It Works for Me

Advanced Excel Objectives
In this lesson, you will learn how to:
1. Create a Table.

2. Identify the Header Row with the Table Tools.
3. Locate the Quick Style Formats.

4. Use the Table Tools to add a Total Row.

5. Convert Tables to Text.

6. Convert Text to Tables.

© 2013 Comma Productions, LLC

Advanced Excel 2013: Organizing Data

_ E ' F l G
v ! Product |Z| Date E Sales Rep| ~
' Cold Platter 11272013 Alex 5 15000
Cold Platter 1M15/2013 Alex $  150.00
Edible Fruit 1/15/2013 Elizabeth $ 1,900.00
Banguet 02/07/2013 Alex 5 50.00
Cold Platter 0210/2013 Alex 3 95{’0.00

I

Private Catering  Cold Platter

warlene Davis - Private Catering  Cold Platter

2 ‘Hometown Community College Educational Catering  Edible Fruit
» |February Harmony and Me Sushi Corporate  Catering  Banguet

. |February Database Consultants Corporate  Catering  Cold Platter
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Lesson 1: It Works for Me
[i]
Table Tools

1. Readings
Read Lesson 1 in the Advanced Excel
guide, page 11-44.

Project
A spreadsheet that works with Tables in Excel.
This lesson shows how to present data visually,

format data as a Table and calculate the Totals.

Downloads
Sales 2013 Original Data.xlsx
Student Records.xlsx

2. Practice
Complete the Practice Activity on page 45.

3. Assessment
Review the Test questions on page 46.

Table Mame: Summarizewith PivotTable $
Tablel H*H Remowve Duplicates

‘ = Insert
‘) Resize Table | 5= Convert to Range Shcar

Tools

Properties iJ EJ lJ

Table Tools

+| Header Row |+ First Calumn +| Filter Buttan

+| Total Row +| Last Calumn
+| Banded Rows
2} 3

Menu Maps

Banded Columns

Table Style Options

This lesson demonstrates options on the Table Tools Ribbon.

1. Table Tools->Design ->Table Styles, page 24

. Table Tools->Design ->Table Style Options->Header Row, page 25

D Properties
4

Open in Browser

Export Refresh

Unlink

- L

External Table Data

D

. Table Tools->Design ->Table Style Options -> Total Row, page 27

. Table Tools-> Design ->Table Styles -> Clear, page 30
. Table Tools-> Design ->Properties-> Resize Table, page 41
. Table Tools-> Design ->Tools-> Remove Duplicates, page 42

NO O WN

From the Home Ribbon
Home -> Conditional Formatting, page 31
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. Table Tools-> Design ->Tools-> Convert to Range, page 44




Organizing Data with Tables

One of the unique functions of a computer is to organize information into Rows and Columns. Microsoft Excel does
Rows and Columns: specifically Tables. Tables can be little reference lists that are named and used in a formula. One
good example is a Lookup table. By definition, vLookup has the data in Columns (vertical). Hlookup has the data in
Rows (horizontal). The Advanced Guide to Excel begins with Tables and Table Tools.

Start Microsoft Excel. When the Welcome screen appears, open a new, blank workbook. What do you see from the

top of the screen? Is there a Home Ribbon? And the Insert, Page Layout, Formulas, Data. Review and View
Ribbons as well? Yes. Then you are ready to go.

H -

FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

df Cut Calibri Jn A A | =E=E 8- | S WapTed
p ERE Copy -
ZAE . A =E==|ea=
~ Format Painter B I U == - A == = | &= | [ EMerges
Clipboard P Font ] Alignment
Al - f
A B C D E F G H

Advanced Microsoft Excel 2013 Page 13 of 330



Ta k.
L]
Ong

Before You Begin

The purpose of this lesson is to investigate the
Table Options in Microsoft Excel. You can use a
spreadsheet that you created or download a
sample spreadsheet if you wish.

1. Try This: Open a Sample Spreadsheet
Open a sample spreadsheet:

Sales 2013 Original Data.xlsx

Go to the Original Data sheet.

What Do You See? This sheet shows the product
sales for Charlotte' Website. The first row is
BOLD: It is the Header Row. There are many rows
of data.

So far, so good. Keep going...

Memo to Self: You do not have to MATCH the
numbers shown on these pages. It is more
important that you begin with some data and
understand the options.

File -> Open

g a% e 3071 sl Sk LAY - L ¥
- srdnt ol LS e T TFRY tats Ly i (C)
- .- ‘ el T k& B2 | Ewta o— 5 E g = b o E:r.:— fr
ot W7 U - 4 Dbt - | § - % » |28 | ot B | bt O b |, Rt it
L it el Nl M - (L o)
"—_A- kl—-l s l’-l-.—:r{ G—:- h-n-l. thl-l‘ ‘-l:‘l‘l-r l—l“ ' !
2 lassary Rk Towne Fmt Caewg Tokt Pans VIAN] Abex § =am
1 Juewary Curame Daen Pogls  Colmwg ol Pisiie VIR Ak T
i Jessaiy Fewdloes Cawmady Colege Tacmons Cawwg [abie Fra AR Dlostacs  § 1900 00
5 Februsry Farmomy s bis Sushs Coposin  Calwang 18 3} MM
8 Fedwsary Calabie Comlands Copay Gy i Wam
7 Febrasy Farmosy we b Suas Copoms  Caewg § N
B Vubruary Say County Cppremrasd Couwg B i mam
§ Fabrasy fuy Doty [P - 5 MaM
Wi Febrasry Say Doty Covemmand Caimwg 5 @am
U1 Pty Fisratous ety Colage £ bsdumsl Calewy 6 (T
i Febnasy Fovstoss Commady Colege Cacmonsl Caswg § MMn
UF Vabrwary Fomstpes Commursty Collage Edephonsl Colemng Sty SR Bleste § M N0
S ek Dursbuss Cossltmes Copums  Cuweyg Cod Pans BABLN] Ak §1am
¥ Wk Farmomy aret e Suske Coposie  Caiwwg € T H “um
Mk Catie Posle  Calewy £d i owa
i Mach  Mlegrn Vs Frale Canwg 5 § WN
M Mack By County et Coluwwg T § e
o ek By Cosy Cavemmand Cawiag 5
0 Marck  Bay County Sovererand Calwg 2 5 &0
21 Mach Fioveigus Comrsty (olege Edsduesd Coewy  Edbie Frad AN Bt § M0
2 ek revares Cowraady Cligr [ocmons Caewg Dersddan Duls M) Diostash § M D
Z} Mach  Fovetves Comrurdty Colage ’:-’l'.."?- 'EI-'-N; E?b-: ﬂ E—_‘:'??'.\! El‘.w“ 3 :':E
1 |Month lﬂlient Category Service Product
2 |January Rick Towner Private Catering Cold Platter
3 |January Darlene Davis Private Catering Cold Platter
4 |January Hometown Community College Educational Catering Edible Fruit
5 February Harmony and Me Sushi Corporate  Catering Banguet
6 |February Database Consultants Corporate  Catering Cold Platter
7 |February Harmony and Me Sushi Corporate  Catering Edible Fruit
& |February Bay County Government Catering Breakfast Buffet
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Still Before You Begin
A good administrator makes a COPY of the data
before manipulating it.

2. Try This: Copy the Spreadsheet
Go to Home -> Cells -> Format.
Click on Move or Copy Sheet.

A new sheet will be inserted.

3. Try This: Rename the Worksheet

Click on the Original Data (2) tab.

Go to Home -> Cells -> Format.

Click on Rename Sheet.

The Name in the tab should be highlighted. Type:
Data Tables.

Click ENTER on the keyboard.

Keep going...

Memo to Self: You can achieve the same results
by right-clicking the tab, as shown.

Home -> Cells->Format->Move or Copy Sheet

12 |February Hometown Communitv Collene  Fducational Catering Edible Fruit
13 |February Hometown Commu Insert... al Catering Sweets
14 |March  Database Consult: 57 Delete Catering Cold Platter 2
15 |March  Harmony and Me ! Rename Catering Edible Fruit
16 [March Cassie Catering Edible Fruit
— - Move or Copy... .

