Shelly Cashman: Microsoft Excel 2019

Module 1: Creating a Worksheet and a Chart
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Objectives (1 of 2)

e Start an app

* |dentify the components of the Microsoft Office ribbon
* Describe the Excel worksheet

* Enter text and numbers

* Use the Sum button to sum a range of cells

* Enter a simple function

* Copy the contents of a cell to a range of cells using the fill
handle

* Apply cell styles
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Objectives (2 of 2)

* Format cells in a worksheet

* Create a pie chart

* Change a worksheet name and sheet tab color
* Change document properties

* Preview and print a worksheet

e Use the AutoCalculate area to display statistics
* Correct errors on a worksheet

* Use Microsoft Office Help




Project: Real Estate Budget Worksheet
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Frangold Res! Estate Budget - Feced Your Name 52
File Home Insert Draw Page Layout Formulas Data Review View Help /':‘ Tell me what you want to do 4% Share @
B & Cut Calibri Light 18 AN === Fy  DwWapTed General v % @ @ @ @ 2 i %? /O g
IE SRS Conditional Formatas Cell Insert Delete Format - Sot & Find&  |deas
~ M. A =B= == B g - <08 i
< Format Painter L — & -3 - - Prpeicans $ %y WX Formatting~ Table~ Styles~ - b b & Clear - Filter = Select~
Cipboard ™ Font ™ Alignment i Number & Styles Cells Editing |deas ~
33| 1 f Frangold Real Estate Budget v
d A 8 C D E F | G H | J | K L | M N 0 | P [a
1 | Frangold Real Estate Budget
2 Monthly Estimates
32| Income January February March  April May June July  August September October November December Total
4 Commission $12,000.00 $12,000.00 514,000.00 $514,000.00 S516,000.00 518,500.00 $20,000.00 S518,500.00 S 18,500.00 $514,000.00 S 14,000.00 S 16,500.00 5183,000.00
5 lInterest 100.00 100.00 1060.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 1,200.00
5 Total  $12,100.00 $12,100.00 $14,100.00 $14,100.00 $16,100.00 $18,600.00 $20,100.00 $18,600.00 $ 18,600.00 $14,100.00 $ 14,100.00 $ 16,600.00 $189,200.00
7 —
8 Expenses January February March April May June July August _ September October November December Total
3 Rent $ 1,500.00 $ 1,500.00 $ 1,500.00 $ 1,500.00 $ 1,500.00 $ 1,500.00 $ 1,500.00 $ 1,500.00 $  1,500.00 $ 1,500.00 $§ 1,500.00 $ 1,500.00 $ 18,000.00
10 Utilities 325.00 325,00 325.00 325.00 325.00 325.00 325.00 325.00 325.00 325.00 325.00 325.00 3,500.00
11 |Advertising 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 4,800.00
12 |website = S - E = 5 500.00 - E 5 = - 500.00
13 Printing 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 2,400.00
14_] Office Supplies 200.00 3 = 200.00 = = 200.00 = = 200.00 = = £00.00
15 |Gas 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 1,200.00
16 Miscellanecus  250.00 25000 25000  250.00 25000 25000 25000 25000 2 25000 2 25000 @ 250.00 250.00 3,000.00
17 Total $ 2,975.00 $ 2,775.00 S5 2,775.00 S 2,975.00 § 2,775.«) $ 2,775.00 S 3,475.00 S 2,775.00 $ 2,775.00 § 2,975.00 $ 2,775.00 S 2,775.00 S 34,600.00
18
i) Net $ 9,125.00 $ 9,325.00 $11,325.00 $11,135.00 $13,325.00 $15,825.00 $16,625.00 $15,825.00 $ 1582500 $11,12500 $ 11,325.00 5 13,825.00 $154,600.00
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Project: Pie Chart Showing Monthly
Expenses by Category
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O Starting and Using Excel (1 of 3)

e What is Excel?

* A powerful spreadsheet app that allows users to organize
data, complete calculations, make decisions, graph data,
develop professional-looking reports, publish organized
data to the web, and access real-time data from websites

 Four major parts:

-Workbooks and worksheets
-Charts
-Tables

-Web support




O Starting and Using Excel (2 of 3)

e To Start Excel and Create a Blank Workbook

* |If necessary, scroll to display the Excel 2019 app on the
Start menu

* Click the Excel 2019 app to run the Excel app and display
the Excel start screen

* Click the Blank workbook thumbnail on the Excel start
screen to create a blank Excel workbook in the Excel
window
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Starting and Using Excel (3 of 3)

Quick Access
Toolbar

Microsoft
account area

Book? - Excel

Your Name

=

File Home Insert Drawr Page Layout Formulas Data Review View Help P Tell me what you want to do 1% Share @
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Figure 1-7




L Running and Using an App (1 of 2)

* Excel Window
* Worksheet
* Scroll Bars
* Status Bars
* Ribbon
* Mini Toolbar (right click / shortcut menu)
* Quick Access Toolbar (customizable)
* KeyTips (ALT key)
* Formula Bar (expandable)
* Tell Me Box (Search)
* Microsoft Account Area




