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Manipulate Data > Paste Data by using Special Paste Options
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Kumar is assigned a task to combine all What will Kumar do?, He will have to
the data placed month wise into a single copy the data from several worksheets
work sheet. to a single one.

Let see how will Kumar perform this task.

Manipulate Data > Paste Data by using Special Paste Options

Copy and paste is one of
the most performed

actions in excel.
[e———— ]
. ]
We use copy and paste —
to use the same data in —
multiple places in the —
computer.
Used in excel and also CO py & Pa Ste

in other places like word,
power point, notepad etc.
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Manipulate Data >Paste Data by using Special Paste Options

IMSERT PAGE LAYOUT FORMULAS /
—
Calibri

Paste B I U-

¥ Format Painter

Home button Right click Short cut key

Manipulate Data >Paste Data by using Special Paste Options

H = Book1 - Excel (P1]
. . INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
1. Select the data which you wish to . <l -
0 Aial -n A A 5P Wrap Text Genel
2 C
COpy. Pafte bainter BN T U - =] Merge & Center - = |
I Clipboard ] Font ] Alignment &
2. Click Home.
3 SeleCT Copy A1 e f || State/Union Territory
4. Choose the place where you would Stelnion Dviion Headuarer i
N 1 erritory istrict
like to copy the data Lohit, Anjaw, Tirap, Changlang, Lower
N e o g\hangtlla\\ey,sD\mnfvzgey, %st
iang, Upper Siang, Longding, Namsai.
5. Click Paste. . =
. | Aruns chal Pradesh [Tawang, West Kameng, East Kameng,
6. The datais pasted. e
West Lower Subansiri  |Kumey, Kra Daadi, Upper Subansiri.
West Siang, Lower Siang and ftanagar
3 Capital Complex
[Charaideo, Dhemaj. Dibrugarh,
Jorhat (Golaghat, Jorhat, Lakhimpur, Majuli
4 |Sivasagar, and Tinsukia
Baksa, Barpeta, Bongaigaon, Chirang.,
Lower Assam e Dhubii, Goalpara, Nalbari, Kamiup
Division Metropolitan, Kamrup Rural, Kokrajhar,
5fassam and South Salmara-Mankachar
North Assam = Biswanath, Darrang, Sonitpur, and
o] bivision P Udalguri
Dima Hasao, Hojai, East Karbi Anglong,
;‘"’E'ﬂ Nagaon [\West Karbi Anglong, Morigaon, and
7] [2rsten Nagaon
8| Barak Valley [Silchar [Cachar, Hailakandi, and Karimganj |
° and Kaimur__ . )
West Champaran, East Champara
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Manipulate Data > Paste Data by using Special Paste Options

BE 5 o - oo o B H 0 O - Book - bxcl (Product Actwation Faied) 7 m - 8 x
GO vov NS AGELAOUT  FORMULS  DATA  REVEW  VIEW HOME | INSERT  PAGELAYOUT  FORMULAS DATA  REVEW  VIEW Microaftsccourt - |-

- | o & T Zauoesum
a = gl
e - EleRa = % P rnas
PR font - onment - . . . R — . .
s < o e . s " ' |
JE——— . s H ' s 3 L ™ N 3 ] a R s i upE

StatelU

nion asda
: et [Division| _arter |Districts
2 District
s iy
. Lo, A
7 jaw, Tira
e . Ghangl
s lang,
10 Lower
n [Dibang
2 [Valley,
5 IDibang
“ East [Nemsai |Valy,
i [East
1 [Siang,
L |Upper
1 Sang,
- |Longding|
» ¥
2 INamsai,
2 2 |Siang
P
i Shecti | Sheets | sheets | sheete | sheets | shee | @

sneets | Sheets | sheetz | Sheet? | @

Manipulate Data >Paste Data by using Special Paste Options

[ = A Baok! - Exed (P
WOME | INSEET  PAGELANOUT  FORMULAS  DATA  BOVIDN VW

Select the data you want to copy. o % cu

—

o Al KW - ® - [ Wiep et Gene|
2. Right click the mouse, you will get Wiv- o oone cle e DieEstmy

the options to copy and paste.
3. Select copy, the data will be copied. '

4. Select the place you would like to N e % cx s i —
past the data. ’ :-.°  Vatay "‘u'.‘.‘....

5. Right click the mouse and select scunacii radesn
fer Subansin, Kuneg

paste option.
6. The data will get pasted.

/
)
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Manipulate Data > Paste Data by Using Special Paste Options

. [y Paste Options: o, Chang|
=, - lang,
= Lower
&0 Ll bivang

|Valley,
Paste opecial., Dibang

East  [Namsai |Valley,
Ea:

Insert... =t
s ISiang,
Upper
Delete... Isiang,
Longding
Clear Contents L
Namsai,
2 Siang
[Tawang,
Filter 4 [West

Sort 3
7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

| B Hyperlink...

o o s -6 @ H © S0k - Excel (roduct Actation Faed] x
B o v morwosr  romuus o seven vew MOME | WSET  pAGELNOUT romwss AW RVEW VW
IRELEY - = 3 Sauesn - Ay g
s CE A
PPy o sont Fin
= % 4 c
g umbe -
o e )
e . s H ' s 3 . M N o e a s T u
StatelU
¥ Cut nion fesda
ut o |Division| arter  [pistricts
frerritor| o,
E® Copy 1y
- ="r Lo, Anj
= Jaw, Tra

comrzr B @ M -————+ 1om

Manipulate Data >Paste Data by Using Special Paste Options

1. We use shortcut keys to speed up the
process of pasting the data.

Select the data you want to copy.

Press ctrl+ C.

Select the place you would like to paste
the data.

5. Press cirl+ V.

Rl
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Manipulate Data > Paste Data by Using Special Paste Options

" Used the basic copy and paste feature and copied all
the data from different work sheets into a single one.

Manipulate Data >Paste Data by Using Special Paste Options

Copied Data

|

] &
-
x ! : I ' s = 1
oo M L L] TR0 J0A00%| 0N LSBeON| ST SO peay
e : ) mueon] s secoos ] veea] seseen] o] saedfo o
o [ I U] W] TV D] ] D
gl Euee | : L] sneon] dasoow | ree | imsork] seos] s 1
- v o L
- na # BLOT, M WO BN DNk M L
- e ! muaon] ason] o] o] somen] o] e
L] mmm:mxmm.m»-nm.
[} U] asseon] b o] sesec] ook eed——

£
. =

. I_- | - I. mln l"ln ” e

[l [ e — —

1r3 123 113 [ fozenat) b2 o o - b -

. Il_ [ ——— i

Other Paste Options =y = = = = = = =

A~ L e e e e T
¥l L

Paste Special...
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HOME | INSERT  PAGELAYOUT

Calibri

il
“h
il
28

Paste Values

o il e,
123 123 123
Other Paste Options

3 Ll L |

Paste Special...

S|o

b
([
1]

FORMULAS DATA

»,

»,
Ii
Il

Manipulate Data >Paste Data by Using Special Paste Options

Paste only
farmula presant

in the cell

Paste Values
P

123 123 23
Other Paste Options

ole,  els, e, el

Y o W s

Paste Special...

1| Do not paste the formula in
11 cells here

Short Cut

Directorate General of Training
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Manipulate Data >Paste Data by Using Special Paste Options

Paste

D LA | 120

= Paste just the
formula and the

iy number
Paste \ formatting

il il il

%
123 123 423
Other Paste Options

il i, =3 £~
e &
Paste Special...

Pasted with number
formatting and formula

VIR TR VLN OIR IR SRR | LT
20 v v x
e ]

e
o)

LM CINM LIS TMAM fIMM Tmim  T1mrm)

Lpre
* 3vs.0f

Short Cut

Manipulate Data >Paste Data by Using Special Paste Options

Mormal Paste §

Paste

e =

D LA |2

e . . Paste the
fii &2 gg | formula, the
iii =1 & number
Paste Values formarting,

font, font size,
% border, and
123 "123 123 shading of the

Other Paste Opti| original cell.

e, els, el

R

EIEENENY

Pasted with source

e e = e
o L I
Paste Special...

x

formatting

Short Cut
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o L L R T

Paste

ﬂﬂ-&

i

Paste the formula, the number
farmatting, font, font size,
shading, but not the border of

Past the original.
e, TR
%

123 %123 W23

Other Paste Options

i

2

L= TR = TR - ]

o & s

Paste Special...

M1

157 BT 1 [ET) AR nsa 84T
[ r 1] [ 0 4
"5 T E] A L) bea| e
o m 13 33 I
My oy ™ =] 2 i mm
e B a7y £l hes|

s I T m m 154 10
. L — L] 4 A A

an M7 m L] b 54 141
=Y I 148 i) 7 (T I

Ty ¥ ¥ 38 A e
L b i LE ] E i iam

™ n Lol EL ] L ms
s Fid T a i haa 174
L] m m L] hna Ma s

Pasted with
Mo border

Short Cut

Manipulate Data >Paste Data by Using Special Paste Options

it Ck 0% B

il

fad

Paste the formula, the number
formatting, font, font size,
shading, border, and the width
of the original cells.

Normal Paste

Pasted with keep
source column

e
-

| Uther Paste Uptions

L= TR = TR~ ]

% loo L) Ic5

Paste Special...

| B P

I = g

| T e, i

- P
l Short Cut
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2

3 Apr May Juiy Total

4 152 268 124 158 as7| 358 1547

5 5 u7 22 343 295 EEEI T

& 365 214 248 -369| 16?: 368 1(53:

7 321 236 278 335. 1“5. 359 175':
. 8 348 89 98 324 248 321 1828
%f( =) 9 423 56 261 347 JE!i 365, 191;\!

10 425 14 47 25 279 EEL L
‘;B " 485 2321 248 a3 19sm
- Pasted with Transpose

Convert the columns of copied
data to rows, and vice versa.

268 247 24| 26 s 256 14 133
L O 14 2220 248 28 238 261 247 21
158 345 369 315 324 w1 246
Other Paste Options a7 255 267 245 248 63 m 214
o e T foa 358 254| 368 369 31| 365 354 348
1547 1411) 1093 1764 1828| 1915 1754 1757

% e LQ I
Paste Special...

Short Cut

Manipulate Data >Paste Data by Using Special Paste Options

I - ST - ST - N < 3
E 1 o an et M g ey [+ Yl L T Fet o i ey h Rt
D e = ‘ | B m M N ™M & . udl LTI R
3 | ®2 w W o ow m o ou o4 W m M m B uu
e T R T T T
3 poEM om oM omom e e e Xom Om Mmoo W W W
[T R . T X M m m e m @moum
| a8 = M i Ak L i i = k] £ Al Wooas
Paste Va'u es | B s m W m m s X O M W W M B M
LB W qm m p Eom W om M m a m

wilcaly ) Pasted with Value

123| 123 123 ‘

Excludes the formula and paste
just the result.

o (W I |
Paste Special... Short Cut
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FEAM| f R FRMO0) IRt F e 0e 0 )R
FRPE ORTOR FAA00 FRAm R 0r R L0
P EAEDE £ 6800 FJNE0 8 0 1 ORNON
fima fa0e FINa0 A tmwn.mlﬁl
i o FIMO0 F e €0 r 0 LEREG
PR E0R F3T00 PRI £ oe B L EABE
FrM ehT o8 FIN00 F 10 € o0 F A TRABE
L LML L. L L L R AR ATHTEN

1]

| Pasted only the number and
Paste Values - . number formatti
e i, ol

% e
123 | 123 |23 = v vinm iamm

o0 W MRG0 TaEROE WP ULNIEGE

Paste the number as well as the MR EaG FIR Gieane ULPASS
7 e A
number formatting.

s L=s ] g |
Short Cut

Paste Special...

Manipulate Data >Paste Data by Using Special Paste Options

= Original . Mommal Paste

A RS PO R LM TR S

fam farie PEvie fam fhem #mem § LSS
TR R T 2 T U

E : :

il b

wra =t T
T R e fpEm e e LR

Paste Values . I~
o -% - -~

e,

123 "123] 123 Pasted using Values and Source Formatting
Paste the values, the number
formatting, font, font size,
border, and shading of the
ariginal cell.

Paste Special... | Short Cut
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al,  pells, el

123 123 23

el e B e B

5 loo L I8

Other Paste Options |

Paste only the formatting of the

selected cell.

Vear  dan Fab e

Manipulate Data >Paste Data by Using Special Paste Options

CISr00 ¢ 2ea00
TN
(£ T AR FelT )
X0 200
FRE 00
T4 2800
| P800 ¢ haag
TS0 2000

[£55)

Y seneams

erNO
(-1

Mg

10
Le =T

€ 2400 F 368 00

200
Lr L
2400
LE )
LE L

im0
L L]
L
LEU T
T hE00

May  Jun
T4ET 0 FasE00 184700
eHAm erHOr  FA1100
T2T00 FMES  F1,00200
f2ei00 fae00  F1Te400
fliod Exhod P800
fxa00 fMI00  F1M000
e exaod FATM
THi00 fMEDD  EATETEQ

Toral

=4

COnly formatting is pasted

Short Cut

Paste
il il il J"!'-
D L& % S
e =N ey

7 (28
Paste Values

P S
%

123 123 423

Other Paste Options

il il

- (==

o, ele

& |

. ogna

Manipulate Data >Paste Data by Using Special Paste Options

Paste Link

and values.