17 |[March  Meijers Value Catering Salads and Soup
18: March  Bay County Q] View Code nt Catering Coffee and Tea
19 |March  Bay County [ Protect Sheet... nt Catering Cookies and Tea
20 |March Bay County Tab Color v nt Catering Hot Platter
21 March Hometown Commi Hide al Catering Edible Fruit

2 |March Hometown Commi _ al Catering Breakfast Buffet
23 |idiarch  Hometown Commu Unhide. ai Catering Edibie Fruit

e lna "D S Select All Sheets s Cibl T

1 Original Data e,
18 |February Bay County Government Catering Breakfast Buffet
19 |February Bay County Government Catering Breakfast Buffet
20 |February Bay County Government Catering  Fruit and Vege
21 |February Hometown Community College Educational Catering Sweets 3
22 |February Hometown Community College Educational Catering Edible Fruit
23 |February Hometown Community College Educational Catering Sweets
| SN Mo s R =T
1« Data Tables | Original Data | @

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Copy and Move Worksheets
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T
onre Home -> Editing->Sort & Filter->Sort A to Z
@ e % [ oo 2001 vl Tt LAY - Lo a n
Sort & Filter: Ato Z i e dimemie: [pm | 0 W DR A
So, here is a list of clients that bought products b e - B4 0| Dl ot < | § - % 0 [ it ~::-_- ot O fomat | R e
from Charlotte's Website. The fields in the Header L I s B ) —_ el B f) gwabimt 4
Row include the name, date, product and amount ‘ . . . :* . . . . i | ZAutoSum =
for the sales. == — . . \ ZY
e e e e ger [T Fil- .
4. Try This: Sort & Filter the Data e omem G ST | WTHOAe (3 N8 & -~ Sort & Find &
Select the entire spreadsheet. Py = Pows ooy Efan  Goiiae WM = Clear ~ Filter ~ Select - |
Go to Home -> Editing->Sort & Filter. e S oy v e ek ok o e Editi 8] SortAtoZ
Select: Sort A-Z. ¥ (bt By ooty et Catmny i Fuames AR Coe 5 MOB 7. osotAto
B oy e ey e e P e 12| sorzt
Wansives Communty Colige Edicatoast o oA
What Do You See? The data is sorted by the first EE w—-«-—-% ME :“-::_- ng E EE _ . -
Column. By default, the data is sorted Py Moy S Copoe Gy G| Sttt |1 $o Custom Sort...
alphabetically. So, the names of the months go B o = e, S S T L P e N 0 _
from April (A) through September (S)....that's not & i s e s L Sy [ i e Y CEilter
what most people have in mind. T e e T it w
S T T
Try Again: Undo the last step and keep going... e T - ) )
A B | ¢© | D E
1 |Month l{ZIient Category Service Product
2 | April Leprecon Productions Private Catering Edible Fruit
3 |April Madalyn Mitchell Private Catering Edible Fruit
4 April Harmony and Me Sushi Corporate  Catering Edible Fruit
5 |April Harmony and Me Sushi Corporate  Catering  Edible Fruit
6 April Walter Smith Private Catering Edible Fruit

Exam 77-420 Microsoft Excel 2013

2. Create Cells and Ranges

2.3 Order and Group Cells and Ranges: Sort

Advanced Microsoft Excel 2013 Page 16 of 330



Data -> Sort & Filter ->Sort

B % & ke 30] Do Dt LA - Lo g
. - oM MET  PASiiaeced  oRMMLkd | fats | W e Dcaers oty - Ji)
Data: Sort Order T T = S A = B T A
) - g & e & {8 T e ] 2 = 7 g E &
There is another kind of Sort that can be found b v | by | e | L | | Jotie b Mo O Cesiits Wy o i Tt
on the Data Ribbon. This Sort lets you use one ot o ot Comaen $on & re Dt ' L 5
or several criteria. The criteria comes from the 3 o R

names in the Header Row.

5. Try it: Data Sort
Select the whole spreadsheet.
Go to Data -> Sort & Filter ->Sort.

Sort

What Do You See? The options include:
Add Level

Delete Level

Copy Level

Options

There should be a check mark for:

My data has headers.

Try This, Too: Edit the Sort Options v
Sort by: Month 4| Add Level | < Delete Level || [ Copy Level | 4 | w | Dptions... My data has headers
Sort On: Values
Order: Custom List (Remember, A to Z didn't Column Sort On Order
work for Months.) Keep going... Sort by | Month | |Ua|ues | Ato7
AtoZ
Zio A
FCUSEOM LIS e

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.3 Order and Group Cells and Ranges: Sort Order

Advanced Microsoft Excel 2013 Page 17 of 330
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Data: Custom Sort Criteria
What Do You See? Spreadsheets are used for
financials and financials are recorded by date.
Spreadsheets like Excel recognize that Months
are sorted in calendar order, not alphabetically.
Here are the steps:

6. Try it: Choose a Custom List

Select the spreadsheet.

Go to Data -> Sort & Filter ->Sort.

Go to Order-> Custom List.

Select: January, February, March, April...
This is the List that matches our data.

Click OK, then OK again to save and close both

windows. The entire list has been sorted. Not bad,

huh?

Keep going...

The Computer Mama sez: In the 1980s, Fr. Paul

wanted to sort 550 families on a PDP 11
computer. It took most of the night.
Computers are faster now, aren’t they?

Data -> Sort & Filter ->Sort-> Order-> Custom List

@ EH %
-uhd SR PadiLeed okl tata | iaiw wie

[ [ &

adem 30° ] Dgeesl Dot LAY - Lo

8! Cammprtma

i i et | Pl Tk b
e e R

] ot P

i nEITT 5 .
~ I = - =

7

Farrarir T Corssholae W §
L
s M

Foany e bn sopacai ok mmdeuty

sy -

i3
A&
1 Wi
2 [hped
i fa
A gt
5 [hpen )
4 g
7 |apa By Comty Gowemmant Catwing ot and Vi H1W e
B Agen = Golege B Catrrg  Bangest
¥ hagen By Conty Caeestad Calwwn) M0 Plame
bi[hogust  Fomsizen Communty Colege Edwcsionsl Catmng  Etie Frat
31 it Fanton Commnty Cobege Edotaminsl Cumeing Brusidest B
g e e L
| Fabrusny Farmony and ks Sk Coposis  Caiwng  Bangust
| Pty Copirsis  Calwwng Sl Plaies NI A
7 |Fabruasry mamony et s Tuske Coporms  Cuwing b Frat 2ane
8| February By County Govemrand Catwwy  Ervabtanl Bl G2712001) o
| Febouasry By oty Gunmad Calwiw Doesidant Dl XN Covwen
e e e e e
1 | Felwuary Foreives Commsdy olege Edstoimnsl Colwwy  Savety L) Et b
k| Febraary Povatses Comrunty Dobige Ddacmons Caswg  [ote Mra | BN Elaudach
o Cotege B Cameg o] . M]
| — P e Bts P | ammmain et » semas

Custom Lists

Custom lists: List entries:
MNEW LIST January
Sun, Man, Tue, Wed, Thu, Fri, ! February
Sunday, Monday, Tuesday, We March
Jan, Feb, Mar, Apr, May, Jun, It April
Danuary. Feoruary, March Ao IMINA

Junge

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.3 Order and Group Cells and Ranges: Custom Sort Lists
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Data -> Sort & Filter ->Sort-> Add Level

BE % & S 2071 g Dok LARY - Lo ®
Data: Sort by Multiple Criteria I e EIY aBHE Y B S e
Sometimes, it is useful to Sort the information by : : . T T e, i i
more than one criteria. Say you wanted to see how ot o e tamazen 1 Dok et ‘ — 7
much each sales rep sold by month. . . AR
A& L] £ o i | ol bt e = 1 L3 L L) H -] L3
1 s Sakes
7. Try it: Sort by Multiple Criteria H =i
Select the entire spreadsheet. ot
Go to Data -> Sort & Filter ->Sort. Hr !
The Order is Custom: January, February, March e i
:
Click on Add Level to add a second Row. :
Choose: Sales Rep - |
The Orderis A to Z. L —
2 i E
Click on Add Level again to add another Row. :.'] : :
Choose: Date 2 it

The Order is Oldest to Newest.
Click OK.

Options...

