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Microsoft Office Interface
Microsoft Office 2010 improves the ribbon interface that was introduced in Microsoft Office 2007. The Microsoft
Office Ribbon is a set of tools that are grouped together in a related set of tabs.

Quick Access Toolbar Ribbon Tabs Hide the Ribbon

Tools shown here are Click any tab on the ribbon Click this icon to minimize
always visible. You can add to display the tools that are the ribbon and provide
your favorite tools to this related to that task. more work space.

toolbar. !

£ Conditional Formatting ~ = Insert - z - ,%? ﬂ

$ v % 9 | i3%FormatasTable - 7 Delete -
2\ e Sort & Find &
= c‘“st_“.‘f - - IFormat - -.2’ Fllterv Select"

Dialog Box Launchers Ribbon Groups
Dialog box launcher icons next to any Each ribbon tab contains groups, and each group
ribbon group label can be clicked to contains a set of related tools. Here, the Alignment

group on the Home tab contains tools for how text

open a dialog box with more options for
should be aligned within the workbook cells.

that group.

Tools on each ribbon tab are further organized into logical groups called ribbon groups. In the example below,
Formulas is the active tab of the Ribbon and all functions that can be included in an Excel formula can be found in
the Function Library group of the Formulas tab.

File Home Insert Page Lavout m Data Review

z @ @ @ _J @ ﬁ @ m § ) Define Name ~ % Trace Precedents ] Show Formulas
& Use in Formula ~ ‘{+ Trace Dependents Q} Error Checking ~
lnsert AutoSum R:cently Flnanclal I.omnl Text Date & Lookup & Math More Name
Function £ Used v nmp ! 7= c::m from Selection 7, Remove Arrows ~ @ Evaluate Formula
S e Defined Nam ; i

Watch
‘Window

Calculation u Calculate Sheet
Options ~
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File Ribbon Tab

fill==
The Microsoft Office Button ' & that was introduced in Microsoft Office 2007 and was found in the upper-left

corner of Microsoft Excel 2007 has been replaced with a File tab on the ribbon in Microsoft Office 2010. Clicking on
File will open a full screen menu I _ — :
Bookl - Microsoft Exce =X
that allows Excel workbooks to be [RomaIe (O, - (yifth  Formtles T Dara T Review: T Vicw @ - X
Created, saved' deleted’ moved’ d Recent Workbooks | Recent Places |
. . . B sav
and printed. Selecting the File tab e @ 21011 Budgenie , > My Documents
. B Open ﬁ S:\Computing Services\Budget = - H:\AMy Documents -
when a saved workbook (Excel file) % e &Y e 2 2 Computing Sevices "
. . . |  S:\Computing Services\Budget &=/ S\Computing Services
is open will default to the Info view |3 GBS Captalas o s }
. . . “J Desktop = = s ’
{1}. This view displays the el & B
. . j M;: Documents -
properties of the file, such as the Now @ oo
2 o =
file size and the creation, - e
. . . . @ PrlnterComparlson.xlsx =
modification, and printing dates of — &l MyDacuments
. lgj vitec_requgst.xls - =
the f||e. ek 2] S:\Computing Services
35234 ESM Switches.xl: s
B Options lilj S:“Ccmputmg‘Sce:?ce;Budget“ 2009-10 3
When the File tab is selected upon _— I =
opening Excel, it will default to the | =
Recent view {2}. The view displays

recently opened workbooks {3}
along with recently used file
locations {4}.

Selecting Options {5} opens the

[} Quickly access this number of Recent Workbooks:

|5 Recover Unsaved Workbooks

Excel Options menu in which the settings of Microsoft Excel 2010 can be configured. Settings include configurations

with formulas, proofing options, ribbon customization, and the Quick Access toolbar.
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Microsoft Office Quick Access Toolbar

The Microsoft Office Quick Access Toolbar allows for a customizable toolbar displaying a set of commands
independent of the tab on the Ribbon that is currently displayed.

