.2 Formatting and Data Analysis

1. Useformatting techniquesto enhancethe appearanceof aworksheet.
2. Understand how to align datain celllocations.

3. Examin¢ how to enter multiple lines of text in a celllocation.

4. Understand how to add bordersto aworkshed.

5. Examine how to usethe AutoSumfeature to caculatetotals.

6. Understand how to insert achart into aworksheet.

7. Usethe

8. Examine how to usethe Sort command to rank dataon aworksheet.

9. Understand how to move,rename,insert, and delete work sheettabs.

1. Highlig

LEARNINGOBJECTIVES

Cut, Copy, and Pastecommandsto manipulate the dataon awork sheet.

This sectionaddressesformatting commands that canbe usedto enhancethe visual
appearanceof aworksheet.It alsointr oduces mathematical calculations and charts. The
skills intr oduced in this section will give you powerful tools for analyzing the data that we
have beenworking with in this workbook and will highlight how Excelis usedto make key
decisonsin virtually anycareer.

Formatti ng Data and Cells

Follow-along fil e: Excel Objective 1.0(Use file Excel Objective 1.04 if youare starting with this
skill.)

Enhancingthe visual appearanceof awork sheetis acritical stepin creating avaluabletool
for you or your cowork ers when making key decisions. The following stepsdemonstrate
seve al fundamental formatting skills that will be appliedto the workbook that we are
developingfor this chapter. Seve al of theseformatting skills are identical to onesthat you
may have already usedin other Microsdft applications suchasMicrosdft® Word® or
Microsoft® PowerPoint®.

ht the range A2:D2 in the Sheetlwork sheetby placing the mousepointer over cell A2 and
left clicking and dragging to cell D2.

2. Qick the Bold button in the Font group of commands in the Home tab of the Ribbon (seeFigure 1.36

"Font Group of Commands").
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Figure1.36 Font Group of Comnands
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3. Highlight the range B15:D15 by placing the mousepointer over cell A15 and left clicking and
dragging to cell D15.

4. dick the Bold button in the Font group of commands in the Home tab of the Ribbon.
5. Qick the Italics button in the Font group of commandsin the Home tab of the Ribbon.

6. Highlight the range B15:D15. dick the drop-down arr ow next to the Borders button in the
Font group of commandsin the Home tab of the Ribbon. Fom the drop-down, select theTop
and Double Bottom border style. This is astandard business/accaunting presentation of
totals in aworksheetand denotesthe end of a setof data.

Figure1.36b Border Icon
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7. Highlight the range B3:B14 by placing the mousepointer over cell B3 and left clicking and
dragging down to cell B14.



8. dick the Comma Style button in the Number group of commandsin the Home tab of the
Ribbon (seeFigure 1.37 "Number Group of Commands").

Figure 1.37 NumberGroup of Commands
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9. Jick the DeaeaseDecimalbutton in the Number group of commands in the Home tab of
the Ribbon (seeFigure 1.37 "Number Group of Commands").

10. The numberswill alsobereducedto zero decimalplaces.

11. Highlight the range C3:D3 by placing the mouse pointer over cell C3 and left clicking and
dragging acrossto cell D3.

12. Qick the Accounting Number Format button in the Number group of commandsin the
Home tab of the Ribbon (seeFigure 1.37 "Number Group of Commands"). This will add the
UScurr encysymbol and two decimal placesto the values.This format is common when
workingwith pricing data.

Bold Format

A Hold the CTRLkey while pressingthe letter B on your keyboard.
Italics Format

A Hold the CTRLkey while pressingthe letter | on your keyboard.

Underl ine Format

A Hold the CTRLkey while pressingthe letter U on your keyboard.
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Why?

Format Column Headingsand Totals

Applying formatting enhancementsto the column headings and column totals in a
work sheetis avery important technique, especially if you are sharing aworkbook with
other people.Theseformatting techniques allow users of the work sheetto clearly see
the column headings that define the data. In addition, the column totals usually contain
the mostimportant dataon awork sheetwith respectto making decisons,and
formatting techniques allow usersto quickly see this information

13. Highlight the range C4:D14 by placingthe mousepointer over cell D3 and left clicking and
dragging down to cell D14.

14. dick the Comma symbol to the valuesaswell astwo decimal places.

15. Highlight D3:D14 and click the Dea easeDecimalbutton twicein the Number group of
commands in the Home tab of the Ribbon. Youare dea easingthe decimalsto none
becausethe SalesDollars do not haveany cents displayed. Decimalplaceswhen only
zeroesare displayed adds clutter to your worksheet.