L Running and Using an App (2 of 2)

* To Display a Different Tab on the Ribbon
* Click Insert on the ribbon to display the Insert tab

* Click the View tab, click Page Layout tab, then click Insert
tab

Insert tab

File Home Insert Drawr Page Layout Farmulas Data Review View Help 52 Tell me what you went to do 1} Share @
o= BES v 71 O Shepes~ & G : 1 - ~ - =] - TT Equation -
7 E R0 D | easn I? 28 Q@ i b Tlam B E © 4 e
. : e W Glcons )~ o~ ol ~ e . 412 Tgeionnm i S 2 symbol
PivotTable Recommended Table  Pictures Online My add-ins - B Recommended 5 Maps PivotChat 3D Line Column Win/  Slicer Timeline Link | Text
PivotTables Pictures @ ¥ Charts D L~ - ~ Map ~ Loss - x

Add-ns C S Filters Links Symbols
- - —
‘Collapse the
Ribbon’ button

Insert tab has 9 groups
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O Selecting a Cell

* Make the cell active
* Use the mouse
* Use the arrow keys
* Cell is active when a heavy border surrounds the cell
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S Entering Text (1 of 4)

* To Enter the Worksheet Titles
* Run Excel and create a blank workbook in the Excel window
* Click the A1 to make the cell Al the active cell
e Type desired text (“Frangold Real Estate Budget”)

* Click the ENTER button to complete the entry and enter the
worksheet title

e Click cell A2 to select it (“Monthly Estimates”)

* Click the ENTER button to complete the entry and enter the
worksheet subtitle
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S Entering Text (2 of 4)

* To Enter Column Titles
* Click cell A3 and enter a column title (“Income”)

* Press the RIGHT ARROW key to enter a column title and
make the cell to the right the active cell

* Repeat the previous steps until all column titles are
entered. Click the Enter box after entering the last column
title (January, February, March, May, June, July, August,
September, October, November, December, Total)

* Click cell A8 and enter the expenses column titles
(Expenses, January, February, March, May, June, July,
August, September, October, November, December, Total)

- c—

. et
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Entering Text (3 of 4)

U0,

Book1 - Excel
File Home Insert Draw Page Layout Formulas Data Review View Help £ Tell me what you want to do
E 4 Cut Calibri Y AN === P 2, Wrap Text General - @ (‘
B8 Copy - » oo Conditional Format as CII Ins
E=EE=E|=E= 8w v -9 <o %0 €
+ ¥ Format Painter =E= == B e ) Coter $ % 9 | % 30 Formatting~ Table~ Styles~ v
Clipboard I Alignment [ Number M Styles

N8 ¥

| - S| B 1 F G H 1 J K L M N (o}
1 |Frangold Real Estate Budget
2 |Monthly Estimates
3 |Income January February March April May June July August  Septembe October Novembe Decembe|Total
4
3 column titles
6 left-aligned
7 in cells
8 ]Expenses January February March April May June July August  Septembe October Novembe Decembe|Total I
a4 :
10
1
12

[ 13
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& Entering Text (4 of 4)

 To Enter Row Titles
* Click cell A4 and enter a row title (“Commission”)

* Press the DOWN ARROW key to enter a row title and make
the cell below the current cell the active cell

* Repeat the previous steps for cell A5 & A6 until all row
titles are entered (“Interest”, “Total”)

* Click cell A9 ~ A19 and repeat the above steps to enter row
titles for expenses (Rent, Utilities, Advertising, Website,
Printing, Office Supplies, Gas, Miscellaneous, Total, “”, Net)
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& Entering Numbers

* In Excel, you can enter numbers into cells

* If a cell entry contains any other keyboard character, Excel
interprets it as text and treats it accordingly

 To Enter Numbers
* Click cell B4 to select it

* Type desired number and then press the RIGHT ARROW key
to enter the data in the selected cell and make the cell to
the right the active cell

* Continue until all numbers are entered (See Slide 1 for all
the data)
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& | Calculating Sums and Using Formulas (1 of 2)

*To Sum a Column of Numbers

* Click the first empty cell (B6) below the column of numbers
to sum

* Click the AutoSum button [HOME tab | Editing grp] to
display a formula in the formula bar and in the active cell

* Click the Enter box in the formula bar to enter a sum in the
active cell

* Repeat above steps to enter the SUM function in other
locations (Income: cells C6 ~ M6; Expenses: cells B17 ~ M17)
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Calculating Sums and Using Formulas (2 of 2

U0,

Bookl1 - Excel Your Name &)
File Home Insert Draw Page Layout Formulas Data Review View Help £ Tell me what you want to do
: 2& Cut =T P D b = - — ) - Z AutoSum - A _'
[ = Calibri 1 A A | == to Wrap Text General 4 =EZ !;?4 @ E\ @ Z? i
ElCopy ~ 7 Fill » :
aste B I o e == = s < & <0 oo Conditional Formatas Cell Insert  Delete Format Sort & Fin
<¥ Format Painter u “1 Enter button I = Shio Mecge o Centey $ % 9 e Formatting~ Table~ Shdes~ v v g & Clear~ Filter  Selg
Clipboard I Fon » Alignment I Number P Styles Celis Editing
B17 v [ [é p =SUM(BS:B16)
| A B {5 D | E | F G | H | | | J | K L | M | N | (o] | P | Q R | S |
1 |Frangold Real Estate Budget

