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Today's Agenda

Setting Up Your Spreadsheet Finding and Organizing Your Data

o Keystrokes o Filters

Orientation o Sorting

Headers/Footers o Conditional Formatting

Gridlines

Formatting Your Cells Formulas

Printing o Cell format and alignment o Simple Formulas

o Wrap Text and Merge o Auto Sum

o Borders o Other sheets




PC

CTRL C= COPY
CTRL V= PASTE
CTRL X= CUT
CTRL Z= Undo
CTRL B= Bold
CTRL I= Italics
CTRL S= Save

CTRL P= Print

3P C= COPY
3PV= PASTE
P X=CuT

32822 Undo




SETTING UP YOUR
SPREADSHEET PAGE LAYOUT

Home  Insert Draw  Page Layout  Formulas Data  Review View Acrobat ) Tell me

”" p M Y ¥ = ¥ E[I' o — Width: Automatic  ~ Gridlines Headings
[ 5 = = T R | |
'lullfII WView 'H"" Wiew

Themes A- Fants w Margins Orientation  Size Print Breaks Background Print Page I:D Height: Automatic

Ad Arpa Titles Setup Print Print

Pro Tip

Use Print Titles to have your spreadsheet repeat
Print Titles rows at the top of each page.

Rows to repeat at top:

If you've ever struggled to line up cells on one page

Columns to repeat at left:

to the headers on another- you know how difficultit
can be. Make it easier on your reader and set this up

before you print. I



S PAGE LAYOUT

HLF Oy s Book2

Layout Formulas Data Review View Acrobat O Tell me

ﬁ — [

v I = Ruler v Formula Bar Zoom 100% w —-{:}-\

jons Mormal Page Break Page Custom v Gridiines v Headings i Zoom to 100% Zoom 1o
Preview Layout Views Selaction

Page Break View

This handy tool lets you determine what data ends
up on which page.

If you're not happy with the automatic breaks, use
your mouse and slide the dotted blue line over.

Is it very small? Try clicking "Zoom to 1007z"




\
PRINTING 4 What to Print:

| The worksheet, or the whole workbook?

Gl | Layout

Printer:  OfficeJet Pro 9020

e (o f You've already set up your orientation, paper
Copies: [T ] ™ Black & White @ Two-Sids | size, and margins. But if you need to make any
Pages: Q Al changes, you don't have to go back to the

From: |1 to: |1

Paper Size: US Legal A 50 by 14.00 inches WOI”kbOOk
Excel B | (And if you can, print two-sided)

Collate pages
Selection

Entire Workbook

Margins. = rewninar g d ) :
Orientation: = Landscape B Pro TI p: SaVI ng aS a PDF

| Scale to fit:

This works for any document, even if you don't
have ADOBE PRO- you can still save your work
Cancal as a PDF, protecting it from errant key strokes
after you've shared it!




MERGE and CENTER Wrap Text

=5 Wrap Text v
3B, Wrap Text v ce

Wrap Text
Merge & Center v B . Merge w e -

STEP 1

Merge & Center

Wrapping "|’4:. r Text

Merge&Center v § v 95 9 Merge & Center v § v 94
" Merge & Center '

H | ] K
] Merge and Center |

STEP 2

ISR, STEP

Wrapping
Your Text




-+ No Border

EEI All Borders
QOutside Borders
Thick Box Border

-+ Bottom Double Border
: Thick Bottom Border

: Top and Bottom Border

-~ Top and Thick Bottom Border

-+~ Top and Double Bottom Border

Draw Borders
ﬁ Draw Border

|_:|;_':‘F Draw Border Grid
§> Erase Border

Expenses

s

5
5
5
5
5

45.00
65.00
75.00
80.00
90.00
80.00

Expenses

5

5
5
5
5
5

50.00
75.00
45.00
90.00
90.00
10:0.00

PRO TIP!

Want dashes?
How about a red box?

Use Line Color and Style to
customize your borders.