16. Then add the comma style to the valuesand againreduce the decimal placesto zero. The
commastyle aligns the numbersin the cellswith the Accounting style where $are
displayed.

17. Highlight the range A1:D1 by placing the mouse pointer over cell Al and left clicking and
dragging over to cell D1.

18. dick the down arrow next to the Fill Color button in the Font group of commands in the
Hometab of the Ribbon (seeFigure 1.38"Fill Color Palette").
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Figure1.38 Fill Color Palette
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19. dick the Blue, Accent5, Darker 25% color from the palette (seeFigure 1.38"Fill Color
Palette").

Notice that asyou move the mousepointer over the color palette, you will seea preview
of how the color will appearin the highlighted cells.

20. Cick the down arrow nextto the Font Color button in the Font group of commandsin the
Hometab of the Ribbon (seeFigure 1.36 "Font Group of Commands"), and select White
for the font color. This change will be visible oncetext is typed into the highlighted cells.

21. Qick the IncreaseFont Sze button in the Font group of commands in the Home tab of the
Ribbon (see Figure 1.38 "Fill Color Palette"). Eachclick will increasethe font size 1 point.

22. Highlight the range A1:D15 by placing the mousepointer over cell Al and left clicking and
dragging down to cell D15.

23. dick the drop-down arr ow on the right side of the Font button in the Home tab of the
Ribbon (seeFigure 1.36 "Font Group of Commands").

24. Notice that asyou move the mousepointer over the font style options, you canseethe font
change in the highlighted cells.
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25. Expand the row width of Column Dto 10characters.

Figure 1.39"Formatting Techniques Applied” shows how the Sheetlwork sheetshould
appear after the formatting techniques are applied.

Figure 1.39 For matting Techniques Applied
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Why?

Pound Signs (####) Appear in Columns

When acolumn is too narrow for along number, Excelwill automatically convert the
number to a series of pound signs (####). In the caseof words or text data, Excel will
only show the characters that fit in the column. However, this is not the casewith
numeric databecauseit cangive the appea ance of anumber that is much smaller than
what is actually in the cell. To remove the pound signs,increasethe width of the column.
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.3 Data Align ment

1.

Data Alignment (Wrap Text, Merge Cells,and Center)

Follow-along fil e: Excel Objective 1.0(Use file Excel Objective 1.06 if youare sarting with this
skill.)

The skills presentedin this segment show how data are aligned within cell locations.For
example,text and numbers can be centered in acell location, left justified, right justified,
and soon.In somecasesyou maywant to stackmultiword text entries vertically in acell
instead of expanding the width of acolumn. This is referr ed to aswrapping text. These
skills are demonstrated in the following steps:

Highlight the range B2:D2 by placing the mouse pointer over cell B2 and left clicking and dragging
over to cell D2.

dick the Center button in the Alignment group of commands in the Home tab of the Ribbon (see
Figure 1.40"Alignment Group in Home Tab"). This will center the column healdingsin eachcell
location.

Figure 1.40 Alignment Group in Home Tab
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3. Qick the Wrap Text button in the Alignment group (seeFigure 1.40"Alignment Group in
Home Tab"). The height of Row 2 automatically expands,and the words that were cut off
becausethe columnswere too narr ow are now stadked vertically (seeFigure 1.42"Sheetl
with Data Alignment FeaturesAdded").

Keyboard Shortcuts z Wrap Text

A Pressthe ALT key andthenthe letters Hand W one at atime.

Why?

Wrap Text

The benefit of using the Wrap Text command is that it significantly reducesthe needto
expandthe column width to acammodate multiword column headings. The problem
with increasingthe column width is that you may reduce the amount of datathat canfit
on apieceof paper or one saeen.This makesit cumbersome to analyze the datain the
worksheetand could increasethe time it takesto makeadecison.

4. Highlight the range A1:D1 by placing the mouse pointer over cell A1 and left clicking and
dragging over to cell D1.

5. dick the down arrow on the right side of the Merge & Center button in the Alignment
group of commands in the Home tab of the Ribbon.

6. Leftclick the Merge & Center option (seeFigure 1.41"Merge CellDrop-Down Menu").
This will createonelarge cell location running acrossthe top of the dataset with
centeredtext.
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Figure 1.41 MergeCell Drop-Down Menu
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Why?

