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Introduction

When I was a college student in the 1980s, I took a course called “Introduction to Computers.” The first
part of the class was devoted to WordPerfect, a popular word processing program at the time. That part
of the course was helpful, but it was the rest of the semester that changed my life forever. That is when I
was introduced to a spreadsheet program called Lotus 1-2-3. As an Accounting major, I loved the ability
to manipulate numbers any way I wanted on a spreadsheet. When we got to the macros section of the
class, I fell in love all over again. I knew I had discovered my career.

Over decades of working with spreadsheets, I decided to write this course. I have compiled in this course
the material that took me years to learn, in easy-to-understand examples, lessons, projects and code. I
will walk you through hundreds of formulas, functions and code examples that are designed to give you
the experience necessary to masterfully work Excel on your own. I explain each task or concept just like
I was at your desk, helping you each step of the way. However, I cannot teach you all of the logic that you
will need in every situation you may encounter. I will show you how to use Excel and I will do my best
to teach you logic for many different situations, but it is up to you to apply that logic to your particular
circumstance.

Let me explain how this course works. The projects, illustrations, tasks, and examples taught in this
course could be considered as on-the-job training, as it would take you years to gain this experience on
your own. In the course, there are more than 745 screenshots, screentips, and icon images total included
helping to show you how to do the almost 1,500 tasks you will perform. The concepts herein are designed
to teach you the basics of financial reporting and analysis using Excel. These are real-world examples
that you would find in actual situations. In fact, many of the exercises are actual projects that I have done
over the years in my experience as an auditor, tax accountant, real estate appraiser, financial analyst, web
developer, programmer, and instructor. As you work these examples, I encourage you to think about the
concepts being taught and make up examples of your own, using data and situations with which you are
familiar. This will significantly reinforce the concepts taught herein for your own Excel mastery.

This course is based on progressive learning. When I teach a new concept, I will explain in full detail
how to do it. Thereafter, I will not explain it in detail, but I will assume that you have learned that
concept. If you need to refresh your memory on how to accomplish the task, refer back to the pages where
that concept was originally taught. I encourage you to try to do it on your own before referring back,
unless you are completely lost. In my years of experience, I have discovered that is the best way to learn.
The course is made up of 18 chapters, and it should take you between one and four hours to complete
each chapter (see the CPE Credit Schedule table), including working the examples, completing the Review
Questions and taking the online chapter exam at the end of each chapter. Some of the more advanced
chapters may take more time, depending on your experience level with the concepts taught.

It is important to realize that the concepts taught in this course are very versatile and there are many
ways to do essentially the same thing. If you have learned a concept in a way that is different from how it
is presented in this course but it achieves the same objective, feel free to use it. This course is designed to
give you exposure to a variety of ways of doing things. For example, most people are familiar with using
the mouse to execute commands, but I prefer to use the keyboard whenever I can. I find that I can move
around a spreadsheet much faster by using keystrokes on the keyboard than I can with a mouse. As much
as is reasonable, I will teach how to use both the mouse and keystrokes on the keyboard to show you how
to execute the commands.
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In developing this course, I created a company whose accounting system is complex enough to simulate
real world activity, but simple enough to be used in the examples and projects. I didn’t want the students
to have to take a course just to learn the accounting system of this company, but I had to make it
complex enough to teach the necessary concepts. As such, I created a fictitious company called Nitey-
Nite Mattresses. Nitey-Nite’s business is to operate 29 retail stores across the United States. Nitey-Nite
purchases mattresses, pillows, and other merchandise from various manufacturers, and sells them in
their retail stores.

Please note: The financial data contained herein is purely fictitious and
does not resemble the activity in any way of any similar retail store
today. The accounting methods used in these examples and projects do
not necessarily conform with GAAP (Generally Accepted Accounting
Principles) requirements for the industry, although the financial statements
and accounting practices herein reflect standard double-entry accounting
methodology.

This course is written specifically for Microsoft Office Excel 2016 using the Windows 10 operating
system. While the skills and tips taught generally translate to other versions of Excel, this training
program should be taken with a copy of Microsoft Excel 2016, which is not included in Excel CEO
training. Now, in Excel 2007, the Microsoft engineers introduced the concept of the Office Ribbon, which
is located at the top of the program window. All of the toolbars and menus prior to Excel 2007 have been
reorganized into the Office Ribbon tabs and galleries. If you are an experienced user for any version prior
to 2007, you will initially find yourself very frustrated. Excel 2016 expands on the capabilities of Excel
2007 — 2013, although there haven’t been many major changes since Excel 2010 for Excel. If you are
new to Excel, you will find it very easy to unlock the powerful data analysis capabilities as compared to
previous versions.

I sincerely hope that you will enjoy this course. If you find any errors that should be corrected, or if you
would like to send me any feedback, please email Customer.Service@Excel CEO.com. Thank you.

Jim Cline
Founder, Developer, and Author

Derek Mecham
Editor, Designer, and Technical Support
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Getting Started

Welcome to the Excel CEO Excel 2016 training course! Whether or not you are taking this course for CPE
credit, we are confident you will gain significant and useful skills as you follow the detailed, step-by-step
instructions provided in this course manual and work through these 18 chapters of projects designed to
teach you beginning to advanced Excel. This course will challenge you, but the gains will definitely be
worth the effort!

Excel CEO courses are classified as self-study, and are not considered to be online courses, so you will
need access to a copy of the Microsoft Excel 2016 or similar program to follow along with the examples
outlined in this course manual. All CPE credit chapters (1-17) have available tutorial videos through the
Videos section of your Excel CEO training account Main Menu at www.Excel CEO.com. The tutorials are
designed to show you skills you should be able to gain for yourself as you progress toward Excel CEO
Excel Master status by allowing you to see the instructions and work hands-on with the projects given.
Completing the hands-on projects is essential for passing the chapter exams.

When you registered for this course, you received a Password. Your password is case-sensitive. You will
input the email address that you registered with as your User ID, and then your Password to login at
www.Excel CEO.com to download the Practice Files, take Review Questions and Chapter Exams, and
gain general access to your Excel CEO profile. Keep your User ID and Password in a secure place, so you
can refer back to them when needed. A [Forgot Your Password?] link is also available at Excel CEO.com.

To work the many examples illustrated in this course, you need to download the Practice Files from the
Main Menu in your student profile. To download the Practice Files for your selected course, log in to
www.Excel CEO.com with your User ID and Password, and click on the Downloads link on the Main
Menu. Step-by-step instructions are provided to show you what to expect as the files download to the
computer you are using. If you choose to save the Practice Files somewhere besides the default location,
remember where you saved them to ensure convenient access later. If you do forget the location, you can
click on the Windows button (Windows 7), the Start Menu icon (Windows 8/8.1), or the Windows button
(Windows 10), then type Excel2016 in the search box, and select the file folder from that menu.

Review Questions

As you work through the course manual, you will periodically be instructed to sign on to www.
ExcelCEO.com and complete the Review Questions. Review Questions are formatted in the same way as
the actual examination questions, but are provided for review purposes as well as for extended learning
opportunities. Review Questions are not graded, though the program will indicate whether or not the
chosen answer is correct. Have the Excel program open for hands-on learning when completing Review
Questions. If you choose an incorrect answer, a message will pop up indicating why the chosen answer is
incorrect, and the program will allow you to choose another answer. You must choose the correct answer
before continuing to the next question. Login to your student profile at www.Excel CEO.com to complete
the Review Questions when you see a note paragraph like the following:

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 1, Section 1 of 3 option in
your Main Menu, and complete the Review Questions.
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The program will guide you to the correct Review Questions section or Chapter Exam based on the
sections you have already completed. Each chapter (except Chapter 18) contains between two and four
sections of Review Questions. Review Questions for each chapter must be completed in order to access
the chapter exams.

Chapter Examinations

There are 18 chapters in the course, contained in four sections (Beginning, Intermediate, Advanced,
and Master). At the end of each chapter, you will be instructed to go to www.Excel CEO.com, log in, and
take that chapter’s exam. After you login with your User ID and Password, and complete the Review
Questions, you will click on the link for the test indicated which will navigate you to the appropriate
test. All tests are administered sequentially after you successfully pass the previous exam. The exam uses
questions from a database of thousands of possible questions, so it is unlikely that any two people will get
the same exam. Some of the exam questions are based on the examples in the practice files, so you are
encouraged to complete all of the exercises in the course. For example, if you complete an exercise that
calculates net income by store, one exam question may ask, “What is the 2016 Net Income for Store 1002,
if you change Other Revenue to $25,000?” Each question is in a multiple-choice format, and you will have
four choices from which to choose.

The only recorded score for each exam is the passing grade. Your Excel CEO student profile contains
a Certificates section where exams you complete are tracked by date and score. You must score a 70%
or better on each exam to pass. After obtaining a passing grade, you will be able to complete a short
survey of the chapter, then print out a Certificate of Completion as evidence that you've read the material,
worked the hands-on project examples, completed the Review Questions, and passed the chapter exam.

CPE (Continuing Professional Education) Credits

To claim CPE credits under NASBA guidelines, the CPA must successfully complete any chapters in the
course within one year from the date of purchase to claim credit for them. The CPE credits for each
chapter in this manual are listed below. Upon completion of a chapter, sign on to www.Excel CEO.com
with your email address and password and click on the Certificates link to view and print a copy of the
certificate of completion. As of December 31, 2010, the student can take up to two retests on final exams
that were failed. After the second retest (or the third time to take the final exam), the student cannot
receive CPE credits for that chapter).

National Association of State Boards of Accountancy (NASBA)

ClineSys is registered with the National Association of State Boards of Accountancy

. (NASBA) as a sponsor of continuing professional education on the National

Registry of CPE Sponsors. State boards of accountancy have final authority on the

SO RS acceptance of individual courses for CPE credit. Complaints regarding registered

Q Aq sponsors may be submitted to the National Registry of CPE Sponsors through its
- website: www.nasbaregistry.org
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CPE Credit Schedule
1 Excel 2016 Basics 3.0
% Formatting 2.0
3 Simple Graphs and Flowcharts 2.0
4 Sorting, Subtotaling and Filtering 2.0
5 Printing 1.5
6 Intro to Formulas and Functions 2.0
7 Text Functions 2.0
8 Financial and Math Functions 3.5
9 Date, Statistical and Lookup Functions 3.0
10 Advanced Lookup and Logical Functions 2.0
11 Intro to PivotTables 2.5
12 Advanced PivotTables 3.0
13 Charts, Graphs and Objects 2.0
14 Analysis Tools 2.5
15 Graphics, Protection and Sharing 2.0
16 Macros and the Developer tab 3.0
17 The Web and New 2016 Features 2.0
18 The Comprehensive Project 0.0
Total 40.0

Note: There is no CPE credit given for completing Chapter 18. Completion of
Chapter 18 is required to earn an Excel CEO Excel Master certificate.

Conventions Used In This Course

The basis behind this course is learning by example. As such, I have included hundreds of tasks, examples
and projects. Step numbers to complete a task are numbered and shown in italicized, bolded text. Objects
or buttons you can see are in Bold font, and object names or formulas you should type are bolded and
italicized. Workbook tabs have vertical tab lines around them, and are bolded. Here are some examples:

1. Click on Cell B12 on the Sheet1 tab.
2. Type =SUM(B2:B11), and press [Enter].

To assist you, I have included hundreds of screen shots and pictures of the icons used in the examples,
including simple assists like this Save icon: E Screen shots are from Excel 2016 using Windows 10.

Action keys (keys that do something other than type a character on the screen) on the keyboard are
referred to in brackets, such as the Enter key [Enter] and the F2 key [F2]. Sometimes it is required to hold
down one or more keys on the keyboard to perform a certain action. For example, to make a cell bold,
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you press and hold the Control key [Ctrl] and then type the “b” key. I will refer to this action as [Ctrl]+b.
Action keys can also be sequential, by typing one key at a time. For example, to execute the process to set
a column width using action keys would be to press and release the [Alt] key, then the o, ¢, and w keys,
each separated by a comma. I will refer to this action as [Alt], o, ¢, w. These work in Excel 2016 just as
they did in previous versions of Excel. If you are accustomed to using action keys in previous versions of
Excel, you'll feel at Home with Excel 2016.

Keyboard Shortcuts

Keyboard shortcuts are keyboard strokes that execute functionalities without having to choose the
options from the Office ribbon with the mouse. Keyboard shortcuts generally include the use of the
[Ctrl], [Alt], and/or [Shift] keys. For those of you who liked to use keyboard shortcuts in Excel 2003,
you’ll be happy to know that the same shortcuts exist in Excel 2016. To get a complete list of keyboard
shortcuts available in Excel, go to the Excel Help menu, search for “keyboard shortcuts” and click on
“Excel shortcut and function keys”.

Prerequisites

Prerequisites for taking the Excel series of this course include a basic knowledge of a Windows operating
system, and knowing how to use the keyboard and mouse. This course is written specifically for people
with accounting or financial training, so I will assume you know the basics of income statements and the
transactions (the debits and credits) that make up the statements. Familiarity and prior experience with
Excel is helpful, but not essential.

New for Excel 2016

As you work through the course, and I introduce a concept that is new to Excel 2016, I will indicate
it. Microsoft has been following a pattern of introducing revisions over time. Excel 2007 brought major
upgrades compared to Excel 2003. Excel 2010 and 2013 were not overly different from 2007, and now we
have Excel 2016, which has some useful upgrades to improve functionality with expanded Sharing and
cloud-based storage access, and to follow the productivity trend of making documents more portable/
mobile and easy to intrepret. Below are some specifications of Excel for you to compare:

Item Excel 2003 Excel 2007 — 2016

Columns in a worksheet 256 16,384
Rows in a worksheet 65,536 1,048,576
Number of conditional formats applied to a cell 3 Only limit is available memory
Sort levels in a table 3 64

Items displayed in a Filter list 1,024 32,768
Characters displayed in a cell 1,024 32,768
Unique cell styles in a workbook 4,000 65,536
Number of nested levels in a formula 7 64
Maximum arguments in a formula 30 255
Number of columns allowed in a PivotTable 255 16,384
Number of fields displayed in the PivotTable Field List | 255 16,384
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The Microsoft Office suite continues to become more flexible with the 2016* (and 2013) version. New
features since Excel 2013 include:

Share* - Simplified ability to collaborate on files by allowing you to grant access, permissions, and
email files directly from Excel.

Query* - This provides standard access to Power Query, which was previously an Excel add-in.
Connect to data sources and even write and edit SQL queries within Excel for returning selected data.

Tell me what you want to do (or Search)* - This search box above the Office Ribbon allows for you to
search for functions based on a typed explanation of what you want to accomplish.

Flash Fill - Flash Fill is a predictive auto-fill feature that looks for patterns in the way data in a column
is being entered. This feature tentatively populates the column with what it is seen as the pattern from
the first and second cells in the column, and can do simple things like extract a domain name for an
email address list, first or last names, etc. The tentative fill is optional, and defeatable for the column,
or you can disable the feature using Excel Options to customize your experience.

Quick Analysis - When selecting a table or data for quick options, a preview mode is available to
show you what the option would look like in finished form, which assists with making your data
more illustrative. Quick Analysis provides access to chart controls, including Sparklines, which were
introduced in Excel 2010.

Recommended Charts - This is a new option in the Insert tab available through the Quick Analysis
box, or to the right of a chart you create. Editor buttons show to the right. Report Filtering is much
easier. Click Apply after filtering. Keep working with Chart Elements or click outside the chart to
finish.

OneDrive® (formerly SkyDrive) - Options like saving files to OneDrive, the hard drive on your
computer, the web, or to other locations makes it quick and easy to retrieve files on mobile devices
and computers for yourself, or for team members you choose to Share with wherever you have access
to this cloud-based application (app). OneDrive works as a cloud backup, increasing file security, as
well as providing an option to access and sync files offline from a variety of devices.

Representational State Transfer (REST)-compliant web services - Compatibility is made easier with
online editing , and you can use the same file and version to collaborate. Excel online makes it possible
to save part of your workbook to the web for access and editing.

Rich Data Labels - formatting that stays with the chart, even if you change the chart style. Charts are
much more user-friendly in Excel 2016, and provide previews as you make changes, so you can decide
whether or not the change you've made accomplishes what you intended.

View animations in charts - watch changes in your chart when data changes. Charts are no longer
static. PivotTable analysis comes with previews, and you create more tables using the same Fields, add

timelines to compare rolling data, and more.
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SECTION I: BEGINNING EXCEL

The first section of this course is designed to teach you the basics of Excel 2016. I realize that you may
already have some Excel experience and may even consider yourself to be an Excel expert. As such, you
may think this material is insulting your intelligence by asking you to complete the examples. However,
please understand that I have designed this course as one that builds on concepts taught in previous
lessons. I expect for you to continue your education beyond Excel to other topics I teach, including Access
and SQL. The ideas and concepts I teach in the Excel course serve as a foundation for concepts you will
learn in later courses, and I must be assured that you have reviewed and understand the basics. I will
therefore ask you to work all of the examples in these exercises. To keep you advanced people engaged,
I've included a lot of tips and tricks in the beginning chapters that many of the Excel “experts” don’t
know. Additionally, you will need to complete the exercises in their entirety in order to answer some of
the questions in the exams.

