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EXCEL NAVIGATION
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1. Title Bar contains the name of the active application. When the workbook window is
maximized, the workbook title appears in the Excel title bar; otherwise, the title
appears in a separate title bar within the workbook window.

2. Ribbon is a panel that houses the command buttons and icons, organized into a set
of tabs.

3. Quick Access Toolbar is a toolbar that provides easy access to frequently used
commands in the application. It can be customized to fit individual needs.

4. Name Box displays the cell reference of the active cell. It also displays the name of

the current function when using the formula palette.

Formula Bar displays the contents of the active cell.

6. Status Bar displays details about filtered data and which view is displayed. (Normal,
Page Layout, Page Break Preview)

7. Sheet: Workbooks can contain multiple sheets.

o

Navigation Options

There are a number of ways to move around in Excel. To move to a specific cell or
range (group of cells), use either the mouse or the keyboard.
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Action

Move the active cell
one cell at a time

Move the Worksheet
display up or down
one screen at a time

Move the Worksheet
display to the left or
right one screen at a
time

Move the active cell
to A1 in the active
worksheet

FLASH FILL

Mouse Techniques

Point and Click at
adjacent cell

Click on the vertical
scroll bar, between
the scroll box and the
scroll arrow

Click the horizontal
scroll bar, between
the scroll box and the
scroll arrow

Click in the Name text
box, type A1 and
press Enter

Keyboard
Equivalent
Use Arrow keys.

(Scroll Lock must be
off.)

Use the Page Up or
Page Down keys.

Use the ALT+Page
Up or ALT+Page
Down keys

CTRL+Home

The Flash Fill command on the data tab is an excellent assistant for spreadsheet completion.
Flash Fill evaluates example data, compares it to existing data in adjacent cells, determines any
patterns, and suggests entries.

Recognizing Patterns

Notice how a clear pattern is established in the example below. There is a column with full
name, and a column with a pattern of firstname.lasthame@wichita.edu

A B C
1 |Full Name Email
2 |Ali Levine ali.levine@wichita.edu
3 |Amy Belden amy.belden@wichita.edu
4 |Madelyne Toney l

5 |Marsha Norton

Place the cursor in the next row down, and go to Home tab, Editing group, select the Fill
Dropdown and Flash Fill
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Excel completes the list with the established pattern. There are so many ways to utilize this tool!

Flash Fill to Combine Cells

Another great use of Flash Fill is to combine two cells.

Look at this example of a database, showing three columns of names. Two are complete, first
name and last name. One is incomplete, with the beginnings of a pattern established, putting

the names together for a full name column

1.

Weber

Flash Fill will suggest how to fill the list when it recognizes a pattern.

Name LastMame FirstName

|Abercrombie, Kim  Abercrombie  Kim

lM‘fronti, Michael Affronti Michael
_Agarwal Mupur
Bebbington Mark
Bellew Allie
Bento Nuno
Bermejo Antonio
Byrne Randy
Carvallo Carlos
Chai Sean
Chan Gareth
Chudzik Terri
Circeo Ken
Clarkson John
Danner Ryan
Huff Arlene
Kach Reto
Karasek Petr

. Taneyhill
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MName LastMame

FirstMame Til

Abercrombie, Kim  Abercrombie

Affronti, Michael Affronti

Agarwal, Nupua llhganual
Bebbington
Bellew

Bento
Bermejo
Byrne
Carvallo
Chai
Chan
Chudzik
Circeo

Clarkson

Danner
Huff
Kdch
| - |Karasek
\_/' Taneyhill

Weber

Press Enter to accept the suggestions.