(=

Insert Pay > Layout Formulas

= B

To customize the Quick Access Toolbar, click the down arrow to the right of the commands. A popup menu will
appear with available commands. Click on the command to add it to the Quick Access Toolbar. If you don’t see the
command you want in the popup menu, select More Commands from the menu. This will open a new window that
will allow you to select from all available Office commands. You will also find the option to display the Quick Access
Toolbar below the ribbon.
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Appearance of Microsoft Excel

Microsoft Excel allows you to create spreadsheets much like paper ledgers that can perform automatic calculations.
Each Excel file is a workbook that can hold many worksheets. The worksheet is a grid of columns (designated by
letters) and rows (designated by numbers). The letters and numbers of the columns and rows (called labels) are
displayed in buttons across the top and left side of the worksheet. The intersection of a column and a row is called a
cell. Each cell on the spreadsheet has a cell address that is the column letter and the row number. Cells can contain

text, numbers, or mathematical formulas.

After opening Microsoft Excel, you will be taken to a blank workbook and see the following screen.

Insert Page Layout Formulas Data

Fﬁ Conditional Formatting ~ j"’]nsert - x - % [ﬁ
$ v % 9 g Format as Table = I Delete ~ @ -
.0 .00 : e Sort & Find &
%0 24 2 Cell Styles - IFermat ~ | 2 Filter~ Select~
Cells Editing

Column

~

Cell
(Cell Address: E5)

2
3
_.:I
5
6
7
8
9
10

Worksheet

el el il )
oS U

A Sheet2 . Sheet3 . @

Ready

The default view in Microsoft Excel 2010 is Normal, allowing the workbook to display as many rows and columns as
will fit on the screen. The workbook view canbe [Zid o o B :
changed by selecting the View tab on the ribbon || Home  Insert  Pagelayout  Formulas  Data  Review [V

and selecting one of the other Layout options =& 4311 Page Break Preview | e C{ Ex
H . 1| Custom Views
from the Workbook Views logical group. Gridlines [/] Headings | Zoom 100% 523:3;.‘3,

Sheet2 ~ Sheet3 . W@

To change the zoom of the document, click the — or + icons or drag the slider along the bottom of Microsoft Excel.
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Creating a New Workbook

To begin a new workbook, click the File tab and then click New. The New Workbook window will appear, giving you
various options to create a new workbook.

You can start from a blank workbook by

File Home  Insert  Pagelayout  Formulas  Data  Review  View AR - X

selecting Blank Workbook (this is selected
= Available Templates Blank workbook

by default) and then clicking Create: B sove s e
B Open lome
i Close
Y n also cr new workbook from Ty \B .
ou can also create a ne orkbook from a o W ¢ |9 i | 8 4
pre-existing template in one of the Recent Bk Somple  Mytemplates New rom
workbool templates existing

Search Office.com for templates || »

categories under the Office.com Templates — = Il
-

section. [ { L
Save & Send = Bt | =
Agendas Budgets Expens®
Help reports
B oOptions — —
= —4
® Bt \ | | | =5
= l2==) == . S5
Forms Inventories  Invoices Labels Lists j
= = Create
== A | s=| = ==
’35 —J = =7 =
Memos Plans Planners Receipts Reports
=1 F] _
76 //
c==g) m=zt = =7
Schedules  Statements  Stationery  Time sheets More
categories

Opening a Workbook

To open an existing workbook, click the File tab and then click Open. The Open window will appear. Select the

location where you saved the file, then click the file  [Eee il
| » Libraries » Documents » My Documents b Office 2010 v |44 | Search Office 2010 Fe)

name from the list and click the Open button. You

QOrganize = New folder = 0Ol @
can also double click on the file from the list to t B Desp * Documents library N |
& Downloads — Office 2010 (AEETElE i SR
open the workbook. | (v : Datemosred | Type e
| Ledgers | B addresses.xisx 6/21/20109:14 AM  Microsoft Excel W... 9KB \

% Recent Places

B Desktop
- Libraries
|5 Documents
I My Documents
I\ Public Documen
&) Music
[&5] Pictures.
B videos
A Beyette, Jeremy

File name:  addresses.xlsx + | All Excel Files (0" s xism; ~
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Saving a Workbook

To save a workbook, click the File tab and then click Save. If this is a new workbook that you are saving for the first

time, the Save As dialog box will open up. Select the location where you would like the file to be saved, enter a File
name and then click the Save button. The default file format is the Excel Workbook (*.xlsx) file format. This file

format ensures that all workbook formatting is
saved and will be available the next time the file is
open. Note that .xlsx files are unable to be opened
within Excel 2003 and earlier. If the workbook
needs to be shared with a computer with Excel
2003 or earlier, change the ‘Save as type’ to Excel
97-2003 Workbook (*.xls). Note that the .xls file
type removes certain types of formatting (such as
certain color options).