If you are a former Excel 2003 (or previous version) user, and tried to use Excel 2007, 2010, 2013, or 2016
with no instruction, you have probably become very frustrated. The new Excel interface is vastly different
from previous versions, and you have probably asked questions like, “How in the blazes do I open the Find
dialog box?” Rest assured, you are not alone. I will point out those differences in many of the exercises
herein, which gives you even more of a reason to work ALL of the exercises.
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SECTION 1: Beginning Excel — Excel 2016 Basics Chapter 1

CHAPTER ONE — EXCEL 2016 BASICS

Chapter Objectives:

o Identify basic icons, groups, and menus within the Office Ribbon and File tab

o Recognize how to enter and edit basic data directly into a cell as well as in the Formula Bar

o Choose the Excel Options to customize your Excel program interface

o Recognize and use Alt key sequences to execute Keyboard Shortcuts

o Choose a custom Cell Style for application to selected cells

o Identify Merge & Center functionality

o Select the appropriate keystrokes to Copy and Paste cell contents

o Determine the correct way to insert columns and rows to increase spreadsheet flexibility for use

+ Identify how dates are formatted and how calculations can be performed on them

o Recognize Data Fill to copy data and formula patterns within a column

o Choose the Freeze Panes and Split Windows functionalities to increase visibility to important
rows and columns

o Recognize how to insert and delete Comments to a spreadsheet cell

 Identify File Properties area and add identifiers to a workbook

o Select an Excel workbook to insert into an email message

Projects You Will Complete During This Chapter:

o mylncomeStmt.xlsx (beginning from a Blank workbook)
« myMay_Sales.xlsx (using pre-configured May_Sales.xlsx)

CPE Credits possible for this chapter: 3
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Excel 2016 Basics

Excel is an electronic spreadsheet. It allows you to organize data into lists, filter, sort, summarize,
compare, rank, add, subtract, multiply, divide, and do just about anything you want to do with those
numbers. In the information age of today, time is money, and Excel helps you collect, organize, and
analyze information very quickly. With Excel, you can calculate the average days outstanding on your
receivables, sum total sales figures for each region of your company, or calculate the average age of your
customers, and present it all in graphs that allow upper management to see trends. And the more you
know how to organize and manipulate those numbers, the more valuable you become to your company.
Data is little more than a collection of numbers or words by itself. The goal of this course is to teach
you through hands-on projects how to make sense of the data given, and to teach you many of the ways
Excel can help you understand and present the data in ways that help you make informed decisions. The
ExcelCEO Excel courses cannot teach every single thing Excel is capable of doing in one course, but by
the time you finish your training, you should have a solid understanding of how Excel works, and then
your limitation becomes only your imagination, or knowing what you want to accomplish.

In this chapter, you will learn the basics of Excel. Please note that it is not my goal to insult your
intelligence by making you do some seemingly easy tasks, as you may have a great deal of experience
with Excel. However, I have included in this chapter a few tricks that not many Excel users know about,
so it will definitely be worth your while to work every example in the chapter, and in the whole course for
that matter. Let’s first discuss some of the basics in Excel 2016.

The Backstage View

When you first open Excel in the 2016 version, the default setting brings up the Backstage view. From
the Backstage, you have the option to search through pre-configured Excel templates, open a Blank
workbook, or use the Recent files section on the left to open any recent files you have been working with.
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Figure 1.1

1. Open Excel 2016 (If you are using Windows 10, click on the Windows E icon, All Apps,
scroll down to Microsoft Office 2016, Microsoft Excel 2016). For Windows 8/8.1, the
Start Menu button is an icon that looks like a Home m Type Excel 2016, and select the
Excel 2016 under the heading of Apps, which will open the Excel 2016 program for you.
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2. Excel 2016 does not open to a Blank workbook (by default), so click on Blank workbook from
the templates after opening the Excel 2016 program and a new workbook will be created.
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Figure 1.2
The Office Ribbon

Click the Blank workbook option to open Excel and you will see the Office Ribbon at the top of the screen
that looks something like the image below, based on a full, wide screen. Note that the Office Button in
Excel 2007 was replaced with the File tab in Excel 2010 — Excel 2016. In the next few exercises, we’ll go
through how to navigate within the Ribbon.

Homiz el Fage Layout Formulas & e Dewveiper ACROBAT TEAMN
o T — .
ap Cut Calilari 11 A A = T #Wrap Text Ganera
Copy < = ;
rasle B I Y- gl B - += 4% CiMerge &Center - 3 - % 9 N4 Cend
¥ Format Painters FeiTia
Clipboand Font : Allgremaent Mumber

Figure 1.3

In the upper-left corner of the Excel screen, just to the right of the Microsoft Excel button is the Quick
Access Toolbar IEHIEMMEN. We'll discuss the Quick Access Toolbar a little later. Along the top and
center of the spreadsheet is the Title Bar IEEEISENZIaa0. It shows the name of the file. In the upper-right
corner of the spreadsheet are the standard Microsoft Excel Help (F1), Ribbon Display Options, Minimize,
Maximize, and Close buttons IE-HINESMR=MINEN Just below the Title Bar of the spreadsheet are ten
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default tabs: File, Home, Insert, Page Layout, Formulas, Data, Review and View. Your version may or
many include Acrobat, Add-ins and/or Team. All of these tabs, with the exception of the File, Acrobat,
and Team tabs, are the same as in Excel 2007. The File tab in Excel 2010 — 2016 replaced the Office
Button in Excel 2007. When you click on any tab, the Office Ribbon will change to show the icons
associated with that tab. If you hold your cursor over almost any icon or menu item, a ScreenTip will
appear. The screen tip tells you what the icon or menu item does. Hold your cursor over the Format
Painter icon to see a screen tip for applying its use in a new section on the lower-left of the screen in
addition to the temporary window that appears near your cursor.
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Figure 1.4

If you click on the File tab, you will see the following expanded feature screen with vertical tabs to display
document information in the following categories: Info, New, Open, Save, Save As, Print, Share, Export,
Publish, Close, Account, Options, and Feedback. Several of these are common Office features you should
be familiar with, and some are new.
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Figure 1.5

We'll go through the menu items on the left in future exercises. If you have experience with previous
versions of Excel, you should already be familiar with some of the icons like Save, Save As, Open, Close,
and New. You make each choice active by clicking on it. For example, if you click on the Info tab, it shows
information about the spreadsheet that you currently have open. We’ll go through each of the various
options as needed throughout the course. The section to the right gives more information and choices
within the selected tab. The Options button allows you to create and customize certain options within
Excel. The Close button will, of course, close the Excel program.

When you open Excel 2016, the program opens to a templates page, the first of which is Blank workbook
with one tab located along the bottom of the screen. The tab defaults to name Sheetl and contains a
worksheet, also called a spreadsheet. With the new Office interface, you can add more spreadsheets
by clicking the circled plus symbol to the right of the existing sheet tab - called New Sheet. The main
body of the worksheet is divided into columns (indicated by alphabetic characters across the top of the
spreadsheet) and rows (indicated by numeric characters located along the left side of the spreadsheet).
The box at the intersection of a column and row is called a cell. The location of a cell is referred to by its
column letter and row number. Cell A1, for example, is the first cell on the spreadsheet. Cell A6 is located
in Column A, Row 6, Cell F19 is located in Column F, Row 19, and so forth. The body of the spreadsheet
looks like the image below:
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Figure 1.6

When you open a new workbook, Excel 2016 gives you one worksheet by default within the workbook.
Versions of Excel previous to Excel 2013 defaulted to three tabs. You can add more worksheets or delete
worksheets, and I'll show you how to do that in this and later chapters. Each spreadsheet, or tab, is named
by default Sheetl, Sheet2, and so forth, and are shown in tabs at the bottom of the screen. The next figure
shows the result of clicking the New Sheet icon [#!.

Sheet Shaotd +

Ready

Figure 1.7

You make a tab active by simply clicking on the tab. You can use the tab selectors to select the tabs at the
beginning *, one tab to the left **, one tab to the right *, or the last tab * = . Unless you have
numerous tabs on the workbook, you can usually see all of them at the bottom of the screen. Typically,
data in each tab should relate to other data in the workbook. For example, the first tab may contain a list
of vendors and the second tab could contain invoices payable to each vendor. If you right-click on any of
the tab selectors, a dialog box pops up that shows you all of the tabs in the workbook. If you have more
spreadsheets in your workbook than are visible along the named tabs bar, you can scroll to see them, or
right-click on the Last arrow to see all sheets listed.
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Figure 1.8

Entering and Editing Data

Let’s start by typing some data onto a blank spreadsheet. That is one of the beautiful things about Excel -
anyone can open a spreadsheet and start typing data into cells and make Excel do something. There are
basically two ways to type data into a spreadsheet: typing directly into the cell and entering data using

the Formula Bar. Let’s first enter data directly into the spreadsheet.

3. Click on the Home tab.

4. With the Sheet1  tab selected, click on Cell A1 and type Nitey-Nite Mattress, then press the

[Enter] key.

& B = D
1 |Mitey-Nite Mattress

Figure 1.9

Pressing the [Enter] key inputs the typed characters into spreadsheet cell Al. However, we find that
we’ve made a mistake. The name of the company is Nitey-Nite Mattresses. We will now edit the name to

include the extra “es”.

5. With your mouse, click on Cell Al.

The Formula Bar is the box located just above the column lettering above the spreadsheet with “ &7 or

Insert Function button to the left. We will discuss the use of the Insert Function button later. The Formula
Bar should lOOk like thiS: 2 Wby -Mlite Watirass
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6. Click inside the Formula Bar to the right of the Nitey- Nite Mattress fext.

Once you click inside the Formula Bar, you will see an “X” and a check mark to the left activated, with fill
color no longer grey. If you click on the X, it will undo any changes you made to the cell before they were
entered. The check mark accepts the changes. It is similar to the [Enter] key, except the mouse will not
move down one cell.

7. Edit the text to read Nitey-Nite Mattresses, and click the check mark in the Formula Bar.

The Formula Bar and spreadsheet should now look as follows:

Al " - g Ja HNivey-MNite Mattresses

# 3 C - L E F a

1 |'|E-IE1'E551E5|

Z

3

Figure 1.10

Moving a Cell

Moving a cell is very easy. Let’s suppose that you wanted the Nitey-Nite Mattresses text in Cell C1 instead
of Cell Al. All you have to do is drag the text over. Let’s try it.

8. Place your cursor over the bottom, top, or side line of Cell A1. Your cursor will turn to a cross
with arrows on the tips.

9. Click, hold, and drag the cell over to Cell C1, then release.
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Figure 1.11

The Nitey-Nite Mattresses text is now in Cell CI. Alternatively, you can Cut and Paste the cell. When
you cut and paste the cell, you are cutting the cell contents into memory then pasting those contents to
another cell location.

When you open a workbook, Excel 2016 selects the Home tab by default. Let’s now cut and paste the
contents of Cell C1 using the icons in the Home tab.

10. With the Home tab selected, and with your cursor on Cell C1, click on the Cut icon ¥, in the

Clipboard “limboard T group.
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Note: Groups are sets of similarly-functioning icons within a tab that are
divided by thinly outlined boxes. For example, the Clipboard group contains
icons that store data into virtual memory for relocation, allowing you to
modify your spreadsheet without having to erase, write, or memorize cell
contents during the transition.

Cell C1 is now surrounded by a moving dotted line, indicating that the cell is either copied or cut.

11. Click on Cell A1, then click the Paste icon. Pasts

Note: You can click on either the icon, or the drop-down arrow, then click on
the Paste icon. This is a little different from Excel 2007.

The text is now back in Cell Al.

£l » fx Mitey-Nite Mattrasse || Al 2 fa Mitey-Mite Mattre
i B . () E F & B = i E
1 [ |N|'.EI-N|:1- Mattresses Mitay-Mite Mattressas
2 2
Figure 1.12
Excel Options

When you press the [Enter] key, your cursor may skip down one cell. Personally, that bugs me, because I
usually want the cursor to stay where it is after I press [Enter]. The only exception is when I am entering
in data, but I can make the cursor automatically jump to the next cell in other ways. For now, I want to
turn off the automatic skipping down by one cell. You can do this using Excel Options. The next few steps
show how to turn that off. If you don’t want to turn it off, just skip those steps. However, you should read
through the instructions in case you need that functionality someday.

12. Click on the File tab, then click on the Options button at the bottom of the left column of the
dialog box.

ExcelCLO | ]

Chief Excel Officer



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

Account

Usor information

F‘ Jim.Cline@ExcelCEO.com
Jim.Cline@ExcelCEO.com

[rwnge phoms

[r o

g mR

feasioh, bz mam

Ewmil o e

Eraduct information

1] Office

Praduct Activaked
Waihie ! LiTae Pealdtiongl Py 6

Cfice Rackprourd;

bR grmedas o Em

o gz =l
Office Theme; i
mePa - h“'
Wi -
Camreried Servces
& Oreilyier = Preatial
Jim Cline@ExcelCEO.com ﬂ
P . AP
" BT el

A

Ctfice Lipcakes
Lpad s P iy osthei] o0 Somigss bor oremioar
s TR BAE S

Aboul Bace

i v ol B, S, Frahiar D, s D0 0 € i iRt

Figure 1.13
Fuiwl Optsiari T =
Gadeial b .
kl' General opband lor working with Excel
ol
Petrirfiig Ui Imfesiladr eqitions
e At P Tookan on sclonten
Lircpnge B e Dok Analysis options on selecticn
Aaneed kA Frubile | e Bremoes

L ugtémiias Ribben
ek Aeeess [ealbae
hdd-ir

Triig? L el

GapeanTip iyla

Shire Teature descrpticat in SersanTips
e orEateg new etk

Lhs thit s the delaul fagl

Body Font
Figed i 17 i

Dielaull wiow ler npw ihsecks | INomaal Wiew '\-'I

Inelugle [Ea ety {Fensli =

P vanaling poui dajry of Midrowalt (e

Ll navne Jarmags [l
[ amwmps ek these vaiues regardbesy af nign wbs Ofice
Dt Botbground: | Mg Bachgrogesd o |

Gz T hedrae: Codgrtul '\.' |

Ttart up optkon

Figure 1.14

Excel CEO

Chief Excel Officer




SECTION 1: Beginning Excel — Excel 2016 Basics Chapter 1

The Excel Options dialog box opens. There are MANY options you can change in this dialog box. I
encourage you to click on the menu items to the left to find out which options are contained in each. In
this exercise, we’ll turn off the functionality that moves the cursor down when you press [Enter].

13. Click on the Advanced menu item on the left side of the dialog box.
14. If necessary, uncheck the After pressing Enter, move selection box (the first box under

Editing Options).
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Figure 1.15
15. Click OK.

The dialog box disappears and you return to the worksheet. Now you will input some more data on to the
worksheet.

16. Type the following data into the indicated cells (Plain text, no italics when you type the data):
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Cell Cell Input Value

Cell A3 Three Year Sales Summary
Cell A5 Sales

Cell A6 Mattresses
Cell A7 Pillows
Cell A8 Total Sales
Cell B5 2016

Cell C5 2015

Cell D5 2014

Cell B6 33415892
Cell B7 14682832
Cell C6 31585275
Cell C7 13892897
Cell D6 29574225
Cell D7 11546835

Your spreadsheet should now look as follows:

A E i D E F 3
Mitey-Nite Mattresses

1
&
3  Three Year Sales Summary
4
5

Lales HilG MG 2014
& (Mattresse 33413892 3158IZ7D EH'J-M-ELEI_
Fillows 14682832 1339135?! 115-'15335"
8 [Total Sales

Figure 1.16

Formatting Cells

Not to be disrespectful, but your spreadsheet looks kind-of, uh, bland. Fortunately, we have some tools
at our disposal to make the report look more attractive. Most of the formatting tools you need in this
exercise to make the report look nicer are found in the Home tab. There are seven standard groups in the
Home tab: Clipboard, Font, Alignment, Number, Styles, Cells, and Editing. The formatting tools you’ll
need in this exercise are found in the Font, Alignment, and Number groups. Take a few moments to look
at those icons. Hold your cursor over each icon and read the screen tip to see what that icon does. Let’s
clean up the report a little by using some formatting.

17. Click on Cell B5.
18. Click the Underline icon ¥ ™ in the Font group.

ExcelCEO | 14

Chief Excel Officer



SECTION 1: Beginning Excel — Excel 2016 Basics Chapter 1

Now Cell B5 is underlined. You want to underline the other years in Cells C5 and D5 as well, but you
don’t have to do it one cell at a time.

19. Left-click on Cell C5 and hold.
20. Drag the cursor over to Cell D5 (to select both cells).
21. Release the left-click on the mouse (this process is called selecting cells).

22. Click the Underline icon. Y -

A 1] 4 7 I I {2
1 | Mitey-Mite Mattresses
o
3 |Three Year 5ales Summary
4
5 |sales 2016| 015 2014/
6 | Mallresse 33415892 31585275 29574215 |_:
T Pillows 18052532 VIEEEES 7 115abH3Y
i |Total Sales
Figure 1.17

Now Cells B5, C5 and D5 are underlined.