2 Monthly Estimates

3 Income January February March April May June July August  Septembe October Novembe Decembel Total
4 Commissi 12000 12000 14000 14000 16000 18500 20000 18500 18500 14000 14000 16500

5 Interest 100 1 SUM function 100 100 100 100 100 100 100 100

2 [Botal 12100 == cntered in cell B6

8;Expenses January February March April May June July August  Septembe October Novembe Decembel Total
9 Rent 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500

10 Utilities 325 325 325 325 325 325 325 325 325 325 325 325

11 Advertisir 400 400 400 400 400 400 400 400 400 400 400 400

12 Website 0 0 0 0 0 0 500 0 0 0 0 0

13 Printing 200 200 200 200 200 200 200 200 200 200 200 200

14 Office Sug 200 0 0 200 0 0 200 0 0 200 0 0

15 Gas 100 100 100 100 100 100 100 100 100 100 100 100

16 Miscellan: 250 250 SUM function 250 250 250 250 250 250 250 250

:; ITOIaI I:zws entered in cell B17
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Using the Fill Handle to Copy a Cell to

2 Adjacent Cells (1 of 3)

* To Copy a Cell to Adjacent Cells in a Row

* With the cell containing the contents to fill across the row active,
point to the fill handle (lower-right corner of the cell) to activate it

* Drag the fill handle to select the destination area to display a
shaded border around the source area and the destination area

* Release the mouse button to copy the SUM function from the
active cell to the destination area and calculate the sums

* Repeat the above steps to copy the SUM function to other ranges

—eroADENSES January FeToor— 7y AugUST Seprese.

g Rent 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500
10 Utilities 325 325 325 325 325 325 325 325 325 325 325 325
11 Advertisir 400 400 400 400 400 400 400 400 400 400 400 400
12 website 0 0 0 0 0 0 500 0 0 0 0 0
13 | Printing 200 200 200 200 200 200 200 200 200 200 200 200
14 | OFfice Suf 200 0 0 200 0 0 200 0 0 200 0 0
15 Gas 100 100 100 100 100 100 100 100 100 100 100 100
16 Miscellan: 250 250 250 250 250 250 250 250 250 250 250 250
17|totat [ 2075 a7as 2775] 2975 ams 2075 3415 2735 2175, 2975 27 2075
18| .

19 Net
w— — SUM function in range C17:M17
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Using the Fill Handle to Copy a Cell to

Sﬁ Adjacent Cells (2 of 3)

* To Calculate Multiple Totals at the Same Time

* Highlight a range at the end of rows or columns of numbers
to total (N4 ~ N6)

* Click the AutoSum button on the HOME tab to calculate
and display the sums of the corresponding rows

* Repeat the above steps to calculate and display the sums of
the corresponding rows (N9 ~ N17)
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Adjacent Cells (3 of 3)

Using the Fill Handle to Copy a Cell to

[r,:n oS- ¥ Bookl - Dxcel AutoSum button ERZLS 5al
File Home  Insert Draw Page Layout Formulas Data Review  View Help £ Tell me what you want to do
E‘L e Calibn Y AN E= = Qo_/" ?'(:‘ Wrap Text General v @ @ g“( @ émosum i A? f
= EECopy ~ 5 Fill~
s ’v.EForprr)'l/at Painter £l :’ Y [ A EEEIEE E Mexge 8 Center: $ : % k "@'?, _35 Fii:da:ic:‘ga'v F‘;'a:‘ij‘ Stgleelslv I""E"‘ e @C"W' 2:’::5"1 ;;?edc
Clipboard ‘-, Font [F} Alignment I Numper fa Styles Ccelis Editing
N3 b Je =SUM(B3:M39)
A B | C D E F G H | J K L M N o} [ P | Q R S
1 |Frangold Real Estate Budget
2 |Monthly Estimates
3 | Income January February March April May June July August  Septembe October Novembe DecembeiTotal
4 |Commissi 12000 12000 14000 14000 16000 18500 20000 18500 18500 14000 14000 16500 188000
S |Interest 100 100 100 100 100 100 100 100 100 100 100 100 1200
6 |Total 12100 12100 14100 14100 16100 18600 20100 13600 18600 14100 14100 16600 189200
7 —
8 |Expenses January February March April May June July August  Septembe October Novembe DecembelTotal N
S |Rent 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 1500 18000
10| utilities 325 325 325 325 325 325 325 325 325 325 325 325 3900
11 |Advertisir 400 400 400 400 400 400 400 400 400 400 400 400 4300
12 |Website 0 0 0 0 0 0 500 0 0 0 0 of 500 :
12| printing 200 200 200 200 200 200 200 200 200 200 200 00{  2a00| ¢e—— Isr?:\::;:ﬁ';a f;‘te'ed
14 | Office Sug 200 0 0 200 0 0 200 0 0 200 0 0 800
15|Gas 100 100 100 100 100 100 100 100 100 100 100 100f 1200
16 | Miscellan 250 250 250 250 250 250 250 250 250 250 250 250 3000
17 |Total 2975 2775 2775 2375 2775 2775 3475 2773 2775 2975 2775 2775 34606
—_—
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Calculating Average, Maximum, and