Merge & Center

Oneof the most common reasonsthe Merge & Center command is usedis to center the
title of aworksheetdir ectly above the columns of data. Oncethe cellsabove the
column headings are merged, atitle canbe centered above the columns of data. It is
very difficult to center the title over the columns of dataif the cells are not merged.

Figure1.42"Sheetlwith Data Alignment Features Added" shows the Sheetl work sheet

with the dataalignment commands applied. The reasonfor merging the cellsin the range
A1:D1 will becomeapparent in the next segment.

I | earning How to Use Microsoft Excel 2016 by Kaaren McGlynn
is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License.
Based on a work at OER Commons.

61



https://docs.google.com/document/d/1yCtcIDYw0tX38lkb7BO2g-_g8GmOJxIAgDj3fi3_58g/edit?usp=sharing
http://creativecommons.org/licenses/by-nc-sa/4.0/
https://www.oercommons.org/courses/how-to-use-microsoft-excel-the-careers-in-practice-series/view
http://catalog.flatworldknowledge.com/bookhub/reader/3371#manzoexcel_1.0-ch01_s03_s02_f03

Figure 1.42 She¢l with Data Alignment Features Added
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ill Refresher z Wrap Text

Activate the cell or range of cells that contain text data.
(lick the Home tab of the Ribbon.
(lick the Wrap Text button.
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ill Refresher z Merge Cells

. Highlight arange of cells that will bemerged.
. {lick the Home tab of the Ribbon.
. Qlick the Merge & Center button.

Creating Multi-Line Workshe et Titles

Your worksheetsneedto tell their story without a person thereto explain them. They need
to be clearly labeled and formatted for easeof understanding. However, oneimportant part
of the story that often getsleft out is the title of the story. All worksheets should include an
informativetitle that desaibesthe contents of the work sheetand the date, or range of
dates,the data pertains to. We will include atitle.

Follow-along file: Excel Qbjective 1.0(Usefile Excel Objective 1.07 if youare starting with this
skill.)

In the Sheetlworksheet, the cellsin the range A1:D1 were merged for the purposesof
adding atitle to the worksheet.This title will requirethat threelines of text be entered into
acell. The following steps explain how you canenter text into acell and determine where
you want the secondline of text to begin:

. Activate cell Al in the Sheetlworksheetby placing the mousepointer over cell A1 and
clicking the left mouse button. Snce the cellswere merged, clicking cell A1 will
automatically activate the range A1:D1.

. Typethe text General MerchandiseWorld .

. Hold down the ALT key and pressthe ENTERKey. This will start anew line of text in this
celllocation.

Excel br Mac ¢ Inserting a line in acell

Hold the Control and Option + and pressreturn

. Typethe text 2017 Retail Sales(in millions) and pressthe ENTERKkey.

. Selectcell A1l. Then click the Italics button in the Font group of commands in the Home tab
of the Ribbon.
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. Increasethe height of Row 1 to 35 points. Oncethe row height is increased, all the text
typed into the cell will bevisible (seeFigure 1.43"Title Added to the Sheetl Work sheet).

. Then dick the Center button in the Alignment group of commandsin the Home tab of the
Ribbon

Figure 143 Title Addedto the Sheé¢l Workshest
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Unit Average Sales Title
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3 lanuary 2670 S 999 S 26,685
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6 Aprd 590 17.49 10,269
7 May 1,030 1499 15,405
8 une 2,875 12.49 35,916
2 July 2,700 9.99 26,937
10 August 900 19.99 17,958
11 September 775 19.99 15,708
12 October 1,180 19.99 23,562
13 November 1,800 17.49 31,416
14  December 3,560 1 14.99 53,370 ]

15 Total Sales

ill Refresher - Entering Multiple Lines of Text

\ctivate a cell location.
'ype the first line of text.

fold down the ALT key and pressthe ENTERkey.

- T o I

'ype the secondline of text and pressthe ENTERkey.

Bord ers (Adding Lines to a Workshe et)

Follow-along file: Excel Objective 1.0(Usefile Excel Objective 1.08 if youare starting with this
skill.)

In Excel,adding custom lines to awork sheetis known asadding borders.Borders are
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different from the grid lines that appear on awork sheetand that define the perimeter of
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the cell locations. The Borders command lets you add avariety of line stylesto aworksheet
that canmake reading the worksheetmuch easier.

The following stepsill ustrate methods for adding presetborders and custom bordersto a
work sheet:

1. Highlight cells A2:D2.

2. Cick the down arrow to the right of the Borders button in the Font group of commandsin
the Home pageof the Ribbon (seeFigure 1.44 "Borders Drop-Down Menu").