Keyboard Shortcuts

If you prefer to use the keyboard to select multiple cells, you can click on Cell C5, hold down the [Shift]
key and press the right arrow key on your keyboard to select both cells. With those cells selected, you
can press and hold the [Ctrl] key and type the letter “u” to underline the cells. The [Ctrl]+u trick is the
same in all Microsoft Office and most Windows-based programs. These are called keyboard shortcuts. A
keyboard shortcut is the keyboard version of executing commands (or choosing options) that could also
be done with a mouse. There are many other keyboard shortcuts in Excel. One easy way to find out what
they are is to hold your cursor over the icon and read the screen tip. If a keyboard shortcut is available,
the screen tip will tell you what the keyboard shortcut is. For example, if you hold your cursor over the

Copy icon in the Clipboard group of the Home tab, you will see the following screen tip:

T

2 Copy -
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Copy (Ctrl+()
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Figure 1.18
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To the right of the Copy choice you see (Ctrl+C). This means that you can click Ctrl+C together, and then
Excel will copy whatever you have selected. The Ctrl+C reference is the shortcut. It is a little deceiving
in that the C in the reference is capitalized, and the shortcut works when [Caps Lock] is on or when
you type Ctrl+c (lower-case c). If you type Ctrl+Shift+c (to put the c in upper-case), it will not work as
intended. If you prefer to use the keyboard to do many commands (like I do), these keyboard shortcuts
can save you a lot of time. When you use keyboard shortcut combos, note that the “+” is to show you the
combination of keys to use together — the “+” is not a part of the combination.

Let’s now return to our spreadsheet. Our file is starting to look a little better, but those numbers need
some formatting. The years look good, as year numbers are typically shown with no formatting, but the
sales numbers need to have some formatting, so let’s do that now.

23. Select Cells B6 through D7.

24. In the Number group of the Home tab, click on the Number Format drop-down arrow to
the right of the word General. G

ABC General -
123 Mo specihic tormat
12 Number
33415892 00
B Currency
el §33,415,802.00
e .l"n.cmunting
sl $33,415,902.00
Short Date

| LongDate

t;/?? Fercentage
O 3a15890000%
l// Fraction

2 3341589

10 2

More Number Formatz.,

Figure 1.19
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This is a short list of commonly used number formats. We want to format our sales figures with commas
with no decimal places, and such a format is not included in this list. In this and previous versions of
Excel, you could use the Format Cells dialog box. To display the Format Cells dialog box in Excel 2016,
click on the Dialog Expander, located at the lower-right corner of the Number group.
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Figure 1.20
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25. Click anywhere outside the Number Format list (to make the list disappear).
26. Click on the Dialog Expander [, located in the lower-right corner of the Number group of

the Home tab.

The Format Cells dialog box opens. Another way to open the Format Cells dialog box is to right-click
anywhere in the spreadsheet and choose Format Cells.

Formag Cells
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Figure 1.21
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27. In the Format Cells dialog box, make sure the Number tab is selected.
28. In the Category: field, click on Number.

29. Check the Use 1000 Separator (,) box. [ | Use 1000 Separator ()

30. Click on the down arrow in the Decimal places: box until it reaches 0.
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Figure 1.22
31. Click OK.
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Figure 1.23
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You should spend some time experimenting with the different cell formatting options in the Format Cells
dialog box. You will most likely use many of the formats available.

One more useful tip: You will be using Excel a lot during this course, so it would be a good idea to make
the program easy to find. Microsoft makes it possible to Pin items to your Start Menu, or even to your
Taskbar, so you don’t have to search for programs each time you want to open them, and this can be a
real time-saver for accessing any program you use regularly.

32. With Excel still open, right-click on the Excel 2016 icon on your Windows Taskbar, and click
Pin this program to taskbar.

2l Excel 2006
<3 Pin thi=s presgrim o taskluor

. Chose window

| i

Figure 1.24

Now the Excel 2016 program is Pinned to your taskbar, and even when the program is closed, you can
see the icon, and click to open it without having to search through Program Files from the Start Menu,
or even through Cortana. You can Pin most any program to your Taskbar. We’ll explore more of this Pin
functionality later.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 1, Section 1 of 3 option in
your Main Menu, and complete the Review Questions.

Cell Style

When creating reports, it’s nice to have a standard format for the numbers. I like to use a cell format of
Number with the comma separator with zero decimal places. Sometimes it can be tedious to remember
the different formats of all the possible styles. Excel provides a great tool for you to store the formatting
style and use it again and again. This functionality is called a Cell Style. Let’s set up a style.

1. With Cells B6 through D7 selected, click on the Cell Styles icon A Cell Styles = iy the Styles
group of the Home tab.
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Figure 1.25

You can use one of these styles provided by Excel 2016, or you can create one of your own. One great
feature about Excel 2016 is that you can hover your cursor over a formatting style and see what it would
look like on your spreadsheet without having to click on the style. Let’s try it.

2. Place your cursor over the 60% - Accentl box (located under Themed Cell Styles, first
column, third row), but don’t click on it.

When you place your cursor over the style, watch how the formatting for Cells B6 through D7 change.
Play around with it a bit. Place your cursor over different styles and see which one you like best.

Let’s suppose that you don’t want any of the styles provided in the dialog box. You can create your own style.

3. In the Cell Styles dialog box, click on the New Cell Style... [ Hew el Shle con.
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The Style dialog box appears. Note that it is already pre-populated with the style for which the cell range
is currently formatted. If you like, you can change the formatting by clicking the Format... button.
Clicking the Format... button will make the Format Cells dialog box appear, and you can make any

change you want.

4. In the Style name: box, type Excel CEO1 and click on the Format... button.

5. In the Number tab of the Format Cells dialog box, make sure Number is chosen under the
Category group, the Use 1000 Separator (,) box is checked, and 0 is in the Decimal places

box.
6. Click on the Font tab.

7. Under Font Style, choose Bold, then click OK.

8. Click OK in the Style box.

Nothing happened to the formatting of Cells B6 — D7. Why? You created a new cell style but you haven’t

applied it to the range yet. Let’s do that now.

9. Click on the Cell Styles icon.

You should now see the Excel CEO1 style listed under the Custom group, as illustrated below.
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Figure 1.27

10. With the range B6 — D7 selected, click on the Excel CEO1 custom style.

The range is now formatted with the custom style you created.

a & 13 C L = F

Mitey-Mite Matirasses

Three Year Hales Summary

Mattressd 33,415,892 31,585,275 29,574,275
Pillowes | 14,682,832 13,892,897 11,546,835
Fotal Sales

1
2
S
o
2 |3ales 2016 2015 2014
&
[}
g

Figure 1.28

Column Widths

Do you see how the last “s” in the word Mattresses in Cell A6 appears to touch the outline in Cell B62
That is because Column A isn’t wide enough. A standard Excel column measures 8.43 characters, but can
be increased to 255 characters or decreased down to zero (hidden). These sizes represent the number of
characters that can be displayed in a cell that is formatted with the standard font. There are a number of
ways you can resize a column. Let’s explore some of those ways.
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1. Place your cursor on the column margin (the line between Columns A and B) above Row 1
and your cursor will become a vertical line with left and right arrows.

2. Double-click on the column line.

Column A is automatically resized to fit the cell containing the longest text string in the column, which
would be Cell A3 (Three Year Sales Summary). We don’t need for the column to be that wide. All we
want to do is to adjust it so it is just to the right of the word “Mattresses” in Cell A6.

3. Place your cursor on the column line between Columns A and B where your cursor turns to a
vertical line with left and right arrows.

4. Click, hold, and drag the column line to the left.

As you drag the line to the left, you will see a ScreenTip box. This box tells you the width of the column as
you drag it.

5. Drag the column line until the screen tip reads Width: 10.00 (75 pixels), and release.

Trick: You can also set a column width by using the keyboard. With your
cursor placed in the column(s) you want to adjust, type the [Alt] key and
then type the letters “0”, “c” and “w”, then input the desired column width.
(These are the commands to set column widths since Excel 2003, and also
works in 2016.) Additionally, you can also right-click the Column letter and

choose Column Width...

At this point, you should be able to see all of the word “Mattresses” in Cell A6 with space following.

A B i ] E F
1 [Mitey-MNite Mattirosses

Thres Yaar Sales Summany

|Sales 20106 2015 2014
MattrESEEEl 33415892 31,585,205 29,508,885
Pillows 14,682,832 13,892,897 11,596,835
Total 5ales

B aN | e

0 =y

Figure 1.29

Merge & Center

It really would be nice if we could have the title centered over the report. What’s that you say? Can we do
that? Sure we can. Just about every time I think of a question that begins with, “I wonder if Excel can ...”,
it usually can. It just takes a little investigation on how to get it done. In this case, you can use the Merge
& Center icon.
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6. Select Cells A1 through D1.
7. Click the Merge & Center =7 Merg= & Cent=r - icon in the Alignment group of the Home tab.

This action combines the four cells as one and centers the text “Nitey-Nite Mattresses” over the report.
You can use the Merge & Center icon to merge and center, merge across, merge cells or unmerge cells. To
see these choices, simply click on the drop-down arrow located on the right side of the Merge & Center
icon. Let’s do some more formatting.

8. Click on the Font Size box in the Font group of the Home tab and choose 14.
9. Click on the Ttalics button. I

This increases the size of the text to a size 14 font and italicizes the text.

10. Select Cells A3 through D3 and use the Merge & Center icon to center that text over the
report.

11. Change the font size to 12.

& i L b k I

Nitey-Nite Maltresses

-

| Three Year 5ales Summary

Sales 2016 2015 2014
Mallrezses 33415892 31,585,275 29,574,225
Pillows 14,687,837 13,892,897 11,546,835
Total Sales

TR - Y R - R T R S T ¥

Figure 1.30

Simple Formulas

Now we will calculate the Total Sales. This is the meat of Excel — calculations and formulas. When typing
formulas, you must always begin the formula with an equal sign “=". Let’s begin with the most basic of
Excel formulas: adding two cells together.

12. Click on Cell B8, type =B6+B7 and press [Enter].
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Figure 1.31

Trick: To input this formula, you can also type “=" then click on Cell B6, type

« »

the “+” sign, and click on Cell B7. Alternatively, type “=” then scroll to Cell
B6 with the arrow keys on your keyboard, type the “+” sign, then scroll to

Cell B7.

The SUM() Function

This is one of the easiest calculations in Excel - adding two cells together. But what if you want to sum
up a bunch of numbers? Answer: use the SUM() function. Even though we don’t have a lot of numbers to

sum, I'll show you how it works. I will cover other helpful functions in later chapters.

13. Click on Cell C8 and type the following partial formula: =SUMV( then click on Cell C6 and
drag the cursor down to Cell C7, release the mouse, type the closing parenthesis ) and press

[Enter].

Trick: You can also type =SUM( then scroll to Cell C6 with the arrow key on
your keyboard, press and hold the [Shift] key, then the down arrow key to
select Cell C7, type the closing parenthesis, and press [Enter]. Alternatively,

you can click on Cell C8 and click the AutoSum icon 2. futcsum -

in the

Editing group of the Home tab. BUT BE CAREFUL! If you do that, the icon
automatically inputs the formula adding up all contiguous cells above it,
including the Year heading (2015). Because of that, I prefer not to use that

icon much.

The formula in Cell C8 should read “=SUM(C6:C7)”. Whenever you type a formula into a cell, the result

appears in the cell. The formula itself appears in the Formula Bar, as shown as follows:
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A B | L A B = ¥
| Nitey-Nite Mattresses 1 Nitey-Nite Mattresses
o 2
3 Three Year Sales Summarny ! Three Year Sales Summary
4 4
5 Sales lﬂlﬁ_ 1&15_ 014 3 [ Sales 2016 2015 2014
& Mattresses H,-III'E.,EB}.| 31,585,275 20,574,235 6 (Mallresses 33415802 31,585,275 20,574,225
7 Pillows 14,682,812] 13,892,897 11,586, 81% 7 Pillows 14,682,832 13,892,897 11,546,835
. -
g iTmnlSalm 48,098,724|=sumj{C6:C7) B |Total Sales 4809 ¢ ME-!H,-L‘L.-’HJ ,u-|
) 4

Figure 1.32

To the left of Cell C8, you should see a caution icon. This icon will appear when formulas that are next
to each other are not consistent. The formula in Cell B8 reads “=B6+B7”, which is not consistent with
the formula in Cell C8, even though they are basically the same. For now, click on the caution icon and
choose Ignore error. We will explore those messages in more detail in later chapters.

Tip: The Caution |"* icon is setup to appear based on criteria in Excel
Options in the Formula group. In this case, the checkbox Formulas which
omit cells in a region is checked, and applies here.

14. Click on the caution icon next to Cell C8 and choose Ignore error.

Copy and Paste

It appears that you will be using the same basic formula for the summation of sales in Column D, and
Excel has provided the functionality where you can copy a formula and paste it in other cells.

1. With your cursor on Cell C8, press the Copy icon FiZ Copy  in the Clipboard group of the
Home tab.

You will see a moving dotted line around Cell C8. This is the indication that the cell is copied and is in
memory.

2. Click on Cell D8 and click the Paste icon in the Clipboard group of the Home tab.
3. Press the [Esc] key to take the Copy command out of copy mode.
4. Ignore the error on Cell D8.

Trick: You can also type [Ctrl]+c to copy and [Ctrl]+v to paste. I like to use
the keyboard commands much more than using the icons.

When you use the Copy command (either from the icons or the keyboard), Excel assumes that the cell
references will change in the direction of the Copy and Paste commands. For example, when you copied
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the formula “=SUM(C6:C7)” over one column to Cell D8, Excel assumed you will use the cells above Cell
D8 and accordingly changed the formula to “=SUM(D6:D7)”. Wasn't that nice of Mr. Gates?

Trick: To copy a formula over, down, or up without the cells changing, copy the
formula in the Formula Bar, press [Esc] (to exit out of Edit mode), click on
the cell you want to copy the formula to, and press [Ctrl]+v to paste it.

Now all we have to do is to clean it up a little more and we will have a working report.

5. Select Cells B7 through D7 and click the Underline icon in the Font group of the Home tab.

6. Select Cells A5 through D5, then press and hold the [Ctrl] key, select Cells A8 through DS,
release the [Ctrl] key and click the Bold icon. B

7. Select Cells B6 - D7 and click the Bold icon.

Since the selection B6 — D7 was already bolded, by clicking the bold icon again removes the bold. By
pressing and holding the [Ctrl] key, you can select a non-contiguous range of cells.

Trick: A keyboard shortcut to Bold, Italicize, or Underline is to select the cells
you want to format, press and hold the [Ctrl] key, then press the “b” key (for
Bold), the “i” key (for Italics), and the “u” key (for Underline).

When we bolded some of the cells, it may have increased the size of the text a bit, so it may be a good idea
to resize all the columns to give the numbers a little more breathing room. Excel 2016 usually does a good
job of resizing columns as data is entered, but sometimes it’s a good idea to resize everything just for
grins. Here’s a trick on how to resize all of the columns in the spreadsheet at once.

8. Click in the blank gray box that is above Row 1 in the spreadsheet to the left of Column A.

This highlights or selects the contents of the entire spreadsheet.

9. Place your cursor over any column line above Row 1 where the cursor turns to a vertical line
with right and left arrows, and double-click on the column line.

10. Click on any cell in the spreadsheet to deselect the entire spreadsheet selection.

When you double-click the column line, you should see the columns automatically adjust their widths.
Note that this method of adjusting widths ignores the text that is merged and centered on Rows 1 and 3.
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Figure 1.33

Aligning Text

Notice that, by default, all of the numbers are right-justified and all of the text is left-justified. With Excel,
you can change the alignment of any cell to be right, centered, or left justified by using the Align Text Left,
= Center — , and Align Text Right — icons. You can also align cells vertically, using the Top Align
=, Middle Align —, and Bottom Align =icons. All of these icons are located in the Alignment group of
the Home tab. Let’s center the Years.

11. Select Cells B5 through D5.
12. Click the Center icon. —

A E i B E F G H
1 Nitey-Nite Mallresses
=
S Three Year 5ales Summary
4
5 |sales 2016 2015 014 |

b |Mattresses 33,415,842 31,585,275 29,574,774 E
7 |pillows 14,682,832 131,802,807 11,546,835

Figure 1.34
13. Click the Save icon E in the Quick Access Toolbar just above the File tab.
By clicking the Save icon on a workbook that is not yet named will display the Save As screen.

14. In the Save As screen, navigate to the Chapterl folder under the C:\Excel CEO\Excel 2016
folder on your computer (it may be under Current Folder or Recent depending what you
have been working on).
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15. In the Save As dialog box File name box, type myIncomeStmt.
16. Make sure the Save As type box is set to Excel workbook. (*xIsx)
17. Click the Save button.

18. Close the myIncomeStmt.xlsx and Excel by clicking on the Close Window icon (in E the
upper-right corner of the spreadsheet).

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 1, Section 2 of 3 option in
your Main Menu, and complete the Review Questions.

Let’s start another project. In this project, you will add to your Excel skills in formatting a spreadsheet by
creating a multiple page report.