Sﬁ Minimum Values (1 of 2)

* Calculating the average, maximum and minimum

* The AutoSum list lets you calculate Average, Maximum,
Minimum and other values

* To Enter a Formula Using the Keyboard
e Select the cell that will contain the formula (B19)

* Type the formula in the cell to display it in the formula bar
and in the current cell and to display colored borders
around the cells referenced in the formula (=b6-b17)

* Click the cell to the right (C19) to complete the formula and
to display the result in the worksheet.
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Calculating Average, Maximum, and

Sﬁ Minimum Values (2 of 2)

* To Copy a Cell to Adjacent Cells in a Row Using the Fill
Handle

* Select the cell (B19)

* Drag the fill handle to select the destination area (C19-N19)
to display a shaded border around the source area and the
destination area

* Release the mouse button to copy the function from the
active cell to the destination area and calculate the results

-23-



L Saving the Project

* To Save a Workbook

* Click File on the ribbon to open Backstage view

* Click Save As, then Click This PC to display the default save
location

* Click the More options link to display the Save As dialog
box

* Type desired file name in the File name text box
* Click Save button

-24-
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Formatting the Worksheet (1 of 11)

Home  Insert Pagelsyout  Fomulas  Data \ Help o 2 Share
C B 5 e AutoSum ~ A pn
é;u ot T <& 25 ViepTen Gemeal B B B E é s 0|
U - o A ey .a 0 g Condibonal Formnatss Cell It Deete Format Sort8 Find & ldess
S romatvainsar | B 1A ol Bl g cmmco = 96:9 | S0 1 R T S e | S QO Fiters el
Clipbosrd & Fort 5 Aignment 5 Hunber 3 Strles Editing idews  ~
013 2 s v
A ] < ) 3 F G H 1 J K L M N o ° Q R s T u=
1 |Frangoid Real Estate Budget |
2 |Monthly Estimates |
3 |Income January February March  Apnl May June July August  SeptembeOctober Novembe Decembel Total |
4 |[Commissi 12000 12000 14000 14000 16000 18500 20000 13500 18500 14000 14000 16500 185000 |
5 |interest 100 100 100 100 100 100 100 100 100 100 100 100 1200 |
6 [Total 12100 12100 14100 14100 16100 18600 20100 13600 18600 14100 14100 16600 189200 |
7 |
8 |Expenses January  Februory March  Apnl  May  hune  luly August  SeptembeOctober Navembe December Total |
3 |Rent 1500 1500 1500 1500 1500 1500 1500, 1500 iS00 1500 4500 1500 18000 |
10| utilities 35 325 35 325 325 325 325 325 325 325 325 325 3900 |
11 |Advertisic 400 400 40 400 400 400 400 400 400 400 400 400 4800 |
12 |website 0 ) 0 o 0 o 500 ] o o 0 o 500 |
13 |Printing 200 200 20 200 200 200 200 200 200 200 200 200 2000 [
14|0fficeSup. 200 0 o 200 o 0 200 0 [ 200 [ [ 800 |
15 |Gas 100 100 100 100 100 100 100 100 100 100 100 100 1200 ||
16 |Miscellans 250 250 250 250 250 250 250 250 250 250 250 250 32000 |
17 |Total 275 2775 2775 2975 2775 2775 3475 2775 2775 2975 275 2775 34600 |
Net 9125 9125 1325 11125 13325 15825 16625 15825 15825 11125 11325 13825 ‘
21| |
2| |
Shaet! * ) 3
Ready B e O - 1 + 0%