If you have previously saved the workbook, clicking
Save under the File ribbon tab will save changes to
the existing file.

New folder =- @

Organize »
bakeoff ~ + Name
Bluetooth E
Candidates
EMS

! ITSRs |

Date modified Type Size

(] addressesxlsx 6/21/2010 %:14 AM  Microsoft Excel W... 9KB

U My Music
£ My Picturey =
23 My Shapes
My Smartlv
Bl My Videos
Office 2010

File name: -

Save as type: | Excel Werkbook (*ads) -

Authors: Jeremy Beyette Tags: Add atag Title: Add a title

[F] Save Thumbnail

Tools = Save Cancel

“ Hide Folders

If you prefer to have your changes saved to a different file, click the File tab and then click Save As.

In addition to saving as a .xls and .xIsx, Excel 2010 has the ability to save directly to a PDF file. To save an Excel
workbook as a PDF, click the File tab, then click Save & Send. Click on Create PDF/XPS Document and then click
Create PDF/XPS. Select the location where you would like the file to be saved, enter a File name, ensure ‘Save as
type’ is set to PDF (*.pdf) and then click the Publish button. Note: The workbook should also be saved as an Excel
file as it’s not possible to edit the PDF document from within Microsoft Excel.
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Home Tab - Styling your Workbook

 Bookl - Microsoft Exce

Review View

; 1 — r ! L = | SR Cehe FTEH X AutoSum v :
Calibri 1 v S = = D = Wrap Text |General :?3 a5 = vam L I A? x\ﬁ
I s \ [ A A | ® = Wrap { s B A | o of A e A
|| Paste ’ B I U-|#E~|O | === |:EE| adMergeacCenter~| $ - % » | %0 9 | Conditional Format Cell | Insert Delete Format | — Sort & Find &
~ J Format Painter = | = ‘ A ' E = | sMerg 9 l ¥ =% | Eormatting + as Table  Styles = o 2 S 2 Clear ~ Filter~ Select~
U Clipboard T Font i) Alignment T Number I Styles Cells Editing

This tab can be used to style your workbook, including the formatting of fonts and cells.

Font Formatting

Select the cell(s) you want to format and then select the font, size, style, and color Catibi M
under the Font group. For additional font options, click the Format Cells: Font
icon.

Additionally, when you highlight a section of text, a faded menu will appear with font formatting options.
Moving your mouse over this popup menu will bring it in focus and allow you to select basic formatting
options.

Cut/Paste Cell

Highlight the cell you wish to move, click on Cut under the Clipboard group, move your cursor to the
desired cell, and click on Paste under the Clipboard group.

Copy/Paste Cell

Highlight the cell you wish to copy, click on Copy under the Clipboard group, move your cursor to the
desired cell, and click on Paste under the Clipboard group.

Cell Formatting

Cell formatting options are available under the alignment, number, styles, and cell groups.

The Alignment group allows the vertical and horizontal alignment of each cell to be set along with the direction of
text. For example, the orientation button can be used to angle the text in a cell.

The Number group sets options for the type of number in a cell, such as a percentage or financial figure.
Clicking on the Cell Styles button under the Styles group will allow you to pick a pre-defined cell style.

The Cells group allows cells, rows, and columns to be inserted or deleted. In addition, this group allows you to set
the column width or row heights.

Find & Replace

A word or phrase can be found within your workbook by using the Find command. Select Find & Select under the
Editing group, click Find, enter the word or phrase in the “Find what” box and click the Find Next button.