At Nitey-Nite Mattresses, there are ten store managers that are considered to be the best in the company.
Upper-management wants you to develop a report that shows the daily sales of each of these people. It is
known as the Top Ten Report. They want the report to show the daily sales for each person each month
for the last three months. You have an unformatted text file that gives you all of the data you need to
create the report. All you have to do is take that text file and format it to create the Top Ten Report. The
text file is located on Sheetl of the May_Sales.xlsx file.

1. Open Excel to a Blank workbook, then click on the File tab, and then click on Open
from the menu. (You can also use the Open Other Workbooks icon on the bottom-left of the
templates page when you first open Excel. These options take you to the same place overall.)

2. Navigate to the May_Sales.xlsx file from the C:\Excel CEO\Excel 2016\Chapter1 folder, and
Open it. (Click Enable Editing (if the Protected View security message appears).

3. Click on the File tab again, click on the Save As option.
This opens the Save As screen.

4. Navigate to the C:\Excel CEO\Excel 2016\Chapter1 folder (should be under Current Folder).

5. Click on the drop-down menu in the Save As type box and review the types of files you can
save the file as (Excel Workbook (*.xlsx), Excel 97-2003 Workbook (*.xls), etc.)

6. Make sure the Save As type Excel Workbook (*.xIsx) is selected.
7. Change the name of the file to myMay_Sales.xlsx and click the Save button.

Note: Whenever you use an Excel CEO practice file in this course, you will
open the file, then save it typing the word “my” at the beginning of the file
name. Make sure you complete each project in each chapter, as chapter
exams will refer to these projects, and further your understanding of the
functions learned by having you change specific details, and answer based on
the changes. These are additional opportunities for mastery of Excel, so make
sure your work is correct.
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Figure 1.35

As you can see, the data is unformatted and needs a lot of work. Each row of data contains
the sales for each day of the month, but it has no dates. As you scroll down in the file,
you will see that the March data is followed by April data, which is followed by May data.

The first thing we need to do is to format the sale amounts and resize the columns, so we can more easily
read the data.

8. Select the entire sheet.
9. Resize all columns.

10. Format all cells in Columns A through J fo be Currency, two decimal places with the dollar
($) sign (Do this from the Format Cells dialog box)

11. Place your cursor to the left of Row 1 and left of Column A and the cursor will turn into a
right arrow. Click on Row 1 and the entire row will be selected.

12. Underline all cells in Row 1.

Insert a Column

Next we will add a date field to be the first field in the spreadsheet. To do so, we need to Insert a column
to the left of the data in which we can store the dates.

1. Click on any cell in Column A. 2
I nsert

2. In the Cells group of the Home tab, click on the drop-down arrow below the Insert icon.
3. Choose the Insert Sheet Columns option. "§" Inset Shest Column:
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Trick: Alternatively, to Insert a column, you can right-click on any cell in
Column A and choose Insert..., choose Entire Column from the Insert
dialog box, and click OK. If you prefer to use the keyboard method, you can
click the [Alt] key, then type the letters “i” and “c”.

4. In Cell A1, type Date
5. In Cell A3, type 3/1/2016

A B C _ D E F G
1 Date Jim Wilcox Henry Sosa Jerry Banks  Wivion Ortega  Torry Smith Richard Lewis S
2 March
3 I 11.1.-53Lll| S0.00 L0.00 5.3...'. 19 31 S0.00 S0.00 L0.00
4 $3.372.84 $2,707.26 $2,711.09 53,247 .46 $2,362.04 $3,192.77
& 53.527.33 50.00 50.00 53.203.78 50.00 50.00
b £0.00 £2,079.36 £3,010.59 50.00 £3,092 86 £2,649.21
T £2,110.94 §3,762.33 £3,070.86 £2.962.76 £3,052,10 £3,282.04
2 53,bHE.B0 S0L00 S0.00 %2 bYE Bl 53,5049, 50 %2, 7bH. /b
| S0 00 52 334 85 S0 00 %2 TRA 93 S0 00 A0 00
10 $5,036.32 54.095.82 52 889.35 $0.00 $2,749.15 £3.953.03
11 53,149.36 54,013.78 52,578.68 50.00 50.00 50.00
12 £0.00 £3,810.03 £2,580.39 £0.00 £3,873.98 £3,714.30
13 S0.00 S1,17r248 S0.00 53,06 1 29 53,055 40 S0.00
14 %3 18R 13 53 74R 69 S0 00 8237221 %2 185 R2 %7 969 7h
15 §5,212.78 52,412 71 $3.048.64 $3.844.38 $3,338.86 $3.891.65
Figure 1.36
Dates

Hhhmmmm? The cell now reads 42,430. What’s that all about? Let’s talk a little about dates. In Excel, a
date is simply a formatted number. The number 1 represents January 1, 1900. The number 2 represents
January 2, 1900 and so forth, one day for each whole number. March 1, 2016 is 42,430. In other words,
there are 42,430 days from January 1, 1900 to March 1, 2016. When you input a date in the Month/
Day/Year format, Excel will usually assume it is a date unless the cell had previously been formatted as
another type of number. This makes performing calculations on dates very easy.

To further illustrate, let’s suppose you have a birth date in one cell, say February 7, 1961, and another
date, use June 13, 2017, in another cell. If you subtract February 7, 1961 from June 13, 2017 and format
the result as a number, you get 20,580, or the number of days from February 7, 1961 to June 13, 2017.
To get the age, simply divide 20,580 by 365.25 (the 0.25 is to account for the leap year day every four
years) which results in 56.34 years. The time of the day is stored in numbers less than 1. For example,
42,899.46 formatted as date and time is June 13, 2017 at 11:02 AM. We’ll do those and more complex date
calculations in future exercises and projects, but for now, let’s just input the dates we need.

6. Format Cell A3 as Date, in a m/d/yyyy format (choose *3/14/2012 in the Date category,
Number tab in the Format Cells dialog box)
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13 S0 L217774 LA ali ] L3060 L3Ony &0 cooa L e LS L3I
14 | £3.186.13 %3,148 50 20,00 5231311 221, 18582 518969 76 5565138 %21 85
15 5511278 5141271 53 04864 55 24438 53 33885 53 B91.65 5426775 -]
16 | S0 100 S04 OF 5477 4% 53,694 LA S TR1 2% 42 Adh 19 52 ablh h4m
17 53913242 $1,757.10 3339775 B1607.10 0,00 S0.00 %3, T1R11 5a,22

Figure 1.37
Data Fill

Cell A3 should now read “3/1/2016”. If you were to type in the date for every line item, it would take
quite awhile, as you have three months of data. Excel provides a way to make this much easier.
This functionality is called Data Fill. Using Data Fill, you can fill in the data below (up or to the side)
beginning with the cell that is currently selected. When you use Data Fill with dates, Excel assumes you
want to increase each date by one day. Let’s try it.

7. With Cell A3 selected, place your cursor over the small black box at the bottom-right corner of
the cell. (Depending on your computer settings, cell outline and Data Fill may be red.)

Your cursor will turn to bold plus sign “+”. This activates the Data Fill button.
8. Click and drag the Data Fill =8 button down to Cell A33, and release.

As you drag the cell down, you will notice a screen tip appears on every cell the cursor is dragged to,
increasing the date by one day. You can also double-click the Data Fill button and Excel will automatically
fill in the dates for every cell beneath. Double-clicking on Data Fill works only when you want to fill in
data BELOW the cell you are currently on. When you do this, all cells below must be contiguous (i.e.- no
blank cells) and the data in the rows must reflect data that is one day apart.

Deleting

Our data is not quite in the right format, as three rows of data (currently Rows 2, 34 and 65) contain the
name of the month but no daily sales data. Let’s delete those rows so we can use Data Fill properly. I will
show you three ways of deleting rows in the steps below.

1. Click on Cell A2 (or any cell in Row 2).
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j:s-:
2. In the Cells group of the Home tab, click on the drop-down arrow below the Delete "= icon,
and choose Delete Sheet Rows. ~# [elzteShest Fows

e = E AutoSum
g fL8

| Fill -
Crelete Format
- i ¥ Clear-
oF

£ Delete Cells..

=X Delete Sheet Rows

w Delete Sheet Columns

Figure 1.38

Row 2 is deleted and all of the rows beneath Row 2 move up. BE CAREFUL! If you click the Delete icon
itself (not the drop-down arrow), Excel will delete the cell and move the other cells in that column up one
row. That can really make a mess of your spreadsheet, if youre not careful.

3. Click on Cell A33.
4. On your keyboard, type [Alt], e, d, r, [Enter]

This is the keyboard method of deleting rows. Watch the commands on the screen execute as you type
the various keys. Now we’ll do the right-click method of deleting a row.

5. Right-click anywhere on Row 63.

A series of choices pops up in a short menu.

6. Choose Delete...
7. Click on the Entire row radio button, and click OK.

Remember, right-click is your friend. If you want to do something and can’t remember where it is, try a
right-click and see if the correct choice pops up.

If you want to delete only the contents of the cells but not the rows themselves, you can select the range
and press the [Delete] key on your keyboard or use the Cut icon . Using the [Delete] key or the Cut icon
will delete only the contents of the cells, but it will not delete the formatting. One difference between the
two is that the Cut icon will keep the deleted selection in memory, while using the Delete key will not.

Now that your data is all contiguous (i.e.- no blank rows), you can add dates for every row of data in one
easy step.

ExcelCLO | 33

Chief Excel Officer



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

8. Click on Cell A32 (the last date we populated with a date).
9. Double-click the Data Fill box. | |

The dates are filled in through Row 93, which is exactly what we wanted to do.

A B C 0 E F G H
26 [3/27/2016  $3.074.87  $2.994.15  $2.29328  $3.552.57 S000  $2,6B3.87  §3.497.16
29 [3/28/2016  S3,779.59  53.427.56 5000 5312138 SUO0 5330899 5332494
30 {3/29/2016  $2,08129  $333058 233510 2000  $402776  $2287.44  §230149
31{3/30/2016 5336414  S363587 5301214 50.00 SOO0  $3.53552 5320614
32|s/s1/2016] 304512 231308 $0.00  $2,98185  $3,27443  $2,21154  $3,16256
33| &/1/2016| $0.00 $0.00 5000 5391835 $000 5264654 £0.00
4| 016 50.00 SO.00  53,67338  52,346.15 SO00 5323008  53,07501
35| 4/s/2018| 5362503 $0.00  $277097  $3.84050  $263686  $3.71095 £0.00
36| a/ar2018| s304241 s350ARD S000 5123291 5458117  S34RS96 5146577
37| 4/5/2016| 53.357.76  $3.83097  $2.34640  $2,203.83  $3,68354  $4.030.04 50.00
38| ayszoas| 5209186 50.00 5000 53,377.00 000 5000 52,495 89
J9| 4/7/2086] $3.876.70 8242078 $3.04643  $2.20281  $2.60453  $3.87037 $0.00

Figure 1.39

Freeze Panes and Split Windows

Notice that the names in Row 1 are the same for the three months of data. As you scroll down the page to
see April and May data, the names of the managers disappear. When you scroll down, you would like to
fix or freeze the first row of names. Let’s do that.

1. On your keyboard, press [Ctrl]+[Home] (this takes you to Cell A1).
2. Click on the View tab.

3. In the Window group, click on the Freeze Panes icon.

i | | il L 1 e
=
S | | Hide T L e 1 =
N - Ewiteh
l:m:l: B [ I t Wi Y i Winedowes -

[reeze Panes
Keep revams and ealumas visibkle whille the rest o
the waresheet scnolls (based on CUETER SEIECON
——— Freere Top Row
Ketp Lhe lop row visabibe wiule sorolling threugh
thie rect of the wiorkcheat,
———  Freeoe Hist Lolemn
Kzap the first colemn visible while scrodiing
throagh the rest of the woskecheet

[ L] - R N -

Figure 1.40

4. Click on the Freeze Top Row item.
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The first row of names will now remain in place while you scroll down through the rest of the records. If
you want to freeze column(s) on the left, simply position your cursor in the cell to the immediate right of
the last column you want to freeze and choose Freeze Panes. Let’s do that.

5. Click on the Freeze Panes E icon, and choose Unfreeze Panes.
6. Click on Cell B2.
7. Click on the Freeze Panes icon, and choose the Freeze Panes item.

Now you can scroll up and down, to the right and to the left and the titles AND dates are frozen. You can
also use the Split functionality under the Window group of the View tab. The split window differs from
the freeze panes option in that a split window allows you to scroll independently in each window.

Insert a Row

In looking at this data, I think we need totals by person. That way, upper management can see monthly
totals for each of the top ten people. Currently, there are no blank rows between the monthly data, so we
need to Insert a couple of blank rows after every month end. This is similar to inserting columns like you
previously learned.

8. Click on Cell A33, and click on the Home tab.

IniEEit
9. Click on the drop-down arrow under the Insert icon - on the Cells group, and choose
Insert Sheet Rows. &= Inzert Shest Fows

10. Repeat the previous step to insert a second row.
11. In Cell A33, type Total

25 | 3frajzon 5000 5151214 5259727 51,759,359 52.572.08 54,1056 5927147 50,5
2 | 37252006 #3.627.55 32.800.55 S0.00 52.556.02 53.306.83 32.435.03 5d.769.97
I1 | 3f26/2006 5352381 52.599.16 53.120.05 52.833.10 5465058 5000 5000 52.5
M| 3fr7ie016 5307447 L3594 15 £3 3493 3R L3853 &7 £0.00 L3 &A% A7 3497 16 534
29 | 37282006 53,779.59 50,427.50 50,00 58,121.308 L000 53,308.99 5132894 52,0
J | 3/20/2016 32.,081.29 #3.330.59 32.335.10 20.00 F02T.TE 32,187 .44 32.301.49
31 {3/20/2016 53.364.14 53.635.87 £3.012.14 s0.00 50.00 53.536.52 53,206, 14 53.7
I afayR006 4304513 £331308 £0.00 £3 981 &5 £3 37443 £321154 £3 163 56
1 ] fital |
-
Hi | 41 -¥L6 50.00 50.00 50.00 5991835 s0.00 §2 646.54 s0.00
6| 4f32006 L4000 4000 L3675 28 L3 34515 £0.00 £3 23008 £3 075 01
I | afspzone 5062593 S0.00 G2,079.897 50,8495 52,636,590 50, 710.95 50,00

Figure 1.41

Note: To set the height of a row, click on the bottom line of the row, and drag it
down or up. You can also set the row height by clicking on the Format icon
in the Cells group, choose Row Height... and type in the height you want
the row to be.

12. Insert two rows at the break between April and May.
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13. Type the word Total at the end of the April and May data.

Now you are ready to sum the sales numbers for each manager in each month.

14. In Cell B33, type a formula that sums the contents of all cells above it. (Remember how to do
this? If not, go back to the SUM() function you used previously.)

15. Copy that formula to Cells C33 through K33.
16. Bold Cells A33 through K33
17. Underline Cells B32 through K32.

17 3/16/2016] 8220132  $3760.23  $3.67350  S3.68504  $335787  $3.16173 $0,00
18 ST S0.00 G2 bd9 4% S3B3H 6H 52 ALY HE 53 7H9 LA G7 ETR93 47 E91 98
19 3/18/2016) 5415062  $3.008.09 5000 5422816  S5374B12  S2268.73 5401445
20 3/19/2015 $3.67829  $2,267.89 $0,00 $0.00 5228455  $3,66343  $2.007.88
21 NG 53,751 Ha 51967 76 L4 06T 57 0o S3 190 04 Wi O S3.0rH 41
22 3/21/2016 $0.00  $3.372.78  $26B076  $201849  $232007  $343362  $3575.66
23 3/722/2015| 5361391 5392719 50.00 5000 $3,12484  S301244  $221576
M larpaiaone| S22 a0037 %4 609 19 L3 B10 28 53 T8 03 L0060 L3 145 B5 000
75 3/24/2016 5000  $2.613.14  $2.597.37  $3.760.39  $257208  $4,10569  $3.22147
26 3/25/2016| 5162755 52,800.55 50.00 5255602  53,30683  52,23503 52,760.97
T 3266 LY LrEHL L0 L) Dk L3 120 0% L2 63210 L4 RLSH L0 00 .00
7 3/27/2016| $3.07487 199415  $209328  $8.55157 $000  $2.68387  §3.497.16
29 3/20/2016| 5377059 5342756 5000 $3,12138 5000 53,30899 53,2404
30 (3/29/2018) S20BL29  S333059 5233510 S000 5402776  S2287.48 5230149
31 3/30/2016  $336414  $3 63587  $301314 50.00 $0.00  $353651  $320614
32|3/a1/2006]  sipasqz | eoarang SO00  S529R1@S 5377443 5221154 53i62se
33 Total 573,528.75  $86,15552 S60,417.00 56550198 57101895 S$70,799.42  $79,876.89
H

35| 4717006 50,00 50.00 5000 5391835 5000 5264654 5000
36| a/2/2016 50.00 50.00  53.673.28  $2,246.15 5000 5323008  $3,075.01
37| a/3/2016]  $3.625.93 $0.00  $2.77097 4384050  $263686  $3.71005 30,00

Figure 1.42

18. Do the same for April and May totals.

Comments

In scrolling through the report, you notice that Lee Underwood had kind of a low month in April where
he sold only $41,522.92. When you called him to see what happened, he explained that he had some
sickness in his family and was unable to come to work for a number of days during the month. You
decide you would like to communicate this information to upper management, and you want to put it
somewhere in the file, but where? Excel provides a nifty little tool called Comments. In any cell, you can
type any comment you want. Let’s try it here.