Kim A
Michael Di
Nupur Di
Mark VI
Allie Ri

MNuno Di
Antonio
Randy 5
Carlos IT
Sean W
Gareth 5
Terri Cl
Ken Sa
John Pr
Ryan IT
Arlene W,
Reto Vi
Petr A
Kate Cl
Gregory Vi

Name

|

Abercrombie, Kim
Affronti, Michael
Agarwal, Nupur

Bebbington, Mark

Bellew, Allie
Bento, Nuno
Bermejo, Antonio
Byrne, Randy
Carvallo, Carlos
Chai, Sean
Chan, Gareth
Chudzik, Terri
Circeo, Ken
Clarkson, lohn
Danner, Ryan
Huff, Arlene
Kach, Reto
Karasek, P

Taneyhill,v

Weber, Gregory

LastName FirstName
Abercrombie  Kim
Affronti Michael
Agarwal MNupur
|Bebbingt0n Mark
Bellew Allie
Bento MNuno
Bermejo Antonio
Byrne Randy
Carvallo Carlos
Chai Sean
Chan Gareth
Chudzik Terri
Circeo Ken
Clarkson John
Danner Ryan
Huff Arlene
Kach Reto
Karasek Petr
Taneyhill Kate
Weber Gregory

Flash Fill also works the other direction: to split a column of “last name, first name” into

two columns. It is an excellent time saving tool.
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FIND AND REPLACE

The Find and Replace dialog box has the capability to find and change formatting, as well as
options to search across all sheets in a workbook or to restrict the search and subsequent
changes to the current worksheet.

Find Option Used To

Find What text Specify the text to be located

box

Find All button Locate every instance of the search criteria. It will

also populate a list of hyperlinks at the bottom of
the Find and Replace dialog.

Find Next button Locate the next instance of the search criteria

Locate the Editing Group on the Home Tab. Click the down-arrow associated with the
Find & Select Command.

2. Find and Replace dialog can also be opened by pressing CTRL+H to open the Find and
Replace dialog box (CTRL+F) will open the Find dialog box, although clicking on the
Replace tab will open the Replace options.

3. Click the Options button to expand the search options.

Find and Replace ? X

Find Replace

Find what: L Mo Format Set Format... -
Replace with: L Mo Format Set Format.., -
Within: | Sheet «| [ Match case

|:| Match entire cell cantents
Search: | By Rows ~
Look in: | Formulas . COptions <<

Replace All Beplace Find All Eind MNext Close

ook

Click into the Find what text box and enter in the desired text to search.

Click into the Replace with text box and type replacement text.

Click the Find Next button and the cursor will jump to the next cell in the next row that
contains the search term.

Click the Replace All button. A message box will display with the number of instances
where replacements were made.
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SORTING AND FILTERING

At some point after entering a listing of data it will be necessary to reorganize the data. That is
where sorting and filtering comes into play.

Simple Sorting

As long as the range of data does not have completely blank columns or rows included in the
data, the entire listing will be sorted. However, if there is a blank row or column as part of the
list, the list will be “broken” when sorted.

. —— [
i {
20 ¥
Sort & R
Filter = 5zl

= i T

1. Place the cursor in one of the cells of the column to be sorted.
2. Click the Sort & Filter command found in the Editing group.
3. Choose Sort A to Z to sort alphabetically, or filter from the options shown

Custom Sort

Custom Sorting is used when there are multiple criteria for the sort. For instance, sort the list by
Department, Last Name, and First Name.

1. Place the cursor in one of the cells of a column to be sorted.
2. Click the Sort & Filter command found in the Editing group.
3. Choose Custom Sort

1% Share = Col

vy O 28

Sort & Find & | SetPrint Flas
Filter = Select = Area Fill

diti El SortAtoZ pecial
Z| o 7ol

Custom Sert...
€

<5

Filter

4. In the first Sort By drop down choose the first column to be sorted.
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5. If the Sort by drop downs list does not show titles but instead columns, make sure the
check mark for “My data has headers” is enabled.

6. Click Add Level to add additional criteria

7. When finished adding levels, click Ok.

Sort ? X
+ Add Level % Delete Level E@ Copy Level Dptions... My data has headers
Column Sort On Order
sort by w | | Cell Values v |AtoZ w
. .
Filtering

There may be times when a subset of the list is necessary. For instance in our example, a listing
of only Executives may be required. Filtering can assist with providing the desired data.

1. Place the cursor in one of the cells of the column to be sorted.
2. Click the Sort & Filter command found in the Editing group.
3. Choose the Filter command.