My data has headers

4| Add Level

7% Delete Level

E‘|’E"| Copy Level

Caolumn

Sort On

Order

Sort by |Mc|r1th

|E“ |‘u"a|ues

|E“ |Januar:.r, February, March, AprillE"

Then by | Sales Rep

|E“ |‘u"a|ues

v] [Atoz [v]

Then by | Date

| |‘|.-falues

v| |Gidestiotieweast T v |

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.3 Order and Group Cells and Ranges: Sort by Multiple Criteria
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BE S & St 201 Tl Tt LA - [l a n
HEAA MAIET  PaliLaeSed doRARAL | B ERAW e Tiutme by
[ o | R
o 3 4 e (WY ¢ B E K 3 - B =5f B8 E
fen e e b Oer | ey | Rrdeb [ Seet | il Tosdbn Fask Govowy  Cols  Comsplilaly Wt 8 L A R
N » docess Wk Tad  Sowon - | Comesrioes | M- Tridancsd | Cotmmy 08 Chplosten Veldatinn - e - v "
Summary of List Options s camran setaran e e A
What Do You See? The information was sortedto ~ * d i .
. . g e . pp Py L] < o i L} L] L) ' 1 L3 L L L) 2 » ]
our criteria. However, it is very difficult to read and Iﬁ@:ﬂi Gowgery Sorvien_ Proen Dot ke ey e
interpret the data. It all looks the same. This looks R ey Dot e e e o R
like a list with details, details and still more details. B . e T A
§ Folwuay Caabinie Cosialladi Copmas  Caewyg (ol Pane EXHEI) Aley i wam
7 February Mooy e We Swire Coporsts  Catwing  [idble Mest BATTIN] Abex § Wn
A Table is a easy to format and filter. You can also | i ot et e oty it Bt | WSO o (3 DM
use a Table to calculate numbers in a Total Row. T e o] P o g [ o g
|nterested? OK’ Start here___ i} Fabnasry Momstoes Communty Colsge Ddamaonsl Caswg  [obis Mt BN Elostads  § MDY

'F Vobraary Fomeives Com
o ek Culatne Comi

= T E  F | & | H

B = x‘“‘ Category Service Product Date Sales Rep Amount

5 %:i Private  Catering Cold Platter 1/12/2013 Alex $  150.00
e ——— V0 Catering Cold Platter 1/15/2013 Alex $ 150.00

------

= Cducational Catering Edible Fruit 11572013 Elizabeth 3 1,900.00
Corporate  Catering Banguet 02/07/2013 Alex 3 50.00

Corporate | Catering  Cold Platter 02/10/2013 Alex $  950.00
Corporate  Catering Edible Fruit 02/27/2013 Alex 3 100.00
Government Catering  Breakfast Buffet 02/12/2013 Connie $ 30000
Government Catering | Breakfast Buffet 02/12/2013 Connie 3 300.00
Government Catering  Fruit and Veggies  02/13/2013 Connie $ 600.00
Educational Catering Sweets 02/05/2013 Elizabeth 5 210.00
Educational Catering Edible Fruit 02/12/2013 Elizabeth  § 210.00
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Home->Styles->Format as Table

NS ' S 371 Do Dt LAY - Lol 8
Fomal SGIET PadiLaeced doRaanal Bt dvEW  wlw Tisatanh bty .
Format as Table ' e E— 5y 2
Rows and Columns can be organized into a i ' 1y a e e v [ ~ Eom:  ran
Table. A Table has Properties that can be L L] Aagpaes —— o oo toan 1
formatted much more easily than a List. Here are Xl *] K | Ueshh
H H F L] L o L] ¥ L) H I 1 L3 L L' L] a L] L]

the steps to convert a List into a Table. i - T T T T

2 Jessary Rk Tasn s [ okt Pans VLA Abex § =an

1 Jeswary Cr:n:hn Pty C:z it Pt VM) Abpe B ¥an

Jasedry Feveloes Cawvaedy [ ¢ = L F AP [ §1man
1. Try It: Format a Table ; :-h—'[ ;n-w::mmw u:::::.::‘?:: 5::::_ iﬂ:‘:ua::.n [ 1]
gelect |_?ell A1 St B Fotrary My il S Copeen g GAMPat | Shane
fo) tO ome-> ty es. B Vebruary Bay Couty Covemmend Cotwwy Srmabtesl Bl G100 meeve i dala b et

B Februasy fay Dostp Cadvimmmant Tossidun Millst  BOANDY! aBigy -3}

Click on Format as Table. ety oo Gt ey Tkt
. U1 Folwntry Hoveleme Cmedy (ologe € b dumsl Colmyg  Savly

Choose: Table Style Medium 4. 1 Fabruary Fametves Communty Coige Educmon Ca

KB Fbrmary Hometres Communty Colage Educsbonsl Cat

e e i
Where is the data for your table? - i
You will be prompted to select the Range for you i S Couy geweet coll Where is the data for your table?
data. In the example on this page, Excel selected == = P |

. L o e Lmernty Cnbnge £ e =5A51:5HS6 -ﬁ

all of the Cells from $A$1:$H$69. The Range is - ey ey 4
Absolute Z} Mack  Fovsives Comrurty (olage Edmmwns Cob

R

My table has headers

What Else Do You See? There should be a check
mark for My table has headers.

| oK || Cancel |

Click OK.

Keep going, please...

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.1 Create a Table: Create a Table
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Hello, Table!

2. What Do You See? The data has been
formatted as a Table. The Header Row is Bold
and it has little filters: Drop-down option lists.

The rows of customer information have been
formatted to make the data easier to read.

What Else Do You See? The Table Tools
should be available.

Keep going...

Where Have You Seen This Before? Microsoft
Word has Table Tools, as well. However, Word
has two Ribbons: Design and Layout. Microsoft
Excel already recognizes Rows and Columns,
whereas Word has to define them with the
Layout Ribbon.

Table Tools->Design

3%
oM et

Yt 2711 g vt LRA - Lol

Fadd Laned ema i tats W wiw

o i — Rl

o1 T Suple ey Toskal P
& e e Bt

3 e T i et 1 i S .

Vot .
PR

by e < baaier B

v Havated by Rt s,

L L] totema Taess Date Vot iyme S
& - i (4 WL
TABLE TOOLS
| bomr cany MIEW DESIGN
4 Jededry Fuvelies Cevvudy Cobge o aaons iy

5 Februsry Farmory wed s Sous Coposs  Cateng

I
1 ——
LN Header Row [ | First Column Filter Button | | pepgg—g—
] ﬂmm&:«w Gomemet Cwwwg (| === ==
e et S == || [ Total Row || Last Column - - - -=
B) | Flbrmiy Movsliws Cimmmnnty Colige Edmiiipndd Cotewrgy ¢ || ———
B et miaes canats contat rkcatad T Banded Rows | | Banded Columns
ot Mok Culatdnie Comtledi vimi- (E.a-q [
Wi ot e cm | Table Style Options
AT March Bl Vals [ 14 Coenrg  Selsie and Soup  AMIVIEYD Ales ] M
U Mack  Bay Courdy ol aed Bop E30ERT0 Comrne [ ]
ek By Gty p  Coley d Tas & it 1]
MRk o Chnmenty Covge Ecimons Covg EdbeFon SISAIDE P e
B Mech  oveses Cowvundy Colege Cacmons Cmewg  [residsar Dol AW HRGRAD Fhrsbeey 5 mam
e e e
E Al M x J || Month
A B C D E

1 |Month - A = F =

2 January Rick Towner Private Catering  Cold Platter

3 |January Darlene Davis Private Catering  Cold Platter

4 January Hometown Community College Educational Catering  Edible Fruit

5 |February Harmony and Me Sushi Corporate  Catering  Bangquet

& |February Database Consultants Corporate  Catering  Cold Platter

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.1 Create a Table: Create a Table
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GE s i Saken 1} Coiguna Dok LA - Bl E F G

Use the Header Row e e e L - - -
- Tubeie! B 7 e Sl i B Rt el B [P

I]c;ud(;a;;use the Header Row to Sort and Filter St ‘”("""".:'.. =T it s C % Sort AtoZ

T 1 ERAn = (Z] sortztoa
3. Try It: Use the Header Row Filters - : : . ﬂ E
Select the Sales Rep Filter. e - o E Sort by Color 4
Sort the Column A to Z. ey gy g || d v — i

e = el ) Skt
Try This, Too: Filter the Data by oy oty o Covmg | s wE  Filte
Filter the Sales Reps: Connie and Niki. BN iy Memues Commenty Coege Edmmens Sy { | (SO > E ,

ey - Tent e '
What Do You See? Only the Rows Where CONNie = i oy min e comos ot ¢ L Search
or Niki are the Sales Reps are shown. The other = mes s v - B ‘ =are ,D‘
rows are hidden. e e sl o - [M] Select All)

0 Mach  Bay County Covemment Coteing b o Cemosi | 5 800 i

. E;ﬂ ::m::::: ::x -:::: fnnulu- AR Chrateey : ;:: E D Alex .
What Else Do You See? This Table has Banded 3k omstee oty Cotoge Edvctons CawrgEdoFrt MWV b &7 ¥ Connie
Rows. Dges the fqrmatting update when you q .[] Elizabeth
choose different Filters? C {..[7] Niki
=

Where Have You Seen This Before? The
Header Row is used to create Mail Merge Fields in

Microsoft Word, too.

