can see on screen in Normal view > |Term 48
‘ will print properly as well. 3| principal 30,000
Students

www.studentsexcel.com

Need help? Email: support@studentsexcel.com
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Applying Borders and Color

5.25%
43
30,000
(5694.28)

t H-A- =
Date  Interest  Principal  Bala &

41| 11/1/2022 $41.16 $653.12 $8,75 F, Borders Excel provides alive preview
42 12/1/2022 $38.30 $655.98 -+ Bottem § when you hover over a color.
43| 1/1/2023  $35.43 $658.85
44 | 2/1/2023  $32.55 $661.73
45| 3/1/2023  $29.66 $664.62
46| 4/1/2023  $26.75  $667.53
47 | 5/1/2023  $23.83 $670.45
48| 6/1/2023  $20.90 $673.39  $4,10
49 | 7/1/2023 517 95 $676.33
50| 8/1/2023 : :
51| 9/1/2023
52 | 10/1/2023
53 | 11/1/2023
54 | 12/1/2023

Choose the Borders command
on the Home menu.

Choose the Fill Color
command on the Home menu.

- A A

I[1f
1l

OIU!AWNI—‘

St‘5 i Colors
EEC( D ENEEN

Top Border Inte o\ P""J No Fil
Left Border SB 325 51 $30 ( Yellom

V“Y PV1OTC OO

Right Border

No Border

A Interest All Borders

H
20 5 131.25 Qutside Borders

p20 $128.79 Thick Outside Borders
54020 $126.31

720  $123.83 =

1020 $121.33 i Thick Bottom Border

D20 $118.83 7 Top and Bottom Border
D20 $116.2
D20 $113. 3

Click this arrow to
display the Format Cells
dialog box for more
control over formatting.

Select the cell(s)
you wish to format.

Bottom Double Border

Top and Thick Bottom Border

Number

.......................

Font:
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Managing Worksheets

A | B Insert...

fl-nterest Rate 51 e

| Delete
>
|Principal 30

\Payment ($69¢ Move or Copy...

Qi View Code
Protect Sheet...

1 .Inter-e.ét Rate ._5._25%
2 ‘Term 43
3 Principal 30,000

Rename
Move or Copy...
Qi View Code

: 4\ [E7 Protect Sheet...

Right-click a worksheet tab. ]
9| v . :

' 3\vment [S694.28)
‘ Type the new name for the

worksheet and then press Enter.

You can also edit a sheet name
by double-chckmg the tab.

Microsoft Excel will permanently delete this sheet. Do yo

Delete Cancel |

/
A prompt onIy appears if
you've altered a worksheet
before you delete it.

Typing 30'inA30° -
' Typing '29' in A29
Typing '28' in A28
Typing '27" in A27
Typmg ‘26" in A26
Typlng ‘25" in A25
Typing '24" in A24
Typing '23"in A23
Typing ‘22" in A22
L Typing '21' in A21
8% Typing '20' in A20

| ad DpmeddinAld e
6\ gq Typing 13'in Al3 l
You can undo up to your last 1
100 actions in Excel. However,
deleting or renaming a
worksheet clears this list, so

save your work before you
delete or rename a worksheet.

Clipboajc
A

| | Undo 100 Actions

‘ ... | Sheet3 |
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‘Using Excel Templates

B C A B C
J'Tr::;es‘ Rate 5-25/" 1 Loan Amortization Sched
| % Delete |

|Principal
Payment (5694.28)

Pa 1@ Date | Q] ViewCode ‘Balance

b7 Protect Sheet.., $29,436.97 Nl p
umber of payments p{

$28,871.47 Start date g

$28,303.51 . Optional extra pa
$27,733.05

Loan period i

ab Color 3

W 00 ~N v B W

Hide

=
o

Lender name:!

Inseﬂe |
Geng preadsheet Solutions 1) " | Payment Date Beginning Balan

No.

= & &8

Preview

Biling Blood Pressure  Expense Loan
Statement Tracker Report Amortization

ne Y n}d" Y
E n o ALY
- SN -'.:x.g" i -

V.

Excel adds a prebuilt Loan
231 Amortization Schedule to
; the workbook.

Templates on Office.com 26 | :
> ‘(Loan Amortization S)... (&)

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Using Excel Templates

= Book2 - Excel Sign in

Insert Page Layout Formulas Data Review View Q Tell me what you want to do

N eW Try searching for NCAA when
March rolls around each year.

(| Budget
2

(4

Provide search term and press Enter. Optional: Browse templates by category. gategory

‘- Budgets
i g
6&:[)0115(‘ Budget \

a, Business

Print

Personal

Share searerolll - - o
: —— = - A5 )Double-click the template of your
Export \ N i : —— = - choice to create a new workbook.