Link the data with the formula

: 1,589.00
] Eh\ Fab  Mar  hpr My Jm Tl =
‘ FUS200] R B0 €200 £ L0 Ca00 RAMEN0 '

g |__;§. LA R2T00] (2200 (IS EXAM R200 P10 L1050
[ I rS0P €20 2B R0 CHTO) EMM00 U100 *1,764.00
? % ERAM £ P26 EIEN CHEM ENEM HATAN 21,8200
] TN | T80 LW (AW eI TIANN 2191500
' ’ﬁ Caio0] €| €100 3TN LN CNH500 UMM LT
10 | L0 RON00 PATO0 E2500 €00 €300 B17BA00 =

1| o ragson ¢amio] 020000 C260 £21AM eM00 BATEI0 2L751.00

Short Cut
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Paste — L =]

Ry ™ G

o, e, e, e | ar e ]
ey PR PP CETE PMEN PRAE PEAE F1LANSE
D = | Pui Phum fam S faE Paam  Pim08E | dan  Feb  Me b My e Te

X PR frME Spem i fpme rasx peredas | DI FRRE Paa Fodie fudi P F s A

| =' Faak ofl 4 penon ¥ 3000 ¥ ol K b F e T P PMTE P fSME PN P P

- SR S-S B ol e e et e T o Caer 4 (A T

Py ‘) |. PR P00 R A PR F LA T .| ::.: ::z :2: ::: :x: ::: I:'.tﬁu

u:lB S AR S L UL L A ﬁ Panm rEad tEv fEE pEam PaEia Biwike

PO PPN PNTE PERE PR P B Tl

Paste Vatues B e PO RS IRE ERWE PR BN

aOa, (el e
%

123 123 123

Other Paste Options

@ o, | e | ee

..i‘.‘" (=] Q g |

Paste the data in the cell as a Short Cut

picture.

Manipulate Data >Paste Data by Using Special Paste Options

Paste
e il

il b

Bub oRP

Other Paste Options

@J I - SPR - S -

2l (W
p Paste the contents of another

cell in the form of a picture.

Short Cut

b & B
S=ph £
it M i l'
Paste Values ;
ey e il v

%
123 123 123
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Short Cut
Pacte Paste Special J
e e ren Paste
D .f‘i' %};— =4 ®/ai () Al using Source theme
. . e O Formulas O All except borders
el ("_‘|’ éﬂ O Yalues Paste only O Column widths
Formats comments () Formulas and number formats
Paste Values Comments | attachedtoa () valyes and number formats
e el ﬂ-‘ ) validation cell. All merging conditional formats
&
123 "123 "123
Other Paste Options QO Muttiply
) Divide
sl ™ e e () Subtract
% )
Paste Special...
i Paste Link Caneel
Use the combination of 2
the options.

Manipulate Data >Paste Data by Using Special Paste Options

Short Cut

Adds the copied data to the data in the
destination cell(s).

[

Subtracts the copied data from the data in Short Cut

the destination cell(s).

F

Multiply the copied data by the data in the
destination cell(s). Short Cut

Divide the copied data by the data in the
destination cell(s).

[

- i Short Cut
Prevent replacing the values in the

destination range with blank cells that
occur in the copied range.

F

Short Cut

i
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O

-
Priya was asked to prepare a work book with serial

numbers and date and time prior to entering the
data.

| It will become a laborious task to prepare it. |

| How can we help Priya to reduce her effort? |

Priya would normally enter each serial number,

Priya can use the autofill option in excel. |
type in the date and the time. | Y i

Manipulate Data >Fill Cells by using Auto Fill

1. Auto fill feature in excel is used
to automatically fill a series of . ill «
cells. FI "

2. Itis done when the data series
is in order or a sequence.

3. Home>Editing>Fill drop down.

4. Displays several options.

Examples:

Dayorder MM
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M Day S MM

o,

Enter the first two numbers either in
the rows or columns.

The numbers can be 1 and 2, 2 and
4,10 and 20 and so on.

Select the two rows.

Drag the fill handle until the row you
desire fo get filled

Release the drag handle.

The numbers get auto filled.

Bord

BB

HKumbers
1 2
2 4
3 [
4 8
5 10
[ 1
7 1
8 16
g 18
10 all

BB E2B S8 s ER:S

2

Manipulate Data >Fill Cells by using Auto Fill

Dayorder MM

—_

Enter JAN for January in a cell
Drag the fill handle down

Auto fill automatically fills in the
month names

C D
JAN January
FEB February
MAR March
APR April
MAY May
JUN June
JuL July
AUG August
SEP September
ocCcT October
NOW November
DEC December
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1. Enter the day as MON
Monday.

2. Drag the fill handle dov

3. Aufo fill automatically fi
the day’s names in the
format you have entere

4. If you notice, it doesn't:
at Sunday, the sequenc
continues.

Manipulate Data >Fill Cells by using Auto Fill

Dayorder e HEEE m

1
25/02/2021  25-Feb 25-Feb-21
" P TR 26/02/2021  26-Feb 26-Feb-21
27/02/2021  27-Feb 27-Feb-21
Bpoa/me 28/02/2021  28-Feb 28-Feb-21
as/02/200 01/03/2021 01/03/2021  01-Mar 01-Mar-21
26/03/2021 02/03/2021
02/03/2021  02-Mar 02-Mar-21
03/03/2021
04/03/2021 03/03/2021  03-Mar 03-Mar-21
05;“::2021 04/03/2021]  04-Mar 04-Mar-21
0GE/03/2021
Y T 05/03/2021  05-Mar 05-Mar-21
08/03/2021 06/03/2021  08-Mar 06-Mar-21
i 07/03/2021  07-Mar 07-Mar-21
—_— 08/03/2021  08-Mar 08-Mar-21
05/03/2021  05-Mar 03-Mar-21
10/03/2021  10-Mar 10-Mar-21

=]




B \jicrosoft NASSCOM

= Directorate General of Training

Manipulate Data >Fill Cells by using Auto Fill

Dayorder R — M

Manipulate Data >Fill Cells by using Auto Fill

Day S M

r g ‘_} ——
HOME IMSERT PAGE LAYOUT |

ey X Cut -

1. Customlist option is used to create a custom list Ul B copy = o= - !’E

when excel doesn’t recognize a list. T Fromapaiee B T U H -
2. Prepare a custom list. , Clipboasd n Font |
3. Select File>Options p = 1 z T oed
4. Click Advanced A . . 2 :
5. Scroll down to General |
6. Click the Edit custom list button. 2
7. Custom Lists pop- up box opens. (3] [Res
8. Here you can see already existing custom list. |4 Elue
9. Select the cell range to create a custom list E e

. range

10. Click Import | 7

11. The custom list gets added

12. You can Add or Delete data

13. You can also delete a custom list from here.
14. Click OK

15. The custom list gets created.

(- T ST TR

o e R
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Day S M

1. Flash fill automatically fills in the
value.

2. Select the list of data, from which
you desire to extract specific data.

3. Enfer a couple of examples next to
the list.

4. Press CTRL + E.

5. Alist gets displayed.

A ]
IVETIR/ABE5{CVEFRS A515|
HOHF RIS 2 P 1 ErE

WML TFALPG|  SaEST
PFFLAZ 52 PP g5z
W FETE T 3
R T HIERR ]

LA B G b e
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HEIRT FRGLLAFDUT  FORMRALAL DA L

B up e

v

B Morge & Comter -

Cabbri L s - -
TR M A
biatd 5 Fant . Bhgren
a3 5
| L] § [ E F 4
L —
| 4
Lal - —_

g 8 Cosdtiond Fematas {ed
Formameg - Tbie- Snn-

k

—

Manipulate Data >Fill Cells by using Auto Fill

Dayorder Mm Fen Sequence

1. The SEQUENCE function
generates a two-dimensional
array.

2. =SEQUENCE( No. of Rows, No.
of Columns, Starfing number,
Step)

3. Example: =SEQUENCE(7,4,0,5),
where Rows =7, Columns =4,
Start =0, Step = 5.

=
—_

<

fe [ =SEQUENCE(7,4,0,5)

+

EExmaz s

B p | ¢ ¢

50 1

5 0¥
550 %

5 N B

5 N %
05 10115
15 130 1%

(-0 SR - R R~ TR
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Manipulate Data >Insert and Delete Multiple Columns or Rows

G -OvE  INSIRT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW

3 Shapes~ ’ = i=20 & ]: ]: 2 j 4-
B BB by & W i i T 2 3371
Pivof able ecommended able  Pictues Onlnz Appsfor Recommended PivotChart Poner  Line Column Wi/ Slcer Tmelne Hyperink Tt Header
DisctTables Picures @s SO Oficer  Chuts B L2 T View Loss Box & Fcoter
Tatles ustatons spps charts 5 Reports Soatbines Fiters Links Tot
618 M fe || 2100%
A B C D E F [ K K L M N o P
2 Year | lanuary | Febuary | Mar April May  Jme  July  August September October November December
3 2001 152005 2680% 10400%|  1SBOO|  4BTCO%|35B00%|  15200%| 26600%  1400%| 15800%| 48700% 35800%
4 002 480 24705 2000%|  MS00%|  29500%[25400%|  400%| 24700%  22200%| 34500%[  29500%  25400%
5 2003] 365005 21405 24800%|  -36900%|  26700%(3600%|  36500%| Z1400%  24800%[-36300%[ 26700%  3800%
6 2008 32100 236205 B00%|  3S00%|  245C0%[36300%|  32100%| 23600% 27800%| 31500%| 24500%  3%00%
7 2005 34800% 25900% 29800%| 32400% 24800%) 32100%| 31800%| 28900% 29800%| 32400%|  24300%  32100%
8 256205 25100% 600 2300% 355005
9 2007 24700%
1 2008 23300% 3100%|  2600%| 214007 34800%|  46500%[ 23300% 23100%| 20600%| 21400%

2009 15200% 26800%| 12400% 15800%] 48700%|35800%  15200%| 26800%  12400%| 15800%| 48700%

2 2010 4800% 24705 22200% 34500%] 29500%) 25400%|  4s00%| 24700%  22200%| 34500%|  29500%
3 2011 36500% 21400%) 24800%| 36900, 26700%) 36800%|  3500%| 21400% 24800 %] 26700%
4 012 32100% 22600%) 27800% 31500%] 500%) 36300%|  32100%| 23600%  27800%| 2500%
5 2013 34800% 26900%) 29800% 32400%] 24300%) 32100%|  34500%| 28900% 25800 2800%
3 2010 12300% 2560%| 26100% 347004 26300%) 36500%|  42300%| 25600%  26100% 26300%
7 2015 42500% 214003 24700% 235004 27300%|3500%|  4200%| 21400%  24700% 27300%
13 2016 38500% 23300%) 23100% 26004 21900%) 34800%|  48:00%| 23300% 23100 21400%
1 07| 12300% 2560%) 26100% 34700%] 26300%| 36500%|  42200%| 25600% 26100 26300%
20 2018 32500% 21400%) 2700% 23500%] 27900%) 35400%|  42500%| 21400%  24700%) 27%00%
2 2019 38500% 22300%| 23100% 2600%] 21400%) 34800%|  48500%| 23300% 23100 21400%
2 2020 1520% 26800%| 12400% 15800%] 48700%[35800%  15700%| 26800%  12400% 48700%
23 2021 4800% 247005 22200% 34500%] 29500%) 25400%|  4s00%| 24700% 22200 29500%

Sheets | Sheet19 Sheeto  sheel ..

Manipulate Data >Insert and Delete Multiple Columns or Rows
1. Go to Home

2. Select Insert drop drown under
Cells.

3. Click Insert Cells
4. Insert pop-up box appears

5. If you choose Shift cells right and
click OK.

6. New cell will be added shiffing the
existing cells to right.

7. If you choose Shift cells down and
click OK.

8. New cell will be added shifting the
existing cells down.

9. If you choose Entire row, and click

10. A newrow is added above the
selected row

11. Similarly, If you choose Entire
column and click OK.

12. A new column is added on
towards the left side of the

®

]
i
A
~
X

Pt Cells down
Endire fow

) Entire gobumn

et
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Manipulate Data >Insert and Delete Multiple Columns or Rows

P
| =
. Al s e o€ s
L * T oy
L 27 k2 s 25/ =4 2 48 247 22 345 295| 254
. 4 - 20 27 9 3 365) 214 248 -369, 267 368, 2 48 27} 343, 29| 24
L b kL Lo 24| 30 4 321 236 278 315 245 369, 8 365 24 -369) 267 308
w w  m i i w T —
‘ - | 2 T T T T 1 s o s m
T i ~ ~ . o T
o w mm | = n P T 7 as s ns s
w w m nl 5 . s ws P
T B o . —— s C s s s
w o m f wfl we v = o W ae e
F— - B wm s al e b i Er
axs 24 %7, 263 354 ® 8, , 5 2, 28 2 3 423 256 47 263 365,
a8 E ETY m 8 u b e, 1 s 23 5, 14 425, 214 235, 27| 354
z s s aw s am s u o a mm e
o ws | we ae e

Manipulate Data >Insert and Delete Multiple Columns or Rows

1. Columns and rows are deleted in the

same way as inserting columns and rows.
Go to Home.