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.3 Filter and Sort aTable: Filter Records
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grouped by Light, Medium and Dark.

Ta
on:” Table Tools->Design ->Table Styles
BE % & Sob ) O Cm BN Bl aned e
oaN  erEET  PAMLAROUS el Bata W aiw ¥
Table Styles e A —= A
Formatting makes the data easier toread and . "IT0TT e e il e
understand. Microsoft Excel has a library of Srpesn et ] Ll
Table Styles. The Styles format the Headers '~ £ | <=
as well as the Columns and Rows. 2 . R T -
B Fobwwary Cprmrard Caiweryy  Bragded Lok i ]
Before You Begin: Please click anywhere on | g r— St ey Colmen B OIS Gt
the Table to select it. The Table Tools should [ o= o= R e T
be available. me— e
Em H‘Hm L
0 : Hh‘;l Faporrmrerd e Brmiintand Eiiller e Ih.
n Favrplgns Tirmsibng Ly D
4. Try It: Apply a Table Style ey Gremacs oty Smbaha | Sraa cude
Go to Table Tools->Design. B e Mo Pkl ey it Bt Gt | UM
Go to Table styles o4 uma  Pavelwes Trmsihp Ly Gevewmed Bl Dresilt Bole A0SRk
. . by By Lty et Cldweg  SweHE ATFUTHN Comvs
Select a Quick Style from the library. o vy o L o
e e e e e e
& Augesi  Bay Cosnty e
What Do You See? The Table Styles are e e g iy e, | AEREE BERRE
B apiernbs Tha Lmsyaey Do Carporsin

What Else Do You See? The Sales Rep data
is Filtered. There is a little funnel symbol on
the Field.

Keep going...

Breakfast Buffet
Breakfast Buffet
Fruit and Veggies
Coffee and Tea

Table Styles

F G

02/12/2013 Connie
02/12/2013 Connie
02/13/2013 Connie
03/17/2013 Connie

Exam 77-420 Microsoft Excel 2013
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Opg Table Tools->Design ->Table Style Options
;e i Yhen 071 Dingonad D LA - sl e X & M
. B oo soir psiooce  dohaud B Wew W i —— |
Table Style Options e [T Y
H Tobie o e 2 gl Vionadthr e - =S22Z ZZ2ZS -
You can use the Table Style Options to eyl ) (=T S e o oo
display the Header Row, Total Row and gt e ot e ot P
formatting if you wish. & . k| e
& L] L+ o L . ! H 1 1 L 1 L L L (-] L] o -
2 |Jemsary Rk Tasns s Coteng  Cold Psier VIR Ales § =amn
5. Tl'y It: Add or Remove the Header :lu-q c-:m fhas Paats  Coweng ol Puster Utk dlen i wam
. 4 Jessary Mowslows Communty Colege Tdscsmons Catewg [ Frat "o —_ . ) . )
Go to Table Tools-> Design. sy ey it St Coprs Gy Bmmt @9 | | Header Row [ ] First Column Filter Button
Look in the Table Style Options. B e T T ey _
Uncheck the Header Row. e ——C—— e | | Total Row Last Column
) Februsry Buy County Cvmrneand Frat and Vagpen 01
e e e B oy g 2 |¥| Banded Rows | | Banded Columns
What Do You See? When you turn off the B e e o Pt e ma -
Header Row, the first Row becomes blank. M Do Cons o Covey CoPume 08 Table Style Options
You may also see an error message that e S A S S —
warns that turning off the Header Row will R IS AT oSS ENDERR C4atiS WM
. . E] Lty Guivirnmanl ol [Lrermepery O [
Change the answer in the Total Row. YeS, it e [ c.:: bt : s gmama
will. The Filter and the Filter button on Sales &l Siim il (il i s Dot st oot s & s
Rep will be removed when you turn off the ¢, e b i B e JERRN r  mn B e

Cwis Toddms  Onignal Data w

Header Row so you should see all four Sales
Reps shown in the Total.

Trust But Verify: Turn the Header Row back

on, please. The Header and the Filters should L E l F G H

be available again.

e T Hosser R P Cold Platter 112/2013[Alex____ |5 150.00

emo to Self: The Header Row Field Names

are saved in the Table Properties. Cold Platter 1M15/2013 Alex & 150.00
Edible Fruit 1/15/2013 Elizabeth 5 1.,900.00
Banguet 02/07/2013 Alex B 50.00
Cold Platter 02M0/2013 Alex 3 950.00

Exam 77-420 Microsoft Excel 2013
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O,,:° Table Tools->Design ->Table Style Options
BEH %S & [T — T — ad binin F X - & X
Table Style Options o e e b e
Color is an effective method to indicate which =7 I e ol sl )
data should get the most attention. g [ v Tt s [P — =
at =) = e e -

Before You Begin: Please click anywhere on
the Table to select it. The Table Tools should
be available. The Filter is off: All of the Sales
Reps are selected.

,; Header Row First Column Filter Button
e
Grmmmet vy Pt Vo 042 [ | Total Row Last Column

6. Try It: Edit the Table Style Options o Banded Rows | | Banded Columns
Go to Table Tools->Design. -

Go to Table Style Options.
Select: Banded Rows.

Select: First Column and Last Column.

Bragrtent Sl L .
e Vegges | ) Table Style Options
[ SaedEnh

Swestn ANFUID Connie

T
T
i

Thnaatans Fotfer Triaead Ml

|

Bromsliat Bufen  SMSTIN Com
Tesmdaar B BRI M
Brageleot St WIRTIND M

What Do You See? The Table Styles
emphasized the first and last columns by
formatting the Cells Bold.

il

The Banded Rows make it easier to read
across a Row.

You can keep going, there's more...

11272013 Alex

Cold Platter

Cold Platter 1152013 Alex
Edible Fruit 11572013 Elizabeth
Banquet 02/07/2013 Alex

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.2 Modify a Table: Banded Rows and Columns
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Calculate the Totals
Adding a Total Row to the Table is as simple
as checking the option.

Before You Begin: Click on the Table. The
Table Tools should be available.

7. Try It: Add a Total Row
Go to Table Tools->Design.
Go to Table Style Options.
Select: Total Row.

What Do You See? By default, the Total Row
will be added to the bottom of the Table.
Microsoft Excel will insert a formula for your
Total: $33,540.00.

Keep going, OK?

Table Tools->Design ->Table Style Options -> Total Row

BEH S & Lakan 0T} Dirsgenl Dot RS - Bl st b
B o o psiooce  dobaud B Wew  we one

T by K o gy ot g 's [Enw

Tk LR [T, ¥ ! i o | Veah 7 Ll E s
e et Rt
0 e Tt iy Citrnet 1 Mg ew p . i o et By | Haed Do
g s e o [t o s Oy

HE =) oW | eATROTA| sk el
4 DA o Gl | CHegaty | = | Saree |« | Brisel o |Dem o e e = [:] 1

By Ty Lo Draaniean Bl QTORIEUN Comved

amsten Communty Colige Educamansd Eioia Fraz AT kb

& & E [ [UAEII .

B s et
Foreizen Toemshg Livary
By Cowty

Calige
st e Cormrundy Uodage Edstomsl

et
Capepreerard

o
a Total Row

T
-y
Drmaichat Bl 1
L
it

TR
|
i

= -
R h Enpabe

Ths e S e ot sl

EEEEEE

[
ey Header Row First Column
Last Column
Banded Rows | | Banded Columns

Table 5tyle Options

Edible Fruit 09/20/2013 Elizabeth
Cold Platter 09/30/2013 Elizabeth

. Breakfast Buffet

e Breakfast Buffet 81T2013

Exam 77-420 Microsoft Excel 2013
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Edit the Total Row

Click on the Total number: It adds the Sum of
the Amounts in this Column. You can change
the operation from Sum to Average, Count,
Max, Min or any of the options available in the
extensive library.

8. Try It: Edit the Total Row Function
Select: Cell H70. In this example, it is the Cell
with the Total formula.

Select a Function: Average.