Publish g : ‘ P - Calculator

Analysis

Monthly college budget Simple expense budget

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Minimize Workbook Clutter

Save

Save As

Print

Share

Export

Publish

Close

Account

éeed back

Options

Excel Options

Formulas

Data

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbeon
Quick Access Toolbar
Add-ins

Trust Center

F.Lo General options for working with Excel.
AT

User Interface options

Show Mini Toolbar on selection G
Show Quick Analysis options on selection
Enable Live Preview (D

StcgleenTxp Show feature descriptions in ScreenTips
style: - —
When creating new workbooks

Use this as the default
font:

v Body Font

Font size: 11 -
Default view for new shg Normal View

Include this many sheets!
Personalize your copy of Microsoft Office

User name: David

] Always use these values regardle’

www.studentsexcel.com

Excel 2013 and later: Click here to
add new worksheets as needed.

Excel 2007/2010: Click here to add
new worksheets as needed.

Need help? Email: support@studentsexcel.com
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Worksheet Tab Navigation Tricks

1 Summary e December
v Activate: f—_—

1 7 Summary I
Many users only left-click on } January ‘2\ (Sales

these arrows to shift the Eebuiary Product Sales 68,795

7 4 |
March .
worksheet tabs across the e Double-click any sheet Services 45,652

screen. Hidden functionality April name to activate. Type | Other 5,246

g - Ma
appears when you right-click. o the first letter of any
Quarter2 sheet name to navigate  Total Revenue 119,693

f'kL:leust the list efficiently, then
september | Press Enter to activate. [Cost of Goods Sakd | (3,583 |

Quarter3 - k
October ~ - | Gross Profit 116,104

June January e — ' Operating Expenses
Quarter2 84,354 | Wages 34,750
15,8396 j Bant 2.500

Luly

Excel 2010/earlier: A menu shows Alternatively press Ctri-Page Down
up to 15 worksheets Choose More | oK I Cancel | to move one worksheet to the right,

Sheets if needed to display the —oepreTETom =75 or Ctrl-Page Up to move one
Activate dialog box. ' worksheet to the left.

— e’ | Total Expenses 38,568

Net Income 50,490 13

January | February .. (¥

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Manage Error Checkmg Prompts

Riohher Storad as Tt Use this command to situationally

turn off error indicators. You can

ignore errors for multiple cells at

Help.On this:Error once: select the cells before you
click the error menu.

Convert to Number

nter 0101 in to cell A1. Excel
drops the leading zero.

20 N Y B W

Excel Options

| Sheetl | @ -
; : L General Cells containing formulas Formulas which omit cells ina

that result in an error region
Formulas 9

Inconsistent calculated i Unlocked cells containing
Data column formula in tables formulas

Proofing Cells containing years d Fermulas referring to empty cells
PIESERCE 5 ZgnS Data entered in a table is invalid

e s : )

Enter '0101 with a single quote e
at the start in cell A1. Excel 3 aNE bl | iNumbers formatted as text
S ! or preceded by an

preserves the leading zero, | Language Sostaphe. .. -
and in most versions of Excel Ease of Access Formulas inconsistent with G

marks it with a green error- 1 other formulas in the

checking tickmark. : Advariced region
PN U0 » H N SR

101

¥ www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Filtering Data

A B | A B A
Region | = | City (4 Ji~ Y ’ ’ egion |~ [City  |-¥|Vendor
| 2l SortAtoZ 32|Mid GA Macon Middle Georgia Fru
’ 33|MidGA  Macon Middle Georgia Fru
34|Mid GA Macon Middle Georgia Fru
35|Mid GA  Macon Middle Georgia Fru
36| Mid GA Macon Middle Georgia Fru
: 37|Mid GA Macon Whistlestop Fruit S
North GA Atlanta Bob's Fruit Text Filters 38|Mid GA  Macon Whistlestop Fruit S§
North GA Atlanta Bob's Fruit - 39|Mid GA Macon Whistlestop Fruit S§
|Nnrth GA atlanta Rnh'c Eruit i 40{Mid GA Macon Whistlestop Fruit St
Fruit Sales @ . 41}0@d GA Macon % Whistlestop Fruit
FruitSales - | LlBlue RiQQe é\ / H =
| ~[] Brunswick 5%_})nly rows that contain Macon |}
Page Layout Formulas @ Review ~, 3:2:“"'8 :4'1 in column B are Sh.OWh. Al
5| other rows are hidden.
56 | | Changes you make when the
57 | filter arrows are present only
58 | N affect the visible rows.

< | 59 | " "
Sort & Filter | ~ — 1
D Cancel I 60 |
Product 21 CE 61 |
22 |North GA Blue Ridge Mountain Fruit

Region ity Vendor
W‘IQ(h GA ta FruitR Us

elect any cell within the list. | &l SetZtoA

Sort by Color

North GA "Atlanta FruitRUs
North GA Atlanta Fruit R Us
North GA Atlanta Bob's Fruit

W 00 SN OB W N

W 0~ G B W N

b
=]

Valdosta

FruitR Us Oranges e , z
s | ) | Fruit Sales | | Fruit Sales :

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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‘Remove Duplicates Feature

A B B A B

1 }Application Version . Application Version
Excel 2007
(Excel 2007

Word 2007
2007

"Remove duplicates” is literal, so
work with a copy of your list if you
need to keep the original data as well.