1= Share 2 Col

PN Y=

Sort & Find & Set Print  Flas

Filter * Select ~ Area Fill
diti %l SortAteZ pecial
2] sotztoa
@ msiamnehart .
€
N Fitter
L} —

All the headers for the columns now have drop down arrows.
Click on a drop-down arrow and select filter criteria.

Click OK.

Only selected records are now displayed.

No ok
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Text Filters 3

Search po
18
al Iil [Select All) I/\\s

|

at -] Finance
g ] Human Resources
ar I:| Information Technology
uf ] Manufacturing

— [ ] Operations
d i[] Sales & Marketing

v' To clear afilter, click on the dropdown arrow, and select “Clear Filter from [column
name]”

B
Fi
Z] sotZtoA

Sort by Color
¥ Clear Filter From "Department”
FIIer oW Cotar

Text Filters

Search

TABLES

To make managing and analyzing a group of related data easier, you can turn a range of cells
into a table.

1. Once a database has been created, select Format as Table under the Styles pane in
the home tab.
2. Select the desired table style from the dropdown. This can be adjusted later if desired.
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h.'
2 | Hormal Bad

! Tabler =

3. In the subsequent dialog box, confirm that the correct range of cells is selected. Also
indicate here if the table has headers.

Format As Table ? =

Where is the data for your table?
=5A51:5H548 i

My table has headers

Table Functions

Note that once a table is created, filters appear at the top of each column.
1. Click onto the table until the Table Tools Design tab appears.

2. On the Table Tools Design tab, click the box next to “Total Row” to add a total row at the
button of the data.
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View

Bookl - Excel

Developer

Acrobat

[l Headar Row [ First Column

|
- 1 Total Row

_ | Last Calumn

Power Pivot

Filter Buttan

I Banded Rows [ | Banded Calumns

Table Style Options

Table Tools

Design

Note that on the newly created Total Row, there are additional formula functions in the

dropdown.

B

Mone
Ayerage
Count
Count Number|
Max
Min
StdDev
Var
More Function

At any point, the table style can be altered in the Table Tools Design tab under Table
Styles.

Table Tools

olumn
‘olumn
«d Columns

le Options

SLICERS

1. Click on the table to activate the Table Tools
Design Tab.

2. On the Table Tools Design Tab select Insert

Slicer.

| Filter Button ¢

&/ Tell me what you want to do...

Table Styles

Slicers provide buttons that allow you to easily filter table data. This can be useful in
presentations or to allow others a simple way to filter data when sharing documents digitally.

Formulas Data Review View

=mee

Insert Exsort Refresh
Slicer - -

lyout

rgiTable

External Table Data
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3. Select the desired data to be filtered. More than one may be selected; this will create
multiple slicers.

4. In this case, a slicer was created for the “Department” Tab of a spreadsheet. Click on
a category to filter the data in this column with one click of a button.

B

Department Y=
Executive
Finance
Human Resources
Information Technology
Manufacturing

Operations

Sales & Marketing

5. Note that this has created a filter at the top of the column. The filter can be controlled
either from the slicer panel or the top of the column (See Sorting and Filtering
Section).

B3 bepartment ‘m
Executive mark@fabrikaminc.onmicrosoft'

6. To clear a slicer, click the “Clear Filter” button at the top right of the slicer.

8L
11

N g

Department

Executive

Finance
Human Resources

Information Technology

Manufacturin
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7. To change the appearance of the slicer, select the slicer until the Slicer Tools tab

appears, and select a new style from the Slicer Styles menu.

Slicer Styles

More About Slicers

v" Slicer location can be moved with a mouse, much like a picture. To delete the slicer entirely,

select the slicer pane and press the delete key.

v Note that slicers will print, so remember to delete them before printing, if desired.

v Slicers will default to showing data alphabetically. To change the order, create a custom list

(see Create Custom List), with the desired list order.
NUMBER FORMATTING

Number formatting is an important setting to understand.
Formatting numbers will not interfere with formulas and functions.
Number formatting options can be found in the Home tab, Number
group. Select the dropdown to see a full range of options:

The last option, More Number Formats, will allow users to create
custom number formats, or use Special number formats, like zip
code or phone number.