What Do You See? The average price will be
calculated.

Memo to Self: How would someone know that
this is the Average, and not the Sum?
Labels, Labels, Labels.

Table Tools->Design ->Table Style Options -> Total Row

BEH S & ok 0T} Dol Dot A - Rl At P

TFr® = & X

B o s msiocw it B W Ww ln«-w-,.
by g e L — I ¥ Pinder Rpw ' Virsd Colamn, + Pl Baten
= S E - ; FE-E ET
Takeer? 1] e - o | [F Tomdom 7 el Gl ==
Ll Sy TH szuw :',:. ".'w " - Mol Bt | Raiiadd Cihsmnd - --
g A ot laess Dt T e Cgregny -
e = | » . & SRR T | 20 [hwain sy -
o gy | = [Sarebin  « | il o|Cee |l e ! 1 3 L ] L] -] L] e -
Govenmen Cuworg  Brosisss Bube  STORGET Comee l
Cotenng  Ealiole Frat AN Chrsbeth
E Cotworg  Bamcpont ANV Enraben
L= E-Q-l ATEUTEAD Chrabess ;
o S Comte Elizabeth $  210.00
e Elizabeth E‘
— 1Zabet None
g Elizabeth
e . Count
= ]
ey Elizabeth Count Mumbers
Catwrg Elizabeth Max
— i Min
et Elizabeth Sum
Niki StdDev
A ar
Mk More Functions...
§ 49324 -

Cold Platter 09/30/2013
Breakfast Buffet 9/9/2013
Breakfast Buffet 9172013
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Ta
on:” Home->Cells->Insert->Insert Table Rows Above
B % % Yahen 71} Cogena Dot BSA - Lzl ¥ W - A ®
- poms SET PAliLEeSd dganad  Baie B wim Exiain Tistanh Lok l
Add to the Table Yol G T = WA Lt
Is the Table flexible? Can you add another Row or ~ #= "™ w.u. - =4 . § - % Lot | Gttt tymaty ot [ Gt st | 27 foay g
Column to the Table without losing the formatting, Cotees L] : doam = =5 > AutoSum - A
totals calculations, or otherwise breaking it? = | N AR == :”:j ZY
F Tt o Gty o Sirein v | e + | e o | R R - — FI”'
] By Linary Gepnred Cllwewey  Drosnioan Boler TR 0] L
5t iamsizen Communty Colege Edmmensd Caswwg  Edbls Frae TR Ehrabeih |I\S'EI'|I DE'EtE FDFI‘TIEt SDI't &'.
Try It: Add a Row 2 e RTINS Eneabets . - . & Clear~ Filter -
Select any Cell in the Total Row. 3 el e e
Go to Home->Cells->Insert. I ks R, o g G s | 2= Insert Cells... ing
Click on Insert Table Rows Above. T e e e et e g el -
:ﬂm-—wm e e €= Insert Sheet Rows
What Do You See? After you insert a new Row I e S e ] T S U |ncert Sheet Columns
or Column, you may see a small format painter. B T e e T - 0
You can click on the arrow and choose the el " — m-v bt mmmmoees | %, Insert Table Rows Above
formatting for the new Row. :-W—wur\:r E sl CE::‘ mm;‘. wm:x\mﬁ
B i i T b ﬁ'f[ﬂ Insert Table Columns to the Left
= . S S S S S

T B
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09/20/2013 Elizabeth

09/20/2013 Elizabeth

09/30/2013 Elizabeth
9/9/2013 Niki

ngnny 91772013 Niki
Loy

3.1 Create a Table: Add and Remove Cells within Tables
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Conditional Formatting

People have a hard time reading numbers.
You can use color to show trends or make
comparisons, say High, Medium, and Low.

Microsoft Excel calls this Conditional
Formatting. The color depends on the
condition, which you can choose.

Let's look at the options.

1. Try This: Clear the Styles

Click on the Table. The Table Tools should be
available.

Go to Table Tools->Design.

Go to Table Styles -> More->Clear.

What Do You See? The Table Styles should
be cleared.

Keep going...

Table Tools-> Design ->Table Styles -> More->Clear

B EH S &+ Ssbay 201} Dol it BN - Lol
voal SGIET  PaLoud Gghanad BaL Bhew we s

Tekir e e L il + e g Vil
Tokir1 [RLE e ) s | Bgat e Tusial B L e
£ i Tt ¥ it 1 i friinny i 1 i [ SYE] PESRR FEFT T

i tea ity Taaas Dt Taae s gy

ar =11 v &

a G o gy | o |Biresin o | <|GEE o |ise R o A
£l Pt vl Foalr (= = b dian _
) By Courdy Commeen Cmwing  Swesis AT Conis 5 FRE
] By Lionty " Catueey B L G BTSN
§i el et Ciwmmatiy Dol [diaatatisl Caliiiny [ Frk ANEEEh ersters (DRI
= G Calsgs Colwingy  Haroent ANTUEY Enraketn (BN
sp I et v ety Colige Edialalumsl Colwvny Aol ahgrigeah Eareer DRI
S (Bl homeisen Townthp Linwry  Caowemment Kt Pragetier Bl PR M ERT.CFN
1 g Sy Dodp Cnprmrard Cawersy  Hol Plaftn SRR o E TN
- P Cisvnaly Cobigh [dacdansl Cawwy (3o Fral G Durekes  [FONTN]
1] Forsioes Comrurdy Cobige Bdcmons Cawerg  Dragchod ol 00 0TTY0 Ehnabeln (B0 WA
0 R Mo v Uiy (ol E sl sl Calerny Pl g Eapabn [0
W Piamsten Commurary Colege Elwcmwons Cossg b Fras GUTVIINN Cirasbers [ANGENENN]
= Foreizes Commundy Colage Edmiong Cotwrg  Hol Pialter S Eurseens [N
W [N Cotiieny  Dewsiciier Boller  SWISHEN Comit Tl
_ [ Colege Caming  Bargust OROTTENS Phratbets (B TGS
B | e e ety Ul E b desl Cslmersy  Edbie Frod At Eratets [N
- G Cobage Cowing  Cold Pumer WLGEINN Cirabers (BN
43 [ s mae Corrurdy Uolage Edsinesl Coiweng Benosst VTS Erabets [N
- et Lty (ol Eomiand Cotworg  Eati Frot I Duste [ECTHAN
T et e Cormmursty Colege Edxmonsl Caserg  Cold e FILIIN Lhrabety (B W
1 il e e ram g Ly e B ord rmptend S Wk b B dBaEa
) Th sty Geousp Coporss B Dewsilier Bl WETHN M Tl
L | R
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gl Mew Table Style...
B# Clear

F

Product

|
|E| Date

| G |
|E| Sales RepE Amo

Cold Platter

Cold Platter
_ ' Edible Fruit
Banguet

) o iy #3
» -'1'.- flllr L T
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1/15/2013 Elizabeth
02/07/2013 Alex
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3 150.00
$ 150,00
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Conditional Formats

Microsoft Excel has a library of Conditional
Formatting including Data Bars, Color Sets
and Icons.

Each of these formats is based on
Conditional Formulas, or Rules. Let's start
with a simple Rule: show me any amount
that is above the average.

2. Try It: Above or Below Average?
Select Column H.

In the sample spreadsheet, this is the
column with the Amount.

Go to Home ->Styles.

Go to Conditional Formatting.
Go to Top/Bottom Rules.
Select: Above Average.

Keep going, you will be prompted...