Textto Flashl Col - S
elect any cell within your list (no [f§2nced  Columns  Fill i idati Access 2007

need to highlight the entire list). | Data Tools ‘Excel 2010
GOk | G I 'Word 2010

9 |powerpoint [ 2| x|} o outlook 2010
10 ~}PowerPoint
11"‘!Access

12 EAccess
137§Access

14 jExceI

15 %Excel

16 ‘Word

17 iWOrd

18 |wWord

19 | Outlook

20 JOutIook
er‘ipowerpoint
22 EPowerPoint 2010

To delete duplicate values, select one or more columns that contain duplicates, 10 jPowerPOint 2010
11 |Access 2010
12 |Excel 2013
13 'Word 2013

[ columns Xl
v Application

3
£
p
£
P
£
p
£
P
£
p
£
_ |¥ version
£
i
£
P
£
p
£
P
£
p
£

= Select All nselect All I V' My data has headers

‘ 2016
20 |PowerPoint 2016
21 |Access 2016

Remove Duplicates ‘ (+) | Remove Duplicates
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Quick Analysis (Excel 2013 and later)

A B ,C_‘_DA_E_. » A B ,CA_D._ E A: B C__ D
1 |Product Total Sales 1 Product Total Sales 1 |Product Total Sales
2 |Oranges 61680 2 |Oranges 2 |Oranges 61680
3 |Apples _ 85106 3 |Apples 3 |Apples 85106
4 |Kiwi 66638 4 IKiwi 4 |Kiwi 66638
5 |Bananas 75548 5 |Bananas 5 |Bananas 75548
6 |Mixed Berries 29940 6 |Mixed Berries (Il 29940| 6 |Mixed Berries 29940
77' ,‘_:_] 7‘ 7.\ 31891 P:-__
9 | is icon appears when 9 | Dastg::;ig?:\a,::e a Quick Analysis can
10| | you select arange of cells B 2 i add totals. [ _
in Excel 2013 and later. | Quick Analysis @ alysis | ®
VIR 8 . A C D
5 |Bananas 75548 Quick Analysis can
6 |Mixed Berries 7'2 ries create charts. los
7 =
= 2 3 \ 100000
4 | 80000
Charts ~ Totals  Tables = Spf Charts  Totals  Tables  Sparklines 5 ‘ 60000 I I I
2 40000
6 |
= . H 20000 I I
= [ EE = = -
= @ = = i EI L@ g ‘ : R : 7
DataBars/ Color.. IconSet Greater.. Top1folor.. IconSet Greater.. Top10% & F & £ &
9 ‘ o"'b 'V“Q Q}'bo b‘be
10| Nl
Conditional Formatting uses rules to highlight interestfmatting uses rules to highlight interesting data. ‘ Quick Analysis ‘ /{-)

Studenta .. _
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‘Streamlining PDF Creation

o—‘j ¥ Bookl - Excel Sign in

File Insert Page Layout Formulas Data Review  View  Developer

@ Organée v New folder
Export
3

A" Favorites

Desktop

@) Creative Cloud File
T Create PDF/XPS @ Create a PDF/XPS - ——
== Document & OneDrive

Preserves layout, & Downloads

E‘A‘ Change File Type formatting, fonts, and

images

4 Libraries
Content can't be easily

1] Documents
changed ;

Free viewers are available

Excel 2007: Choose Save as. on the web
Excel 2010: choose Save & Send.

Alternative: Change the
Save as Type to PDF within
Excel's Save As dialog box.

4 Hide Folders
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Page Layout Formulas

OV = # [1& ~

Help Contact Show What's Community Blog Suggest Office 365 offers a new = i ABBRERS
Support Training Nev Site a Feature Help menu not present : fivekiable AREAS

Help & Support Community in other Excel versions. Get Help on "VLOOKL CHOOSE

A ‘
| COLUMN
i COLUMNS

Smart Lockup on "VL

Get more results

Formulas Data Review Vieanr g J Create a chart
MATCH

OFFSET

The Tell Me feature appears in all © Insert Map Chart
versions of Excel 2016. Enteraword or | ’
phrase that describes an Excel task. | ROW

Insert Column or Bar Chart

Create Chart ROWS

RTD

A combination of menu commands Insert Statistic Chart TRANSPOSE
and resources appear here, so that Get Help on "Create a chart” —_—

you don't have to surf Excel's menus. \ o e /

www.studentsexcel.com Need help? Email: support@studentsexcel.com
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Thank you for attending!

WAL
nnnnnnn

I'm happy to hear from you (e-mail is best):

David Ringstrom
Accounting Advisors, Inc.
614 Park Avenue SE
Atlanta, Georgia 30312
404-784-0275

david@acctadv.com

Get notifled when | write new articles about Excel and other topics:
2 www.twitter.com/excelwriter
www.facebook.com/accountingadvisors
Y www. linkedin.com/in/davidringstrom
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