Figure 1.44 Borders Drop-Down Menu
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10.

11.

12.

. Left click the All Borders option from the Borders drop-down menu (see Figure 1.44

"Borders Drop- Down Menu"). This will add vertical and horizontal lines to the range
A2:D2.

Highlight the range A2:D2 by placingthe mouse pointer over cell A2 and left clicking and
dragging over to cell D2.

dick the down arr ow to the right of the Bordersbutton.

Left click the Thick Bottom Border option from the Borders drop-downmenu.

Highlight the rangeA1:D15.

Do no dick the down arr ow to the right of the Bordersbutton, just click the Borders button.

This will open the Format Cells dialog box (see Figure 1.45"Borders Tab of the Format Cells
DialogBox'). Youcanaccessall formatting commands in Excel through this dialog box.

In the Style section of the Borders tab, left click the thickestline style (seeFigure 1.45
"Borders Tab of the Format CellsDialog Box").

Left click the Qutline button in the Presetssection (seeFigure 1.45"Borders Tab of the
Format CellsDialog Box").

Cick the OKbutton at the bottom of the dialog box (seeFigure 1.45"Borders Tab of the
Format CellsDialog Box").

Figure 145 Borders Tab of the Format Céls Dialog Box
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Figure 146 Borders Addedto the Sheetl Worksheet

General Merchandise World

2017 Retail Sales (in millions)

Unit Average Sales
Month Sales Price Dollars
lanuary 2,670 § 999 S 26,685
: February 2,160 12.49 26,937
March 515 14.99 7,701
:April 590 17.49 10,269
May 1,030 14.99 15,405
June 2,875 12.49 35,916
:July 2,700 9.99 26,937
)} [August 900 19.99 17,958
:September 775 19.99 15,708
' |October 1,180 19.99 23,562
::November 1,800 17.49 31,416
L_ December 3,560 14.99 53,370
i | Total Sales

ill Refresher z Preset Borders

Highlight arangeof cells that requireborders.
(lick the Home tab of the Ribbon.
q

lick the down arr ow next to the Bord ersbutton.

[da)

belectan option from the presetborderslist.
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Skill Refresher z Custom Borders

T

dighlight arangeof cells that require borders.
dick the Hometab of the Ribbon.

dick the down arr ow next to the Bord ers button.

N

belectthe More Borders option at the bottom of the options list.

[da)

belectaline style andline color.

N

belecta placement option.

(lick the OKbutton on the dialog box.

AutoSum

Follow-along file: Excel Objective 1.0(Usefile Excel Objective 1.09 if youare starting with this
skill.)

Youwill seeatthe bottom of Figure 1.46 "Borders Added to the SheetlWorksheet"that
Row 15 is intended to show the totals for the datain this work sheet.Applying
mathematical computations to arange of cells is acaomplished through functions in Excel.
Chapter 2 "Mathematical Computations” will review mathematical formulas and functions
in detail. However, the following stepswill demonstrate how you canquickly sum the
valuesin a column of data using the AutoSumcommand:

. Activate cell B15 in the Sheetlworksheet.

. From the right side of the Home Ribbon, or the left side of the Formula ribbon, click the
down arr ow next to the AutoSumbutton. Youwill seethat the AutoSumcansum, aveage,
count numbers,and createMaxand Min functions.
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Figure1.47 AutoSum Drop-Down List

3. The default command for AutoSum is Sum. SelectSum from the drop-down list.(see
Figure1.47"AutoSumDrop-Down List"). Note that the AutoSumbutton canalsobefound
in the Editing group of commands in the Hometab of the Ribbon.

4. Excelwill provide atotal for the valuesin the Unit Salescolumn.

5. dick in cell D15 and click the AutoSumbutton. Youwill seethat with this sumthe
Accounting format ($) hasbeenapplied to your total row, if not add it. Excelwill copythe
formatting from your top row asthe default number format for your total row. (Note: you
shauld not add the Avearage Price column becauseit isonly alist of prices.)