A word or phrase can be replaced with another using the Replace command. Select Find & Select under the Editing
group, click Replace, enter the word or phrase that you want replaced in the “Find what” box and enter the word or
phrase that should replace the existing word or phrase in the “Replace with” box.
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00kl & Microsoft Exce

lome Formulas Data Review View

i [ le) B8 1 Dl |l kO S g [

PivotTable Table | Picture Clip Shapes SmartArt Screenshot | Column Line Pie Bar  Area Scatter Other
- Art - - v - - v - +  Charts~

T Q

Equation Symbol
v

=

Slicer

Q

Hyperlink

| =5 j:

L] é 4 Qf ”?Q
Text Header WordArt Signature Object
Box &Footer v Line ~

Text

Line Column Win/Loss

Charts & Sparklines. Filter _Symbols

This tab can be used to insert various types of objects, including pivot tables, tables, illustrations, charts, links,
headers & footers, text, and symbols.

Headers and Footers

To have a consistent header or footer on each page of a workbook, click on Header & Footer from the Text group.

Once you add a header or footer, you will see a Header & Footer Tools Design tab on the ribbon.

Home Insert Page Layout Formulas Data Review

2 é Q ijj % 1\[/) _\/ \_?Q ;\:;_I lﬁ' Q le ; [ ] Different First Page [/] Scale with Document

Header Footer | Page Number Current Current File  File Sheet Picture Format | Goto Goto | || pifferent Odd & Even Pages Align with Page Margins

> o Number of Pages Date  Time Path Name Name Picture | Header Footer
Header & Footer Header & Footer Elements Navigation Options

The Header & Footer Tools Design tab contains the options related to the header and footer sections of a workbook.

The Header & Footer group provides the ability to select a predefined header or footer.

The Header & Footer Elements group provides the ability to insert various header and footer elements, such as page
numbers, date, time, file path, file name, sheet name, and pictures.

The Navigation group will allow you to jump to either the header or footer.

The Options group provides options for how the header and footer should be displayed on each page of the
workbook.

Symbols

Symbols that aren’t found on a normal keyboard can be added to Microsoft Excel workbooks by selecting Symbol
from the Text group. A list of commonly used symbols will display. Click on one of the symbols in the list and then
click the Insert button.

Pictures

Place your cursor where the picture is to be inserted and then select Picture from the lllustrations group. Navigate
to the directory where the picture is located, click the file name and then click the Insert button.
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Charts

To create a chart, enter your data in a worksheet and then click the type of
chart you want under the Charts group. The following data to the right is

going to be used as an example.

Color People who prefer

Red 51
Orange 36
Yellow 19
Green 47
Blue 78
Purple 23

Once a chart is selected from the charts group, three new tabs, Design, Layout, & Format, will appear on the ribbon,

grouped together under Chart Tools.

Book]

=

Home Insert Page Layout Formulas Data

Review

Chart Tools

=
View Design

Layout

Format

aoaE el = | | Al
l e A - - A i fl v Kk o - - ¥ E — v

Change Save As Switch  Select = all | ﬂﬂ—_‘-_[jl —~ -!__._j ‘ "‘——'——!j ‘ "‘!—-' “‘-!——. — | Move

Chart Type Template | Row/Column Data & : B Chart
The Chart Tools Design tab is used to setup a chart.

. L. elect Data Source (9 [
First, you need to set your data source by clicking Select Data under the = i Dd -

Chart data range: Ed

Data group.
A Select Data Source window will appear in which you can add your chart Legi;;:‘“]@e’j = — P e
data range.
Highlight the cells you want to appear in the chart (which will then display
in the select data source text box).

Select Data Source

(B [l

Chart data range: | =Sheet2!$AS1:5857

Legend Entries (Series)

 (Eamam)

Harizontal (Category) Axis Labels

= Add || & Edit ][ )(R_Emova] @+

[ Edit ]

Red o

Orange
Yellow 3
Green ~—

Blue

People whao prefer

Using the data set as shown above, we now have the data range set
for our chart. You can now specify how you want your legend and axis
labels to appear. In the example to the left, the legend will display the
colors and the axis label will display as “People who prefer”. If you
click the Switch Row/Column button, it will swap the legend and axis
labels (for example, “People who prefer” would now be on the legend
and the names of the colors would appear on the axis.) Once you
have the data source set, click the OK button. The example displays

the following graph:
Now that the chart has been created, the design chart tools tab can ot

be used to change the chart to a different type of chart, change the

layout of the chart or apply a chart style.

12

M Red

M Orange
myellow |
W Green

M Blue

mPurple

People who prefer
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Data Review

The Chart Tools Layout tab is used to set labels for the title, axes, legends, and data labels on the chart. It can also
be used to set axes options, add backgrounds, and add trendlines.