Home-> Styles-> Conditional Formatting -> Top/Bottom Rules

(- —3 ZA tasS
. _: l | em o= utoSum
Accounting " E'.J >4 = ;x E Fill -
¢ -9 9 | %9 09 Conditional Formatas Cell Insert Delete Format _
7" | Formatting~ Table~ Styles~ | - - v & Clear~
i Mumber ] _l Cells
1 SEEN Highlight Cells Rules » =
(IE les » | T
G H o) Top/Bottom Rules o] Top 10 ltems... N
Sales Rep| ~ | Amount _ o
Alex § 1500 [ &--| DataBars C T Top 10 %...
_—— Ome=m L
Alex 5 150.0
|y O Y .l|‘ A4 onn o _=__ — - " P R P A s
iIII;:UBIJI ; l,?;;_;i f— LOolor >Cales _ DOTIom 1V ITeEmS..
Alex M}! § lcon Sets r r- Bottom 10 %...
Alex § 10000 —(%]
Connie '$ 300,00 5] NewRule... 1] O S——
Connie % 30000 7 Clear Rules v (el X - 2
Connie $ 600.0( w
; - Manage Rules...
Elizabeth  |§ 21000 2 5 Below Average...
Elizabeth 5 21000
- More Rules...
Elizabeth 5 210.00

Exam 77-427 Microsoft Excel 2013 EXPERT
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Home-> Styles-> Conditional Formatting-> Top/Bottom Rules

BE % & Yo 2077} Do Dt M - Bscd

Choose the Formatting e T e T
What Do You See? You will be prompted to il [TLLELI T A | et R ".E.",:: ot bl et | et 3
select the colors when you select a Dweses rem : : . .
Top/Bottom Rule. s 5 | wnuse Cold Platter 02/10/2013 Alex
4 & L] c o t
ffewe 2o st
In the example on this page, the suggested ;“'......."" ;-f:-. —
color is red, which isn't what people expect if i e e o et
the amount is ABOVE the Average. Sl ooty coews aomy cnee (if FOrmat cells that are ABOVE AVERAGE:
8 |Fabruary a"'f"" vt Catworg
Green means go: Itis used to indicate financial iy o covey o iy for the selected range with | Light Red Fill with Dark Red Text |w |
. L[ el e el U Edonl sl gy
SUCOESS iy e ooy Cotee b Cacey Light Red Fill with Dark Red Text
. KB |V sbrmary Fomsizes Communty Golege Edmpensl Coteng —
MMk Dorstass Constmas Copams  Cussy G Yellow F|II W|th Darl-c ‘lellow Text .
B March  Farmoy and W Suske lEapu-n C.m\s‘ I Dz “,
3. Try It: Format Cells e e nght Red Fill
Select Green Fill with Dark Green Text, | it g Cold Platter 03/05/] Red Text
please. Click OK. The Amount in Column H e e g i i | Red Border
will be formatted Green if it is Above Average. — #u-= ﬂ:ﬂ:iﬁ :::x L:“_:: :;:'_“ Edible Fruit 03/05/] custom Format...
S e Edible Fruit 03/07/2013 Alex |5 100.00 |
88 RESERVE BANKOF ZIMBABVE
Bh1gdear E | F | G H
E - Product |E| Date |E| Sales Rep| ~ | Amount E
. Cold Platter 1M2/2013 Alex 3 15000
. % Cold Platter 1M5/2013 Alex 3 150.00
- , Edible Fruit 1M15/2013 Elizabeth 5 1,900.00
Banguet 02/07/2013 Alex B 50.00
Cold Platter 0210/2013 Alex B 95000

Exam 77-427 Microsoft Excel 2013 EXPERT
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More Than One Rule

You can have more than one Conditional Rule
formatting your data. In this illustration, there is
one color for sales Above Average, and another
for the sales Below Average.

4. Try It: Add Another Rule
Select Column H.

Go to Home -> Styles.

Go to Conditional Formatting.
Go to Top/Bottom Rules.
Select: Below Average.

Format Cells: You will be prompted to select a
formatting option. Select Light Red Fill with Dark
Red Text, please.

What Do You See? Any amount less than the
Average is highlighted red with red text. Any
amount greater than the Average is formatted
green/green.

Keep going...(this is actually fun, isn't it?)

Home-> Styles-> Conditional Formatting -> Top/Bottom Rules

BE %S &+ Sakan 21} Doigensd Dot BAA - Escl ot Mo

B < sotr oo dotaud B MW W onis

- Lt m e B e Swwtm o [}_5 B | B . E'leﬁ-s.- :
By Copy * 't . -

o remros W7 4| 2 s s (s [ | b Ot
L v Faom 3 ] e s Sl R -

Hi & | dmn

] [} & [ 1 ¥ oo Rt -' | Tepe— I

A [t - Clmnt = Cabngery - Rarwiin - Pabel e R .

2 [Jascary Fuct Taanas Pmats  Coeing  Cold Plmer [Ty e RS o B yun

1 [temvary Coarlams Dipen Pty Cowery  Col) Figfter VAR M 13 L

# | lnncary insvetoes ooty Cobige Tauwsons Cotwwy o Fear sk Dirabees | SURNORN | B | <o i o L e 10 e

B [ Fabruary Farmory w by Sk Coposis  Calwsng WO M (T ]

B [Fotmary Cistatine Gty Copius  Caewg  ColdP S —

T |Fobrary marmony e b Suure Copomd  Caewg

B |V abrary Sy County s |

W |Fobruaiy fay Coty [ASS -

B[ February Bay County Goverand Cmeereg

| L e e e s |

88| February Fometven Communty Colage Edscamans Casog Format cells that are BELOW AVERAGE:

BB |V wbrary o Commurdty (obige Edmpionsl Cotwong

8| Mack  Dustiss Cosmtmns Copums  Cawing

| Marck €

|k

for the selected range with |Light Red Fill with Dark Red Text |

| oK

|| Cancel |

I F I G H
Product |E| Date |E| Sales Rep| ~ | Amount E
Cold Platter 1122013 Alex $  150.00
Cold Platter 1/15/2013 Alex 5 150.00
Edible Fruit 1/158/2013 Elizabeth $ 1,900.00
Banguet 02/07/2013 Alex 3 &0.00
Cold Platter 02110/2013 Alex B 950.00
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o,,:” Home-> Styles-> Conditional Formatting-> Clear Rules
gE% Yaken T} Cigena Dot LA - Excd m * W - A ®
Clear the RUIes T 1":':“ :...n = W A | - '-t-u:-- “““l-c-w--g : [}!. o | e = u E sutuken - g ;l’“ - l
The following pages will play with the various il AL T o PR »..-.....':*:. k:?:_ N 1
Conditional Formatting Rules. After each example, T - fum : e e TP teta ol * [ e 2
you can Clear the Conditional Formatting. Here o ai £ | s - R -

are the steps.

Try it: Clear the Conditional Formatting

¥ [ ]
™ o by = fsriia = | Pambet (o Date | bl B = | e

[Tr—— e — Fwats [esess T p— VIZIR Ades F D By
Jarwary Uarlams lees L 1) ey Dol Fafier NSSRTY Maw

Jbbadiy Pt Cowdy Dl Do dansl Caeiy Tk Frat VARG Thrades = ke Sy,
Select Column H.

Fabruiry Faromy e b Sou Copoms  Coewy  Begest QTR Maw
[y A e — ri— - S

Go to Home ->Home -> Styles. ey ettt e M 5] Mew Rule...
Go to Conditional Formatting. e e
Go to Clear Rules. Fobremey e oty Gt Eavoten © D Clear Rules k Clear Rules from Selected Cells

by Farstoss Commanty Cobigs Edacamasd
Fbraary Homstoes Commundy Colege Eduaimnsl

Select: Clear Rules from Selected Cells.

Mirch  Cusests Contamns coms il 5] Manage Rules... Clear Rules from Entire Sheet
Mack ey w s ek Coposis
[ TR — Prits -

What Do You See? You can Clear Rules from L s Clear Rules from This Table

Mk By Loy
Warch By County Covmmred © ~lear Briles fromm Thic BivedT ekl e
Mk e Gommady Golege Edetdueal i i o = il

Mach  Famsioes Commanty Coligs Edacatasd

March  Fomsives Communty Colige Edmcaimnsl Citaerg  Eos Fra
F— . e— ey

Selected Cells, the Entire Sheet, this Table or from
a PivotTable.