Figure 1.48 Totals Addedto the Shestl Worksheet

Ial (w] L |

General Merchandise World

—

2017 Retail Sales (in millions)

Unit Average Sales

2 |Month Sales Price Dollars
3 |January 2,670 $ 999 S 26,685
4 February 2,160 12.49 26,937
5_ March 515 14.99 7,701
6 April 590 17.49 10,269
7 May 1,030 14.99 15,405
8 |June 2,875 12.49 35,916
9 luly 2,700 9.99 26,937
10 | August 900 19.99 17,958
11_ September 775 19.99 15,708
12 |October 1,180 19.99 23,562
13 |November 1,800 17.49 31,416
14: December 3,560 14.99 53,370
15 |Total Sales 20,755 $ 291,864
16
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.4 Simple Chart

Inserti nga Cdumn Chart

Follow-along fil e: Excel Objective 1.0(Use file Excel Objective 1.10 if youare starting with this
skill.)

As mentioned at the beginning of this chapter, Excel servesasacritical tool for making
decisonsin both personal and professionalcontexts.Charts are a powerful tool in Excel
that allow you to graphically display the datain aworksheet.Graphical displays allow the
reader to immediately identify key trends and behaviorsin the datathat is being analyzed.
For the workbook that we are using for this chapter, understanding the trends in monthly
salesdatais critical for making decisons suchashow many staff members to assign to the
store for eachmonth aswell assupplying the store with enough inventory to acconmodate
expectedsales.To asskt the reader in analyzing this data,a column chart will be createdto
graphically display the data. It is important for you to plan which type of chart will best
display the datasoyour readers can quickly seekey trends. Mor e details on creating charts
and on chart typeswill be presentedin alater chapter. The following stepsare an

intr oduction to creating the column chart required for this chapterd @bjective:

1. Highlight the rangeA2:B14.
2. dick the Insert tab of the Ribbon.

3. dick the Column button (seeFigure 1.49"Column Chart Drop-Down Menu"). This will open the
column chart drop-down menu of options.

4. Selectthe 2-Dustered Column option fromthelist of column chart options (seeFigure 1.49 "Column
Chart Drop-Down Menu"). This will create an embedled chart in the Sheetl worksheet(seeFigure
1.50 "Embedded Column Chart in Sheefl"). Embedded meansthat the chart is on the work sheetthat
contains the original chart data. The chart is floating on the top of the worksheetand canbe moved
and sized on the faceof the worksheet.
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Figure1.49 Cdumn Chart Drop-Down Menu

H ©- = Excel_Objective_1.10

File Home Draw Page Layout Formulas Data
B ®» [ o e
PivotTable Recommended Table Ilustrations Add-
v:::'«:bues N ins = oln o '.l:

A2 v = Month | ::‘

A B C _—

General Merchandise Wor > b a8l L] e
! R Column
1 2017 Retail Sales (in millio 208
Unit Average button "'ij =
2 |Month Sales Price Dollars | ;L; I
3 [January 2670 |$ 999 $ 26,685 o By 03, =
4 |February . 2,160 1249 26,937 "7t
5 |March [ 515 14.99 7,701
6 |April . 590 17.49 10,269
7 |May . 1,030
8 |June . 2,875
9 |July 2,700
10 |August " 900 Excel will use the
11 [September  775| 1999 15,708 highlighted data to
12 |October - 1,180 19.99 23,562 create a chart
13 |November - 1,800 17.49 31,416
14 |December ‘ 3,560 14.99 53,370
15 Total Sales 20,755 $ 291,864
16
' Sheet1 @

Figure 1.50"Embedded Column Chart in Sheetl" shows the column chart that is created

onceaselectionis made from the column chart drop-down menu. Notice that there are two

new tabs added to the Ribbon. Thesetabscontain featuresfor enhancingthe appearance

and construction of Excel charts. Thesecommands will be covered in more detail in alater

chapter. For now, you will seethat Excel placesthe chart over the datain the work sheet.

Thefollowing stepsexplain how to move and resize the chart:
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10.

11.

Figure 1.50 Embelded Colunn Chat in Sheetl
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General Merchandise World been added to the
1 2011 R_Bf&"’ 58'93 (in millions) ribbon (onlv when Chart
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4 February 2160 |$ 124! s
5 March 516 |8 149 ' v
6 Apnil 590 |§ 17.4f
7 May 1,030 |$ 1491 "
8 | June 2875 (§ 124
9 ' July 270018 99 “™ >
10 Avgust 900 | § 199 \ Dragging the
11 September 775§ 199 M* l dots on frame
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14 | December 3560 | § 140" P e G s resize the chart
-——— - e e —————— o \;V « » ‘:\ + g .).a-'
15 |Total Sales | 20,755 | | B v :

While the chart is selected(buttons are visible around the outside of the chart), left click
anywhereit the chart and dragthe chart sothe upper left corner is placedin the middle of
cellF1

Placethe mousepointer over the top center sizing handle (seeFigure 1.50 "Embedded
Column Chart in Sheetl"). Youwill seethe mousepointer change from awhite block plus
signto avertical double arrow. Makesure themousepointer is not in the cross- arrow
mode asthis will move the chart instead of resizing it.