Format Cells ? x
MNumber  Alignment Font Border Fill Protection
Category:
General Sample
Number
Currency
Accounting Type:
Date
me Zip Code = 4
Percentage P
Phone Number
Fraction Social S ity Numb.
Scientific ocial Security Number
Text
Custom
Locale {location):
English (United States) w

Special formats are useful for tracking list and database values.

Freshman
Sophomore
Senior
Senior
Freshman
Senior
Grads
Grads
Sophomore
Junior
Junior
Senior
Senior
Grads

Grads
Freshman
Freshman
Senior
Senior

o+ _ACKOZAL__Powerpivol /| mewhat |

- | ABC General »na Format
123 o specific format. ngi Table

- 12 Numb.
jumber

1214565 T Shert Date

1214571 Long Date
0
1214572 il
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THEMES

Selecting a theme in Excel allows for additional customization of color palettes and font sets. To

select a theme:

1. Go to Page Layout tab, Themes group
2. Select a theme from the drop-down menu

File Home Insert Page Layout Formulas Data [

B e N
Themes Fonts - Margins Orientation Size Print Breaks Backgrou
- [@effects - - - ° fme o

Office -

fa 2] 2] R

Office Facet Gallery Integral

ra ] ] [AF e

len lon Board... Organic Retrospect

e ] [0 (25

Slice Badge Banded

o [ e [

Basis Berlin Circuit Crop

(A Ay e 22 ]

Damask Dividend Droplet Feathered |+

C

K|

NS

!B Browse for Themes...
Save Current Theme...

Note that this group also allows for customization of color palettes and fonts.

SCALING

When printing a spreadsheet, it is helpful to know about scaling options.

Occasionally users will have a spreadsheet that is too wide to fit onto
one page, for instance.

1. Go to File - Print
On the Print menu, the last option says “No Scaling.” Select that
dropdown to see full range of options.

3. Note the option to fit the entire sheet onto one page, or the
option to fit all columns onto one page.

Print

Print

Printer

HP Laserlet Enterprise 500 C...
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SET REPEATING TITLES

A repeating title is a specified range of cells that print at the top of every page or at the left of
every page. Use repeating titles if the worksheet has multiple pages and adding the column or
row titles on every printed page will add clarity to the data.

1. From the Page Layout Tab menu, select the Print Titles button found in the Page Setup
Group.

Page Layout Formulas Data Review View Develt

N [ ; [ width:  Au

] = P ______ ' BB %
D_ ]D @ (- Ig] ID Height: Au

ns Orientation Size  Print  Ereaks Backgraund Print o
v - Areav - Titles li—l Scale: 1

Page Setup ral Scale to

The Sheet Tab will be displayed.
Click the white space next to the Rows to repeat at top prompt.
Select the Row(s) desired to repeat on each page of the printout.

Note there is also an option to select the Column(s) desired to repeat on each page of
the printout.

a0

Page Setup ? X

Page . Margins Header/Footer | Sheet |

Print area: 23]
Print titles

Rows to repeat at top: 31:51 Rz |

Columns to repeat at left: =5
Print

[ Gridiines Comments: | (None) ~

[ Black and white
[ oraft quality
D Row and column headings

Cell grrors as: | displayed ~

Page order

(® Down, then over
() Quer, then down

Print... Print Preview Options...
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INSPECTION OPTIONS

There are three inspection options in Excel (and many Microsoft Office programs). To see these
options, Go to File > Check for Issues

Export

Publish Inspect Workbook

Befare publishing this file, be aware that it contains:
Check for

Document properties, author's name and absolute path
Issues ~

Content that cannot be checked for accessibility issues because of the current

E\ Inspect Document
" Check the workbook for hidden properties

or personal information.

Options Ijh Check Accessibility
Check the workbaok for content that people
with disabilities might find difficult te read.
Check Compatibility
Check for features not supported by earlier
wversions of Excel.
BIUwWSET VIEW UPLUUTs
Q@ Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

Close

Account

aved changes.