Select Delete drop drown under Cells.

Click Delete Cells.

Delete pop-up box appears.

If you choose Shift cells left and click OK.

The selected cell gets deleted and the

cells get shifted to its left.

If you choose Shift cells up and click OK.

No kWD

Yo o

The selected cell gets deleted and the Delete 7 X
cells get moved up. Delete
10. If you choose Entire row, and click OK.

11. The select row gets deleted and the 9\5“"_‘“'“!"
remaining rows move up. e
12. Similarly, If you choose Entire column and _
click OK. =
13. The selected column gets deleted and
the columns gets moved towards its left.
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Manipulate Data >Insert and Delete Multiple Columns or Rows
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Manipulate Data >Insert and Delete Multiple Columns or Rows
& L} g =
1
5 i 2 i
= z a e
A A ! i i 3 355 4 358
¥ i WF A = ¥ & | 138 L
i 1 ek B E R - 5 34 i 21
. it - i ™ - 1 |
L] 1an L i s L3 ] L | 1?3- 'L"S- m.
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Manipulate Data >Insert and Delete Multiple Columns or Rows

N =

ook W

Shortcut Method: = : T
To insert a Cell, row or a column. o I et
Select the cell, row or a column and right 2] ) = N I~ N
click the mouse. 3 e aa—sE— g P AR
P . 5 | 48 289 298 324 w B IS0 A-E-wS
You will find several options. ol o i Q = 26;7,;17
i 7 a5 214 247 235 X cu
Select Insert , to insert cell, row or a column. ol T T T
Insert pop-up box appears. o g wm m S BUE ru optns
Choose the necessary action and click OK. n T 7 N T
12 \ 348| 289 298| 3| kL Paste Special...
I Insert.. |
e e —|
Insert |l 22 e a Clear Coptents
iShift cells right] A Quick Analysis
Shift cells down| Filter »
Entire row Sort »
Entire column. 7 Insert Comment
[ Format Cells..
e 1] PickFrom Dropdown Lt
¢ » .| sheet1o | sheett1 | sheet1z | sheetta | 1  DefineName.
B Hyperiink...

To insert more than on cell, row or column, select the number of cells, row or columns

you wish to insert and perform the insert function.

Manipulate Data >Insert and Delete Multiple Columns or Rows

—_

o,

Shortcut Method:

To delete a cell, arow or a column.
Select the cell, row or a column and
right click the mouse.

You will find several options.

Select Delete, to delete a cell, row or
a column.

Delete pop-up box appears.

Choose the necessary action and
click OK.

Fa
A
1
3
4 }
3 {
L]
7
s
Q
|
1
Delete ? X
Delete
@)/Shift cells feft]
) Shift cells up
() Entire gow
() Entire column

i

Ay

Sheett |

BEEEEEE R

Sheet11

Sheat12

Sheatld

i

3

3

|

1

e | Clear Coptents

B Quick Analysiz

Filtgr v
Sget »

7 Insent Comment

[E Ecomatcels..
Bick From Drap-down List.
Define Name..

8 Hyperink.

To delete more than one cell. row or column. select and nerform the delete function.
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Format Cells and Ranges>Format Cells and Ranges

A (] ¢ [ £ ] A
1 Sab Iy S R R (S
- ok pri N
bBE 0,00 pri bl
500 55500 1240 NN
B0 w0 1m0 R
AT
X B ¢ ] £ ; 1 Saki Frestory|alaris Intesest mcome |enwce costs
| . : 3 Fetquer (125l B s W we
1 momkory e et moome |Sérmoe coeh
1 e ] 5 e w0 4 Soodquerter 1056kl 135 B0 134 i
4 oo 5 138 A0 1340 068 N -
- - TE - & prep o=
e . T | ] o § Torduarter  [L07lekds 500 .50 L] i
i Fortga 18k B LI e L § Fowrth quater {156 kb il S0 139 i
! 1
]

Manipulate Data >Format Cells and Ranges

* You have another alignment
option: Merge and center

» This action is performed .when ,_
you want to select one or more
cells and merge them info a
single larger cell C o E F G H 1 1 L

* The contents will be centered
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Format Cells and Ranges >Format Cells and Ranges

1. The image shows the sales and expenses | & [wrew D | E Fl
data for Sally for two months. ;_ d%urﬁlim N nlita

2. Inthis example, we want Sally in the Ell Saee | 3456700 25400 Centered over both
mlddle Of The TCIble. I Elpenses 123400 325100 cell C1and D1 .

3. Select the cells you want to merge. It can 5
be cellsin a column, row, or both 6 |
columns and rows. 7] — T T

4. Click the Merge & Center button. g

DM &V b w-gz-4 i ? ““I
1 - .ﬁSally

s | B | Bripe and Cenker ':
Sales 34 557 oo 32 5641 00
Expenses  1,234.00 3251.00

Highlight the re!ls o he
35,801.00) 3581500 merged and the k the
""quL and Cen |t r bu ton
v the standard toolbar.

Format Cells and Ranges >Format Cells and Ranges

A B C D E
oall
Last Month This Month
Sales 34 567.000 32 564.00
Expenses 123400 3251.00

35801.00 35815.00

i ol Sl I
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Format Cells and Ranges >Format Cells and Ranges

Insert Page Layout Formulas Data Review View Developer

-y — -
;, 96 Cut Arial o A NI =EE=|®- ZwepTet
i R Copy -
aste — - - P EE=E EE|E -
- ¥’ Format Painter B Iy - A = = = = 3=| == Merge & Center
Clipboard L Font I Alignment ™
A2 ~ f< | Central
C | D | E | E | G | H | 1
2
3
4
5| Jardine
6 | Enat Andrews

Format Cells and Ranges >Format Cells and Ranges

1. Select merged cells.

2. Go to Home tab> click on “Merge

Paite -
= Foemat Painies

& Center” dropdown in the i . b
Alignment group. Az - % | cantra

3. Click the Unmerge Cells option.

Merge & Center

Merge feress

ige Calls
[}
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a2 >
=

3 St i e

= S it

= F<line 1

-2 il

s |[East Jdardime

& ] A meddirewers:

- il

= Ml orcgam

= ot Aumaddirewes:

A JdaErdime

. B i1

> =il

4=

Format Cells and Ranges >Format Cells and Ranges
K 1 3 ] L] L L il A ] C o [ ¥ af
g | =
4 Gi Y I ] Laetinn
: g N T i_E_EET"“’
E:T“;‘" :w'ﬂu'— '
T | | ==
e u ] - o - seon. | o] | o
|

+ [Meglen _ customa
coran fimith_|
T
Jodt
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Format Cells and Ranges >Format Cells and Ranges

1.

2
3.
4

Select the data.

Go to Home tab

Click Merge & Center button

This  will

all data, go to home tab

only separate the
upper left merged cells. To splif

In editing group, click Find &

Select

Click Go To Special.

Click on Blank and click OK.

Format Cells and Ranges>Format Cells and Ranges

T

R
T [ P
[ ] &> .
J R (] 2 o &
1 Mnglon _ Customer Ciebana reet n
2 comm Jome .
1 el o -
4 s - Font
s [ [acsine 7 Wi
[ [hretrewn A ' - [ E ¥ a H 1
7 i 1 |Region _Cwstomer
8 worga T e
3 [ worth_[arcreus d| & L] L 1 vl
0 lardine ¥ |Begion Cunbemer 4 il
1 = 2 jcemnd [sman | 3 [Fa larsine
12 fain L] el | I ngrew
—E s = T Gl
3 kst Lot e . Morgan
% e
7 =0 9 North Ansrews
"
— e
9 Worin | andeews i
0 Larding = =
" e
i ]  Share
= S B | ETF =
=] = E | 217 U — =
=
ront Deiete format ot Frdf g
p— ookl [P Poipir T}y
ot S ol Labeg e bIy-iE
s
C Comarens pbaws & rort
G "
- L i * 12
Ligt v i -
aset o oy
it et M N o L
Dute pratatnr i ) L] <
et 1 [ comtomer
3 [smitn__|
= - e [l
1
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Format Cells and Ranges >Format Cells and Ranges

il M nist
= =TT =80
- Fe  Home e fie  Mome mwm R
Pase 51U~ e e
R | I e Woee  irnart [’l A Co
e 5 |= ri-ll:\.\I — oy I,[:- B iu-|g
o = Chpboud % [ p‘:“ o I~ Chpboand & Tan
At = ® o Chpboard o F A%
GIn
d & B
1 |Region  Customs) A B d A &
3 lranseal  [Smith » e e ’ i B 1 Raghon  Custarar
3| iveli Semith . | 1 Ragion  Customer 2 Certral _|Smith
4 Tl Kiveli 2 Cemaral | Smith 3 [Central ﬁ:\-:h
5 |East Jardine i :lcm-.ral |[ivers 4 iﬁﬂ 1
5 Jarding 4 Gill 5 East “dine
¥ - — 3 Andrews 5 |East lardine 6 | Andrews
7 Gill 8 andrews T Gill
8 Margan 8 Mcgar 7 Gill ] Morgan
9 |Marth | Andrews 8 Noh | Andrews 8 Mcegan 9 Horth |Androws
10 ] tardine 9 |Nomh | Andrews L) Jarding
11 1 Kiveli 10 ardoe Al Kivili
12 12 Gl 11 Yivel 12 sl
13 _—— 12 Gill —

a3

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

el e - —

fe  Mome et Pagelmowt  fermulas  DMs  Beden  Vew e Date Stresrr
- K ZEE - e Gamaral
- r - ¥ “w = Conddwns Frormat ol
H-i%-A 5= O
Copbaerd & o ot = Argrmamy = e [ e
a1 . L b
T i ¢ A ] [ o £ F ] H [ 1 ] L
1 1 1 1
] i
2 F] —] 3
H ] = -
a 4 5 5
5 5 & 8
] 6 = o
7 ? 8 8
8 ] 9| a —
2 9 10 10
10 10 11 | Agple
11]-*0:* 12 | Masgo
12 Manga 13 Cherry
13 [Cheery 14
Microsoft Excel aligns = g -
numbers to the e Change the default alignment by using the ricbon, keyboard shortcuts, Format Cells
hattom-right of cells and dizlog or by setting your own custom number format.
text to the bottom-left
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

AL

Clipboard &

Apple
Mango
Cherry

LN US WN e

=
=)

e
[ Merge cells
Right-to-left
Text direction:
Context <

=

P Search
Pagelayout ~ Formulas  Data  Review View  Help  DataStreamer  Power Pivol
1 v A A 25 Wrap Text General v
FHEAlIE AT erge&Center ~ | $ v % 9 G 5 F‘;
Font 5 ] Number 5
A |l 2
Format Cells 7 X
Number  Alignment Font Border Fill Protection
S = Orientation
Horizontal ..
General [B] maent ..
0 5 T .
e
x Text ’
t .
.
o -
Center Across Selection
Distributed (Indent) ) 2] Degrees

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

o Loyl

Bottom Alignment
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

™re

| Right Alignment |

T TR T Figs Lapal . Toimales Daa Reaes
-I-_J,;, e e w| EEe - Home et Pagelipout  Formulas  Da Redew Ve
I - ; £ L H .
Pt ] "Iy 2] oA E E t el 1 Ay == & i Wiag Tt
Chpbesard ot i o BT~ E -l E—; ZE [ seage Gl
wr 3 Al Lo d Fard '. Bbgraari
[T 1 2
5 Conter
A B c (i} E F
Left Alignment
Lc2eo- -~
Home el Fagelavost  fermdn Dala
]'J' Cabibai -n LEN|=E=E %
‘o ol (B — 4
& Bry-H-e-4-EE = 2
aard vast [ Ligemert "
& Al gk
Rl it COPDTE B Thet e

Manipulate Data >Modify Cell Alignment, Orientation and Indentation

Horizontal

Vertical
Alignment

Alignment

Center in the middle of
the call

=

text
1 -

n in botinm right

i
[l
il

text

text
=
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

Alignment Shortcut keys
Top Alt+ Hthen A+T
alignment

Middle Alt+ HthenA+ M
alignment

Bottom Alt+ H then A+ B
alignment

Left Alt +H then A + L
alignment

Center Alt+ HthenA+C
alignment

Right Alt+HthenA+R
alignment

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

e T |
Fie Home T Fasge Lanosat Formmad Cata FAruara wrew reln o il
A bn A i N T & v A
e Ly
mte B = e Fume - B
e * P —
bl u TN
& B F L] H & ] C
! Reghon  Customer 1_|Rsgion _ Customer
e
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