While holding down the ALT key on your keyboard, left click and dragthe mouse
pointer slightly up. The chart will automatically adjust up to the top of Row 1.

Placethe mousepointer over the left center sizinghandle.

While holding down the ALT key on your keyboard, left click and dragthe mouseslightly
toward the left. The chart will automatically adjust to the left side of Column F.

Placethe mousepointer over the lower center sizinghandle.

While holding down the ALT key on your keyboard, left click and dragthe mouseslightly
down. The chart will automatically adjust to the bottom of Row14.
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12. Placethe mousepointer over the right center sizinghandle.

13. While holding down the ALT key on your keyboard, left click and dragthe mouseslightly to
the right. The chart will automatically adjust to the right side of Column M.

Why?

There Are No Sizing Handles on a Chart

If you do not seethe dots or sizing handles around the perimeter of achart, it could be
that the chart is not activated. To activate achart, left click anywhere on the chart.

Figure1.52"Embedded Chart Moved and Resked" shows the column chart moved and
resized. Notice that the sizing handles are not visible around the perimeter of the chart.
This is becausethe chart is not activated. Onceyou click anywhere on the work sheet
outside the chart area,the chart is automatically deactivated.

Figure 152 Embelded Chart Movedand Reszed
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Why?

Usethe ALT Key When Resizing a Chart

Usingthe ALT key while resizing an embedded chart locks the perimeter of the chart to
the columns and rows of the worksheet. This givesyou the ability to adjust the chart to
precisesizesasyou adjust the width and height of the work sheetrows and columns
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As shown in Figure 1.50 "Embedded Column Chart in Sheetl", whenachart is created, two
tabs are added to the Ribbon. The following stepsexplain how to useafew of the

formatting and design featuresin thesetabs:

click anywhere on the chart.

. dick the Designtab under the Chart Tools set of tabs on the Ribbon.

. Checkto make surethe column chart in Sheetlis activated. To activate the chart, left

. Qick the down arrow on the right side of the Chart Stylessection (seeFigure 1.53"Chart

Stylesin the DesignTab").
Figure 1.53 Chat Styesin the Dedggn Tab

Excel Chart Tools

Draw Page Layout Formulas Data Review View Format

Chart Styles
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R Ry 744 2707 , =

. Qick Style 9 in the Chart Stylessection. This style hasablack badkground with blue

columns (seeFigure 1.53 "Chart Stylesinthe Design Tab'q8 ¢ 1 1T OAd EA OEAU
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. dick the Format tab under the Chart Tools set of tabs on the Ribbon.

. dick the down arrow on the right side of the WordArt Stylessection (seeFigurein).

Figure 1.54 WordArt Stylesin the Format Tab
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7. dick the Blue,Accentl, Inner Shalow option Noticethat asyou move the mouse pointer
over the Word Art Sylesoptions, the format of the chart title as well asthe X andY axis
titles changes.

Figure 1.55"Formatting Features Applied to the Column Chart" shows the embedded
column chart with the formatting featuresapplied. This chart is very effective in displaying
the Unit Salestrendsfor this company.Youcansee very quickly that the tallest bar in the
chart is the month of Decembe, followed by the months of June July, January, and
February.

Figure 155 Formatting FeaturesAppiedto the Cdumn Chat

SKill Refresher z Creatinga Column Chart

dighlight arange of cells that contain datathat will be usedto createthe chart.

|_
2. (ick the Insert tab of the Ribbon.
dlick the Cdumn button in the Charts group.

e
N

belectan option from the Cdumn drop-downmenu.
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Cut, Copy, and Paste

Follow-along file: Excel Qbjective 1.0(Usefile Excel Objective 1.11 if youare garting with this
skill.)

The Cut, Copy, and Pastecommands are perhaps the most widely used commandsin
Microsdft Office. With regard to Excel,the Copyand Pastecommands are often usedto
make copiesof work sheetsfor developing different scerarios or versionsfor the data being
analyzed. Thefollowing stepsdemonstrate how thesecommands are used for the objective
in this chapter:

1. dick the SelectAll button in the upper left corner of the Sheetlworksheet (seeFigure
1.56 "Clipboard Group of Commands").