File Homa Insert  Draw  Page Layout Formulas  Data Review View Holp 9 Toll me what you tto do Sshare O
X cat T g X AutoSum - A C
- o ight B | BiapTer e 1B OB BEE L i O 4
B Copy - S Fill- / ¢
7 U [P B B ¢ . ) 0y Condiond Fornstas Cell  Insert Delete Format . Sot & Find & | Idexs
¥ Fomat purmer 18 1 Y7 | B EISNEENE $ % ? formatting= Table+ Syes = v v QOET  Fes e
Qipboarg . Fort Agameet > Numbe 5 styies Cels Edking Ide3s
1 fo | Frongold Real Estate Budget
A e 4 ) £ £ & H | J 3 L M N o o
2 timal
3 _Income  January February March  April May July  August September October N ber D b Total
4 Commission 51200000 $12,00000 $14,000.00 $14,00000 $16,00000 $15,500.00 $20,000.00 $1§500.00 5 1850000 51400000 $ 1300000 $ 16500.00 $185,000.00
5 linterast 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 10000  1,200.00
6 Totsl $12,100.00_$12,100.00 514, $14,100.00 $16,100.00 $20,100.00 $18,600.00 § 15,6000 $14,100.00 $ $_16,600.00 $189,200.00
bl
8 Expenses January February March  April May June July August : ber October N ber D ber Total
2 Rent $ 150000 5 1,500.00 $ 1,500.00 $ 150000 S 1,500.00 5 1500.00 $ 150000 $ 150000 5 150000 5 1500.00 $ 150000 $ 1500.00 5 15,000.00
10 Utilities 323.00 325,00 325,00 3250 32500 325.00 32500 323.00 3250 325.00 325,00 32500 3,500.00
11 /Advertising 400.00 400.00 400.00 400.00 400.00 00.00 400.00 400.00 400.00 400.00 400.00 40000  4,600.00
12 \Website - - - - - - 500.00 - - - - = 500.00
13 |Printing 200.00 20000 200.00 200.00 200.00 200.00 200.00 200.00 20000 200.00 200.00 20000 2400.00
14 [Offica Supplies 200.00 - - 20000 - - 200.00 - - 200.00 - - 800.00
15 G 100.00 100,00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 10000 1,200.00
16 Miscellaneous 250,00 25000 25000 25000 25000 25000 250.00 250.00 250.00 25000 25000 25000 3,000.00
17 Total $ 2,975.00 $ 2,775.00 § 2,775.00 $ 2,975.00 $ 2,775.00 $ 2.775.00 $ 347500 $ 2,775.00 $ 277500 $ 297500 $ 2,775.00 $  2,775.00 $ 34,600.00
5
Sheetl « >
Reacy Bl m O - 1 + 0%

(b) Formatted Worksheet

You format a workshee
to enhance the
appearance of
information by changin
its font, size, color, or
alignment.

A formatted sheet is not
only easier to read but
also more professional.

o —

—
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& Formatting the Worksheet (2 of 11)

* To Change a Cell Style

* Click the desired cell (A1) and then click the Cell Styles
button (HOME tab | Style group) to display the Cell Styles
gallery

* Point to the Title cell style in the Titles and Headings area
of the Cell Styles gallery to see a live preview of the cell
style in the active cell

* Click the Title cell style to apply the cell style to the active
cell
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& Formatting the Worksheet (3 of 11)

* To Change the Font

* Click the desired cell (A2) for which you want to change the
font

* Click the Font arrow (HOME tab | Font group) to display
the font gallery

* Point to desired font (Arial Narrow) in the Font gallery to
see a live preview of the selected font in the active cell

* Click the desired font to change the font of the selected cell
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& Formatting the Worksheet (4 of 11)

* To Apply Bold Style to a Cell

* Click a cell (A1) to bold and then click the Bold button on the
HOME tab to change the font style of the active cell to bold

* Repeat above to bold cell A2

File Home Insert
D A Cut
7 EE Copy ~

& Format Painter

Clipboard M Font [
Al ¥ Je Frangold Real Estate Bu

A B & D E F

A Frang_bld Real Estate Budget

2} Montty Estimates

—_ bold applied i
3 |Income | >0 € appie ) February March April - May

T3 — 1400
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& Formatting the Worksheet (5 of 11)

*To Increase the Font Size of a Cell Entry

* With the desired cell (A2) selected, click the Font Size
arrow (HOME tab | Font group) to display the Font Size
gallery

* Point to the desired font size (16) in the Font Size gallery to
see a live preview of the active cell with the selected font
Size

* Click the desired font size in the Font Size gallery to change
the font size in the active cell
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& Formatting the Worksheet (6 of 11)

* To Change the Font Color of a Cell Entry

* Select the cell (A1) for which you want to change the font
color and then click the Font Color arrow on the HOME tab

* Point to the desired color in the Theme Colors area of the
Font Color gallery to see a live preview of the font color

* Click the desired theme color {Green, Accent 6 (col 10, row
1)} to change the font color of the worksheet title in the
active cell

* Click cell A2 and repeat the above
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& Formatting the Worksheet (7 of 11)

* To Center Cell Entries across Columns by Merging Cells
* Drag to select the range of cells you want to merge and
center (A1:N1)

* Click the “Merge & Center” button (HOME tab | Alignment

group) to merge the selected range and center the
contents of the leftmost cell across the selected columns

* Repeat the above steps to merge and center (A2:N2)

" "Merge & yau want to do 1% Share 'S
g Ko == el B BB ERE Iy 04
g = Fill
z EE) Copy B I U Bouilhie == == «0 oo Conditional Formatas Cell Insert  Delete Format EF Sort & Find & | Ideas
F P R I _e. == 70 Formatting* Tablev Stylesv |+ - > & Clear~ Filter~ Select~
Ipb: Allghment Styles tng ldeas
Al £ Frangold Real Estate Budget
A 8 © D E F G H I 1 K L M piEmll o P o | R | s
1 Frangold Real Estate Budget |
2 |Monthly Estimates
3 |Income January February March  April May cell range merged and text nb:cOctober Novembe Decembel Total
o \--Lmun_1 centered in one cell (A1) ' : :
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& Formatting the Worksheet (8 of 11)

* To Format Rows Using Cell Styles
* Click a cell and drag to select the desired range (A3:N3)