Inspect Document: This option is a great general check for a document before publishing. It
will check for possible issues like, author information, printer information, picture crop
information, headers and footers, and much more.

Check Accessibility: Checking for accessibility is very important. Your audience may be
accessing your document with a screen reader, and this check will help ensure that they will be
able to access all the various elements.

v" Missing Alt Text is a common error. Alt Text is the text that will be read to
somebody accessing a document with a screen reader to describe pictures and
other elements.

v" Remember that for most programs, Alt text may be found in a right click menu
(Format Picture, or table properties are a couple examples).

Check Compatibility: This will inspect the document for compatibility across older versions of
Excel and tell users possible issues that could arise with newer features (e.g. slicers).

AuTOoSUM

While creating formulas manually is a great skill, there are — (75 rm
also some shortcuts available in the home tab for some HH 7Y p Dé‘.:

NER I
. . ormat Sort & Find & Set Pri
popular simple functions. " © Clear~ osibalivitull I
Editing Sp

1. Select the cell where the formula is to appear.
2. Go to Home Tab - Editing Group - AutoSum

Page 17 of 19



3. Note the drop down options include the ability to quickly calculate the following from
data:
v' Sum
v' Average
v Max
v Min
v' Count

4. Note the wavy green line that appears after making a selection from the Auto Sum
dropdown. Sometimes Excel guesses correctly for the data to calculate, and sometimes
the wavy line needs to be corrected.
v" To correct the data source, select the first cell to be included, hold down the mouse

and drag to the end of data source.
1. Press Enter or Tab to accept the formula.

A B T D E F G H J
Chocolate Pie i 15 8 9 25 10 42 55 =SUM(B2:12)
Apple Strudel 4 17 12 41 35 74 70
Cheesecake 5 1 2 0 3 8 10
Snickerdoodle Cookies 12 413 413 12 72 120 120
Grand Total
SHORTCUTS

Frequently Used Shortcuts

Close a spreadsheet Ctrl+W
Open a spreadsheet Ctrl+0

Go to home tab Alt+H
Save a spreadsheet Ctrl+S
Copy Ctri+C
Paste Ctrl+V
Undo Ctrl+Z
Redo Ctrl+Y
Remove cell contents Delete key
Cut Ctrl+X

Go to Page Layout tab Alt+P

Go to Data tab Alt+A

Go to View tab Alt+W
Delete Column Alt+H, D, then C
Go to Formula tab Alt+M
Hide selected rows Ctrl+9
Hide selected columns Ctrl+0
Create table Ctrl+T
Check spelling F7
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Current Time
Current Date

Formatting Shortcuts

Italicize text

Bold text

Underline Text
Strikethrough

Outline border

General number format
Currency number format
Choose a fill color
Center align cell contents
Add borders

Navigation

Up one cell

Down one cell

Left one cell

Right one cell

Edge of current data

Last cell in worksheet

Extend selection to last cell
First cell of a worksheet
Previous sheet in a workbook

Ctrl+Shift+colon (:)
Ctrl+Shift+semicolon (;)

Ctrl+l

Ctrl+B

Ctrl+U

Ctrl+5
Ctrl+Shift+7
Ctrl+Shift+~
Ctrl+Shift+4
Alt+H,H
Alt+H,A,then C
Alt+H,B

Up arrow key

Down arrow key

Left arrow key

Right arrow key OR Tab
Ctrl+arrow key

Ctrl+End

Ctrl+Shift+End
Ctrl+Home

Ctrl+Page Up

WSU MICROSOFT OFFICE POWER USER PROGRAM

Become a Power User! Attend a full suite of Microsoft Office

trainings from ITS and receive a Power User Certificate. For i g e
more information, visit: wichita.edu/poweruser

MICROSOFT CFFICE POWER USER

Your Name Here

Has compleded all WSLi ITS Microsoft Gifice 2015 Trainings ln:

FAaN gl
i‘:} e
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