AutoSave (@ off)

File Home Insert Page Layout
Eﬁ & Calibri
Paste EB i BT L
~ & =
Clipboard & Font
111 v S
A B | C
1 |Region Customer

Formulas

Data Review View
l;l e E‘(b-' Wrap Text
===

Alignme

nt

Help

E Merge & Center ~

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

With decrease
indent

Regicn Customer
Central Smith
Kinveli
Gill
East Jarding
Andrews
Gill
Morgan
Morih Andrews
Rar dine
Kivel
Gill

With increase
indent

F G
Region

H
Customer

Central

5mith

East

Jardine

Andrews

Gill

Morgan

North

Andrews

lardine

Kiveli

Gill

Region

Customeer

Central

Smith
Kroi
Gall

East

Rardine
Ardrews
Gall
Morgan

Andriwe
Rarchine

Kroih

Gl
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

$+ 5 WepTet
€9 Merge&Center v
Alignment i

\ 4

Format Cells 15 i |
| Number | “Alignment || Font | Border | Fin_ | pr
[Text alignment ‘Orientation
Horizontak 1
General [=] ingent ..
Vertical: 0 B : -
EBottom =] x || Tot—H
Justify distributed € .'
Text control e
] wirap text [ -+ Degree:
| Shrink to fit
] Merge cetls
Right-to-left
Text direction:
Context ]
[_concer ]

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

Distributed Indent

Text alignment

Horizontal: Vertical:

General v Top

EE &

Left (Indent] Center

Center Battom
Justify
Distributed v

Justify

Center Across Selection
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Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

] Alignment. =] Number ]
Format Cells ? x
Number Alignment  Font  Border  Fill  Protection
C| resotignment Orientation L
Horizontak .
+
[ -
e i 1 i
o 1
5 || T — A B { I i [
Right (Indent) t . A [
Fil .
L Justify .
llCenter Acrocs selection
(Do oted et 0 3| Degrees
[ shrink to fit
[ Merge cells i 1 1 I T
Right to-left
Text direction:
Context ~

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

t's very long text
Formulas  Data  Review  View  Help [rormat Cens ? Format Cells. 7
Aﬁ A _E -E}*v gBWIEpTEXt Number A\I T Border Fill Protection || tumber Alignment  Font  Border Fill Protection
| rectaignment Orientation
S8 pEr— Orientation Horiontat
- A~ Merge & Center ~ .
Horizontak o General ndert
. o
& Alignment 51 General ~| Indent: *
Vertical: [ = T .
s very long text > Sottom < < | rea—] ATT— -
Justify distributed t . # Dyt e 0 [+l Degrees
Text cantral ot O Merge cels
Rightto-ett
D E F G [Jwrap text 0 4 De. Text direction:
[] shrink to fit Context ~
[] Merge celis
Right-to-left
Text direction:
It's very lojng tef Context &
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Before vertical alignment

It's very long text

After vertical alignment

It's very
long text

Format Cells and Ranges >Modify Cell Alignment, Orientation and Indentation

Format Cells

Mumber Alignment Font

Text alignment

Horizontal:

Left (Indent)
Center
Right {Indent}
Fill

Distributed (Indent]
L shrink to fit

[ Merge cells
Right-to-left

Text direction:

Barder

Fill

Protection

Orientation

..
.

Text —*

o=

.
.

Directorate General of Training
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A Fy
A very very
A very very very long line
very long line A
of text of text

Format Cells and Ranges >Format Cells Using Format Painter
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Format Cells and Ranges >Format Cells Using Format Painter

File

Clipboard

10

LR R R

AutoSave

Home

A

4

(-]

Insert Page Layout Formulas

Data

D

,
n

liil
i

Revi¢

Alignr

Format Cells and Ranges >Format Cells Using Format Painter

ﬁj év Calibri

Paste

Clipboard 15

F11 '

File  Home Insert

B IU-|H

4w Font

B I U-|F-|a-

HOME INSERT
L0 [ lcatb N
= S e ru-m 0 b Cut Verdar
» Ciipboard 1 Font Epy Copy ~
o = = ﬁ te B I
¥ Format Painter
Clipboard ]
B q .
1
Home Insert  Page Layout Data  Review]
Calibri vy A A

Alignme

200

400|
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Format Cells and Ranges >Format Cells Using Format Painter

Note that when you click on the Format Painter icon in
the ribbon, the cursor changes and you can see a brush

in it. This indicates that the format painter is active.

Format Cells and Ranges >Format Cells Using Format Painter
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Format Cells and Ranges >Format Cells Using Format Painter

her Power Pivot

e R G
Conditional |Formatas ~ Cell Insert Delete Format
i Table > Styles - ~ ~ -
Cells -
ﬁ Highlight Cells Rules >
T >
Top/Bottom Rules
Howes  f
ﬁ Color Scales >
=
lcon Sets >
B NewRule...
F@ Clear Rules >

=] Manage Rules...

It allows to specify
multiple rules on
the same data set,

thus saving time on
formatting on same
set of data.

Format Cells and Ranges >Format Cells Using Format Painter

B

B

Students Math
John
Martha
Greg

Tom
Fred
Stan
Barb
10 Jessica

Table 1

1
2
3
4
5 Bob
6
i
a8
O

34
82
86
86
62
45
58
77
29

C
Chemistry
52
87
G0
70
66
32
43
29
72

Physics

45

56

28

a4

78

82
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Format Cells and Ranges >Wrap Text Within Cells

Pay slips for the manth of July

Format Cells and Ranges >Wrap Text Within Cells

1. Select the cell.
2. Click Home> search for Alignment group>
Click the Wrap Text.

3. Your text is wrapped.

4, Click on the right border of column C
header and drag the separator to
increase the column width.

5. Double click the bottom border of the row
header to automatically adjust the row
height.

6. Click the Top Align option in the Alignment
group to align text to the top of cell.

Itis very long text

Itis very long text 1

C D

Itis very Iclng text

Alignment

i)

v

P
Itisvery long text| J€

Itis very
long text
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Format Cells and Ranges >Apply Number Formats

Alignment " Number -

Salariesfor buly  Percentage of total cost

Format Cells and Ranges >Apply Number Formats

-

W View Help Data Streamer Power Pivot

25 Wrap Text General - E
diti
& Merge & Center ~ $~9% 9 9% Ff:r:‘\allt’:
pent ] Number ]
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Format Cells and Ranges >Apply Number Formats

| Forne |

S aamups e

e e R T Soerweral Faoe
=l =

T =

e o e o I g e
Franchicoees
SecE-e rata Es

T i

S ciaall
CCamst o

Format Cells and Ranges >Apply Number Formats

5 q

B e [ 22 ]

ABC General [=]formatas cen 1
123 Mo specific format Table ~ Styles ~

e bytes
12 5%

Quey  Pageloyout  Fomus  Data
& % Cut
0 B Copy

Paste . v
T Sromatpine BT YT S

Caliri ¢ Wrap Tet General
EMegeaCenterf $ % 9 B8
Currency

Clipboard. [ Font [ Alignment 7 Number 5| $10.00 1

Accounting
$10.00

=
S

Short Date
171041900

>
=]
=
o
m
e
[

10
13
&5 m—)
E
7

=

|
= Long Date

Tuesday, January 10, 1900

Time
12:00:00 AN

Percentage
1000.00%

Fraction
10

Scientific
1.00E+01

\noﬁmbwm‘—-\‘
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More Number Formats...
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Number Formats
If you click on Number, Excel changes your values to that format. You should now see your data with

two decimal places added.

G [ H T 1

. | B [ =
= B Murnber ’-I*; "'p" 5’ | |
1 [ 10_00. | $-% 1 QXN Conditional Formatas Cell  Insert
. Formatting~ Table~ Styles -
2 13.00
| Number F Styles
3 45.00 S
4 | 32.00 S:UQ:W :(tl'll'lﬂl l
5 | 17.00 how fewer decimal places.
6 4
7 {

To remove those decimal places, select the data and go to the Number section of
the Home tab again and click Decrease Decimal a couple of times.

Format Cells and Ranges >Apply Number Formats

If you select Currency from the
drop-down list, this is how your data will
look like.

S A O OO
S A S OO
S LS OO
S= 2 00O
ST OO

NOnAUNA
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Let’s look at an example about date data. Say you have a date in the following format.

[y

‘_l A B . Select the cell containing the date.
2. Open the Format Cells dialog box and select Date from

the categories list.

. Select the type according to the requirement
. Click OK and date changes.

g ‘ A 1 8 5. Your output
1| Wednesday, April 5, 2017|
B 2 |
3 4

Format Cells and Ranges >Apply Cell Formats from the Format Cells Dialog Box
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Format Cells and Ranges >Apply Cell Formats from the Format Cells Dialog Box

Percentage, centralized, font

Currency Format colour changed and outside
border added

:F-:rn:i:ntng.: -

B2 L I F ] " " I H I I:
] .
d & | B C D 2| _
: ) \ ZE P Bwgl
& 080 =1
T—[ i E%E EZ By Coi -
\ o Ehgraest - ]

Calibri -|T1 -EA" AT
B I U - m%a-,ﬁ,-

Fant =
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Format Cells and Ranges >Apply Cell Formats from the Format Cells Dialog Box

Popup text

Fill: Allgws you to add
shading and background
colors to a cell.

MNumber: Allows you to
specify the numerical data
type, for example currency,
date, percentage.

Format

Alignment: Allows you to
change the position and
alignment of the data within
acell.

Font: Allows you to change
the attributes of cell font,
including font face, size,
style, and color.

Border: Allows you to select
a border style for your cell
from a variety of different
options.

Protection: Allows you to
lock or hide a cell.

Format Cells and Ranges >Apply Cell Styles

Good, Bad and Neutral
Normal Bad Good
Data and Model

Calculation Check Cell Explanatory ...

Titles and Headings
HeadinE 1 Heading2 Heading 3
Themed Cell Styles

20% - Accentl  20% - Accent2  20% - Accent3
40% - Accentl  40% - Accent2  40% - Accent3

_

p

To apply several formats in one step,

and to ensure that cells have

consistent formatting, you can use a
cell style.

..

A cell style is a defined set of formatting
characteristics, such as:

= Fonts and font sizes

* Number formats

= Cell borders and

\* Cell shading

To prevent anyone from making
changes to specific cells, you can alse

use a cell style that locks cells.

<
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B2 N £ ﬁ % Normal Bad Good N Neutral
Tl A LB | ¢ E# Condilignal Format as |Calculation =
2 I:IZD. Formatting~ Table~
Z Styles
1. Selectacell
2. GotoHometab>Goto
Styles group > select 82 N S || 30
Cell Styles. | A B c D E F G H i
3. Select the required cell ; | =l
type. 3

Format Cells and Ranges >Apply Cell Styles

[l Merge Styles.

40%- Accentl | 40% - Accent2

comma ma [0] currency
[E]_New cellst 5

[60% = Accenti| |60% - Accent2  60%

40% - Accent3

ccent3

Pivot
Pivot
4
B 55 | B g5
Conditional Formatas Cell I = .
E . Conditional Formataf Cell I
ormatting ~ Tablev Styles ¥ .
Formatting ~  Table v | Styles ~
Clipboard 13
Styles
v
1. GotoHometab Good. Bad and Newteal
2. Goto Styles group Normal 8ad Good Neutral
Data and Model
3.  Click the dropdown icon Calculation
against Cell Styles _m_mmw —
4. Click New CeII Sty|e Heading 1  Heading 2 Heading 3 Heading 4 Title
Themed Cell Styles
ZO%VA:oer\lly 20% - Accent2 20% - Accent3 20% - Accent4  20% - AccentS

40% - Accenta  |40% - Accents
60% - Accenta  [60% - Accents

Currency [0]  Percent
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Bhpte bt s
B B e B man

Sayie

Biphe e

Shpte mmme | Beeed g

[ PR

Farman.

B Allonmans  rarmsores tanaar, Satiem Anpnes [T e e o RmenaR) Senaer, e Allenes
=1 Eena Aaiai V1 Baskgrasm Rl =1 eora drams 10, Bankgroans |
(== TEE T ) mersee
[ = LT PO [ T AR
Pt . Climsrsaian]
i == 1| csmen | Lo g l]l cemea
5. Enter a name and click the
Farmat button to define:
=  Mumber Format S
= Alignment E $ Enm Bl od
* Tont Condion Fomut s (caladaton | ——
s Border : s Neual Al _ Expnetny... |-
*  Fill and ot e
= Protection B
6. Click OK. l
. Apply your own cell stylein - g
;I'-\Efnt\ss: group on Home tab. A EEm 5 . , . ; :
.