Chart Tools

Home Insert Page Layout Formulas Data Review Design Layout

The Chart Tools Format tab is used to apply formatting options to the chart, such as selecting a predefined style for
the shape or manually setting fill, outline, and effects options for shapes.

Links

Links to websites or other locations within an Excel workbook can be created by using the Links group.

To include a link to a website, select Hyperlink from the Links group. Enter the text that should be displayed in the
cell in the Text to display: text box and the web site address in the Address: text box and then click OK.

Insert Hyperlink ¢ ‘_'__ @l#
7
Link to: Text to display: | | ScrpdnTip. ..
Look in: | Office 2007
CR [ []
Web Page 2| addresses.xls Bookmark. ..
%"F"t 1) Exarmple.doc
olcer | Microsoft Office Excel 2007.docx
Place in This 1] Microsoft Office Outlook 2007.docx
Document Browsed | E¥] Microsoft Office PowerPoint 2007.doox
Pages | &) Microsoft Office Word 2007.docx
E4] Microsoft Upgrades.ppt
Create New Recent |2 temp.xs
Document Files
Address: || |Z|
E-mail Address
[ o ][ con
=
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Page Layout Tab - Workbook Layout

Home Insert Page Layout Formulas Data Review

[ colors ~ . = @ =1 _l ==L | o} Width: |Automatic ~
ﬁ,:‘ L = L 1o
[A]Fonts - = = lj = 2 ' 51| Height: Automatic -

Margins Orientation Size  Print Breaks Background Print

This tab can be used to set layout options for an Excel workbook.

Page Setup
The Page Setup group contains the options that are used to setup the layout of your page, such as margins and
actual size of the page.

. . . Page Layout Formulas Data Review
To set the margin for your worksheet, click on Margins and then

select from the list of pre-defined margins or click Custom Margins to . ‘ j @ L:J
enter your own margins.

To change the page orientation of your worksheet, click on Orientation and then select Portrait or Landscape.

To change the paper size, click on Size and then select from the list of pre-defined paper sizes or click More Paper
Sizes to enter a customized size.

Viewing Gridlines & Headings
The Sheet Options group contains the options to specify whether gridlines and headings are Gridlines | Headings
displayed when the workbook is being viewed or printed. View View
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Formulas Tab

i =

Home Insert Page Layout Formulas Data Review View

f z ﬁj @ @ [ ﬂ @ ﬁ. W m ) Define Name 37 Trace Precedents %] Show Formulas ‘j 1 3 cotcutate vow
A i ; o %4 2 Use in Formula ~ '(f Trace Dependents (b Error Checking ~ ‘E’; ;

Insert oSum Recently Finan: ogical Text Date& Lookup & More me 3 2 atch | Calculation |~

Function - um,t'ty v gv v Time * bl -~ & Trig  Functi in; 47 Create from s:legtion ,{, Remove Arrows ~ i iCalctiate sheek

te Formula | window | Options ~

This tab can be used to assist with adding functions to allow calculations to be performed in an Excel workbook.
Formulas and functions are typed in the formula bar and are always preceded by an equal sign (=).

Formulas ) —

“ome Insert Page Layout Formulas

B A E DS

ipancial Logical Text Date & Lookup & Math More Mame
Time = Reference = & Trig = Functions ~ | Manager BFC

Review

Data

A formula is an equation that performs calculations on
values in a sheet. For example, to create a formula in

Insert
Function

the sample sheet that will calculate the quantity times

the price, select cell E5 and in the Formula Bar, type

=C5D5. This will ensure that cell E5 displays the total = |BSimake  Color  Quantity price  subtotal Tax  Total
2| 32432 Blue 3] ea.73=c2'nd |
subtotal for the entire quantity. N 45436 Black 7 5456
4 34543 Blue 1 70.99
& 54633 Red 2 62.87
After pressing Enter, the Subtotal will calculate. (N 23455 Black 1 599
) . 7 43534 Green 8 72.54
Rather than typing in the same formula for all the N 34233 Red 4 6675
. . . 9 67644 Blue 6 59.65
subtotals, you can simply highlight all of the cells 0 6223 piue s 7
. . d .