* Click the Cell Styles button (HOME tab | Styles group) to display
the Cell Styles gallery

* Click a Heading cell style to apply the cell style (Heading 1) to
the selected range

* Then click the Center button (HOME tab | Alignment group) to
center the column headings in the selected range

e Repeat the above steps to format (A8:N8)
* Format A6:N6 and A17:N17 with Total cell style format
* Format A19:N19 with the Accent6 cell style format

* Format A4:N4, A9:N9, A11:N11, A13:N13, A15:N15 with 20%-
Accent 6 cell style format

* Format A5:N5, A10:N10, A12:N12, A14;:N14, A16:N16 with 40%-
Accent6 cell style format
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& Formatting the Worksheet (9 of 11)

V77

* To Format Numbers in the Worksheet
* Select the range of cells (B4:N4) containing numbers to format

* Click the desired format (Accounting) (HOME tab | Number
group) to apply the format to the cells in the selected range

 Select the range B5:N5 And click the Comma Style button
(HOME tab | Number group) to apply comma style format

File Home Insert Draw Page Layout Formulas Data Review View Help Tell me what vant to do
— - A
l Iéu Calibe i A E== - BwapTe General . “ @ 7 | S e ] é g =
Copy ~
o Gy % « E== =5 < _ e p Co d IFrmat ( ] Insert Delet Format Sort &
<& Format Painter SGE =160 &4 === EX EMegebCenta %9 " 7% Formatting~  Teble~  Styles - - & Clear~ Filter ~
Clipboard ) Font i Alignment & umbar i MGH Cells Editing
85 v £ | 100 ‘Accounting Number
A 8 c D E F G H J Format’ button ! - accounting number
format applied to
1 Frangold Real Estate Budgel range B4:N4
2| Monthly Estimates

3 Income January February March  April May June July  August jeptembe October NovembeiDecember Total /

4 Commissi_$12,000.00 51200000 51400000 51400000 51600000 518,50000 SIOOOO{X) 51850000 513,50&00 SIAOOOOO SIAOOOOO 516.50000 518800000
= - — T 00 == A = R 100 100 3 1200

6 Total | 12100 ]:400 14!.00 14100 16100 2 ;3690 20190 18600 77 14100 14100 16600 189200 u

7

8 Expens January February March April May June July A range B5:N5 selected I Novembe Decembe Total

9 Rent 1500 1500 1500 1500 1500 1500 1500 ] 1500 1500 12000

10 (Utilities 325 325 325 325 325 325 325 325 325 325 3 325 3900 -33-
Ad D ploemem—— A0 '




& Formatting the Worksheet (10 of 11)

* To Format Numbers in the Worksheet (Continued)
* Select the range of cells (B6:N6)

* Click the “Accounting Number Format” button to apply the
accounting number format

* Format B9:N9, B17:N17, and B19:N19 with the accounting
number format

* Format B10:N16 with the Comma Style format
* Click A1 to deselect ranges
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& Formatting the Worksheet (11 of 11)

* To Adjust the Column Width

* Point to the boundary on the right side of the column
heading (A) of which you want to change the size to change
the mouse pointer to a split double arrow

* Double-click on the boundary to adjust the width of the
column to the width of the largest item in the column

* Repeat the above steps for columns B through N

* To Use the Name box to Select a Cell

* Click the Name box in the formula bar and then type the
cell reference of the cell you wish to select (A3)

* Press the ENTER key to change the active cell in the Name
box B
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& | Adding a Pie Chart to the Worksheet (1 of 2)

V77

* Excel provides 17 chart types for you to choose

* A pie chart shows the contribution of each piece of data to the
whole of data

 To Add a Pie Chart

 Select the range (A9:A16, N9:N16) to identify the category
names and data for the pie chart

* Click the “Insert Pie or Doughnut Chart” button (INSERT tab |
Charts group) to show the Insert Pie or Doughnut Chart gallery

* Click Pie in the 2-D category to insert the chart

* Click the chart title to select it then drag and select all the text
* Type a chart title (Monthly Expenses) to change the title

* Deselect the chart title

—

INREELY
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& | Adding a Pie Chart to the Worksheet (2 of 2)

*To Apply a Style to a Chart

* Click the Chart Styles button (to the right of the chart) to
display the Chart Styles gallery

* Click a style (Style 6) in the Chart Styles gallery to change
the chart style to the desired style

* Click Chart Styles button to close the Chart Styles gallery

July o August September Octotgirﬁqovember December Total

1 |
o1 4.000.00

Monthly Expenses ' 3
+08 7./ Style  Color

125.00 $13,325.00

- v
[« , MONTHLY EXPENSES > 37
Average: $4,325. Count: 16 Sum: T . e >l B + 100%




Changing the Sheet Tab Names and Colors

2 (1 of 2)

* To Move a Chart to a New Sheet

* Click the Move Chart button (CHART TOOLS DESIGN tab |
Location group)

* Click New sheet to select it (Move Chart dialog box) and
then type a title (Monthly Expense Chart) for the
worksheet that will contain the chart