T Y ERraS
FRrr————

H S Sy - L

[ r— =
Dvwis Tobian | Orignal Data &

g RSO ., o pey
0 e | |

' e T n e Bt Product v|Date  |+]|Sales Rep|~| Amount [+

_— Cold Platter 11212013 Alex 3 150.00

Cold Platter 1M15/2013 Alex 3 150.00

Edible Fruit 1/15/2013 Elizabeth 3 1,900.00

"' Banguet 02/07/2013 Alex 3 &0.00

Cold Platter 021072013 Alex B 950.00

Exam 77-427 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts
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0::& Home-> Styles-> Conditional Formatting-> Data Bars

Data Bars Accounting -] Q D %ﬂ ;%;.; i

The following exercises demonstrate the

various Conditional Formatting available in $ - % » | «n oo | Conditional Formatas Cell | Insert Delete Format
Microsoft Excel. All of these examples will be © | Formatting= Table~ Styles~ - - -
applied to the H Column, the one with sales
data. The Amount has been Sorted Humber = Highlight Cells Rules » Cells
Descending. 1 Es] — I
Try It: Format with Data Bars | E® Top/Bottom Rules  » |
Select Column H. G | H Mo - L
Go to Home -> Styles. Sales Re Amount
Go to Conditional Formatting. ¢ ._-; D B . Gradient Fill
Select: Data Bars. Niki I =~ = _ _ _

Niki 1§3.850. B B
What Do You See? The cell with the highest ik g0 B*= Color Scal b
value is 100% filled in. The other cells are filled | HEE o =N =1 e=n
with less than 100%. Excel calculates the Niki = E ="
percentage. Elizabeth =

:=] lcon Sets * | Solid Fill

Alex 1
After each trial, select the H Column. AIEE_ l] 950. (5] New Rule. E E E
Go to Conditional Formatting -> Clear Rules Connie B s00 3 Clear Rules b
-> From the Selected Cells. Connie E 600 == E E

- ] E Manage Rules... b=

Connie E 600 ..

Connie B 60000 More Rules...

Elizabeth |  600.00

Exam 77-427 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts
2.2 Apply Advanced Conditional Formatting and Filtering: Use Functions To Format Cells
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Use Color Scales Accounting - I;J' D %‘3 E"l j

Try It: Format with Color Scales

=
4
3

Select Column H. $ -9 » |53 Conditional Formatas Cell Insert Delete Format
Go to Home-> Styles. " | Formatting= Tahle~ Styles~ | - - -
Go to Conditional Formatting.

Seleqt (_:olor_ScaIes: You will have a short set Humber £l Highlight Cells Rules * Cells

of built-in options. ]

What Do You See? The Color Scales use two 4

colors to indicate the Conditional Formatting. G H T [10] Top/Bottom Rules  » L

In this example, the highest value is red and '
P J Sales REPIE' Amount

the lowest is yellow. Excel compares each =T
amount and formats the Cells accordingly. Miki &-| DataBars b
Try This, T What d it look like if ik
ry This, Too: What does it look like if you . - -
sort the information by Data Bars? Can you Nikki 3 = | Color Scales 3 % % =
read the numbers through the Cell formatting?  [Mjki %
Elizabsth § 1,900, =] |con Sets v | B B
Alex 11000 ——
After each trial, select the H Column. 51, =
Go to Conditional Formatting -> Clear Rules  Alex $ 950 [E] NewRule.. % ﬁ ﬁ
-> From the Selected Cells. Connie $ 600, [ Clear Rules ,
: s More Rules...
EU””?E Ukl E Manage Rules...
Connie $ 600..
Connie 5 600.00
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Use Icon Sets

Try It: Format with Icon Sets
Select Column H.

Go to Home -> Styles.

Go to Conditional Formatting.
Select Icon Sets: Arrows (Colored).

What Do You See? The lcon Sets use a
three, four, or five-color scale to format the
data.

In this example, there are four Directional
arrows that represent the percentages of the
total Amount in Column H:

100-75%

74-50%

49-25%

25-0%

What Else Do You See? The Conditional
Formatting menu also lets you create a New
Rule or Manage the Rules.

Let's investigate where Excel puts the Rules
and what tools are available in the Rules
Manager.

Keep going...

Home-> Styles-> Conditional Formatting-> Icon Sets
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E . F . G H
Product ~  Date - | Sales Rep 'l Amount vll
Breakfast Buffet 5/30/2013 Miki 4 5 4,000.00
Breakfast Buffet 7/12/2013 Miki i % 3,850.00
Breakfast Buffet 6/9/2013 Niki =& 2,400.00
Breakfast Buffet 6/10/2013 Miki =% 2,310.00
Edible Fruit 1/15/2013 Elizabeth =& 1,900.00

Exam 77-427 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts
2.2 Apply Advanced Conditional Formatting and Filtering: Use Functions To Format Cells

Advanced Microsoft Excel 2013 Page 37 of 330



The Rules Manager

Before You Begin: In this example, Column H is
the Amount, sorted Descending. Column H has
the Icon Set Formatting with four (4) arrows.

1. Try It: Use the Rules Manager
Go to Home -> Styles.

Go to Conditional Formatting.
Click on Manage Rules.

[F] Mew Rule...
E# Clear Rules 3

[E] Manage Rules...

What Do You See? The Rules Manager should
display a list of the Conditional Formatting. You
can add, delete, and edit the Rules here.

2. Try This, Too: Edit the Rule
Click on Edit Rule...

Keep going, pleeeeeease...

Home -> Styles->Conditional Formatting -> Manage Rules
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Show formatting rules for: ||Current Selection EI
| 7] New Rule... \ | [} Edit Rule... | I)(gelete Rule ‘ PR
Rule [applied in order shown)  Format Applies to
lcon Set + J % § ’=$H:5H|
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One Home -> Conditional Formatting -> Manage Rules

Select a Rule Type:

Bend the Rules

3. What Do You See? The Rule Type is a = Format all cells based on their values
list of options. You can use a Rule to identify = Format only cells that contain
a cell by the values. The values can be ~ Format only top or bottom ranked values

based on the average or the rank. You can

) = Format only values that are above or below average
also use a formula in a rule. v g

= Format only unique or duplicate values

The Rule Description is a tool for defining = lUse a formula to determine which cells to format
the values. You can select the formatting
SFy:]e and type in your own Value if you Edit the Rule Description:
wish.
Format all cells based on their values:
You can edit each part of the Rule Format Style: | |con Sets w Reverse lcon Order
Description including the Icons, the values | i M
con Style: ¢
and the colors. con Sty g, Qu 21 % |, [ | Show lcon Only
It's kind of fun. Click OK to return to the Display each icon according to these rules:
Rules Manager, and OK, again, to close the lcon Value Type
Rules Manager. —
t ‘1" when value is = W 75 ﬁ Percent
! =
Very Good! );] ‘_ P — = |wl| |50 7| |Percent
Keep going... . =
%] “' when < 50 and = | v |25 = |Percent
g “' when < 25

Exam 77-427 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts
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Ong Filter -> Filter by Color
Use Rules to Filter the Data E | F | G H ]
You can use the Conditional Formatting to Product |E| Date |E| Sales REF'EI Amount E'
Filter the data by Color, Number or criteria. A
Breakfast Buffet 2| Sort Smallest to Largest
4. Try This: Use Advanced Filters Breakfast Buffet Sort Largest to Smallest
Column H was formatted with an Icon Set that  Braakfazt Buffet
has four (4) arrows. Sort by Color 3
Select Cell H1. The Filter should be available.  Breakfast Buffet
Go to Filter->Filter by Color. Edible Fruit )
lick on Fil i : . :
Click on Filter by Cell Icon: Green Cold Platter FRe by Coks v ftter by Font Color
The green arrow is when the value is greater Cold Platter Mumber Filters 3 -
than or equal to 75%. Microsoft Excel will Fruit and Veggies _
display the Cells with Conditional Formatting in Coffe 4T |Search j.}| Automatic
Column H that meet the criteria. oifee and lea 7 (Select Al i
Cookies and Tea (3elect All) » | Filter by Cell lcon
Hot Platter 7] $100.00
Breakfast Buffet [+ 150,00 oA
Fruit and Veggies -[¥] $210.00 &
Fruit and Veggies $31}1}.$ 3
o Breakfast Buffet $m:m
Coffee and Tea [+ $950.00 Mo Cell lcon
Breakfast Buffet -] §1,100.00 v
Fruit and Veggies
Breakfast Buffet | oK | | Cancel

Breakfast Buffet

Exam 77-427 Microsoft Excel 2013 EXPERT
2. Apply Custom Formats and Layouts

2.2 Apply Advanced Conditional Formatting and Filtering: Create Advanced Filters
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One Table Tools-> Design ->Properties-> Resize Table
W ' Sk 21} Do Dot LA - B -——
Table Tools: Properties - 5 | Table Name: [iF] Summarize with PivotTable [m|
The Table Tools include two more groups of - ) ‘Y
options: Table Properties and Table Tools. fesprmn tean et g o T3b|E1| B-f Remave Duplicates Insert
Hi =1 B ke 4 2 I : o] -
Before You Begin: Review the Properties s e ' el e e [ Resize Table | 5= Convert to Range Slicer
The Table Properties include the Title and the B T e e e msanas 8 Properiies Tools
Range. By default, the Title is Table1. i e A i laene

5 kes Forsizes Toemihp Livwry  Cowmrsd Dand
§ lasmury Fersivee Commody College £ b sdoesl O oy

. . 7 Mwch Custess Comptimen Coporms  Clwowg ; o [T S ————
Try it: Resize the Table e T
The Resize Table button lets you select the Range = /me=t s ey Gormmrenl Camuey e
g ik By Gty Gt Gy T I,
of Cells. Click anywhere on the Table. The Table Mk B County o S
. ¥ Wack  Horsipes Commardty § [
Tools should be available. Bl Doy e Caminp

W My Eay County Sovmmrad Sy
ey By Gty et Gy

. . 6F bums  Bay Cowntp Cavemment Catang
Go to Table Tools-> Design ->Properties Rl e St e
Select Resize Table. By ey oy S g

21 Sonpiermin Bary Loarty Cpmreerard Cduery

5} | Sapumb Morstves Tosnibep Livary  Govemman Drsd

. . . 21 Lopiernbs Tha Lawpers o Coporsia Evd

What Do You See? Microsoft Excel will outline B G T
the Range of the Table. In the example on this = E Select the new data range for your table:

age, the Table is =3A%$1:$H$71. The Range is in —
pag $AS1:3HS g =5AS1:SHST| .5

Absolute references.