where that formula should be used, including the . " R8s

2y ) L

Insert Delete Fi

Highlight all cells that should contain the formula,

X AutoSum + % [ﬁ
Fill =

Sort & Find &

CJ C'* - Filter - Select =

Formula copied to

e
Conditional Format — Cell

Formatting = as Table ~ Styles -
| Alignment I | MHumber [F] Styles

including the cell with the original formula

Select Fill A Down

Color Quantity Price SubtoW Tax Total hlghllghted Ce”S
32432 Blue 3 64.73 194.19 | il
45436 Black 7 54.56
34543 Blue 1 70.99

Tax

54633 Red 2 62.87 64.73)
23455 Black 1 59.9 54.56]
43534 Green 8 72.54 70.99
34233 Red 4 66.75 62.87|
67644 Blue 6 59.65 59.9
56223 Blue 5 73.32 72.54

66.75
89872 Red 2 68.55

59.65

73.32]

68.55

The cells should all fill in with the correct formula. Now, if you change a price or quantity, the
Subtotal will still be correct because you used the cell address rather than the value in the formula.

Linking Worksheets

You may want to use the value from a cell in another worksheet within the same workbook in a formula. For
example, the value of cell Al in the current worksheet and cell A2 in the second worksheet can be added using the
format "sheetname!celladdress". The formula for this example would be "=A1+Sheet2!A2" where the value of cell
Al in the current worksheet is added to the value of cell A2 in the worksheet named "Sheet2".
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Basic Functions

Functions can enhance formulas by allowing more complex calculations to be performed. For example, if you
wanted to add the values of cells A1 through A9, you could type the formula =A1+A2+A3+A4+A5+A6+A7+A8+A9
While this method will work, it’s very inefficient. Instead, the SUM function can be used by entering =SUM(A1:A9)

The calculations performed by a function are done in a particular order, or structure. The structure of a function
always begins with the equal sign (=), followed by the function name, an opening parenthesis, the arguments for the

function separated by commas, and finally a closing parenthesis.

Here are some of the most commonly used functions within Excel:

Function Example Description

SUM =SUM(A1:100) Finds the sum of cells Al through A100

AVERAGE |=AVERAGE(B1:B10) Finds the average of cells B1 through B10

MAX =MAX(C1:C100) Returns the highest number from cells C1 through C100

MIN =MIN(D1:D100) Returns the lowest number from cells D1 through D100

TODAY =TODAY() Returns the current date (leave the parentheses empty)

IF ~IF(E1<100,"0K" "Over Budget") :;‘uc(;);:ti;c;on (E1<100) is met, returns true (“OK”), or false (“Over

Functions can be added by selecting from among the function
library icons on the ribbon. Select the cell that should contain T 2
the function and then select the function by clicking the o A.Es:u,,, R,@ﬂ, Fi,@m L. ,é D& mg& h@, @]
function group type and selecting the particular function. For I e ——— F..,:m,,u;,.,.y“m" e —
example, to add the average function, click AutoSum and then click Average. The function will be added to the cell
and will automatically guess which cells should be included. If is selects the wrong cells, you can manually change
the values by adjusting the formula within the formula bar.

Home Insert Page Layout Formulas Data Review View

Home Insert Formulas Data Review View

- - = - : o
k| = 6 JE Q@ 0D
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More

Function M Used hd T v Timer Reference v &Trig * Functions ~

Function Library

Page Layout

In addition to using the ribbon to insert functions, you can type
the name of the function directly into the formula bar or use
the Insert Function icon next to the formula bar.

Insert Function @Iﬂ_hJ

Search for a function:

Clicking the Insert Function icon will bring up an Insert Function
LT ST [*] window. This window provides the list of functions available in
Select a function:
Excel, with a brief description of each. Choose the one that you

ACCRINTM - want to use and click ok.

AMORDEGRC

ABS(number)
Returns the absolute value of a number, a number without its sign.