1. Right-click on Cell 165, and choose Insert Comment. - |nzert Comment
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Your computer name should show up as the first part of the comment.

D E F G H I J K

[ nk Yivign Dirfega Terey Smith :Ei'.hi“J Lewriy _-}!.!u" Piks !.s:_'.'ﬂldf_'.m.r.! Thomes Maker Evan Thurston
£3.2157.41 G2 350,53 S0.00 52.611.03 5315580 SO.00 000 £3.,151.23
4205592 2337605 43 458 65 4355643 4342125 £0.00 40,00 %3,08575
5283673 L3.518.32 S0U00 SO0 5264323 52 696,05 L3849 .80 L4020
£3.170.56 40,00 43,104,785 20,00 40,00 £0.00 43,348,295 50,00
52997 &1 Lol v ] L0 540115 BH L3 515 B L0 [0 L2572 18 52 775 84
$0.00 3318119 50,00 5231011 $0.00 5348543 42 78488 %2122 83

53 B30 HY L3514 57 LI B34 16 LOLEX) L0100 Tl L3 491 55 e g ERC T
43257882 33,854,053 5134876 50,00 20.00 2236711 3235185 43.40041
52 5199 50,00 57 B7H 40 53067 37 5100 53615 87 5100 53 a7597
5385154 5233073 50000 S0.00 52 9E4.75 S0.00 42,553 98 5317778
5297 60O 50,00 SA721 849 0.0 5391334 S0 00 52 448 57 52 14998
5413696 50,00 50,00 52.965.30 53,195 88 $3.302.81 ) $2511.24 | :SELEIS.J._E-_
22 B55 20.00 2327263 2000 23,7305 2000 _‘t? Fim Clinvea: L
465,183.32 259, 749,58 »60,123.59 560,651.40 $59,212.55 5$41,522.92 4
5000 53 064.38 53 856.55 S0uD0 5262077 50.00 i
5385034 5417535 S23205.47% 2342013 227194 c0.30 B
5000 520671493 52,298.56 50.00 50.00 5289449 - 5423215 50,00

Figure 1.43

2. In the Comment box, type Lee had some family sickness this month.
3. Press the [Esc] key twice to exit Insert Comment mode.

S0 D0 4318119 50 00y S2.A1011 G000 S0 aH% 44 42 /94 HA L2 73283
%3,636.87 $3.514.57 32 .634.16 50,00 50.00 50,00 5548155 $2 28433
52 570 HY 53 B54 [ 57 A48 Th S000 e T 53 797 11 52351 H4 5 S0 41
52152095 %0.00 42 618 40 5306237 $0.00 5361587 40,00 %3.33597
LImergs L3 339 734 L1 0 Lo L2088 7% L0 L7 L5308 LII77 TR
%2872 60 50,00 4372199 0000 %3613 24 50000 53 44E 52 52189 405
5413696 50.00 S0.00 5298530 53219586 53302 81 5251124 L3.823.15
42,855 69 £0.00 3327262 $0.00 $3.71051 Nm Chne: -

565,183.32  559,749.58 560,135 S60651.40 55921255 | 54152292 | |ise had some family
sickness this month.

S0U00 53065348 53 856,55 50000 L2 BE0Y SOU00
53 856 34 44,178.35 %2 26545 5343012 42371494 S0uL0

S0U00 5207158 Gl 298.50 S0u00 SOuD0 52.894.49 54232159 S0U00
54,022 40 52 76621 S0.00 S0.00 5382781 8337327 52,530 88 83 240 35
£3.653.27 £2.115.82 £2 553.85 £0.00 £0.00 5000 £0.00 £3.152 23
5220950 S3e31ia S0.00 L2 25660 5228636 G0UDD 5335056 53,947 B0

Figure 1.44

When you escape out of design mode for the comment, the comment will either remain visible or it will
disappear, depending on if you have used the Comment functionality previously. If it remains visible, you
can right-click on the cell and choose Hide Comment. The commented cell is tagged with a red triangle
in the upper-right corner of the cell. It will remain displayed until you hide it. Let’s do that now.
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4. Right-click on Cell 165 and choose Hide Comment (if necessary).

The comment will now remain hidden until the user moves the cursor over the cell. You now decide you
want it to remain visible so upper management can immediately see it when they open the report.

5. Right-click on Cell 165 and choose Show/Hide Comments.

Again, this makes the comment visible whenever the user is looking at the spreadsheet. Note that the
displayed comment will not print when you print the report.

6. Insert a comment in Cell 169 that reads Lee returned to work today.

You can also use the Comments group of the Review tab to manage all comments in the spreadsheet.
I typically find that I don’t need that group much as I can use the right-click functionality to manage
all the comments I have. To remove a comment, you can right-click on the commented cell and choose
Delete Comment. You can remove all commented cell comments at once by using the Go To dialog box.

7. Click on any cell that does not contain a Comment.
8. Press the [F5] (or Fn+[F5]) key on your keyboard.

Ga To [} b4

rGamk T
Prinmt_Titles

Reference;

Special.. ] Cancel

Figure 1.45

The Go To dialog box appears. The Go To functionality helps you to find text, numbers, Formulas and
formatting.

9. In the Go To dialog box, click on the Special... button.
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Figure 1.46

10. In the Go To Special dialog box, make sure the Comments radio button is selected, and click
OK.

Excel will select the commented cells 165 and 169.
11. To delete the Comments, right-click either Cell 165 or 169, and choose Delete Comment.

Both comments are deleted. To edit a comment, right-click the cell where the comment is and choose
Edit Comment.

File Properties

You will probably save this file on the hard drive of your computer, but many people save files on network
drives. Sometimes, particularly if you create a lot of files, you may store them in places that you can't
remember. In Excel, you can search for files based on certain criteria, like name, size, author, and
keywords. This type of information is stored in the file’s properties. It is good practice to put in keywords
into a file to make it easier for you or your colleagues to find it later. Let’s use “Top Ten” as the keyword
for this file.

1. Click on the File tab and make sure the Info “ icon to the left is selected.

2. In the panel to the far-right, click on the Properties icon Properties - (it’s not really apparent
at first, so you may not see it right away).
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3. Click on Advanced Properties.

The Properties dialog box for this workbook (myMay_Sales.xlsx) appears. Here you can view properties
associated with the open document, and add Keywords to make the file easier to find and categorize.

4. Click on the Summary tab.

myMay_Sales Propertiec ? A Properties -
Size 20.5K8
General SUMMATY  Slalslics  Conlenls  Cuslom Trtle
Tags Top Ten
Title: Categories Auld o categer
Subject
Ao ithanir m { ine
PURgES: Jim Cline
Company; |CxcelCCO.com emcy
[ategory:
Keywords:
Figure 1.47

5. In the Keywords: box, type Top Ten.

6. Click OK to close the myMay_Sales Properties dialog box (Clicking the red X will not save the
key words).

On the Info window, Top Ten now appears as a Tag. Review the other boxes in the Properties group to

familiarize yourself with the types of file properties that are available. If you were to open the Save As
dialog box, below the Save as type: box, you would see the Top Ten keyword visible in the Tags: box.
From there, you can add more keywords, or edit existing keywords before saving

Enhanced File Sharing

You know how sometimes you want to send the file youre working on as an attachment? Most people
save the file, then open Outlook (or some other email management program), create a new email and
attach the file to the email. In Excel, all of this can be done in two clicks while you still have the file open
thanks to a new feature for Office 2016 called Share. All you need is to have the file saved on a network
drive or in cloud-based storage (OneDrive or similar - your favorite cloud storage should work).

1. Click the Back arrow icon, then on the File tab and click Share on the upper-
right of the Excel window.
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Tip: Save the file to your cloud-based storage to do this exercise. Or, just read
Steps 2-4 to learn how Share works without actually sharing this file.

2. In the Share pane below the Invite People box, type your email address.
3. Leave the edit options drop-down box set to Can Edit.

4. Type Excel CEO Excel 2016 Ch. 1 - myMay_Sales.xlsx in the Include a message (optional)
box, then click the Share button.

H I A K | i
Lan Pike Lo nglerpsiod Thismas Maker Evao Thuisben f||'|_.'| re - X
SR SO0 G349 29 S0
51480561 50.00 $15T71.18 52, 7215.44 Invite: peogle
S0.00 5548543 S3.794.48 G222 8%
S0o0 L0000 53149155 G2 284 33 Canadit
S0UD0 $2.297.11 2235183 53 =00.41
S0.00 53,1580 000 G335 97 .
£2 084 75 L0 00 &2 5314945 53277178
$3913.24 50.00 3144852 5214898
53,295 845 95,302 81 251124 S3HFILY Chare
5372051 5000 S0.00 53 73032

E50.2712.55 ___S;I_I,,S,li".!:!_! 562, 158,96 578, 70644
Cerek Mecham

3162077 50,00 32.663.10 3000 Chamier
SriT194 S0,00 48010 5306096
S000 5294 49 Bd 25715 000

3381781 #3.373.27 3153088 3224036

Figure 1.48

You can even access a contact list using the icon to the right of the Invite people box. Once you click
Share, the file instantly sends as an email attachment (as long as you are connected to the internet)
using your Microsoft account-associated email address. Since Office 2013, and expanded in Office 2016,
Microsoft has worked to make Office programs, including Excel 2016, more collaborative and user-
friendly. You should have seen your name as the file owner below the Include a message (optional) box,
and you could have clicked the Email icon in that box. Once the file is shared, you can see the list of users
attached to the file.

With your own projects, you could use the Address Book icon to the right of the Invite people box, and
in the attached user list, expanded options for sharing can be had using features from Skype for Business,
if the contact has that application available. There is even a link on the bottom-right of the Share pane
where you could Get a sharing link to make available to team members as a web page URL, SharePoint
link, etc. This is just one more option where you could add value to your team, and by the time you reach
ExcelCEO Excel master status, there would be so much more you could do and share.

5. Save and close myMay_Sales.xIsx.
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Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 1, Section 3 of 3 option in
your Main Menu, and complete the Review Questions.

Conclusion

In this chapter, you learned the basics of Excel. You learned what a spreadsheet looks like, how to work
the navigation, how to use the various tabs and the Office Ribbon, and how to enter basic data on a blank
spreadsheet. You learned how to move the contents of a cell to another location and how to turn off the
skipping down of the cursor when you press [Enter]. You cut and pasted data within cells, and formatted
data and text by using the underline, bold, italicize icons (and keyboard functions), you aligned text to
be centered, left-justified and right-justified, and formatted cells using the Format Cells dialog box. You
learned how to use keyboard shortcuts, resize column widths and row heights, and used the Merge &
Center icon to center text across multiple columns. You created your own Cell Style. You created simple
Formulas and Inserted rows and columns. You wrote a formula using the SUM() function, worked with
dates, used the Data Fill functionality, and learned how to delete cell contents. You can make a row and/
or column stay fixed by using Freeze Panes and/or the Split Window functionality. You deleted rows and
text, and can now insert comments in any cell of a spreadsheet. Finally, you learned about file Properties
and how to send a workbook as an email attachment using Share.

Chapter Exam

You can now go to www.Excel CEO.com, type your email address you registered for training with along
with your password on the top-right of the Excel CEO.com page, log in and take the exam. Make sure
that you take the exam on the same computer on which you completed the practice files, as some of the
questions on the exam may refer to some of the completed projects. Chapter exams are intended to be
hands-on to test how you completed the chapter projects, so make sure you completed them correctly.
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CHAPTER TWO — FORMATTING

Chapter Objectives:

o Identify and use the Underscore character in column and naming data ranges

« Recognize the Format Painter for quickly applying cell formats to multiple locations
o Choose different types of cell formats to enhance cell appearance

o Locate and Paste functions using menus and keyboard shortcuts

+ Find the Custom Formatting environment

o Identify errors within Formulas and how to handle them

+ Identify Absolute, Mixed, and Relative references to enhance formula writing

o Recognize the appropriate icons for increasing the Indent of text within a cell

o Choose the Fill Color and Font Color formatting icons

o Identify options within the Borders menu for drawing borders around and within a report
 Select the Undo and Redo buttons

o Identify how to create a template file

o Organize files to the Taskbar icon for quick access with the Pin feature

Projects You Will Complete During This Chapter:

o myNet_Inc.xlsx
o myNet_Inc.xltx
o myNet_Inc_Tmpl.xltx
o mySls_Jrnl.xlsx

CPE Credits possible for this chapter: 2
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Introduction

In one of my previous jobs as a real estate appraiser, I was assigned numerous tasks using my computer
skills to create complex discounted cash flow analyses. Sometimes, my manager would ask me to analyze
a property and not give him a report, but simply “a number” along with the supporting calculations.
He would tell me not to worry about formatting a report - just give him one sheet of paper with the
supporting calculations and the value of the property. And that is exactly what I gave to him. Every time
I did this, he would take that sheet of paper and begin to mark it up with his infamous red pen and
write, “Center this title”, “Format this as a number with two decimal places”, “Make these numbers right-
justified”, etc, etc, etc. I got so upset when he did that, especially when he specifically told me not to
format the report. He said that the report can’t be right on the first try, so he HAD to edit something.
I then decided that I was going to take the time to format ALL of the reports and analyses I gave him,
even if he said not to do it. That taught me a great lesson — whenever you create a report, format it so that
the person you give it to can review it, understand it, make no corrections, and send it along to the next
person who needs to see it. Data means little unless it is easily understood.

In this chapter, we’ll be exploring more formatting options.

1. Open Excel 2016, and navigate to the file located at C:\Excel CEO\Excel 2016\Chapter2\
Sls_Jrnl.xlsx.

2. Save As C:\Excel CEO\Excel 2016\Chapter2\mySls_Jrnl.xlsx.

A B ¢ | D E F G H I
1 |Store tale_Date [Ticket_Mo Item_Cd Oty Unit_Sale_ Disc_Pct  Warr_fAmt Deliv_Amt
7 102 6| s | 10076020 ORACF 130 3 519 ¥ S0 0
K 1026G| HAFFRRRRN |10262002C DMKEL2E 1 BOS 0 S50 55
3 1026| FRsseemee (1026020020 DMDELET 2 BG40 o 50 55
h 1026| EREERRARE (102620020 DMOG1IZ1 1 te49 i) S0 55
b 1036 mmm 103 H 0030 SMOF T 20 I 799 0 0 55
T 102G| feevrmmes | 102620020 LMOGLG2 2 263 o o a
B 102 6| FifeffRAHN (102620020 DMOELZ2 1 619 a 50 i ]
9 1026 _m 102002 LMITFLES 1 109 0o S o
10 1026) HHrRRRRRN 1102620020 DMOGLS1 3 569 ] L] a
11 102G| frv | 102620020 CMTT 154 F) 215 o O a5

Figure 2.1

This is a file of the individual sales made in the month of May 2016 for Store No. 1026. Fields included are
the store number (which is the same for all records as we are looking only at Store No 1026), Sale Date,
Ticket Number, Item Code, Quantity Sold, Sale Price per item, the Discount percent given on the sale,
Warranty Charge (if any), and a Delivery Charge (if any).

The Underscore Character

There is one thing I need to mention here that will save you a lot of headaches in your programming
career. You may have noticed that many field names, like Sale_Date, Ticket_No and Item_Cd have
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an underscore (_) character in place of the space. There is a reason for this. The underscore character
is a commonly accepted symbol to use in place of a space, as computer languages read an underscore
character much easier than space. Particularly when you use those column names in a PivotTable (to be
discussed later) or in other applications like Access or SQL Server, it will be much less confusing if you
use the underscore character in place of the space. Depending on the program, field names sometimes
are required to be all contiguous (no spaces) as spaces can greatly confuse programming languages. No,
it’s not real pretty, but you should get used to it. Another alternative is to take out all spaces and separate
words with a capital letter (called CamelCase), like NetSales.

To make it easier for us to read the data in the file, we need to clean it up a bit.

3. Resize all columns to fit, if necessary.

4. Click on Column F (the entire column should be selected), hold down the [Ctrl] key, click on
Columns H and I, release the [Ctrl] key, and click on the Accounting Number Format
icon in the Number group from the Home tab.