Mote: The headers must remain in the same row,
and the resulting table range must
overlap the original table range.

You can select a new range, but the Header must
stay the same.

ok || Cancel

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.1 Create a Table: Table Properties (Title and Size)
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on:” Home->Clipboard->Copy
@E % Saban 1) Civsgonad Dgtn A - Bl adict BN T E - & X
- H - - ardnt Pt Lardes LT T LT L L L] = i i i

Table: Remove Dupllcates - o = o 1x | == #- | Bwr| 18E1E Name L] Summarize with PivotTable e
When people enter data into a table or list, it is e AL T T 9 | e i =id
easy to make a mistake and type a name twice. P - . — Tablel] A+ Remave Duplicates -
Duplicates happen. In this example, we will copy v d s K | dput B e 5| ;
and paste a Row, then go through the steps to find 4 s i sl B Resize Table | 5= Convert to Range Slicer
the duplicate. G g Sy 2 Properties Tools

S oAl B Misched [N Camsarg  [ibioks Frat BLAVIIED Ales &5 e
1. Try This: Create the Duplicate B o ams cmy B em0ae A4 vem
Select Row 69 T T T . T
Go to Home->Clipboard->Copy. R
Select Cell A70. (In our example, we added @ new, e e i i fomee S i i e
blank Row 70 a few pages back.) BT March g Ve Pose | Cawr Saeh ey DDA 31 e
Go to Home->Clipboard->Paste. ——mm mlm:ma:;:

2 LT
What Do you See? The pasted Cells are a o
duplicate of the Row that you copied. - : :
&7 |March Meijers Value Private Catering  Salads and Soup

Keep going... 68 |April Harmony and Me Sushi Corporate  Catering  Edible Fruit

71 |Total

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.3 Filter and Sort a Table: Remove Duplicates
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Table: Remove Duplicates

2. Try This: Remove Duplicates

Click anywhere on the Table. The Table Tools
should be available.

Go to Table Tools-> Design ->Tools.

Click on Remove Duplicates.

What Do You See? Each of the Columns in our
table is selected. The Column Names come from
the Header Row.

When you click on OK, the duplicates will be found
and removed.

So, that's good, too.

Table Tools-> Design ->Tools-> Remove Duplicates

BE & & R T ST — P
[ R T I I

b Hamar 1 Semrmaray waih P sl s rm " Prppaee Pt B ' Vsl g + Pl oy
Tukste? BT e Sl e o 3 T ushal B Lol C e
0 s Tt iy vt 1 g

g Y

To delete duplicate values, select one or more columns that contain duplicates.

My data has headers

i= Select All | | B Unselect All

Columns
Month

Client

Category

Service

Product

Date i

<J[&] [&] [&] [&] [&]

Exam 77-420 Microsoft Excel 2013
3. Create Tables
3.3 Filter and Sort a Table: Remove Duplicates
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Convert to Range

This lesson began by creating a Table by
selecting a Range of Cells. What if you wanted
to remove the Table but keep the data? Here
are the steps you can take to convert the table
back to a Range, or List.

Try it: Convert the Table to a Range

Click anywhere on th.e Table. The Table Tools
should be available.

Go to Table Tools-> Design ->Tools.

Click on Convert to Range.

What Do You See? You will be prompted that
the Table will be converted to a normal range.
None of the data should be lost when you
convert to Range.

The data will still have the Conditional
Formatting, however the Filters at the top in
the Header Row will be gone.

Done and done. You get the cookie.

Exam 77-420 Microsoft Excel 2013

Table Tools-> Design ->Tools-> Convert to Range
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3. Create Tables
3.1 Create a Table: Move Between Tables and Ranges (Convert to Range)

DCwis Ties | Orignal Data

ol LS i fats o

= Cabininry = fiavwnim - Padibeil

-:*:;-.Table Marme: 5ummarizewith PivotTable F
"""m" BB Remove Duplicates Inzt

: |:| Resize Table % Convert to Range Slicar
M‘?‘::' Properties Tools

w1 bE wee

E F | G H

Product Date Sales Rep Amount
Breakfast Buffet 5/30/2013 Miki 4 5 4,000.00
Breakfast Buffet T12/2013 Niki 4 % 3.850.00
Breakfast Buffet 6/3/2013 Miki S5 240000
Breakfast Buffet 6/10/2013 Miki #%5 231000
Edible Fruit 1/15/2013 Elizabeth % 1,900.00
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Practice Activities

Lesson 1: It Works for Me!
Before You Begin: Download the sample spreadsheet: Student Records.xlsx

Try This: Do the following steps

1. Open the spreadsheet: Student Records.xlsx

2. Delete the columns for Grade and Homeroom Teacher

3. Add the following students to the bottom of the spreadsheet

Student Percent Class
Lauren Ball 96 2012
Brandon Ayers 45 2011
Arnold Johnston 78 2012
Brittney Evans 82 2013

4. Sort the Spreadsheet by Class

5. Format with Table Style Light 8 and select “My Table has Headers”

6. Use the Remove Duplicate Tool

7. Apply conditional formatting to the Percent Column, Column B. Create a new rule and select 2 color scale.
Pick red for the lowest value and green for the highest value.

8. Save this as YOUR NAME Works for Me Practice
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Test Yourself

1. Which of the following is a way to copy a
sheet in a workbook?

(Select all correct answers)

a. Home-> Cells-> Format-> Move or Copy
b. Right click the sheet and select Move or
Copy

c. Save As-> Copy

Tip: Advanced Excel, page 15

2. When using the sort command on a
column of Months, by default, the column is
sorted alphabetically, with April first.

a. True

b. False

Tip: Advanced Excel, page 16

3. Where is the Sort command that allows for
custom sorting of months?

a. Home-> Sort & Filter-> Custom Sort

b. Data-> Sort & Filter-> Sort-> Custom List
c. Data-> Sort & Filter-> Months

Tip: Advanced Excel, page 18

4. Excel can make tables of data.
a. True

b. False

Tip: Advanced Excel, page 21

5. Which is true about a Total Row in an
Excel Table?

(Select all correct answers.)

a. Created by checking Total Row on the
Table Tools Ribbon

b. Includes a Summary box with a drop down
list of options

c. Can only be used to calculate Sum

d. Can only be used on small tables

Tip: Advanced Excel, page 27, 28

6. Which are true about Conditional
Formatting? (Select all correct answers.)

a. Colors or icons are based on rules

b. Command is Home->Styles->Conditional
Formatting

c. Includes option for creating custom rules
d. Can only have one rule applied

Tip: Advanced Excel, page 31-33

7. Which commands are on the Table Tools
ribbon? (Select all correct answers.)

a. Remove duplicates

b. Convert to Range

c. Insert Rows

Tip: Advanced Excel, page 44

8. The Filters can be used to select any cell
(s) with Conditional Formatting applied.

a. True

b. False

Tip: Advanced Excel, page 40

9. Which is a type of Conditional Formatting?
(Select all correct answers.)

a. Icon Sets

b. Color Scales

c. Data Bars

d. Fill & Text Colors

Tip: Advanced Excel, page 31

10. An Excel Table has a library of Table
Styles.

a. True

b. False

Tip: Advanced Excel, page 24
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