Figure 156 Cliphoard Group of Comnands
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Home Insetd Re
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1 0kl selectAllbutton:  Wagll/[le)glS))
— Y Click here to highlight
the entire worksheet. [ Sales
2 |Month . ce Dollars
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2. (Qick the Copybutton in the Clipboard group of commandsin the Hometab of the
Ribbon (seeFigure 1.56 "Clipboard Group of Commands").

A PRressthe CTRLkey andthen the letter Ckey on your keyboard.

3. Createanew worksheet by clicking on the + button to the =
Sheetl ::J
right of the Sheet1tab. —IE—

4. Activate cell location Al.
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5. Qick the Pastebutton in the dipboard group of commandsin the Hometab of the Ribbon.
Besureto click the upper areaof the Pastebutton and not the down arrow at the bottom
of the button. A copy of Sheetlwill now appearin Sheep.

A Rressthe CTRLkey and then the letter V key on your keyboard.

6. Qick anywhere onthe chart in the Sheet3worksheet.

7. Qick the Qut button in the dipboard group on the Home tab of the Ribbon. This will
removethe chart from the Sheet3work sheet.

A Pressthe CTRLkey andthen the letter Xkey on your keyboard.

8. Openthe Sheet2work sheetby left clicking on the Sheet2worksheettab at the bottom of the
workbook.

9. Activate cell location A1l.

10. dick the Pastebutton in the Hometab of the Ribbon. This will pastethe chart from the
Sheet3work sheetinto the Sheet2work sheet.

Sorting Data (One Level)

Follow-along fil e: Excel Objective 1.0(Use file Excel Objective 1.12 if youare darting with this
skill.)

As mentioned earlier in this section,achart is atool that enableswork sheetreaders to
analyze dataquickly to spot key trends or patterns. Another powerful tool that provides
similar benefitsis the Sort command. This feature ranks the rows of datain aworksheet
basedon designated criteria. The following stepsdemonstrate how the Sort command is
usedto rank the datain the Sheet3worksheet:

1. Inthe Sheet3worksheet, highlight the range A2:D14
2. Qick the Datatab of the Ribbon.

3. Qick the Sat button in the Sort & Filter group of commands. This will open the Sat
dialog box (seeFigure 1.57 "Sat & Filter Group of Commands").
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Figure1.57 Sort& Filter Group of Commands
@' L ¢ e & o
e - 4[5 _ Excel Objective 1.0 - Microsoft

Home  Insert Data  Review  View
- =< —
u’_:] From Access = =3 ‘__} Connections: & 1( T Clear —
ETHRET _’ﬂ 8114[2 | ;,

E;Ffom Web = Dropen l Reag "_.;_._
From Other Existing Refresh Zl Sort

Filter Test t
(MFrom Tex  Sources~ | Connections | Allv & £t Links N Va4
Get External Data | Connections / Sort &_F:Rer

Advanced | Colum

‘if

A2 - % | Month / ort —————— ‘
n | |

Show the Sort dialog box to sort
data based on several criteria at

1 ONCE.

—‘ - |Average| Sales € Press F1 for more heip.
2 Month Sales Price | Dolla
3 January 2670|S 999|$ 26685

4. dick the down arr ow next to the (8art byddrop-down box in the Sort dialog box (see
Figure 1.58"Sat Dialog Boax"). Makesure the box O - tlhtahasheadA O i dhedked.

Figure 158 SortDialog Box

Sort
i Add Level | )(nd-uu- =3 Copy Level I = |~ | Gptions..
Ordec
smn w o Values w! A2
Click here to set the sort criteria
to ascending or descending order.
[Sonbydrop-down Iist

dick the Unit Salesoption from the drop-down list.
dick the down arr ow next to the Order drop-down box.

dick Largestto Smallestfrom the drop-downlist.

® N o o

now be sorted in descendingorder basedon the valuesin the Unit Salescolumn.
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(Notethat whenyou perform the sort, your chart will automati cally changeto match the
newsated data.)

Integrity Check z Sorting Data

Carefully checkthe datayou are sorting. It is critical that all columns are in a contiguous
range of data before sorting. If Excel detectsthat you are trying to sort only part of a
contiguous range of data, it will give you awarning dialog box.

Figure 1.59"DataSated Basedon Unit Sales” shows the datain the Sheet2work sheet
sorted basedon the valuesin the Unit Salescolumn. Similar to the chart, the Sort command
makesit easyto identify the months of the year with the highestunit sales.