Help on this function OK ] [ Cancel
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For example, if within our spreadsheet we want to determine if the price is within our budget or not, we can use the
IF function. After choosing the IF function, a window appears. Next to Logical_test, fill in the parameters in which
you are going to be testing. In our case, we want to see if the total is under our budget of $250. Therefore, we type
G2<250, then under Value_if_true we write Ok and under Value_if_false, we write Over Budget.

il |
Function Arguments @lﬂ—hJ
IF
Logical_test |Gz<250 TRUE
Value_if_true |"OK” oK™

Value_if_false | "Over Budget’ "Over Budget”

- ox
Checks whether & condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value that is returned if Logical_test is FALSE. If omitted,
FALSE is returned,

Formula result = OK

Help on this function [ OK ] [ Cancel

The image below shows the result for each row.

Home Insert Page Layout Formulas Data Review View

- - - e - ~ - - CaD
12 DB @A0 0@ [

f AU

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math Mare Mame

Function ~ Used ~ ~ ~7 = Time = Reference = & Trig =~ Fundtions ~ | Manager EHC
Function Library Defin

Make Color Quantity Price Subtotal Tax Total

32432 Blue 3 64.73 194.19 15.5352 209.7252 OK
45436 Black 7 54.56 381.92 30.5536 412.4736 Over Budget
34543 Blue 1 70.99 70.99 2.6792  76.6692 OK
54633 Red 2 62.87 125.74 10.0592 135.7992 OK
23455 Black 1 59.9 59.9 4.792 64.692 OK
43534 Green 8 72.54 580.32 46.4256 626.7456 Over Budget
34233 Red 4 66.75 267 21.36 288.36 Over Budget
67644 Blue 6 39.65 357.9 28.632 386.532 Over Budget
56223 Blue 5 73.32 366.6 29.328  395.928 Over Budget
89872 Red 2 68.55 137.1 10.968 148.068 OK

=

Relative, Absolute, and Mixed Referencing

Calling cells by just their column and row labels (such as "A1") is called relative referencing. When a formula
contains relative referencing and it is copied from one cell to another, Excel does not create an exact copy of the
formula. It will change cell addresses relative to the row and column that they are moved to. For example, if a
simple addition formula in cell C1 "=(A1+B1)" is copied to cell C2, the formula would change to "=(A2+B2)" to reflect
the new row. To prevent this change, cells must be called by absolute referencing and this is accomplished by
placing dollar signs "S" within the cell addresses in the formula. For example, to use absolute referencing with the
above example, write the cell as =(SAS1+SBS1) so that if cell C1 is copied, it will contain the values of A1 + B1 and
not A2 + B2. Mixed referencing can also be used where only the row OR column is fixed. For example, in the
formula "=(A$1+$B1)", the row of cell Al is fixed and the column of cell B2 is fixed.
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Home Insert Page Layout Formulas Review View

"@ TR =1 5 5 fﬂ |-5) Connections 3l j{w = | ¥ KCear == E_g = J?E @s)‘) fv_ﬂr"‘ e g_] @3 show Detail
J| =B =F 13 22 AR properties LA G Reapply S== b= =2 b = L Hd =z e petail
From From From From Other Existing Refresh ﬂ' Sort Filter N | Textto Remove Data Consolidate What-If | Group Ungroup Subtotal
Access Web Text Sources+ | Connections | All~ = EditLinks X2 Columns Dupli idation ~ Analysis * % X
Get External Data Connections. Sort & Filter Data Tools Outline 5

This tab is used for working with data, such as bringing in external data to a workbook, and sorting & filtering data.

Get External Data

To add data to an Excel workbook from an external source, such as Access, the Web, Text, an SQL server or some
other source, select the source under the Get External Data group.

Sort & Filter

To sort data within an Excel workbook, highlight the data you want sorted and then click the Sort button under the

Sort & Filter group. A Sort window will ["sort [EER)
appear, gIVIng you the ablllty to add the ) Add Level ” ¥ Delete Level ” |53 Copy Level ] ¥ My data has headers
column you want to sort by and how the Column Sort On Order

data should be sorted. In the following Sortby | Color ] |values [=] |Atoz [=]

Then by

IE‘ Walues IE‘ Smallest to Largest IE‘

example, our data will be sorted by Color
and then by Make. To add more than one
sort criteria, click the Add Level button. To
remove one of the sort criteria options, click

T

the criteria you want removed and click the ok | [ cancel

Delete Level button.