11 - fix Deliv Amt
A B _ L _ L E F L H I J

1 |store Sale_Date [Ticker WMo bern_Cd | Oy Disc_Pct ' |
2 | 1026 01 May 16 1026200205011 DMQF130 3 § 519.00 0 5 50000 %

1 | 1076 01-May-16 1026200205012 DMEF1 2R 1| % ROS.00 0 % S0 00| 3 5500
4 | 1026 U1 May 16 /1026200205013 DMDB13/ | 2 & 64400 U & 5000 5§ 5500
| 1076 02-May-16 1026200205021 DMOGEST | 1 % 569 00 0 & *innni__ﬁ 55 00
B | wze Dz-May-16 102B200USU2Z  SMDELZ0 1 & FR900 u_ s -| & 5500
! | 1026 03-May-1G 1026200205001 LMQG1G2 @ 2| § 269.00 o 5 5 g
8 | 1025 03-May-16 1026200205032 DMOEL32 1Ea 61900 0% Souod| % -
9 | 1026 03-May-161026200205033 LMTT1G7 1 § 109.00 0 5 5000 5 2
10| 1026 03-May-16 1026200205034 DMQGL3L 3 & S&9.00 of & A -
11 | 1025 04 May 16 1026200205041 CMTF154 205 212.00 0|8 [ & 5500

Figure 2.2

Format Painter

Oops. It looks like the heading in Cell F1, H1, and I1 went away (H1 and I1 may or may not look blank, as
above.) However, if you click on Cell F1, you will see in the Formula Bar that the words are still there. The
Column F header text, Unit_Sale_Amt, is too wide when formatted as Accounting, so the cell appears
to be blank. The other column headings are is still readable, so you just need to format Cell F1, H1, and
I1 the same way. You can do that by using the Format Painter icon. This tool allows you to copy the
formatting, but not the text of a cell and “paint” another cell with the same format.

5. Click on Cell G1 (In actuality, you can click on any of the column headers except the ones we're
going to format).

6. Click the Format Painter icon ¥ Format Painter in the Clipboard group of the Home tab.

7. Click and hold on Cell F1, and drag to select Cells F1 through I1, and release.
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The heading for Cells F1, H1 and I1 should now reappear.

A R C n r r G H |

1 |storc Sale Date Ticket No ltem Cd  Qty|Unit Sale Amt Disc Pet|Warr Amt | Deliv Amt |
7 { 1n26a D1-M.+l||-1ﬁr1ﬂ?ﬁ?m:"ﬂ"'|ﬂ15 Dint0iFT 30 . B | 51900 0 % so00 5 ¥
3 |1k Ul-Maf-leUEbEWEUbUlE LDFAKELEE b N HS D J & SO0 R
4 { 103G O1-May-16 "II!'I?I':?TH’]?I'I":ITIL"i D8NRI AT ? 5 =49 ) 0 5 S000 |'-: a5

5 | ILdE UZ-May-lb r].UEI:!E-L“.J'.!U'.‘IU.El PR 1E L 1 % Sb4Y. L 0 5 S0000 5 5900
6 | 1026 02-Moy-16 1026200205022 SMDC120 | 1 5  799.00 o 5 5 5500
T | 1026 03-May-16 rlDEElE-DEDEDSl LMOGLE2 25 269.00 D bt - 3 -
8 | 1026 03-Moy-16 :102 6200205032 DMOC132 @ 1 5  G19.00 o 5 sooo| 3

':I ILOTE SO Adw 1S 1O S W W SOIENTS 3 IAATE1EST L | & 14D T '’ & B Tl &

Figure 2.3

Trick: If you want to use the Format Painter fo format multiple cells that are
not in a contiguous range, double-click the Format Painter icon. When you
click on each cell, the Format Painter will remain activated. To deactivate it,
simply left-click on the Format Painter icon.

Formatting Cells

In Columns F, H and I, do you see how the “$” sign is left justified and the rest of the numbers are right-
justified? I don’t like that. I want the “$” to be next to the numbers. Also, I don’t like the dash (-) when
there is a $0 dollar amount. I want it to appear as $0. There is another Currency option in the Format
Cells dialog box, so let’s try that one and see if it works better.

8. Select Column F.

9. Navigate to the Format Cells dialog box and choose Currency, two decimal places with the $
symbol.

10. Apply the same formatting to Columns H and 1.

Increase and Decrease Decimal Icons

That looks much better. But now that I'm looking at it, all of the sale prices are in dollars with two
decimal places. I really don’t need two decimal places because there are no cents on any of the sale prices.
Instead of going into the Format Cells dialog box, you can use the Increase Decimal “ii and Decrease
Decimal i icons to do it a little quicker. These icons are located in the Number group of the Home tab.

11. Select Columns F, H, and L
12. Click on the Decrease Decimal icon =" twice.

You can use the Increase and Decrease Decimal icons for other number formats as well. Let’s format
Column G as Percent with one decimal place.

13. Select Column G, and click on the Percent Style icon % in the Number group of the Home
tab.
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14. Click on the Increase Decimal icon  * to increase the decimal place to one.
15. Resize all columns.
16. Freeze Row 1 of the table.

Using the formatting icons is a quick and easy way to format lots of data.

A 1§ : ] I F & H [
\Store Sale_Date Ticket No ‘iem_Cd Oty Unit_Sale_amt Disc_Pct Warr_Amt Deliv_amt |
I 1'325.' 01 May IE:IUEEEWEGSDII OCMOFL30 L5189 0.0% 550 =1
| 1020 OL-May-10 1026200205012 |DMEKE128 5805 0.0% 550 555

1026 01-May-16 1026200205013 | DMDBL37 $649  0.0% $50 $55
| 1026 U2-May-16 1026V0Z05021 | DMUGE1SL $569  DO% S50 a5

"

3
1
2
1
[ 1026 0Z2-May-16 1026200202022 SMDL120 1 5799 0.0% a0 555
2
1
1

k|

-

|

| 1026] O5-May-16 1026200705031  [MOG16Z 4769 0 0% S0 S0

| 1b L3-May-1b rlLJ'.EbE'LH.J'.-!U!l UFd DMUELSZ LBl U S50 10

| 1026 02 May 16 1026200205033 LMTF167 $109 0.0% 550 50
F a a -

;u;m-qmmhr_n_'m..\

Figure 2.4

Would you like to see how many sales we made? We’ll write the formula for that, but first let’s review
some of the data’s field definitions. The Qty field is the quantity of items sold. The Unit_Sale_ Amt field
is the sale price per item sold. The Disc_Pct is the percentage amount of discounts that were given on the
total sale, excluding warranty and delivery charge. The Warranty charge is a flat $50 per ticket no matter
how many mattresses were sold (if purchased), and the Delivery charge is a one-time charge of $55, if
purchased. So the total sale price of the ticket is the quantity times the unit sale price times (1-Disc_Pct)
plus warranty and delivery charges. Let’s do that calculation.

17. In Cell J1 type Total_SP (for sale price).
18. In Cell J2 input the following formula: =E2*F2*(1-G2)+H2+12
19. Make sure Cell J2 is formatted as Currency with two decimal places.

& =F2*F2*(1-G7)+H7?H?
i _ ] 5 _F | @ ) H | d K

P'I'i:.hl:t_hlu Itern_Cd Oty Unit_Sale_AmL Disc_Pct ‘Warr_Aml Deliv_Amt | Tolal 5P

FIEEEIDI}EG LO11 |DMOF120 ] L5ig 0.0% 550 Lo 51.ED?.DD.
1026200205012 |DMEEL2R 1 LBO9 0.0% 50 555

EUEblUJEGbUlE URMDBELIS S d Lhay DG L TE Lt

rlﬂ'EElD’DEﬂ-EDEl DM LS L 1 5569 0.0% 550 335

'EI.E'EE}'_DDEE 5022 | SMDLCL20 1 5733 0.0% S0 555

Figure 2.5

Now we'e starting to get into some more complex formulas. Multiplication in Excel is done by using
the asterisk “*” and division is done by the slash “/” key. The result in Cell J2 should be $1,607.00. Now
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all you have to do is to copy that formula down for all rows in the spreadsheet. You've done that before
by clicking the Copy and Paste icons, but this time you have 93 rows of data to copy to. You don’t want
to do it one at a time, so let me show you two ways to do a “mass copy” job. You learned how to do this
in Chapter 1 with dates, but I want to make absolutely sure you understand this concept, so we’ll walk
through it again.

20. With the cursor on Cell J2, place the mouse pointer over the small black (or red) box in the
lower-right corner of the cell. The pointer will change to a small plus sign “+” (Remember?
This activates Data Fill.)

21. Click, hold, and drag the pointer down to Cell J7 and release.

The formula is copied down and the total sale price is calculated for every row of data. Now, you still have
a bunch of rows to copy to, so let’s do it the REAL EASY way.

22. Click on Cell J7.

23. Place the mouse pointer over the Data Fill box in the lower-right corner of the cursor where

« »

the pointer changes to a small plus sign “+”.
24. Double-click on the plus sign.

17 > fo | SETFI(1-GFIFHIHT

A B | C D |E| F G H [ J
1 |{store Sale Date Ticket Mo Item_Col Oty | Unic Sale Amt Dicc Pet Warr_Amt Deliv_Amt Total 5P
2 | 1096 m BAAy Ehr]H.-'h..'IHI-.:'II]HIIE'I IR T ED cl L% L 0 [ L2 LY E| L1607 00
3 | 1026 O1:May-16 1016200205012 DMKE128 | 1 5809 0.0% $50 §55 $914.00

[

4 | 1026 01-May-16 1026200205013 DMODBLI7 | 2 $649 0.0% $50 555 $1,403.00
5 | 1026 07-May-16 1026200205021 DMOG131 | 1 5569 DO% 550 555 567400
6 | 1026 02-May-16 1026200205022 SMDE120 @ 1 $799 0.0% 50 555 $854.00
T | 1026 03-May-16 1026200205031 LMQG1EZ | 2 5269  0.0% 50 50 5538.00
8 | 1026 03-May-16 1026200205032 DMOF132 | 1 5619 DO% 550 50 566900
9 | 1026 03-may-161026200205083 LMTFI67 | 1 5109 00N §50 50 5159.00

Figure 2.6

Pretty cool, huh? Just like it did for dates in Chapter 1, Excel copies this formula down to all rows in the
table. It knows to stop copying when it runs out of rows. For that reason, it is very important to maintain
all of your tables with contiguous rows and columns.

AutoSum

Now let’s add up all of the ticket sale prices in the whole table. You already know how to do a SUM()
function. All you have to do is to go below the last cell in Column J and write the SUM() function. But
there is another way to quickly look at the total sales. That is by using AutoSum in the Status Bar on the
lower-right of Excel.

25. Select Cells J2 through J9.
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12 - fr =E2"F2™(1-G2)+H2+I2
4 A | B | L& | b |E| F | & | B | J

1 |store Sale Date |Ticket No e Cd Oty Unip Sale pent | Disc Pt Warr_Amit | Dellv Ami Total SP

? ] ]I.L'.;i.'l r]] LR E LT ]hﬁ.l]?ﬁ}[:ﬂ]?ii‘rﬂl] [IRACIFT 3 1 ﬂ. Slﬂli . I'I-IZHFI "3'-'1.“. e 51__|1| L b §
3 | 1026 01-May-16'1026200205012 DMKEL2S 1 5800 0.0% 550 855 801400
4 | 1026 01-May-16 1026200205013 DMDBL37 2 $640 00% $50 §55 $1.403.00
§ | 1026 02-May-16 1026200205021 DMOG131 1 S569 0% 550 555 5674.00
b | 1026 02-May-16 1026200205022 SMDE120 1 $700  0.0% 50 555/ $854.00
7 | 1026 03-May-161026200205031 LMOG1I62 2 $269,  00% 50 50  $538.00

Figure 2.7

Look at the bottom-right portion of your screen and you should see a box that contains the script
“Average: $852.25 Count: 8 Sum: $6,818.00” (or something similar, depending on the settings). This
area of your screen is called the Status Bar. If you right-click on the Status Bar, you will see the following

list of options:

iv_Amt Total — T
=0 o1 N7 00 v  Permmsions ]
:55 Sﬁ-;llmm Laps Lock O
55 .
Lt , : 5674.00 Mum Lock CHff
L SAS4 00 #  Serell Lock Ut
4o 38.00 -
50 g :zﬁ'm o Fied Decimal O
a0 2159.00 Creertype Mode
=1 &1.007 .00 +  End Mode
555 54973 00
555 SE14.00 bacre Recording Mot Recerding
30 $489.00 o hejecthion Monde
o4 S5r500
a0 SOGA 0 «  Page Number
$55 F824.00 AN rage S 2
§55 £674.00
555 SeFa00 v woun
5% 37400 Mumencal Count
255 235400
255 51.473.00 e
sQ S299.00 Rlaximasm
[ L
5:? :T:; x W um Sb, BT
1. ¥ r
555 451200 o Uplosd Status
Q 436.05 "
5:5 :&-bﬁ oo ' Wiew Shartcuts
gy e e x o foom Shder
1|
- o Loom 100
mge: 38525 Count: B Sasm: Seges i e ] =) " -
Figure 2.8
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In this list, you can turn off and on any of the options available. It allows you to select any range of
numbers and automatically sum, average and count them. You see the results in this box without having
to write any Formulas.

26. Select all of Column J. The AutoSum box should read Sum= 81060.7.

Notice that the AutoSum box reads the formatting of the first cell in the range (in this case, Cell J1). To
make the formatting of the AutoSum box be the same as the data, you can format all of Column J as
Currency, zero decimal places.

27. Save and close the mySls_Jrnl.xIsx.

The next exercise is to learn how to make reports pretty (or “purdy” as we say in Texas). Excel has
provided a number of formatting icons that will help you with that. For this exercise, we will use the
Net_Inc.xlsx file located in C:\Excel CEO\Excel 2016\Chapter2.

1. Open the file located at C:\Excel CEO\Excel 2016\Chapter2\Net_Inc.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter2\myNet_Inc.xlsx

3. Resize columns to fit, if necessary.

Fa! B G D E F G H |
Nitey-Nite Mattresses

Summary Met income Statement
A oof 703172017
Store No. 1026

BATD MATD
1 !ul-l?ll-]ul 'IEIIIS Ciff % Dt

:tl:"‘lt' vue
MAattresses
Pillows

Total Merchandisa

Pl = - R B T

-
Lsd

SErvices
1d Mirrmagomer

Figure 2.9

This workbook has only one sheet called Net_Inc_Stmt. It is a skeleton financial statement with no
numbers in it. This is the general format in which upper management likes to see the Summary Income
Statement for each store. Your job is to input the numbers and make it look nice by using the various
formatting tools. You will populate the numbers, perform the calculations, and then make it look
“purdy”. Let’s get started.

3. Resize Column A fo be a little wider than General Admin Expenses on Row 28.
4. Select Cells B8 and C8.
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Custom Formatting

Management likes to see headings above the numbers in the Month Year format, like “July 2017”. If you
look in the Date category of the Format Cells dialog box, there is no such format. Therefore, we need to
create that format using the Custom Format feature.

5. Open the Format Cells dialog box.

Figure 2.10

6. In the Category: field of the Number tab, select Custom.
7. In the Type: field, delete the existing text, type mmmm yyyy, and click OK.
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2
a — L - —
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§ e ks
L
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[ s
W seerer Famin
1 r
13 1o e = wd
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e
L
m
1T pppnis | apae
Wt o i ml
i % B e
3 el
1w o s
1T vttt Lk
¥ o
=
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o ow il =
W e e
= a
M e
M N o Prwerun
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K e Rraneas
Figure 2.11

ExcelCLO | 5]

Chief Excel Officer



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

The cells change formatting to July 2017 and July 2016 respectively. When using the Custom formatting,
four “m’s” returns the full month name (January, February and so on). Three “Ms” returns the
abbreviated month (Jan, Feb), two “Ms” returns the month number with the leading 0 (01, 02) and one
“m” returns the simple month number without the leading 0 (1, 2). On the Year, one or two “Ys” returns
the two-digit year (16, 17) and three or four “Ys” returns the four-digit year. You can also use the day
(“d”) format in the Custom type. One “d” returns the day number, two “Ds” returns the day number
with the leading 0, three “Ds” returns the abbreviated day of the week (Mon, Tue, etc.) and four “Ds”
returns the full name of the day of the week (Monday, Tuesday, etc.).

Trick: Excel offers Special Formatting to format numbers as zip codes, phone
numbers and US Social Security numbers. Try it! In a blank cell, type
7134816515 (the Excel CEO phone number). Right-click on the cell, choose
Format Cells on the Number tab under Category, choose Special. Under
Type, choose Phone Number, and click OK. This is useful when you want
to store the phone number as a number, but make it appear in a phone

number format.

BE - T 2047

A B & D E F G H | J K
1 N Liy-Mate Mattreties
2
3 Summary Met ncome Statement
4 Asef 73172017
3 Store Mo, 1026
B
7 MDD M
B | [ty 2017 Buby 20065 Diff % Diff
8  Revenue
10 Mattresses
11 Pilllerayi
12 Total Merchandise
13 Serdioes

14 DHzcounts

15 Total Reverue

L]

17 Variable Exponses
18 Cost of Merchandise
18 % of Reverse

20 Selfing Expenges

21 % of Aevernse

22 Variable Fxponses Total
23 % of Reverise

24

23 Fived Experses

26 Salary Expervie

Figure 2.12

8. Input the following values for each line item on the financial statement, beginning with the
Revenue section:
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A B C
8 [uly 2017 July 2016
9 | Revenue
10 | Mattresses: 85211 68495
11 | Pillows: 3536 3545
13 | Services: 3510 3460
14 | Discounts: -3689 -2145
17 | Variable Expenses
18 | Cost of Merchandise: 21358 18643
20 | Selling Expense: 10786 9287
25 | Fixed Expenses
26 | Salary Expense: 8397 7864
28 | General Admin Expense: 4838 5709
30 | Building Expense: 1632 1712
8 Juby 2007 July 2016 5 Diff % Daff
9 Revenue
10 Mattressos B85211 3495
11 Pillows 3536 3545
12 Total Merchandice
13 Zervices 3510 3480
14 Discounts 3684 2145
15 Total Revenue
16
17 Variable Expenses
18 Cost of Merchandise 21358 18643
19 % of Revenue
20 Selling Expenses 10786 9287
21 % of Revenue
22 Variable Expenses Total
23 % of Revenue
24
25 Fiwed Fxpenses
28 Salary Expense 8397 7864
21 % of Revenue
28 General Admin Expenses 4838 5708
29 % of Revenue | 1
30 | Building Experse 1632| 1712}
Figure 2.13

9. Format all numbers below Cells B9 and C9 to be Number, zero decimal places, with the

1000 separator.