Format Cells and Ranges >Apply Cell Styles

eRight click a cell style to
modify or delete it

Modify a cell
style

all cells in a workbook that
use that cell style
¢ This can save a lot of time

Effect of
modifyinga cell
style

* Modifying a cell style affects

o A cell style is stored in the

workbook where you create
it. Open a new workbook
and click on Merge Styles
(under New Cell Style) to
import a cell style (leave the
old workbook with the cell
style open

Cell style

placement
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> AutoSum - %\v 2 AutoSum ~ %\v 11
[T Fill - : [ il - :
Sort & Fing Sort & Fing
= Clear Filter = Sele = Cleary Filter = Sele:
> Clelf Al > Cleff Al
o [, Clear Formats %, Clear Formats
I i | »

Clear Contents

34!

Clear Comments

Clear Hyperlinks

Clear Contents
Clear Comments

Clear Hyperlinks

1. Select the cell or range of cells to
clear formatting

2. Onthe Home tab, in
the Editing group, click the arrow
next to the Clear button.

3. Select the Clear Formats option.

Format Cells and Ranges > Clear Cell formatting

File

Clipboard

H7

()Y, IS VU S I

Home

[

Insert Page La Clear Formats View Help|
Clear only the formatting that is
Calibri . 11 applied to the selected cells. 25 Wrap Text
B I Uv v OvAv | =E=E E 3= EMergesCenter
Font 51 Alignment
fe
B C D E

If you want to have a one-click
fool fo remove formatting in Excel,
you can add
the ClearFormats opfion fo the
Quick Access toolbar or Excel
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Format Cells and Ranges > Clear Cell formatting

Formulas LES

Data User In Proofing
=

(D) Proofing Vhen Save

Home Inser Account 3| Seve Language

Language Ease of Aceess

4 Calibri Feedback
(Big-

Past
= 5 B I

Ease of Access

Options

Clipboard 15

1.Click File

2. Click Options.

3. SelectQuick Access Toolbar on
the left-side pane.

4. Under Choose commands from,
select All Commandes.

5.In the list of commands, scroll
down to Clear Formats, select it and
click the Add button to move it to
the right-hand section.

6. Select OK

Format Cells and Ranges > Clear Cell formatting

Bookl (version 1) - AutoRecovered -

File Home Insert Page Layout Formulas Data Review View H

il “l

A Calibri 11 « A A

Past N

"'j S B I U~ A~

Clipboard TIn Font = Alignment
F7 - *x « K 34|




=% Microsoft

Directorate General of Training
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Excel Options I 7 x
fw View  Help  Data Streamer  Power GeneEr [{E](ustmmzethe Ribbon
Formulas
55 Wrap Text senera Choose commands from:(: Customize the Ripbon:
I Enera Dtz Popular Commands - Main Tabs. -
Procfing
erge&Center ~ | $ v % 9 3 B 9
Save Add or Remove Filters = B
. All Chart Types
< Add to Quick Access Toolbar Language EE. Borders ,
Calculate Now

Ease of Access

Customize the Ribben... Advanced Conditional Formatting 4

Customize Ribbon

Quick Access Toolbar

Collapse the Ribbon

Custom Sort.
Cut

G H | J

&
A
B

Delete Cells.
Delete Sheet Columns
Delete Sheet Rows
Email

Trust Center

EE

P B

Format Cells
Format Painter

-D Rotation >
-D Rotation Options...

Fil Color
Font Color
Font Size
g romrcat
Format Painer
. . B8 Freese Panes ,
1. Right-click anywhere B e
. [fs Insert Funciion
on the ribbon and a £ s :
3 Insert Sheet Columns [ ewtan | | Groue | | renome
popup will open
2. Select Customize the
Ribbon and Excel
Options popup will
open
3. Click the New Group
button
Format Cells and Ranges > Clear Cell formatting
T -
o) Customize the Ribbon. 7
Choose commands from:G Customize the Ribbon: =
Popular Commands - Main Tabs - J€i) Customize the Ribbon.
. [ hoose commands from: (0 Customize the Ribbon:(i
Add or Remove Filters = Background Removal B All Commands Main Tabs -
All Chart Types...
- Borders ’ B,
+/- Buttons - Main Tabs -]
Calculate Now s 1 e Background Removal
= Center 16: Excel
[E Conditional Formatting 3 1
Copy 4 ) lipboard
Custom Sort.. 3 et
i& g”‘ : umber
ecrease 3 .
5B Delete Cells, | REN3MeE ' & 30 Color R =
M Delete Sheet 3-D Effects e diting
Delete shect f DisPlay name: | Excel % 20 hep ’ "
it 1 El D 30 Models » et
Email B4 3-D On/OfF -
Fill Color El > 3. Options. ® [Joraw
Font 1D O;tm" Page Layout
Font Color 3-D Rotation v Formulas
Font Size 3-D Rotation 3 Data
(w]E!
3
Freeze Panes » g 3-D Rotation Options...
Increase Font Size 43

Insert Cells... 4 Add-ins

Data St
Insert Function... ata Streamer

Insert Picture

Power Pivot ~ Data Streamer

Insert Sheet Columns
Insert Sheet Rows
Insert Table

Macros

Merge & Center

@
&
A
|
2
=
z
B

E& A Date Occurring.
(5 About
[ Above Average...

G Aecent »
3 Accept/Reject Changes
2 Accessibility [k

Customizations:

Import/Export - | &
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D T
Excel Options ? X
1t
General
E ) Customize the Ribbon.
Formulas
| o Choose commands from: ® Customize the Ribbon: G
t :
e All Commands - Meain Tabs -
Proofing
Save Clear = =
Clear
Language X Clear All
Clear All B Clipboard
Fase of Access 2 Clear AllFiters on:
Clear Comments ignment
Advanced -
B Clear Comments and Notes Number H
Clear Contents B Styles
B Cells
Quick Access Toolbar B Editing
Analysis
Clear Hyperlinks y:
Add-ins Clear Outline Oinsert
Trust Center Clear Print Area Ooraw
BB ClearRules [OPage Layout El
Clear Rules from Entire Sheet OFormulas S
Clear Rules from Selected Cells Cloata
Clear Rules from This PivotTable Or.
Clear Rules from This Table = L nenew,
IQ Clear Selected Sparkline Groups O view
I Clear Selected Sparklines [ Developer
[ Clear Validation Circles O Add-ins
A;, E:ear WordArt OHelp
ose
£ Close all [JData Streamer
] CloseFile Power Pivot
Close Print Preview
NewTeb | | New Group | | Rename...
) Coue [“NewTab | [ NewGroup | [ Rename.. |
Collapse Field Customizations: | Resetv |G
B Collapse the Ribbon
Colon - Import/Export ¥ |
| ok || cancel

Format Cells and Ranges > Clear Cell formatting

Fill =

Editing

P AutoSum - %Y H]

Sort & Find & Clear
& Clear~ Filter » Select~ |Formats

Formats
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1653

Pt b BIU-|H-|&-A- g
N s T Font 15 Alignme
£ Font 5 Alignmen|
= Format Painter fe | Formatted text
Like the look of a particular
B C D E selection? You can apply that look
to other content in the document.
o C D E
» To get started: D E
| 1 7 1. Select content with the I »
Formatted text formatting you like
| 2 2. Click Format Painter
3. Select something else to
3 automatically apply the formatting
‘ Formatted text
4 FYI: To apply the formatting in Formatted text
multiple places, double-click
5 Format Painter.
6 | @ Tell me more
7
8
" R
Define and Reference Named Ranges> Scenario
(] H 1
ISludM! Collection
Rohit 100
fam 0
Shweta
Anand 100
Piyush
Ramvya
Poanam 100
Pooja 100
Aarti 1000
G H ]
[Student  Collection
Rohit 100
1
Shweta
Anand 100
Piyush
Pocnam 100
Pocjs 100
Navin
Aarti
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A named range is a short text description used instead of the cell address

A named range, range name, or defined name all refer to the same object in

Excel.

It's a descriptive name — such as Jan_Sales or June_Precip — that is attached to a
specific cell or range of cells in a worksheet or workbook.

Define and Reference Named Ranges> Define a Named Range

m=ns
Mamed range does
not change when
the formula is
B copied to other
cells.

Providing cells with Benefits
actual descriptive

Mamed ranges make it
easier to use and
names can be used

to simplify formulas
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Define and Reference Named Ranges> Define a Named Range

MNamed Descriptive

ranges are names are
workbook easier to
specific remember

Descriptive
names can be
given to
constant values
and formulas

Descriptive
names can be
given to charts

and shapes

Define and Reference Named Ranges> Define a Named Range

Workbook: Can be referenced
from any worksheet

Named Ranges

Worksheet: Can be referenced
from a particularworksheet
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Define and Reference Named Ranges> Define a Named Range

Determine the
scope of error

Filter button in the
Name Manager
makes easy

Define and Reference Named Ranges> Define a Named Range

— The name box

The new name dialog box

Methods

The name manager
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Paste File Home File Home  Insert Page Layout  Formulas

Clipboard i) & | catbri tﬁ A | [Catibr noJA ==

34 Pt B~ paste B B I U He|&- A = o
5 & U~ |H = 3
Clipboard 15 Clipboard I Font

: :

1

2 D =

2 A A 8 c )

4| *| 1

Bl 2 2

G 3 3

7 4 ] 4

8 < < T

v

File  Home Insert

EP‘D 4 Calibri

Paste -
[V
=g || g axE

I New I
A ] ©
1
2
3
4

Page Layout

Formulas.

>
n

a

]

Define and Reference Named Ranges> Define a Named Range
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Define and Reference Named Ranges> Define a Named Range

Define and Reference Named Ranges> Define a Named Range
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Each time you
create a table,

Excel assigns a

default name to
the table,

To make it easier
to refer to a table,
you can name each

table.

Define and Reference Named Ranges> Name a Table
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Define and Reference Named Ranges> Name a Table

~ rd
All tables will appear in the Address bar.
) When you select a table from the list,

Excel will automatically jump to that
table

: % || Chocolade

Tablel B c

Table2 o ' 0 = 0 = ‘

2 [Chocolade
3 |Gummibarchen $5.079.60 $1.24920
4

Define and Reference Named Ranges> Name a Table

AR T P ————
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Define and Reference Named Ranges> Name a Table

Excel creates default

table names.

f =surm ablel glColumnll:[Column 3
A B G

2 12 =SUM(ELES

If you have the Excel desktop
application, you can use it to
open your workbook and change
the table names there.

Define and Reference Named Ranges> Name a Table

[fr View  Felp  OstaSwesmer  Powe Phed  Table Design

Wi et Gamarsl - i-4i]
: P Condansl Formatas
$-% 38 S e

ant n b g tyies

Fle  Mome  mset  Pagelmcet  Formus  Dsts e

Takle Blarma: [ Sumemasize with PivctTabile E) B.. B

Table E Fiemmerve: Duplicates o || Epes Rt

o Rese Tbbe | (1 Comvert o Rarge. Sheer - -
Progpen Tacs et Ta

(el i &

mEEN
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1.

A sparkline provides a visual

representation of data.

Used to show trends in a series

of values such as: a " I l I

FhLo N
— Seasonal increases or vl III [ | I I

decreases

—  Economic cycles

Line Column Win/
Loss

— To highlight maximum
and minimum values

Sparklines give impact to the
data

Sparklines

Summarize Data Visually> Insert Sparklines

Steps to Add a Sparkline

1.

© N o o~ 0N

Select Insert.

You will find the options to choose the type of sparkline.
Select a Sparline type.

Create Sparkline dialogue box appears.

Choose the data range that you want.

Choose where you want the sparklines to be created.
Click OK.