 Click the OK button to move the chart to a new chart sheet
with a new sheet tab name
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Changing the Sheet Tab Names and Colors

= (2 of 2)

* To Change the Sheet Tab Name and Color

* Double-click the sheet tab (Sheetl) you wish to change in
the lower-left corner of the window

* Type a new name (< 31 characters) as the worksheet tab
name (Monthly Finances)

* Right-click the sheet tab in the lower-left corner of the
window to display a shortcut menu

* Point to Tab Color in the Tab Color gallery

* Click the desired color in the Theme Colors area to change
the color of the tab { Green, Accent 6 (col 10, row 1) }
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> Document Properties

* To Change Document Properties

* Click File on the ribbon to open the Backstage view and
then click the Info tab in the Backstage view to display the
Info gallery

* Click to the right of the property category to display a text
box

* |f necessary, click the Properties button to display the
Properties menu
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& Printing a Worksheet

* To Preview and Print a Worksheet in Landscape Orientation

* In Backstage view, click the Print tab to display the Print screen

* Verify that the printer listed on the Printer Status button will print
a hard copy of the workbook. If necessary, click the Printer Status
button to display a list of available printer options and then click
the desired printer to change the currently selected printer

* Click the Portrait Orientation button in the Settings area and then
select Landscape Orientation to change the orientation of the page
to landscape.

* Click the No Scaling button and then select “Fit Sheet on One
Page” to print the entire worksheet on one page

* Click the Print button in the Print gallery to print the worksheet in
landscape orientation on the currently selected printer

* When the printer stops, retrieve the hard copy

—

- ——————e
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L Viewing Automatic Calculations

e To Use the AutoCalculate Area to Determine a
Maximum

* Select the range of which you wish to determine a
maximum (B19:M19), and then right-click the status bar to
display the Customize Status Bar shortcut menu

* Click Maximum on the shortcut menu to display the
Maximum value in the range in the AutoCalculate area of
the status bar

* Right-click the status bar and click Maximum on the
shortcut menu to deselect it.
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& Correcting Errors (1 of 8)

* Correcting Errors after Entering Data into a Cell

* |f the entry is short, select the cell, retype the entry
correctly

* |f the entry is long, use the EDIT mode to perform in-cell
editing
* Double-click the cell containing the error to enter EDIT

mode

A m
13 |Printing 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00
14 Office Supplies 200.00 - - 200.00 - - 200.00 -
15 | Ga ! 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 ‘.
16 Miscellaneous kecailediting 250.00 250.00 250.00 250.00 250.00 250.00 '
17 |Total $ 2975 o —oee! § 2,775.00 $ 2,975.00 $ 2,775.00 $ 2,775.00 S 3,475.00 $ 2,775.00 $ \

18

19 $ 9,12500 $ 9,325.00 $11,325.00 $11,125.00 $13,325.00 $15,825.00 $16,625.00 $15,825.00 $ 1f
20 ‘
21

Monthly Expense Chart Monthly Finances o

Edit
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& Correcting Errors (2 of 8)

* Undoing the Last Cell Entry

* The Undo button on the Quick Access Toolbar allows you
undo up to 100 previous actions

Undo button

Frangold Real Estate Budget - Excel

Typing ‘April' in E3 350 | ayout Formulas Data Review View Help O Tell me what yoy

File Home Ins:Typing 400" in B5
Typing '325" in B10 i
ﬂ & Cut Typing 'Gas'inA15 {11 ~/ A A = == L 25 Wrap Text Accounting X
EE]Copy - Tab Color <—— Undo list Co
i i —_— = = o= e 0 .00
f Format Painter = Cancel v Qb p~=== = 3= [EMerge&Center ~ $ ~% 9 58 38 Eo
Clipboard = Font M Alignment [ Number [
B19 x fx =B6-B17
A ‘ B C D E F G H |
1| Frangold Real Estate Budget

Total $12,100.00 $12,100.00 $14,100.00 $14,100.00 $16,100.00 $18,600.00 $20,100.00 $18,600.00 $ |

2 | Monthly Estimates

3| Income January February March  April May June July August S¢
4 [Commission  $12,000.00 $12,000.00 $14,000.00 $14,000.00 $16,000.00 $18,500.00 $20,000.00 $18,500.00 $ |
5 |Interest 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00

6

¥ 4




& Correcting Errors (3 of 8)

* Clearing a Cell or Range of Cells (select the cell or range
first)
* To Clear Cell Entries Using the Fill Handle
-Drag the fill handle back into the selected cell or range
* To Clear Cell Entries Using the Shortcut Menu
-Click Clear Contents on the shortcut menu
* To Clear Cell Entries Using the Delete Key
* To Clear Cell Entries and Formatting Using the Clear Button
-Click the Clear button (Home tab | Editing group) -> Clear All
* To Clear Formatting Using the Cell Styles Button
-Click Cell Style button (Home tab | Style group) -> Normal

—

- ——————e
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& Correcting Errors (4 of 8)

* Clearing the Entire Worksheet

e To Clear the Entire Worksheet

-Click the Select All button on the worksheet (above row 1
identifier and to the left of the column A heading)