Excel CEO
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10. Center the text on Rows 1, 3, 4 and 5 over the entire report

Note: You can use the Merge & Center icon for only one row at a time, or you
can use the Format Cells dialog box, click the Alignment tab and, in the
Horizontal: drop-down box, click Center Across Selection. This allows you
to center Rows 1, 3, 4 and 5 at once and avoid range selection issues later!

11. Go to Cell B12 and create a formula to sum the two cells above it.

12. Copy Cell B12 over to Cell C12.

13. Create a formula to calculate Total Merchandise+Services+Discounts in Cell B15.
14. Copy that formula to Cell C15.

As a check, the result in Cell B15 should be 88,568 and Cell C15 it should be 73,355.

15. Underline Cells B8 through E8, B11, C11, B14, and C14.
16. Bold Cells A9, A15, B15 and C15.

In Column D, we want to calculate the dollar difference in each Revenue line item, and we want to
calculate the percentage difference in Column E.

17. In Cell D10, calculate the dollar difference between the July 2017 Mattresses revenue number
and the July 2016 Mattresses revenue number.

18. Copy that formula down for all revenue line items. Format the cells as in Columns B and C.
19. In Cell E10, type =B10/C10 (which is B10 divided by C10)

20. Format Cell E10 as Percent, one decimal place, and copy Cell E10 down to all revenue line
items using similar bold and underline formatting, as in the other columns.

El - =BL1a/C15

A B c ] E F ] H I J
a Asaf /312017
5 Stowe Mo, 1026
6
T MTD MTD
] July 2007 July 2016 5 O8ff % Dift
8 Revenue
10 Mattresses E5.211 ERA95 16,716 124.4%
11 Pillows 3536 3,545 0 90.7%
12 Total Merchandise BB 4T 72040 16,707 133.2%
13 Services 31,510 3.480 50 101 4%
14 Discounts 1,649 2,145 -1544 170.0%
15!T-nl:=l Revenus B8 568 73,355 15,213 10007
16
1F Variabls Expansos

Figure 2.14
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In analyzing at the Revenue section of this statement, it looks like things are going well. Total Revenue at
this store is up 20.7% over the previous year. The only revenue line item that is down is Pillow revenue,
and it’s only down by $9 or 0.3% from the previous year. Overall, it looks like this store is having a good
year in terms of revenue. Now let’s work on the Expense section of the report.

21. In Cell B22, calculate the sum of Cells B18 and B20.

Note: Do NOT use the =SUM() function to highlight B18:B20. The results
would not be correct.

22. Copy the formula in Cell B22 to Cell C22.
23. Calculate the appropriate formulas in Columns D and E.
24. Bold the cells on Row 22.

A B C ¥ E F G H | d K L
13 Services 3510 3 250 =0 101.4%
14 Discounts IEES  «2145 o1 544 173.0%
15 Totsd Revenue 568  THESS 15215 1007
16
1T Variable Expenises
18 Cost ol Merchandise 21,353 18643 2715 1]14.B5%
18 % of Rovenue
20 Selling Expenses 10,786 GEET 1499 116.1%

21 Wolfevenwe :
22 [Variable Expeases Towd | 32,184 27,930 4,214 115.1%|
23 % of Revenuse

24

25 Fived Experses

8 salary Expaarie &.307 T &6

2T % of Rineinie

2B General Admin Ecpenses £ H 32 5 NG

28 % of Revenue

30 Buildirg Expense 16332 1.712

Figure 2.15

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 2, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

Now we’ll get into a formula that’s a little tricky. I'm going to walk you through a few steps and we’ll
calculate the wrong formula just so you can see why it’s wrong. Then we’ll do it the right way.

1. In Cell B19, type =B18/B15
2. Format it as Percent, one decimal place.

Formatted as a percent, the result should be 24.1%. This number reflects the Cost of Merchandise as a
percentage of Total Revenue. Now copy that formula down to Cell B21 and see what happens.
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3. Copy the formula in Cell B19 to Cell B21.

A B c o E F G H | J
13 Services 3510 3 A0 50 101 4%
14 Discounts 3 680 -2 145 1,544 1730
15 Total Revenus 8B.568 73,355 15,213 120.7%
16
1T Variable Expenses
18 Cost of Merchandise 21,358 18643 Z,715 114.6%
18 % of Revenue 24.1%
20 Selhing Expenses lllliEE 9287 1409 116.1%
21 | of Revenue ¢ -[rowor ]
22 'ul-.i.hlE E:.#“:"_ 'I'DITI =" i.l-J- ®F MR A w4 A -I-I--I'. LTl
9% % of Revenue he Farrmuls or lunchon used £ drnding by fero of emply cells
24
25 Fived Expenses
20 Salary Expense BA87 ¥ b4

21 % of Revenue
2B General Adrmin Expenses 4,838 5,705
28 % of Revere

L300 Auilefiree Frosmde 1.632 1.712

Figure 2.16

Handling Errors

You should get a #DIV/0! (divide by zero) error. This happens when you try to divide a number by zero,
which is mathematically impossible. There are numerous kinds of errors you can get when developing an
Excel file. The table below lists the most common types of errors and what they mean.

Excel Errors and Descriptions

Error Error Description

########%  The column isn’t wide enough to show the entire number.

#VALUE! There is an error in writing the formula (like you put a text string where a number is
required)

#NAME?  The formula includes a function or range name that Excel doesn’t recognize.

#REF! The formula is referring to a cell that doesn’t exist.

#DIV/0!  The formula is trying to divide a number by zero.

Absolute, Mixed, and Relative References

Let’s take a closer look at the formula. If you click on Cell B21, you will see that the formula reads “=B20/
B17”. In our spreadsheet, we want to divide all of the expense numbers by the Total Revenue line for each
respective MTD number. You did that in the formula you wrote in Cell B19, but when you copied it to
Cell B21, the denominator changed from B15 to B17. You need to make the denominator remain static,
or fixed, and let the numerator (the number on top) move as you copy the formula. You do this by using
Absolute, Mixed and Relative references. In our case, we want the formula in Cell B19 to always divide by
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Cell B15. An Absolute reference means that cell reference (both the row and column) will remain fixed no
matter where you copy it to. This is done by placing a dollar sign (“$”) in front of the Column and Row
references. A Mixed reference is used when you want to allow the column OR row to remain fixed during
the copy routine. A Relative reference is when there is no dollar sign before either the column or row
reference. Let’s try it.

4. Edit the formula in Cell B19 to =B18/$B$15
5. Copy Cell B19 to Cell B21.

12
14
15
16
17
18
18
20
21
22
23
24
25
26
27
28
29
30
n
32
33
34
]
36
a7
a8
ag
40
a1
42
i3

g

A B

Coryioes 3,510
Discounts -3, 689
Tetal Revenus 88,568
Variable Expenses

Cost of Merchandize 21,358
E‘i% of Rewenue I_Iﬂ_lﬂ_'EJ
Selling Expenses 10,786
% of Revenue HDIv /o
Varlable Expenses Total 32.144
% of Bevenue

Fined Expenses

Salary Experse 8397
% al Revemes

General Adman Expenses 4,838
% of Reverus

fuilding Expense 1,632

% of Revenus
Fived Expenses Total
% of Revenius

TOTAL EXPEMNSES
% of Revenue

NET INCOME
% ol Rewenus

c 8] E

50 101.4%
Adde L4 171.0%
73,355 15,213 120.7%

3460

16,643 2,715 114.6%

o287

21,930

564

5,709

1,712

1499 116.1%

4,714 115.1%

13
14
15
16
17
18
18
20

s
23
24
25
28
27
28
29
a0
3
32
33
A
A5
a0
ar
38
38
40
41
42

A3

Serices
Dizcoumnts
Total Revenue

variable Expenses

Cost of Merchandise

% of Revenus

Selling Expendes

% of Revenue

Variable Expenses Total
% of Revenue

Fixmed Expanses

Salary Expense

& of Revenue

Gemneral Adrmin Expenses
¥ of Eevenue

Buikding Expenss

% of Revenue

Fixed Expenses Tomal
% of Bevenue

TOTAL EXPEMNSES
% of Revenue

MET INRCOME

% of Revenus

—B8_
3,510
3,689
BE,568

21,358
24.1%
10,786

32,144

B.397
4,838

1,632

C D

3460 50 10
2,145 -1,544 17
73,355 15,213 12
18,643 2,715 11

9,287 14995 11

27,930 4,X14 11

7. 8504

5./08

1./12

Figure 2.17

The result in Cell B21 should be 12.2% and you will see the formula: =B20/$B$15. It now appears to be

working. Now let’s copy the formula to Column C.

6. Copy Cell B19 to Cell C19.
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B19 - fe = =B18/5BS15

A B L= (] E F ] H |
13 Services 3,510 3460 B0 101.4%
14 Discounts 3,688 2,145 -1,544 172.0%
15 Total Revenue BB.56E 73,355 15,213 120.7%
16
17 Variable Expenses
18 Cost of Merchandise 41,358 18,643 2,715 114.6%
19 |% of Revenue 24.1%)  21.0%|
20 Selling Expenses 10,786 9 287 = 459 116.1%
21 % of Revenue 12.2%

22 Warlable Expenses Total 32,144 27,930 4,214 115.1%
23 % of Revenue

24

25 Fixed Expenses

26 Salary Expense 8,397 7864
27 % of Revenue

28 General Admin Expenses 4,838 5 704
29 % of Revenue

30 Building Expense 1,637 1,712
21 % of Revenue

32 Fized Expenses Taotal

33 % of Revenue

THE weemyma ) R REE P

Figure 2.18

Is it working? Let’s see. The formula in Cell C19 returns 21.0%. Is that the right number? Well, the
calculation would be 18,643 divided by 73,355, which is 25.4%. Why did we get a different number? Take
a look at the formula. When you copied it over, it is still using B15 as the denominator (because of the
absolute reference) whereas it should be using C15. So in this case we need to make the row stay fixed
and allow the column to change. This is a good lesson to learn — check and re-check your calculations to
make sure they are working as expected.

7. Edit the formula in Cell B19 to be =B18/B$15

8. While on Cell B19, press [Ctrl]+c (to copy the formula into memory), click on Cell B21, hold
down the [Ctrl] key, click on Cells C19, C21, B23 and C23, release the [Ctrl] key and press
[Enter].

Trick: While typing a formula, you can toggle between an Absolute, Mixed,
and Relative references by clicking the [F4] key. (Some keyboards are setup
to use Fn+F4). Try it! In a blank cell, type =A1, but don’t press [Enter] yet.
While in Edit mode (with the blinking cursor at the end of A1), click [F4]
(or Fn+F4) key a number of times, and you will see it toggles between $A$1
(Absolute), A$1, $A1 (Mixed), and A1 (Relative). The $ acts as an anchor.
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2

13
14
15
16
17
18

20

24
23
26
27
28
29
30
|
a2

a3
34
o
36
ar
38
29

40

21 |
22 Wariable Expenses Total i
23 |'}E of Revenue

C23 .

Services
Biscounts
Total Revenue

Variable Expenses
Cost of Merchandise

18 |‘}i!. of Revenue

Selling Expenses
% of Revenue

Fixed Expenses

Salary Expense

% of Revenue

General Admin Expenses
% of Revenue

Building Expense

% of Revenue

Fined Expenses Total

% af Revenue

TOTAL EXPEMSES
% of Revenue

MET INCOME
% of Revenue

f =C22/C515

B C D E
3,510 3460 50 101.4%
3689 -2.145 -1.544 172.0%
BE,568 73,355 15,213 120.7%
21,358 18,643 2,715 114.6%
24.1%  25.4%

10,786 9,287 1,499 116.1%
12.2% 12.7%

32,144" 27,930 4,214 115.1%
/IR 38.1%

8397 7.864

4838 5709

1,631 1,712

Figure 2.19

9. Bold Cell A17.

10. Perform similar calculations in the Fixed Expense section of the Net Income Statement fo
calculate Fixed Expenses.

11. Calculate Total Expenses (Variable Expenses + Fixed Expenses) and Net Income (Total

Revenue Jess Total Expenses) and the appropriate % of Revenue calculations.
12. Input the appropriate formulas in the $ Diff and % Diff columns.

13. Bold the rows for Fixed Expenses, Fixed Expenses Total, Total Expenses, and Net Income.
14. Copy Cell B19 to all of the % of Revenue cells.
15. Italicize all % of Revenue rows.
16. Center all of the % of Revenue calculations, so they don’t appear to be right-justified with the

other numbers.
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B B | ¥] E F & H | o

T MID  MTD

8 July 2007 July 2016 & Diff % Diff

9 Revenus

10 Mattresses 85211 68,495 16,716 124.4%
11 Pillows 3536 3545 20 SO.T%
12 Total Merchandine BR,747 72,040 16,707 123.7%
13 Services 3510 3460 50 101.4%
14 Discounts 1689 -3 145 -1 544 17200
15 Total Revenue BB56E 73,355 15213 120.7%
16

17 Variable Expenses

18 Cost of Merchandise 21,358 18643 2,715 114.6%
189 | % of Revenue 24.1% | 25.4%

20 Selling Expenses 10,786 9,287 1,499 116.1%
21 |% of Revenue 122% | 12.7%

22 Variable Expenses Total © 32,1447 27,930 4,214 115.1%
23 |% of Revenue 63N A%

24

25 Fixed Expenses

26 Salary Expense 8397 7864 533 106.8%
27 [% of Revenue 95% | 10.7%

2B General Admin Expenses 4838 5,709 ETl B4
29 |% of Revenue 5.5% | V8%

30 Budlding Experse 1,632 1,712 B0 95.3%
31 | % of Revenue 1LE% 2.3%

32 Fixed Expenses Total 14,867 15,285 -418 97.3%
33 [% of Revenue 16.8%  H.8%

34

35 TOTAL EXPEMSES 47,011 43,215 3,796 108.8%
36 |% of Revenue 53.1%  58.9%

3T

3B NET INCOME 41,557 30,140 11,417 137.9%
39 |% of Revenue 46.9% | 41.1%

Figure 2.20

Indenting

Sometimes you will want to offset, or indent, text within a cell to make the report a little more readable.
You do this by using the Increase and Decrease Indent icons.

1. Click on Cell A19, and click on the Increase Indent icon. E

2. Indent all % of Revenue references in Column A.

3. Bold the Nitey-Nite Mattresses title, and increase the font size to 14.
4. Italicize Cells A3 and A4, and increase the font size to 12.
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A B c o E F G H I

1 Nitey-Nite Mattresses

2

3 sSummary Net incorme Statement

4 As of 7/31/2017

5 Store Mo. 1026

(3

T MTD MTD

B Judy 2017 Juby 2016 S Diff % Diff
9 Revenue

10 Mattresses B5211 &EA495 18,716 124.4%
11 Fillows 3536 3,545 A 38.7%
12 Tetal Merchandise BB fay Froa0 16,708 123.2%
13 Services 3510 1,460 50 107 4%
14 Discounts -3 680 2145 -1.544 172.0%
15 Total Revenue BE 568 73,355 15,213 120.7%
18

1T Wariable Expenses

18 Cost of Merchandise 21,358 18,643 2,715 114.6%
19 % of Revenue 24.1%  254%
20 Selling Expenses 10,786 Q287 1499 116.1%
21 % of Rewenue I2.2% 127%
22 Varlable Expenses Total © 32,144 27,930 4,218 115.1%
23 % of Revenua 36.3% 35 1%
24
25 Fixed Expenses
26 Salary Expense 8397 TA64 533 106.8%
27 % of Revenue 6.0 10 7%
2B General Admin Expinses ot 5,709 B51 B4.7%

Figure 2.21

Fill Color and Font Color

Let’s pretty it up a little more by adding some color. With Excel, you can change the color of the font
(the text) by using the Font Color icon or you can add color to the background of the cell by using the Fill
Color icon.

1. Select Cells A1 through E5.

2. Click on the drop-down button beside the Fill Color icon " in the Font group and choose
Yellow.

3. Click on the drop-down menu beside the Font Color icon £ = in the Font group and choose
Dark Blue.

4. Select every even-numbered row starting at Row 10 (Rows 10, 12, 14 and so forth through
Row 38).

5. From the Fill Color icon, choose White, Background 1, Darker 15%.
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Note: If you do not find White, Background 1, Darker 15% in your default
color palette, more palettes are available by going to the Page Layout tab
in the Theme group under the Color option. White, Background 1, Darker
15% is included with the Office 2007 - 2010 group, if not in Office.