The sparkline chart for the selected data is created.
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‘ Bus o - ]
HOME | INSERT  PAGELANOUT  FORMULAS  DATR  REVIEW  WIEW
ﬁ .:mu( PAOELAVOUT  PORMULAS DA BEVEW  VEW ftmm—— T * o Calier n Gk TR % Fepie
" H Copy - = i
p— G [r==] . o 1= t ke B I » e f-A- =22 e EvegebCen
i i B D g 2™ E | B " iy B i e e 3 Forman Printar u s = Merge
anied 1 e Ot L) S (O oY T o ;
Prootlable Recommended Table  Pictures Onbre Appator Secommended PuonChant  Powes | Line Colaman Wi Cligboura ® Faet ~ abgnment
vt Tabies Fictunes due MTEEIROLT  Gyrce . Cngrty W L - View L
Taor ntvtora azpi Tham % Reparts Sparkine Ma - .2
" = ” ) [ c [ E F [ H |
4 1 ! [ H | [ " [
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3 Vew Feb  Mar  Apr  May  un P I = 3 2011 152 58 124 158 87 338] —
3 ET = pics = pic) =T E: T 4 2012 48 a7 m E™ 295 54—
. 2 4 27 m ET 1 4 — L 5 2013 365 4 M3 269 267 EL
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: ::g :: :: :_: :: ::: ;‘: | S L . ) 2017 2z 4 u7 23 m amal
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Summarize Data Visually> Steps to Insert Sparklines

Year Jan Feb Mar Apr May
2011 152 268 124 158 487
2012 48 247 222 345 295
2013 365 214 248 -369 267
2014 321 236 278 315 245
2015 348 289 298 324 248
2016 423 256 261 347 263
2017 425 214 247 235 279
2018 485 233 231 246 214

O 00 = h U b W =

=
o
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BE S & s
HOME  INSERT  RAGE LAYOUT

Book1 - Bucel (Product Activation Faded) SPARKLINE TOOLS

FORMULAS ~ DATA  REVIEW  WiEW

"n
il

High Pont

Low Paint

| First Point

Last Paint

N WIWIW W W

Style

=
=

i i )’ f
IJE::- i ::; o) Nbga-lr.\ePc-rrb
Sparkling| A Toe Show
7' g Change
u style
Edit data > -4
D E f G H i
2 |Year Jan Feb Mar Apr May
3] o % 14 1w = =
4 am @ wr m s T Y i
5 3 35 nm M3 369 A A
5 W m ms m s oV m
7 015 13 29 98 ) S s
8 W6 4B 56 %1 £l N
] 17 45 pats M7 35 N \"").t
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EBpmkln:Colur' 3 :
B Mk Colors |

Summarize Data Visually> Insert Sparklines

s

pus smsmmn
b n
E v




=% Microsoft

&)

Directorate General of Training

Summarize Data Visually>Apply Built In Conditional Formatting

More than hundred rows and
columns of data.

Jiits To highlight specific data like:

* The quantity of items that are

less than 100,
*  Allthe items we want to
highlight certain model types.

f!.é% CaibriBody) - 4 - As Aw = =] #- o Weap Tomt General -
e o [z v A = oz [ledceme: $ - % > w3
Al B fx Inwentory list

A B [ o E F G
1
:|  Inventory list |
3 Hem N tem name aty. Selling price  Purchase price  Total value of stock  Last updated
4 B0 8120 adapter, L compatible 210, 49,00 $9.80 $10, 6/2/15|
5 BLIOK  Bl20adapter Keompatble | 106 $49.00
6 B12OM |B120 adapter. M compatible 438 7/31/15
7 B B121 adapter, L compatible 486
B BL2IK B121 adapter, K compatibile. 175
5 BL2IM 8121 adapter, M compatible [
I0JARIY. A sdepher. X compatibia 15
1 ‘m A92 adapter. I compatible 56
12 A20x AD20 adapter, X compatible 3

*  You would like to highlight the

top 10 values or the bottom ten
values

U352 edapter. C compatible

Ul62adapter. Ccompatibie | 378 58900
V162 adapter. V compatible 56 $89.00)
| V1182 adapter. V compatible 154 $59.00
U182 adapter. € compatible 10 $99.00,

How will you do it?

| Use Conditional Formatting I

Summarize Data Visually>Apply Built In Conditional Formatting

Conditional formatting allows you to apply
specific formatting to cells that meet certain
criteria.

shighlight
- o semphasize
Itis a color-based fDnnattlng 1o sdifferentiate among data and information stored in a
spreadshest
It brings attention to important data points sdeadlines
such as wat-risk tasks

sor budget items

It makes large data sets simplified by using
visual structural component.

It transforms spreadsheet into a_an attentive
system that highlights key information and
keeps you on top of your workload.
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INSERT  PAGE LAYOUT

FORMULAS ~ DATA  REVIEW  VIEW

Book! - Excel (Product Activation Failed)

12

Bx [ Trewn by g

7@ - 5 X

Microsoft account -

Calbr e O BwWeplet Genersl
- = w51 fonsions formtes Cot e vt romat BT na Fnaa
8= 4= ElMergeacenter - =%e% [ Table~ Styles~ . &l Filter - Select
appears a Jr— 5 wme s cas cotng .
9.4 ?
Conditional Formatas Cell
Formattipg = Table = Styles~
— Highlight Cells Rules »
T Top/Bottom Rules  »
| E
Data Bars 3
I:::I Color Scales 3
lcon Sets »
] MewRule.
E? Clear Rules 3
[E Manage Rules...
Summarize Data Visually>Apply Built In Conditional Formatting
Greater Than 7 X

in

Conditional Formatas Cel

ighlight Cells Rules

Format cells that are GREATER THAN:

T Top/Bottom Rules  »
Top)
Data Bars »
[E] coorsates »
Icon Sets v

] NewRule..
[3 ClearRules v
E] Manage R

Greater Than...
[=]

Less Than...

[<]

E Between...
Equal To...
=l

Text that Contains...
I

A Date Occurring...
ikl

I:I Duplicate Values...

More Rules...

| with |Light Red Fill with Dark Red Text [

Less Than 7 x
Format cells that are LESS THAN:
1ed 25 with |Light Red Fil with Dark Red Text [+

Format cells that are EQUAL TO:

Between 7 x
| B and F=:| with |Light Red Fill with Dark Red Text v
Equal To 7 x

| S| witn |Lignt Red Fil with Dark Red Text |

Text That Contains
Format cells that contain the text:

5| with

Light Red Fill with Dark Red Text |+

Cancel
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D@

Conditional Format as ~ Cell
Formatting = Table~ Styles~

Highlight Cells Rules|

T Top/Bottom Rules  »
Top,

Data Bars »

[:] Color Scales v
JeonSets ,

] MewRule,
[ Clear Rules »
[E] Manage Rules.

Greater Than...

Less Than...

Between...

Equal To...

Text that Contains...

o Gl gl off B o wil

A Date Occurring
Format cells that contain a date occurring:

Yesterday
Yesterday

Today
Tomerrow

In the last 7 days

with | Light Red Fill with Dark Red Text |+

Cancel

Last week
This week
Next week
Last month
This Month

Next month

Duplicate Values

Format cells that contain:

Duplicate values with | Light Red Fill with Dark Red Text |«
A Date Occurring... BupTcate
Unique
[ox ]| concel
Duplicate Values...
More Rules...
Summarize Data Visually>Apply Built In Conditional Formatting
New Formatting Rule ? x
Select a Rule Type:
= Format all cells based on their values = Format only unique or duplicate values
~ Format only top or bottom ranked values
~ Format only values that are sbove of below average EiLIhe RsciDesoplion
Edit the Rule Description:
Format only cells with: ssn;gnks Format Set Format.
Cell Value < | [oreaterthan v = Errors
Preview: No Format Set Format..
N Formatting Rute ?
Cancel Select a Rule Type:

— Format all callz bazed on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use 3 formula to determins which calls to formst

Edit the Rule Description

cells with:

Cell value >

T
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Summarize Data Visually>Apply Built In Conditional Formatting

A B © D E F G
1
2| Inventory list
3 Item# Item name Qty. Selling price_ Purchase price_ Total value of stock Last updated
. H i 4 B120L 8120 adapter. L $49.00 $10,290.00 6/2/15|
Exam pl el:H Igh l Ight any 5 B120K 8120 adapter. K 106 $49.00 $5,194.00 7/28/15|
’ . H 6 B120M 8120 adapter. M compatible 438 $49.00 $21,462.00 7/31/15
product that’s quantity is less S T— T asf sam smerao0 s
. 8 B121K 8121 adapter. K 176 $59.00 $10,384.00 8/21/15
tha n 100 units. 9 B121IM |B121 adapter. M compatible 0 $59.00 $0.00 6/11/15
10 A992X A992 adapter. X i $29.00 $3,364.00 6/13/15)
A992 adapter. Z $29.00 7/14/15|
adapter. X compatible $34.00
|A920 adapter. Z $34.00
A940 adapter. X $36.00
$36.00
$38.00
A941 adapter. Z $38.00 $12,806.00
8100 adapter. L $36.00 $17,712.00
18100 adapter. K compatible $36.00 $15,336.00
8100 adapter. M compatible 364 $36.00 $13,104.00
U152 adapter. V compatible 220 $79.00 $17,380.00
1U152 adapter. C compatible 310 $79.00 $24,490.00
U162 adapter. C 378 $89.00 $33,642.00
1U162 adapter. V compatible 256, $89.00 $22,784.00
U182 adapter. V 154 $99A00b $15,246.00
1U182 adapter. C compat 101 $99.00 $9,999.00

Summarize Data Visually>Apply Built In Conditional Formatting

Format as  Cell
Table = Styles -

[ Highlight Cells Rules g pwter Vun...

| lLown Thas

Y yop/Botiom Rules

Seling e Puhans s Tos ek ofeck  Liatupensd |

Pl | Lza Tham
Formon oo gt LESS Tidpg

¥ ak

B A Dt Drorving

| (Rl ate Vahsrs.

Bew Rule

[ e

Chear Rules ¥

nage Rules

] ) G| win [l R il et Dark B T o

=
EEICECEwmuewe -

H

B

3
[

=

utsac

EUHEENENGE

wm [
s T
s sILm0m

e
sl

W

naans,
T
T
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Summarize Data Visually>Apply Built In Conditional Formatting

Example 2: Highlight the

[tem names with letter M
BN B

compatible. =
ConditionalfFormat as  Cell
Table~ Styles~
R mEEe G Highlight Cells Rules » | L) &rster T
iy b1y A A ek R 2]
" ¢ el luptome s § 0% ) S5 F Less Than
"I fr BadipterLcompitbe <1~

1
5 = D - = = Top/Bottom Rules » E e
ntory list

S | B e
106 s 58 5800 W
:: si‘i Sfu&z iu)zv N ext that Contains.
’——‘El A Date Occurring...
v
I:I Duplicate Values...
B NewRule.. More Rules.
’:" Clear Rules 3
[E] Manage Rules...
Summarize Data Visually>Apply Built In Conditional Formatting

A B c [} 3 F G

Inventory list

Qty. __sellngprice _Purchase price _Totalvalue ofstock
210 $49.00 950 $10290.00

5980 $5194.00

5980 521,62.00
51180 S28674.00
51180 $10384.00
51180 5000

5580 336400
$164.00
$192.00
680 $13,804.00
$120 $1764.00

Text That Contains ? X

Format cells that contain the text:

M compatible EE Iwithl Light Red Fill with Dark Red Text |+ I

I oK l Cancel

$1.20 $7,70400
5180 $17,40400
5180 $12,80600

§1.20 $17,71200
$120 $15336.00
$1.20 $13,104.00
$1580 $17,380.00
$1580 $24,490.00
$17.80 $33,602.00
6 $89.00 $17.80 $22,784.00
$15.206.00
$9,99900.

adapter, V compatile
182 adapter. V compatible
U182 adapter. C compatible
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Summarize Data Visually>Apply Built In Conditional Formatting

i

Conditional Formatas Cell
Formatfing= Table = Styles -

| Highlight Cells Rules »

i
Top/Bottom Rules

e s
B} coorscales
teonsets

Bl NewRule..
[# ClearRules
[E Manage Rules.

a Top 10 ltems...
- P

T Top 10 %...
E

Bottom 10 Items...

i)

More Rules...

New Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values

+~ Format only cells that contain

+~ Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format

oo [if | Osarmesedes e |

Mo Format Set

|

Preview: ‘

o

Summarize Data Visually>Apply Built In Conditional Formatting

Example: Highlight the bottom five
total stock values.

Tshle -

Skyles -

| | Highlight Cells Rules »

:" ! D N el Tz Hmw ¥n SSCm| Highiig e
vdoke EES G = v - &1 e
w Eiedd BRI AR 1'.']-_ Top/Bottom Rules  » +U Top 10 lems..
Y . |
7 " i Data Bars " T:‘: Tog 10 %,
: —
1 K
;| mfh | Cotor Scales . Bial Battom 10 Hem..
T W ey e | s ol
i e n | Bygttom 10 %...

VER  iheder o o Ar o ni Bi=H pesn Sets " 1]
VEN  EBekee Lo B &R i m Leoud
I 1 - ¥
LF.E' T iagir ¥ omstiw : § WL I‘ : v I:I Wew Rule 7 Msorne Aot sge.
1an LT g | et & Hp il ('] b

_:. Chear Rules (]

. s 2| Beebow Ayerage...