To apply a filter to data within an Excel workbook, select the cell you want to filter by
and then click the Filter button under the Sort & Filter group. Click on the drop down

i Make |~ Color
4| SortAtoz

icon in the column that you want to filter by and uncheck any values that you don’t %l sonzton
want included. Once you click the OK button, your data will be filtered and you willno o R '
longer see the data that you unchecked. To see the full list, click on the Filter button b
under the Sort & Filter group again and it will turn filtering off. Fm_rm ;:|
-] {Select All)
S ol
E--Blue
i-[Green

i [¥IRed
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Review Tab

Home Insert Page Layout Formulas

u;i D—I Eaéa"a J ;(j U m £} Show/Hide Comment _/_@ ‘HL@ 015=J &1 Protect and Share Workbook

-3 Show All Comments @Allow Users to Edit Ranges
Spelling Research Thesaurus | Translate New  Delete Previous Next Protect Protect Share

Comment (i Show ["'kv‘\ Sheet Workbook Workbook 7 Track Changes ~
Proofing Language Comments Changes

This tab is used to review your workbook, including proofing the workbook, adding comments, and tracking changes.

Proofing

The Proofing group assists with proofing your workbook after it is finished.

Click the Spelling icon to check for spelling problems within the workbook.
Click the Thesaurus icon to open the Microsoft Thesaurus. If you highlight a word and then click the Thesaurus icon,
the thesaurus will automatically look up the highlighted word.

Comments

To insert a comment in a workbook, highlight the cell you want commented and then click New Comment under the

Comments group. A comment box will appear to the right

—
of your workbook where you can enter the comment. Each People who Preferd oo cre

Red | 51| Add Comment Here

cell that has a comment associated with it will display a

. . . . Organge 36
little red triangle in the upper-right hand corner of the cell. vellow 19
To display hidden comments, right-click on the cell and Green 47
select Show/Hide Comments. Blue 78

Purple 23

To remove the comment, click the comment box and then
click Delete under the Comments group.

Tracking Changes

Tracking changes can be a valuable tool if you are sharing an Excel workbook with someone else. If you turn track
changes on and have someone else edit the worksheet, when they send it back, Excel will display the changes they
made and allow you to accept or reject them.

To turn tracking changes on, click the Track Changes icon under the Changes group and then click Highlight Changes.
A Highlight Changes window appears. Click Track changes while editing. This also shares your workbook. Any
changes made to the cells in a workbook will display a black triangle in the upper-left hand corner of —P

the cell.
rAccept or Reject Changes [ B ﬂ&r
To accept or reject a change, click a cell with a change and :
Change 1 of 1 made to this document:
then click the Track Changes icon under the Changes group, Jeremy Beyette, 6/21/2010 10:30 AM: B
followed by Accept/Reject changes. An Accept or Reject Changed cell 62 from '51' to '52.

m

Changes wizard will appear, allowing you to specify whether

the change should be accepted or rejected. L

Reject ] [ Accept All ] [ Reject all ] [ Close
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Home Insert Page Layout Formulas Data Review Vi

—_ = [ spli View Side by Sid = =
I|_|_] =] Ruler Formula Bar _‘ﬁl % :Ej A Split | 13 View Side by Side % § -
‘ 3 — ! ™ Hide (4] Synchronaus Scrolling =2
Normal Page Page Break | Custom Full Gridlines Headings Zoom 100% Zoom to New Arrange Freeze : ) . Save Switch Macros
| . [Layot_n Preview Views Screen J 7 g ~ Selection | Window  All  Panes ~ [Tl Unhide | 214 Reset Window Position | workspace Windows * v
Workbook Views Show Zoom_ Window Macros

This tab is used to set how you want your workbook to be viewed while you are working on it.

Workbook Views

The default view in Microsoft Excel 2010 is Normal, allowing the workbook to display as many rows and columns as
will fit on the screen. The workbook view can be changed by selecting one of the other Layout options from the
Workbook Views group.

Show

The Show group allows different components of Excel to be displayed, including the ruler, gridlines, and formula bar.

Zoom

With the Zoom group, the zoom level of the document can be set.
To change your zoom level, click the Zoom icon under the Zoom group.

Window

If you are working with multiple Excel workbooks, you can switch between them by clicking the Switch Windows
icon under the Window group or set them to be viewed side by side with the View Side by Side icon under the
Window group.
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