-Click the Clear button and then click Clear All (Home tab |
Editing group)
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& Correcting Errors (5 of 8)

* To Obtain Help Using the Search Text Box
* Click Help on the ribbon to display the Help tab
* Click the Help button to display the Help pane
* Type a word in the Search help box (functions)
* Press Enter to display the search results
* Click the Close button
* Click Home on the ribbon to display the Home tab
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& Correcting Errors (6 of 8)

* To Obtain Help Using the Tell Me Box

* Type desired text in the Tell Me box and watch the search
results appear (header and footer)

Frangold Real Estate Budget - Excel

File Home Insert Draw Page Layout Formulas Data Review View Help £ header and footed
A Cut o o weelli= o A Actions — > AutoSum
j Calibri Y11 | K AT = =R £ Wrap Text Accou % gg @
Copy ~ [ Headerand Footer EFill~
) T s £ o e A - g g ; ‘L_E E E Merge & Center ~ $ i g set Delete Format i
<¥ Format Painter [s=) - & Clear
Clipboard ] Font ~ Alignment k3 ! Cells Eq
B19 - [ fe -B6-B17 commandsrelated |____
' to search text 53]
A B C D E F G H  Help L M
1 Frangold Real ESt;@l Get Help on "header and footer'
2 [“onthly Estin Smart Lookup on "header and footer'
3| Income lanuacy FE March  April August September




& Correcting Errors (7 of 8)

* To Save a Workbook with a Different File Name
* Click File on the ribbon to open Backstage view

* Click Save As in Backstage view to display the Save As
screen

* Type the desired file name in the File name text box to
replace the existing file name

* Click the Save button
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& Correcting Errors (8 of 8)

* To Sign Out of a Microsoft Account
* Click File on the ribbon to open Backstage view
* Click Account to display the Account screen
* Click the Sign out link
* Click Yes

* Click the Back button in the upper-left corner of Backstage
view to return to the document

* Click Close to close the workbook and exit Microsoft Excel.
If prompted, click Yes

-50-



	Slide 1: Shelly Cashman: Microsoft Excel 2019
	Slide 2: Objectives (1 of 2)
	Slide 3: Objectives (2 of 2)
	Slide 4: Project: Real Estate Budget Worksheet
	Slide 5: Project: Pie Chart Showing Monthly Expenses by Category
	Slide 6: Starting and Using Excel (1 of 3)
	Slide 7: Starting and Using Excel (2 of 3)
	Slide 8: Starting and Using Excel (3 of 3)
	Slide 9: Running and Using an App (1 of 2)
	Slide 10: Running and Using an App (2 of 2)
	Slide 11: Selecting a Cell
	Slide 12: Entering Text (1 of 4)
	Slide 13: Entering Text (2 of 4)
	Slide 14: Entering Text (3 of 4)
	Slide 15: Entering Text (4 of 4)
	Slide 16: Entering Numbers
	Slide 17: Calculating Sums and Using Formulas (1 of 2)
	Slide 18: Calculating Sums and Using Formulas (2 of 2)
	Slide 19: Using the Fill Handle to Copy a Cell to Adjacent Cells (1 of 3)
	Slide 20: Using the Fill Handle to Copy a Cell to Adjacent Cells (2 of 3)
	Slide 21: Using the Fill Handle to Copy a Cell to Adjacent Cells (3 of 3)
	Slide 22: Calculating Average, Maximum, and Minimum Values (1 of 2)
	Slide 23: Calculating Average, Maximum, and Minimum Values (2 of 2)
	Slide 24: Saving the Project
	Slide 25: Formatting the Worksheet (1 of 11)
	Slide 26: Formatting the Worksheet (2 of 11)
	Slide 27: Formatting the Worksheet (3 of 11)
	Slide 28: Formatting the Worksheet (4 of 11)
	Slide 29: Formatting the Worksheet (5 of 11)
	Slide 30: Formatting the Worksheet (6 of 11)
	Slide 31: Formatting the Worksheet (7 of 11)
	Slide 32: Formatting the Worksheet (8 of 11)
	Slide 33: Formatting the Worksheet (9 of 11)
	Slide 34: Formatting the Worksheet (10 of 11)
	Slide 35: Formatting the Worksheet (11 of 11)
	Slide 36: Adding a Pie Chart to the Worksheet (1 of 2)
	Slide 37: Adding a Pie Chart to the Worksheet (2 of 2)
	Slide 38: Changing the Sheet Tab Names and Colors (1 of 2)
	Slide 39: Changing the Sheet Tab Names and Colors (2 of 2)
	Slide 40: Document Properties
	Slide 41: Printing a Worksheet
	Slide 42: Viewing Automatic Calculations
	Slide 43: Correcting Errors (1 of 8)
	Slide 44: Correcting Errors (2 of 8)
	Slide 45: Correcting Errors (3 of 8)
	Slide 46: Correcting Errors (4 of 8)
	Slide 47: Correcting Errors (5 of 8)
	Slide 48: Correcting Errors (6 of 8)
	Slide 49: Correcting Errors (7 of 8)
	Slide 50: Correcting Errors (8 of 8)