I ] Manage Eulr-:. s bl

Kiore Rudes
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Summarize Data Visually>Apply Built In Conditional Formatting

" K Cupripooy - (11 v A Ar = = ] @ o s o Gocarat - R
neel pr oyl A-A- (=E 3 ana s $0% 3 W o
n H &
» . < o i ' o "
1
. Inventory list |
ERT Nan nase ary. Selling price  Purchase price  Total value of stock. Last updated
a B120 sdapres. & compatisle T 210 49,00, o 2018,
5 1120 adapter, & compacile 150 sanm 5949 s
Bottom 10 ltems 7 e ] Bl20adapter Mcompatitle | a3 S8 sa.0 s
E B121adsprer Lcompatile | am6 ssa.00 1189 waos,
8 121 adapter, K compatile 175 s5.00, s11.00) #2115
Format cells that rank in the BOTTOM: 9 mam /8321 acaie. M comaunie o s sia s
10 AinEx AT acapte Xecompurtie | 138 2900 sand s
[ 11 Amzz 4993 acapter. 2computble | 84| 529,00 e nans|
13| witn | | tignt Red Fill with Dark Red Text P T — — sy
14 ks AB40 acaprer. X comparisle 41 s38.00] s7.01 a5
15 asaz AB40 acipter, 2 compitible 214 $36.00, 1.2 3015
18 apaax (A381 acapter, X computnle [ sH00 s1.60 51740400 w3113
| QK Cancel 17 Kpanz A1 adepter, 2 compatible I wm s 140 S12A0600 S/,
18 mo I00sdspter. Loomatile | am 38,00 $2.0 s7m200 s,
15 mo B100adaprer. Kcompueble | a5 53600 220 51533600 814015
0 B0om [B100 adapee. M companitie | 38 53600, 51.20 5:3,10400 &m0s)
» visv U152 actastar. V companbie | 20 579,00, £1580 517.18000 a5
1 wise 52 adeeter Cosmpatbie | 330 sman_ 51580 s49000 &,
21 v U162 acaster. € compatibie | an smm_ $17.89 5144200 [T
R IGZ adagter. Vcompathke ! 56 589,00 118 51278400 Mans,
= ey UIB2 scapeer. Voompaskle | 154 $50.00, $1580 $15,286.00 &3/
s

uiec U182 acagcer. C compatibie 101 5.0 51580 $3.595.00 11415
2 | — 1 =0

Summarize Data Visually>Apply Built In Conditional Formatting

New Formatting Rule ? X

Select a Rule Type:
P

Conditional Formatas Cell

Formatting™ Table -~ Styles - ~ Format only cells that contain
hlight Cells Rules » =~ Farmat only top or bottom ranked values
~ Format only values that are above or below average
Top/Bottom Rules  + Gradient Fill = Format only unique or duplicate values
= Use a formula to determine which cells to format

Data Bars

ﬁ E ﬁ Edit the Rule Description:

=] Colorsaales v _ _ . Format all cells based on their values:
% ﬁ ﬁ Format Style: [ show Bar only
Jeomsets ,
Minimum Maximum
B NewRule.. Solid Fill Type: |Automatic |Automatic
FF Clear Rules ’ = = =] Value: |[Automat\c] |[Automat\c]
0t ﬁ ﬁ ﬁ
Bar Appearance:

Eill
Solid Fill

Megative Value and Axis...
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Summarize Data Visually>Apply Built In Conditional Formatting

. o = B
Example: Apply Data Bars in the f Gbigeh) * 1 v Ak T = S G
Yy
quantity column of inventory list. i y BIy A zizee o (0% Y,
]
T3 gt 54 fr oy
g By B :

Gradient Fill A 8 ¢ 0 i ' q
Conditional formatas Cell r i
Formatting = | Table +  Styles | _—l
Deweann. 0] B R eyt [

IOP,BQHO,“RU,ES , _ _ _ Tent  benwane Jlon  felgoce Pechsepe oot sack  astpd
% ﬁ E (e Lo WO a0
D: ' 1120 adaphr. Ecempatibe
Solid Fill m
R $120 adapter. M compate @I
= = = 8111 dipr | comparble
v 120 adapter. Ccompanbi
N o _ e vonsete [
o |36 HE O i
[E Manage Rules.. A0 adipter. L compatble
00 adpter. X compeble
More Rules... s
Summarize Data Visually>Apply Built In Conditional Formatting
F‘. = 3§> Calibri (Body) =~ 11 =+ A=~ Aw = ="_] - =9 Wrap Text General - l.=, -
Paste {, B I U~ -A- == === Merma & Cactiar $ix[% [ > (=88] | condmonm
111 - S
A B C D E F G H
1 -
= Inventory list —
3 Inventory list Item name . Selling price Purchase price Total value of stock Last
4 | B120L 8120 L il 210 $49.00 $9.80 $10,290.00 6/2/15
5 B120K B120 K il 4 106 $49.00 $9.80 $5,194.00 7/28/15
6 Bi120Mm BlZDada__p@er.M il $49.00 $9.80 $21,462.00 7/31/15
7 B12iL B121 L il i $59.00 $11.80 $28,674.00 8/20/15
ter. K compatible 176 $59.00 $11.80 $10,384.00 8/21/15
r. M compatible o $59.00 $11.80 $0.00 6/11/15
= i 116 $29.00 $5.80 $3,364.00 6/13/15
11 [ag92z A992 adapter. Z compatible 56 $29.00 $5.80 $1,624.00 7/14/15
12 A920X A920 adapter. X compatible 3 233 $34.00 $6.80 $7,922.00 7/10/15
13 A920Z A920 adapter. Z compatible $34.00 $6.80 $13,804.00 8/28/15
14 AS40X A940 adapter. X compatible } 49 $36.00 $7.20 $1,764.00 7/18/15
15 A940Z $36.00 $7.20 $7,704.00 9/3/15
16 A941X a $38.00 $7.60 $17,404.00 8/3/15
17 A941Z A941 adapter. Z compatible $38.00 $7.60 $12,806.00 5/28/15
18 |B10OOL B100 L il $36.00 $7.20 $17,712.00 7/29/15
19 B10OOK B100 K $36.00 $7.20 $15,336.00 8/14/15
20 BlOOM | B100 adapter. M compatible $36.00 $7.20 $13,104.00 8/12/15
21 |uisav uis2 v i $79.00 $15.80 $17,380.00 8/26/15
22 |uis2c U152 adapter. C compatible $79.00 $15.80 $24,490.00 6/21/15
23 uvies2v uis2 ada_ er. C ] $89.00 $17.80 $33,642.00 8f3/15
24 |uie2C U162 v $89.00 $17.80 $22,784.00 7/22/15
25 uisav U182 v il $99.00 $19.80 $15,246.00 6/3/15
26 |uis2cC U182 adapter. C compatible 101 $99.00 $19.80 $9,999.00 8/11/15
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One color is assigned the “lowest
" value and another the "highest,”

with a range of colors in between.

[==] = 3
=: 4 Em Ex @

27 B H
Conditional Formatas Cell Insert  Delete Format
Formatting= Table= Styles= = - - 2

’_—| Cells
Highlight Cells Rules »
Highlig
Top/Bottom Rules » | r

g
¢

s SEHEE

g
=l
b
¢
-

E] NewRule...
E# ClearRules 3
[E ManageRules...

SEEE
=EE S

More Rules... I
= |

New Formatting Rule ? %

Select a Rule Type:
t all cells based on their val

nly cells that contain

= Format only top or bottom ranked values

a
= Format o

= Format only values that are above or below average
+ Format only unique or duplicate values
+ Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 2.Color Scale

Minimum Maximum

Type: | Lowest Value Highest Value

Value: |[Lowest valug) [Highest value)

B[]

preview: |
0K Cancel
Summarize Data Visually>Apply Built In Conditional Formatting
Example: Apply a color .
gradient fo a range of cells in R el MM LN (AN B
Selling price column of the P BTy b A 22z e P §o%) %
inventory list. - '
ol b
E B Bx 7 Z
B B 5 2@ - ] ) i i 6

Conditionalff Format as  Cell Insert Delete Format
Formatting§ Table~ Styles~ - - - |2
Highlight Cells Rules * cels o ot P T E—— :
Top/Bottom Rules  + | P a 3 }ﬁ;
(B | e : CTURN
[::I Color Scales » Lot S I

: ! g ot s s
lcon Sets v 9 8121 adagte. M compatbie o
. 0 Wt Yorpite Sm g
- P X | st Tcompitbe A0 7y
] Manage Rues.. Herefules - wjon e rongeie I 2 LS s
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Summarize Data Visually>Apply Built In Conditional Formatting

A920 adapter. X compatible

[Fl . % [capa@oay ~|[11 +|As ar] [= =3[~ S Wrap Text General e
Paste B[ 1|ul|E:&-AL (= = Mergo & Center $ v % > % % Condiional
& == == Formatting
K14 = fx
A B c 0 E F G H
x .
. Inventory list
3 Item name Purchase price  Total value of stock Last updated
4 B120 adapter. L compatible $10,290.00! 6/2/15'
5 18120 adapter. K compatible
6 |l 8120 adapter. M compatible
7 8121 adapter. L compatible
Gl
9 1B121 adapter. M compatible
10 A%92X 992 adapter. X compatible
1 1A992 adapter. Z compatible

7/10/15,

__8/28/15,

13 AS202 920 adapter. Z compatible
14 [Aga0x A940 adapter. X compatible
15 AS40Z 340 adapter. Z compatible
16 A941 adapter. X compatible

#/3/15

A941 adapter. Z compatible
B100 adapter. L compatibl

5/28/15,
7/29/15,

U152 adapter. V compatible

U152 adapter. C compatible
1U162 adapter. C compatibl
62 adapter. V compatible

$17,380.00, 5/
6/21/15;

Green cells are the
least expensive.

Red cells are the
most expensive.

Summarize Data Visually>Apply Built In Conditional Formatting

; T G X Autosum - A
P2 3 SE e
Condifional| Formatas  Cell  Insert Delete Format Sort
Formatting™ Table - Styles - 22 - = & Clear~ Fittey
Cells Editing
FE-]. ighiight Cells Rutes »
| Top/Bottom Rules | . a R
Data Bars ,
=] cotorscales ,
Directional
foon et fes  ems
B NewRule. At W AN Y
[F ClesrRules JEANd AN
IE Manage Rules.. *+IA>NE
Shapes
0@ [o o]
[ a4 [CHeX-X J
LY J
Indicators
900 v ix
Te
Ad all il all wll
@ ® O all il il il
g8 g8 oo

T

Icon sets apply
colorful icons to
data

[Ferommg v

= Format only cellsthat contain
= Format anly top or bottom ranked values
= Format only values that are above or below average
= Format only unique or duplicate values
= Use a formula to determine which cels to format.

Editthe Rule Description:

Format ail el based on their values:
Format Style: [icon Sets 5

Knsvie (@0 @

Display each icon according to these rules:

5] whenvatuets
7] when < &7ana

o
©® || wheness

Revese con Orger
<1 O snowenomy

vaie
= @

[ =

Type

] e
B o v

o
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Example: Apply icon sets to the Purchase price column to show low,
middle, and high priced items.

Fl o 3‘5 CalioriBody) + 11 v As Ar = . (=50 Weao Toxt General ] E
ol =, o K=l | 3 fssam - paste slx]ulE A == Merge&Conter - | $ + % 3 |[%8 % Condional
F T D & 3 e iy < Formating
Condionsfformatss Cel  nsert Deete Formt son ka0 f
el T e ST e R . % = = . . =
{i; Highight CelsRules » - — .
. , _ Inventory list
{:?hw!; Top/Bottom s > | . N R 5 = Y
o 4 8120 adapter. L compatible $10,290.00]
DataBars 4 5 B120K Kcompatible ] X $5,194.00
6 [B120M 8120 $21,462.00 731/15
] coor sates , 7 B2 8121 adapter. L compatible $28,674.00 8/20/15
8 B121K 8121 adapter. K compatible X $10,384.00 8/21/15
228 9 BilaM B121 adapter. M compatible 0 $11.80) $0.00 6/11/15
| = 2ANS 10 992X 7992 adapter. X compatible X $3,364.00 6/13/15
L New e 11 A992z 'A992 adapter. Z compatible 5.80 $1,624.00 7/14/15
@ ClesrRules 2 AN 2ASNY 12 920X A920 adapter. X compatible 3 680 $7,92200 7/10/15
IE] Manage Rules. +iAoNE 13 A920Z tibl 6. $13,804.00 8/28/15
Shapes 14 [ag4a0x X compatibl 7.200 $1,764.00 7/18/15
000 eoa 15 |A%40Z mpatibl 7.2 $7,704.00 9/3/15
16 941X A941 adapter. X compatible 7.60 $17,404.00 315
040 ocoe 7 t 7.60 $12,806.00 5/28/15
[ XX ] 18 | 7.2 17,712.00 772915
Indicators 19 K compatible 7.2 15,336.00 8/14/15
©00 LR 20 B10OM 7.2 13,104.00] 8/12/15,
e 21 u1sy U152 adapter. V compatible 15, 17,380.00 8/26/15
= 22 u1s2C U152 adapter. C compatible 15.80) 24,490.00 15|
23 [utev C compatible 8/3/15
il ol alal-all % U162 adapter. V compatible 2/15
L X XORCE@IRII i [ U182 adapter. V compatible _$15,246.00) 6/3/15,
——— 8 28 U182 adapter. Ccompatible | 10 $9999.00  8/11/15