%A ATP Spreadsheet

FORMATTING YOUR CELLS bat O Tell me

aec General
123 Mo specific format

123 Number
== Currency
= Accounting

"iE) short Date

)
A B C D [ H @ Long Date

General Number Currency Accounting Short Date Long Date ® Time

1.00 $1.00 $ 1.00 1/1/00 Sunday, January 1, 1900 % Percentage

2.00 $2.00 $ 2.00 1/2/00 Monday, January 2, 1900 /> Fraction

3.00 $3.00 S 3.00 1/3/00 Tuesday, January 3, 1900 10° Scientific

4.00 S4.00 S 4.00 1/4/00 Wednesday, January 4, 1900 ABC Text

5.00 S5.00 § 5.00 1/5/00 Thursday, January 5, 1900
_ More Number Formats...

6.00 $6.00 S 6.00 1/6/00 Friday, January 6, 1900

7.00 $7.00 § 7.00 1/7/00 Saturday, January 7, 1900

8.00 S8.00 § 8.00 1/8/00 Sunday, January 8, 1900

9.00 $9.00 § 9.00 1/9/00 Monday, January 9, 1900

S

10.00 $10.00 10.00 1/10/00  Tuesday, January 10, 1900

1
2
3
4
5
6
7
8
9

—
o



Format Cells

.Imm Alignment  Font  Border Fill  Protection |

Category: Sample

General
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific

11233

Text format cells are treated as text even when a number is in
the cell. The cell is displayed exactly as entered.

Pro Tip: It's best to format these cells BEFORE adding
in your data, otherwise you'll need to mannually add
Cancel » your "0" back in



Why Sort?

Maybe you want your fields
alphabetical, or maybe by color, or
value.

Sorting lets you organize your data
easily and in the way you want.

SORT AND

Ll TER

Why Filter?

Maybe you don't want to see ALL of
your data. While sorting can be great to
organize what you're looking at, you're
probably still looking at A LOT. Filtering
lets you see just a segment.

Can I Use Both”?
OF COURSE!



ZMtoSumvg?vpv

Fill v
& Clear v %l SortAtoZ

El SortZto A

Custom Sort...
\/ Filter

' Crea

Pro Tip:

Make sure you are sorting your ENTIRE
worksheet: if you only highlight one column,
you'll sort only that data in that column and wiill
attribute your data to the wrong field.

What do you want to sort?

You can sort your data by any column,
and then by values, color or even icon.

And then what?

Determine the order. Do you want to see
your data from smallest to highest, or
highest to smaller?

Maybe you want anything with a cell or
font color at the top to bottom.

Let's get fancy-

You can also sort by row. In our example
here, we've got about 10 different
"accounts"- maybe you want to see which
month was the most expensive for Office
Supplies. In the "Options" button, change
the orientation to "Left to Right"- that wiill
let you sort by row instead of column.



Account

B Sart | F G H | ] K L M
| Tl |
v April v lanuary |¥/July  |¥/June |¥ March |¥ /May |~ Novembe ¥ October |¥ | Septembi(~

4500.00 By color: c | 450000  $500.00  $500.00  $500.00  $500.00  $500.00  $500.00  $500.00
T6.68 Lo . 47656 481,25 $76.56 $74.30 $76.87 $76.90 $76.70 $78.60
00,00 . 42500 $12.00 $15.00 $35.00 $18.00 $40.00 445,00 $25.00

By color: -
50 545,50 $45.50 $45.50 $45.50 $45.50 $45.50 $45.50 $45.50

Choose One B r

(Select All)

Break Room
Electricity

Equipment Purchases
Insurance

Internet
Marketing

[ W aT T P I




~ CONDITIONAL
Conditional Formatting is a quick I: O R M I\/I AT I N G

and easy way to apply formatting
to cells using a set of criteria.