Figure1.59 Data SortedBasedon Unit Sdes

7111 ~ :
i M-- = Excel Objective 1.0
File Home  Jment  Page layolt  Formulas Datz  Aevisw  View

,«r;_;from Access - - p= ]:{J Connections ‘l ._A 2 r [

s A4 -—1' | -—l l ~| - . % ZiA| l r
@ from Wweb ‘ | ) V

From Other Emsting Refrash zl Sort Fitter
1_'3 From Text Sowrces = | Comnections . All* &0 Ed A _()Amav
Get External Dota Connections Soct & Filter
il - A
A B C D E F

General Merchandise World

X 2017 Retail Sales (in millions)
Unit Average Sales
. Month Sales Price Dollars
3 December 3,560 14.99 53,370 \
4 June 2,875 12.49 35,916
S July 2,700 9.99 26,937
6 January 2,670 S 999 S 26,685
7 February 2,160  12.49 26,937[ Bata s sonad bacd
8 November 1,800  17.49 31,416 e A AR s T e
7 October 1,180  19.99 23,562 Unit8ates colimp.
10 May 1,030 1499 15,405
11 August 900 1999 17,958
12 goptember 775 1999 15,708
13 April 590  17.49 10,269
14 March 515  14.99 7,701 J
IZ Total Sales 20,755 $ 291,864

M 4 % M Sheetl | Sheet2 “Sheet3 %
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Skill Refresher z Sorting Data (One Level)

Makeany cell active in arange of contiguous cells to be sorted.
dlick the Datatab of the Ribbon.
(dlick the Sort button in the Sort & Filter group.

N

belecta column from the Bat byddrop-down list.

[da)

belectasort order from the Order drop-downlist.

(lick the OKbutton on the Sat dialogbox.

Movin g, Renaming, Inserti ng,and Deleti ng Workshe ets

Follow-along file: Excel Objective 1.0 (Usefile Excel Objective 1.13 if youare starting with this
skill.)

The default namesfor the work sheettabs at the bottom of workbook are Sheetl, Sheet2,
and soon. However, you canchange the work sheettab namesto identify the datayou are
usingin aworkbook. Additionall y, you canchangethe order in which the work sheettabs
appear in the workbook. The following stepsexplain how to renameand move the

work sheetsin awor kbook:

With the left mousebutton, double click the Sheetlwork sheettab at the bottom of the
work book (seeFigure 1.60 "Renaminga Worksheet Tab"). NOTE: This saeenshotis an

older version of Excel.In the 2016 version, the add worksheeticon is ®
Type the name Sales by Mont h.
Pressthe ENTERKkey on your keyboard.

With the left mousebutton, double click the Sheet3work sheettab at the bottom of the
work book.

Typethe nameUnit SalesRank.
Pressthe ENTERKey on your keyboard.
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Figure1.60 Renaming a Worksheet Tab

12 |October 1,180 |9 1999 | $§ 23,562
13 |November 1800 |$ 1749 |$ 31416
14 |December 3560 |%1499|% 53370
15 |Toral Sales | 20,755 $ 291,864
16 Click here to add

M4 /Sheet2  Sheet3 = @ | a blank worksheet
\ o to the workbook.

Double click here to
change the name
of the worksheet tab.

Click and drag the
worksheet tab to
change the order.

. Left clickanddragthe Unit SalesRankworksheet tab to the left of the Salesby Month

work sheettab.

. Right click the Sheet2 work sheettab. dick Deleteto delete the worksheet. Alter natively, you

can.

. dick the Hometab of the Ribbon.

b. dick the down arrow on the Deletebutton in the Cells group of commands.

dick the Delete Sheetoption from the drop-down list (seeFigure 1.35 "Delete Drop-
Down Menu").

. Qick the Deletebutton on the Deletewarning box.

. Qick the Insert Worksheettab at the bottom of the workbook (seeFigure 1.60
"RenamingaWork sheet Tab").

Integrity Check z Deleting Worksheets

Bevery cautious when deleting work sheetsthat contain data. Onceawork sheetis
deleted, you cannotusethe Undo commandto bring the sheetbadk. Deleting a
work sheetis apermanentcommand.
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ressthe SHIFT key and then the F11 key on your keyboard.

Figure 1.61 "Final Appearanceof the Excel Objective 1.0 Workbook" shows the final

appearanceof the Excel Objective 1.0 workbook after the worksheettabs have been
renamedand moved.

Figure 1.61 Final Appearance of the Excel Objective 1.0 Wor kbook
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