Summarize Data Visually>Apply Built In Conditional Formatting

F_ < % Calibri (Body) ~ 11 = - General - i'="
Paste Bl 1 v~ - = * $ 17/ % | > |[%8]43] | goncmons
E3 = S

A B C D . h . .
1 = Hi ri rein
3 Inventory list gh prices are
3 [iem# ftem name aty Selling price ; red color.
4 [B120L B120 adapter. L i ] 210 $49.00|
5 |B120K B120 adapter. K i | 1 106 $49.00|
6 [B120m B120 adapter. M compatible M a3s $49.00|
7 [B121L B121 adapter. L i : $59.00
8 |B121K B121 adapter. K il $59.00
9 |B121Mm B121 adapter. M il $59.00]
10 |Ag92X A992 adapter. X i b
11 |Ag92Z A992 adapter. Z il b
12 |ag20x A920 adapter. X compatible 3 $6.80| $7,922.00 7/10/15
13 [ag20Z A920 adapter. Z il 3 $6.80| $13,804.00, 8/28/15
14 |As40x A940 adapter. X 3 $7.20| $1,764.00 7/18/15
15 |Ag40Z A940 adapter. Z il } $7.20| $7,704.00° 9/3/15
16 |A941X A941 adapter. X i 5 5$7.60| $17,404.00 8/3/15
17 |As41z A941 adapter. Z il b 5$7.60| $12,806.00 5/28/15
18 [B100L 8100 adapter. L i 3 $7.20] $17,712.00 7/29/15
19 [B100K B100 adapter. K i )
20 |8100M B100 adapter. M i ) . .
21 |uisav U152 adapter. V i ', Low prices are in
22 |uisa2c U152 adapter. C il
23 |uiezv U162 adapter. C compati green color.
24 |uis2c U162 adapter. V il
25 |uisav U182 adapter. V compatible
26 |uis2c U182 adapter. C i
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Summarize Data Visually>Apply Built In Conditional Formatting

4 Qe

Conditional Formatas Cell
Formatting s Table~ Styles~

Highlight Cells Rules »

i Top/Bottom Rules
lop.

E Data Bars

-

[ 1¥5]
# 8
1]

[E] Mew Rule...
E# ClearRules »
E Manage Rules...

~
X

MNew Formatting Rule

Select a Rule Type:

| = Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

~ Format only values that are above or below average
= Format only unigue or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: |2 _Color Scale

Minimum Maximum
Highest Value

[Highest value)

Type: | LowestValue

Value: | (Lowest value)

LColor:

o

] [<]
<]

|
!

conce

Summarize Data Visually>Apply Built In Conditional Formatting

™ 10 /Bottom Rules
dop,

E] MewRule...

id

Conditional Formatas Cell
Formatting = Table~ Styles~

Highlight Cells Rules »

[# Clear Rules

3

»

»

3 Clear Rules from Selected Cells
Clear Rules from Entire Sheet

3 Clear Rules from This Table

B ManageRules...
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Summarize Data Visually>Apply Built In Conditional Formatting

D B D

Conditional Formatas Cell
Formatting = Table~  Styles~

2 Highlight Cells Rules »

g Top/Bottom Rules »
[ o

Conditional Formatting Rules Manager ? =
Data Bars 4 .
Show formatting rules for. | This Waorksheet -
[:J Color Scales N [7] New Rule‘..l IL_‘,;gmt Rule... I I < Delete Rulel
Rule (applied in order shown]  Format Applies to Stop If True
Jcon Sets , Cell Value < 400 AaBbCcyyZz =5Fs3 25
E] MNew Rule...
EZ Clear Rules 3
Bl Manage Rules...
Cancel Apply
Summarize Data Visually>Apply Built In Conditional Formatting
Example: Edit the highligh’r of Conditional Formatting Rules Manager 7 X
. Showformatting rules for: [This Worksheet g
bottom 5 values in the Total
[ NewRule.. If',egmmmem }Qe\mnme
value of stock column to Top 10. Rule (applied n oder shown)  Format Applesto Stopiftrue
Icon Set 09 Sheet1ISESE 7]
s e e T Graded ColorScale B W sreetnsoso [
Ll OV e G EEETIET = 4i%1) Data Bar B seattisesc 5
_— = = = = = = = CellValue Contains M compatible.  AaBBCONZ  SheetfSB$8
Inventory list AaBbCoN

The bottom 5 values in
the Total value of stock
column are highlighted.

Edit Formatting Rule
Style: = Classic B

Format only top or bottom ranked values

Bottom

Format with: | yellow fill with dark yellow (extn

Percent

AaBbCcYyZz

Cance] |
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Summarize Data Visually>Apply Built In Conditional Formatting

L‘[—'~1 3 CalibriBody) ~+ (11 +| Ax A = = _]| &~ =0 Wrap Text General - F

Paste ‘g Bl z v [ RQEHAL | [=E][= = Merge&Center - $ ~ % 3 %8 % gg::‘;m;'

3 B S

& S, S 2 E T, = i

al -

>| Inventory list

3 |item # Item name Selling price Purchase price Total value of stock Last updated

4 [B120L 8120 adapter. L $49.00 $9.84

5 [B120€ 8120 adapter. K $49.00 3 9.8 1.00)

6 [B120m 8120 adapter. M $49.00 $9.8 $21,462.00| The bottom 10
7 |B121L B121 adapter. L compatible $59.00 —> $11.84 $28,674.00 | .

8 [B121k B121 adapter. K $59.00 s11.84 sm,am.ool values in the Total
9 [B121m B121 adapter. M compatible > $11.8( so.00ff
10 [A992x A992 adapter. X A $5.84 $3,364.00| value of stock

4

11 |A992z A992 adapter. Z § $5.8 $1,624.00|

12 |A920X A920 adapter. X il 4 $6.8( $ 00 CO| umn are
13 |A9202 A920 adapter. Z 4 $6.8( $13,804.00

14 |A940X s7.24 $1,764.00| h |g hi |g hted.
15 |Ag4a0z $7.21 $7,704.00|

16 [A9a1x $7.6¢ $17,404.00 =

17 |Aga1z A941 adapter. Z $7.64 $12,806.00| 5/28/15

18 [B100L 8100 adapter. L $7.2 $17,712.00| 7/29/15

19 [B100K 8100 adapter. K $7.2 8/14/15

20 [B100M B100 adapter. $7.21 8/12/15

21 [uis2v U152 adapter. $15.8( $17,380.00| 8/26/15

22 [u1s2c U152 adapter. $15.8( $24,490.00| 6/21/15

23 [u162v U162 adapter. $17.8( $33,642.00) 8/3/15

24 |u162c U162 adapter. $17.8( $22,784.00| 7/22/15

25 [u1s2v U182 adapter. $19.8( $15,246.00) 6/3/15

26 [u1sac U182 adapter. C $19. 9,999.00) 8/11/15

Summarize Data Visually>Apply Built In Conditional Formatting

Example: Delete graded color scales in
the Selling price column.

P % cumnmom < A A (= © o Cowmee Genern gl =
P BlL|Yj $-A = = Merge s $101% 3 ||% 43 Conterm
e 5 Ix

A 3 € f G H

1
2

s Seing price _ Prchsepre ol v ofock__ st wpdnted_|
4 210 $49.00. $9.80 $10,290.00: 6/2/15;
5 106, 00, $9.80 $5,194.00: 28/15;
5 00 k. 13115
7 00 s

8 00. $1.

s
S
S
S
adapter. V compd s1se
2 usc U152 adapter. . 51580
2 e U162 adapter. C comoafole 51780
2 U162 U162 adapter. v compdibe
25 U18V. U182 adapter. V compiible
U182 adapte 8s

Conditionzl Formatting Rules Manager 7 X

Show formatting rules for:
” ] Mew Rule. | ‘ [[7 Edit Rule.. I )(Qe\etemel al|w ‘

Rule (applied in order shown) Format Applies to Stop f true
Icon Set i % Sheett %E is
Data Bar B | sheettiscisC 1]
Cell Value Contains ‘M compatible’ AaBbCeYyZz Sheet1/$B:$B ) O
Bottom 10 AaBbCcYy2z s )

R ey ™
I OK IE&H(E\ I Apply
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Summarize Data Visually>Apply Built In Conditional Formatting

f 3 Calibri (Body) ~+ 11+ A~ A~v = | = |0~ =79 Wrap Text General - ﬁ.: %
Paste Bl z|ul: @AM (=] =]=][=]= | Merge&Center - $ v % 3 %2 %  Conditional
& L Formatting
D1 - f
A B c D E F G H
1 = il
> | Inventory list [
3 [item# Item name ay. |[selingpiice P} The graded color scales rule is
4 |B120L B120 adapter. L i E | 29 A ) .
5 [e120¢ B120 adapter. K compati Bl l.g A removed from the Selling price
6 [B120M B120 adapter. M i 4 .00
7 |B121L B121 adapter. L i | = T o X
e e . s 1 column.
9 [B121M 8121 adapter. M compatible b . = : TS
10 |A992x A992 adapter. X i Ll 1§ $5.80 $3,364.00 6/13/15
11 |A992z A992 adapter. Z il b $5.80. $1,624.00 7/14/15
12 (A920x A920 adapter. X i E $6.80 $7,922.00 7/10/15
13 |A920z A920 adapter. Z compatible $6.80 $13,804.00 8/28/15
14 |A940X A940 adapter. X i 1] b $7.20 $1,764.00 7/18/15
15 |A940z A940 adapter. Z E | 2fl $7.20° $7,704.00 9/3/15
16 [A941X A941 adapter. X 4 $7.60 $17,404.00; 8/3/15
17 |A9a1z A941 adapter. Z compatible | :E $7.60 $12,806.00 5/28/15
18 [B100L 8100 adapter. L i s $7.20 $17,712.00 7/29/15
19 |B100K 8100 adapter. K [ e 3 $7.20 $15,336.00 8/14/15
20 |B100M B100 adapter. M . 3 a $7.20 $13,104.00 8/12/15
21 |u1s2v U152 adapter. V E | 23 $15.80 $17,380.00 8/26/15
22 |u1s2c U152 adapter. C £ 3p $15.80 $24,490.00 6/21/15
23 |u1e2v U162 adapter. C [ $17.80 $33,642.00 8/3/15
24 |u162C U162 adapter. V E | 2§ $17.80 $22,784.00 7/22/15
25 [u1s2v U182 adapter. V E] 1§ $19.80 $15,246.00 6/3/15
26 [u1s2c U182 adapter. C B $19.80 $9,999.00 8/11/15

Key Takeaways

Copy and paste is one of the most performed actions in excel.
We use copy and paste to use the same data in multiple places in the computer.

Formulas option is used to paste only formula present in the cell and not the formatting of the
original cell.

Formulas and Numbering Formatting option is used to paste just the formula, and the number
formatting.

Keep Source Formatting option is used to paste the formula, the number formatting, font, font size,
border, and shading of the original cell.

No borders option is used to paste the formula, the number formatting, font, font size, shading, but
not the border of the original.

Keep source column widths option is used to paste the formula, the number formatting, font, font
size, shading, border, and the width of the original cells.

Transpose option is used to Convert the columns of copied data to rows, and vice versa.
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Key Takeaways

« Paste link option is used fo link the data with the formula and values of the original cell to place
where you paste it.

«  Picture option is used to paste the data in the cell as a picture.

« Linked Picture option is used to paste the contents of another cell in the form of a picture.

«  Auto fill feature in excel is used to automatically fill a series of cells.

« InExcel, you can use "Merge & Center" to merge more than one cell intfo a single larger cell.

*  You can also unmerge cells

*  You can fill the unmerged cells with the original data.

*  Microsoft Excel aligns numbers to the bottom-right of cells and text to the bottom-left by default.
* InExcel, you can align data both horizontally and vertically.

*  You can format text using Format Painter option.

*  You can also apply different kinds of formatting to numbers.

Key Takeaways
*  You can also format text using Format cells dialog box.
*  You can use Cell Style to apply different formats on data in one step.
*  You can also clear any formatting done on data in Excel.
A namedrange, range name, or defined name all refer fo the same object in Excel.
« The named range does not change when the formula is copied to other cells

* Any named ranges that are created are workbook specific and can only be used in the workbook
they are created in.

« The Filter button in the Name Manager makes it easy to find names with errors, determine the
scope of error and sort and filter listed names.

« There are three methods for defining a name range are using the name box, new name dialog
box, and the name manager.

« Asparkline is a tiny chart in a worksheet cell that provides a visual representation of data.
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Key Takeaways

Sparklines is used to show frends in a series of values, such as seasonal increases or decreases,
economic cycles, or to highlight maximum and minimum values.

Conditional formatting allows you to apply specific formatting to cells that meet certain criteria.

It is a color-based formatting to highlight, emphasize, or differentiate among data and information
stored in a spreadsheet.

Conditional formatting brings attention to important data points such as deadlines, at-risk tasks, or
budget item:s.

Conditional formatting transforms your spreadsheet into an attentive system that highlights key
information and keeps you on top of your workload.
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