L AL . ) I|I . _‘dlﬁ',v :ylﬁ'?._, %#Elllv :]'_:I!;{iu w > AutoSum v %E

_ Fill ~

A B
| 0 EmE . q Saort

1 |Account number [First N =@ Highlight Cells Rules [} Greater Than... Filt
2 112344 |Andrev C m -
. 119385 o Top/Bottom Rules > [ZLess Than..

al |
4 112346 |Michae 5 —_—

etween...

5 112347|wison! | [if] Data Bars > E: |
6 112348 | Duke ‘= Equal To...

ol - &l color Scales > b= Eq
! U Meg R [ Text that Contains...
8 112350|Elle | Icon Sets 3

22 113354 | Nancy .5 A Date Occurring...
10 112352 [Jane | Y
11 112353 |Anne - EH NewRule... B8 Duplicate Values...
. 112354 Rebecc L4 Clear Rules [ |
13 112355 |Emily Maore HU'ES
14 112356 |Stacey ~ [E Manage Rules... o
15 112357 |Beth T T

fit 16 112358 |Liz

o 17 112359 |loe

al 18 112360 |Pat

119 112361 |Patty

20 112351 |Gertru
21 112352 |Greg
22 112364 |Fiona
23 112365 |Fred
24 112366 |Frank
25 112367 |Fran
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T PO T S )
Sum B

lyz
Average 'S

Count Numbers
Max
Min

More Functions...

You can use

AutoSum to
find averages
too!

)

v 2<° Calibri (Body)
[ v
‘5 Bl I U+ i
A Have a LOT of data to
v Jx  =SUM(B2:B11) add? AutoSum makes
A B C it easy.
Account January February
Personnel Expenses $475.00 $430.00
Office Supplies $175.00 $150.00
Break Room $300.00 $300.00
Internet $236.00 $236.00
Electricity $65.00 $85.00
Marketing $95.00 $95.00
Insurance $115.00 $115.00 9
Rent $926.00 $926.00
Equipment Purchases S0.00 S0.00
Salary $3,875.00  $3,875.00
TOTALS ss,zsz.ool $6,212.00

@ AUTOSUM@




FORMULAS:

Referencing
other sheets

Home Insert Draw Page Layout Formulas Data Review View Acrobat ) Tell me

il

‘ Dv & Calibri (Body) vi12 v A" A
|- [‘@v

Currency

B I U v M v A = = = 3= v O <0 .00 Conditional Format
<5 = — — — $ /E} ) 001 =30 Formatting as Table

- fx  ='2020 Income'!B11

A B E D G | J K L M

1 Janua February March April May June July August September October November December
2 |Income | 53,146.00. $2,925.78 $3,130.58 $3,756.70 $3,506.33 $3,312.72 $3,710.76  $3,606.77 $3,137.89 $2,794.50 $2,413.92 $2,365.64

Tell
3 Expenses $6,262.00 $6,212.00 $6,529.00 $6,142.00 $5,561.00 $5,526.00 $5,546.00 $5,691.00 $5,676.00 $5,710.00 $5,948.00 $6,076.00 Pro Tlp'

4 Net ($3,116.00) ($3,286.22) ($3,398.42) ($2,385.30) (52,054.67) ($2,213.28) ($1,835.24) (52,084.23) ($2,538.11) ($2,915.50) ($3,534.08) ($3,710.36)
5 Format your cells to
= automatically
5

designate a negative

UGG Alignment  Font

Category: Sample
General )
Number 122.01800]
_Curmnr.'.\.I
Accounting Decimal places: 2
Date
Time
Percentage Negative numbers:
Fraction -$1,234.10
$1,234.10
(51,.234.10)
(51,234.10)

Symbol: %

Scientific
Text
Special

Custom







Grafton Regional Development Corporation

If GRDC can help you or your business grow, contact us at
connhect@graftonrdc.org!

THANK YOU

And thank you to our co-presenter!

IVE CHOOSE
&5&&5} COMMUNITY

achisolm@ccsnh.edu
(603) 443-4200



mailto:connect@graftonrdc.org