]

* ' : ; :
wut Calibri 10 A A B 22 Wrap Teuxt CEmEra
Faste il - Con
. . § = a 1—a n- £ - oy I
. = Farmat Painter B/ U ﬂ- e F Mesme & Chares 3% 9 * rom
] Theme Colars
Clhipboand O griment \ Mumbser
H EERTEN
A3R - I
A sENRaRRE. | H |
s bground 1, Darker 15¢
1 HltE?'NItE Ma-ttl'l'--- - -
2 Standard Colors
3 Summary Met Income E. .. Y EEN
4 Asof 7/31/201
5 Store Mo. 1026 W More Colors
&
7 MTLE MTLk
8 Juby 2017 July 2016 5 Deff % Drff
8 Rewenus
10 Mattresses 85 211 BE 495 IE_,?']E 124 4%
11 Pillows 3536 3,545 8 39.7%
12 Taotal Merchandise 88,747 72040 16,707 123.3%
13 Services 3510 3 460 50 101.4%
Figure 2.22
Borders

One feature of Excel that I really like (and use a lot) is the ability to draw lines or borders around, or
within, a report.

1. Select Cells A1 through E39 (the entire report).

2. Click on the drop-down arrow beside the Borders icon “* * in the Font group and choose
Outside Borders [i] Cutzids Borde

Notice that the Borders icon is now changed to be the last border type used, which is the Outside Border.
The same holds true for the Fill Color and Font color icons (they have changed to be the last color you
used). Using the Borders icon, you can draw all kinds of borders and lines around any cell you want.

3. Select Cells A1 through E5.

4. Click on the Borders icon (which is now set to Outside Borders from Step 2 with a matching
screentip and keyboard shortcut).
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5. Select Cells A7 through E39.
6. From the Borders drop-down arrow, choose the All Borders icon. [ Al Borders

Undo and Redo Buttons

Now that I look at it, I really don’t like the All Borders in the whole report. I believe the shading every
other line is enough to break up the monotony of the report.

7. Click the Undo icon (in the Quick Access Toolbar, which we’ll discuss later) to undo the
All Borders.

I use Undo and Redo icons all the time. As implied, these icons will undo and redo the previous
action(s) performed. Notice that there is a drop-down arrow next to each of those icons. You can use this
drop-down arrow to go backward or forward to a specific action you performed. Note that if you choose
a previous action from the menu, it will undo or redo all actions up to that point.

Tip: The keyboard shortcuts for Undo ([Ctrl]+z) and Redo ([Ctrl]+y) can be
big time-savers for making quick corrections to the most recent data entries,
keystrokes, etc. Keep in mind that a few functions, including some PivotTable
calculations, macros, and more do not allow an Undo feature.

A B [ 8] E F G H I

1 Nitey-Nite Mattresses
2
3 Summary Net Income Statement
4 As of 7/31/2017
] Srore Mo, 1026
5]
T MTD MTD
& July 2017 July 2016 % Diff % Diff
9 |Revenue
10 |Mattresses 85211 68495 16,716 124.4%
11 |Pillows 3536 3545 9 99.7%
12 |Total Merchandise 88,747 72,040 16,707 123.2%
12 |Services 3510 3,460 S0 101.4%
14 | Discounts 3689  -2,145 o154 172.0%
15 |Total Revenue 88,568 73,355 15.213 120.7%
18
17 |Variable Expenses .
18 |Cost of Merchand|se 21,358 18643 2,715 114.6%
19| % of Revenue 24.1%  254%
20 |Selling Expenses 10,786 9287 1,499 116.1%
21| % of Revenue 122% 127%

Figure 2.23
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Now we are ready to analyze this store’s performance. Total Revenue is up 20.7% over the prior year,
which is the right direction. Variable Expenses are also up, but at a lower rate (15.1% over prior year).
Both Cost of Merchandise and Selling Expenses have increased slightly less than revenue, which may still
be an area of concern. Fixed Expenses, however, are lower than in the prior year, which may mean that
fixed expenses are under control, or at least we are improving year-over-year. Store management may not
have the ability to alter Cost of Merchandise, as that is something that is determined by the vendors or
by management. In our case, retail prices are mandated by the Home Office, so the primary means by
which store management can affect business is through increased sales and managing Fixed Expenses.
Total Expenses are up in comparison to the prior year, but they are not up in terms of percent as high as
Total Revenue, which is good. That leads to a favorable year-over-year Net Income amount. Net Income is
up 37.9% over the prior year, and it now represents 46.9% of Revenue. Last year, Net Income represented
41.1% of Revenue, which seems to be reflective of improving financial management.

Working with Graphics

Another topic I want to review with you in this chapter is working with graphics and images. In this
project, you can see that we typed the name of the company, Nitey-Nite Mattresses, at the top of the
spreadsheet. You can also import a graphic, like a logo, onto a spreadsheet. Once it’s imported, you can
move it to any position in the spreadsheet and resize it as well as change it in other ways. Let’s import the
Nitey-Nite logo (a jpeg file which you will actually create in a later chapter) to work with as an example.

1. Click on Cell G1 and click on the Insert tab. ]
2. In the Insert tab in the Illustrations group, click on the Pictures icon. Fictures
k ‘. 0 Model : E B
P j'} ; ™ Smartit - I E. AR R T ]
ProotTable RBecommeended Table Pictures Onlne Shapes kons as Screenshot - My Sdd-ins Bing Pecple Reccamenended 8- i
Frvc b Lales Peeiurgs " Mapd Geraph it
Tabiles [T - dd i - ha
5]
A 8 c ﬂl Iretin Phctuse
{ | Mitey-Nite Mattres: + v v This PC * WindowsB 05 (C) * ExcelCED » Excel 3016 ¥ Chapterd
2
3 surnmary Net Income Stat Organire Mew Todder

4 Acof 7AA1/2007 J ExcolCEO files ™

g Store Mo, 1026 s Ciandps b Like £
T MTD ATD s MLM_Hal
8 Jubg 2017 Fuly 2 o Murtic
9 Revenue e
BT
10 Mattresses 5211 6a4 2 v TME lage
11 Pillows 516 14 & SN ParLen
1Z Total Merchandise BR.TAT T2E
L - T A | o Thee By

Figure 2.24

3. Navigate to C:\Excel CEO\Excel 2016\Chapter2, click on the logo.png file, and click the
Insert button.
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A B L+ w] E F @ H | : d L3 L
1 Nitey-MNite Mattressas
I "
3 Sufmmary Ner iacame Statement
4 Asaf 2317 { !
& Siere Mo, 1026
&
T MTD MTD
B luby 2017 luty 2006 5 Osf % Dl
2 Fevenus
B0 Adwtriei 5,311 &RASS 16,716 13d4.4%
11 Fillows 4536 3,545 399,74
12 Tots! Merchandise E8.747 71040 16,707 123.3%
13 Sorvices 1%10 BAED 50 IRLA%
B4 DHucoums MRS 140 -1 5a4 10N
15 Tobsl Bevenus BESER  FLEES 15,213 130.7%

Figure 2.25

The image should import into the spreadsheet. When the image is imported, you will see a new
contextual tab appear called Picture Tools, Format. A contextual tab appears when certain objects are
selected that need a unique set of tools. The Picture Tools, Format contextual tab appears whenever an
image is selected. It allows you to use special tools to work with images.

You can now drag the graphic to anywhere on the spreadsheet you want. You know the graphic is selected
when the small circles appear around the graphic. The small circles are called handles. Let’s drag the
image over the Nitey-Nite Mattresses text.

4. Click and drag the image and position it over the blue Nitey-Nite Mattresses fext.

Hiome NIV 1] Pagi Liryeut Fosmmiisn Chata ST Chenppdi foss i AL ROEAT TEAM Fcdmal
:ﬁ . e - Comenress Paciures — — = e
*— Change Pirhae e wit=l sl = | ——

Rernove  Cormectans Calar Al ot —

Background ’ - Effecis - o= Reist Pt
Audyinl FOiune Shled
Picture 4
A B = &) E F i H | 4 K L

1 MNitey-Mite Mattresses

2 3 : 2 [

a Sy Nef income Stotement

d A af FIISIIF

Figure 2.26

As you can see, the graphic overlaps the “Summary Net Income Statement” text, but not to worry. We
can resize the graphic to make it a little smaller by clicking the handles.

5. Click the bottom-right handle and drag the graphic to the left and up.

6. Resize it until it is big enough to fit over the Nitey-Nite Mattresses text, but not too big to
cover the text below it.

ExcelCLO | 65

Chief Excel Officer



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

7. Reposition the image to where it is centered over the report.
8. Click anywhere outside the graphic to deselect it.
9. Click on Cell A1, and click [Delete] to remove the underlying text, if it shows through.

A B c ] E F [ H | J
i
L
2
3 Summary Netf Income Statement
4 As of 773152017
5 Store Mo, 1026
B
T BTD MATD
8 July 2017 July 2016 % Dalf % Diff
9  Rewvenue
10 Manresses 85211 66495 16,716 124.4%
11 Pillows 3536 3545 9 99.7%
12 Total Merchandise BE.747 72,040 16,707 123.2%
13 Services 3,510 3,460 S0 100.4%
14 Discounts 3,689  -2,145 -1544 1i'zma|
15 Total Revenue BB, 568 73,355 15,213 120.7%
16
17 Variable Expenses
18 Cost of Merchandise 21358 18643 2,715 11-1.5‘.!i|
18 % of Revenue 24, 1% 2545 |
Figure 2.27

10. Save the myNet_Inc.xlsx file.

Templates

You've spent a lot of time working on this file, haven’t you? And I must admit, that’s a dang good-looking
report. Your manager also thinks it’s a great report, and he decides that he wants to use this format for
ALL the summary financial statements from here on out. You suggest to him that you save this file as the
standard, or template, for all future financial statements. He thinks that is a great idea, and you proceed
to do so.

A template is simply a pattern that is saved where you have all of the formatting and formulas designed
just like you want them. A template should contain no data — just the format and formulas. To save an
existing file as a template, you should first delete all of the data (NOT the formulas) and save it as a file
type of template. Let’s use the myNet_Inc file as the base for the template.

1. With the myNet_Inc.xlsx file open, take out the shading to the right of the statement.

Hint: Select all cells to the right of Column E and choose No Fill from the
Fill icon. A quick way to do this is to click Cell F1, click Ctrl+Shift+down
arrow and then Ctrl+Shift+right arrow fo select the shaded cells.
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Chapter

2

2. Delete all of the hard-coded numbers in the file (NOT the formulas).

3. Change Cell A4 to be As of 22/22/222¢
4. Change Cells B8 and C8 to be mm yy.

The statement should now look like this:

L] ¥ T mim yy
A H G # i
1
2
3 Summary Net Income Statement
4 As of PP
-] Srore Mo, 1026
G
T MTD WTD
g | mmy  [mmw  lSOm % o
% Revenue
10 |Mattresses 0 "eDIvio|
11 |Pillows o Epo)
12 |Total Merchandise ] 1 o"rOIV/O
13 servicec o FDIVIm
14 |Biscounts 0 "EDIVID
15 Total Revenue (] 0 0" s0nvyo!
18
17 Veriable Expenses
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Figure 2.28

The #DIV/0! error message will appear until there are numbers in the appropriate cells.

5. Click on File, Save As, navigate to the Chapter2 folder, and in the Save As dialog box, click on

the Save as type: drop-down menu, and choose Excel Template (*.xltx).
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Notice that when you choose Excel Template (*xltx), the directory is automatically changed to the default
Custom Office Templates directory. It is a good idea to store templates in this directory so they will be

available through the Templates dialog box.
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6. Change the name of the file to myNet_Inc_Tmpl and click Save.

7. Right-click on the Excel program icon B on your desktop Taskbar, locate myNet_Inc_Tmpl,
hover your cursor over the Push Pin E icon, then click the push pin icon to Pin to this list.
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Figure 2.31

8. Close the myNet_Inc_Tmpl.xltx file.

After you closed the file, you realized that you still have Store No 1026 hard-coded. Changing a template
is easy — just open it up and change it.

9. Right-click on the Excel 2016 program icon on your Taskbar to access the Pinned and Recent
lists available for you in Excel. (Recent files are also available from the File tab.)

10. On the Pinned list, click on myNet_Inc_Tmpl (Files will initially appear in alphabetical
order, but they can be re-ordered using click and drag).
11. Change Cell A5 to Store No. ?2?7?

12. Save and close myNet_Inc_Templ.xltx.
Your changes are now saved to the template.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 2, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.
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Conclusion

In this chapter, you learned about the importance of the underscore character in field/column names.
You learned more about formatting icons that are available in the Home tab. You used the Format Painter
icon and different types of cell formats. You reviewed how to copy cells and performed a “mass” copy
job. You learned how to use the AutoSum feature. You learned how to use Custom Formatting for special
formats that aren’t already available in the standard formatting choices. You learned about the various
kinds of errors and what they mean. You saw how to use Absolute, Mixed, and Relative references in
formulas. You learned how to indent text within a cell. You added color and lines to a report using the
Fill Color, Font Color, and Borders icons. You learned how to undo your mistakes and redo actions by
using the Undo and Redo buttons. You used all of these tools to format an existing file to make it look
much more presentable, and you created an income statement almost from scratch. The end result was
a report that you could be proud to present to any level of management. We even took a little time to
analyze the final report. You ended the chapter by importing, moving, and resizing a graphic. Finally,
you created a template file and Pinned it for quick access.

Chapter Exam

You can now go to www.ExcelCEO.com, click on Sign In, log in and take the exam. Make sure that you
take the exam on the same computer on which you completed the practice files, as some of the questions
on the exam may refer to some of the completed projects. Chapter exams are intended to be hands-on.
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CHAPTER THREE — SIMPLE GRAPHICS AND FLOWCHARTS

Chapter Objectives:

Identify and customize the Quick Access Toolbar

Select a new folder from the Open dialog box

Choose illustrative Shapes and Objects to incorporate into a file
Recognize, resize, move, and format a Text Box

Identify Flowchart items by selecting predefined Shapes
Recognize and use WordArt to create pictures and graphics

Projects You Will Complete During This Chapter:

o Add Chapter3 folder to Excel CEO Excel 2016 practice files folder
o myArt.xlsx

CPE Credits possible for this chapter: 2
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Quick Access Toolbar

There are many useful icons available in Excel 2016. Most of the icons are the same as the ones in Excel
2007—2013. You can also customize Excel 2016 to make it friendlier to the way you work. One of the
customization features I like that makes things easier is the Quick Access Toolbar. The Quick Access
Toolbar is located above the File and Home tabs and is where you can place the icons that you use most
frequently. By default, the Quick Access Toolbar comes with the Save, Undo, and Redo icons. A picture of
the default Quick Access Toolbar is illustrated below.

Figure 3.1

If you hold your cursor over the drop-down menu to the right of the Quick Access Toolbar, you will see
a screen tip that reads Customize Quick Access Toolbar. In this next exercise, you will add icons to the
Quick Access Toolbar using two different methods.

1. Open a Blank workbook in Excel 2016 (click on the File tab, then New, Blank Workbook).
2. Click on the drop-down arrow to the right of the Quick Access Toolbar.

Cuwitomize Cuick Acoen Toolhas

e ¥ Lul

o Copy = En
Pirsle
¥ Farmat Painti ~

L MDD 0

B

Dh

[ =RE- - I B PR U

Figure 3.2
The Customize Quick Access Toolbar menu appears. Twelve options appear in the first section. These are

the standard options that Excel allows you to add to the Quick Access Toolbar. Let’s add a few icons that I
use most frequently.

3. Click on the Open option.
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Figure 3.3

The menu disappears and the Open icon is displayed in the Quick Access Toolbar.
4. Using the same method, add the New icon. IE
You can also add icons that don’t appear as standard options in the first menu.

5. Click on the drop-down arrow next to the Quick Access Toolbar H, and click on More
Commands...
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The Excel Options dialog box appears. This dialog box is also available by clicking on the File tab and
choosing Options, and then by clicking on Quick Access Toolbar. On the right side of the dialog box,
you see the icons you've already added. Let’s add the Print Preview and Find icons. The Print Preview
functionality will be discussed in more detail in Chapter 5. The Find icon allows you to find a text string
or value in the spreadsheet or selection.

6. Click on the Print Preview and Print icon |\2§ on the left section of the dialog box (you’ll have

to scroll down to find it), then click the Add>>  xa4-- | button between the two sections.
7. Click on the drop-down arrow that currently reads Popular Commands, and choose Home
Tab.

8. Scroll about halfway down the list of available icons, and click on the Find... icon.
9. Move it over to the section on the right.
10. Click OK.

The Print Preview and Print and Find icons are now added to the Quick Access Toolbar. Notice the
Move Up and Move Down arrows to the right-most section of the dialog box. These arrows allow you to
reposition the icons in the Quick Access Toolbar. Take some time to explore this dialog box and discover
some of the available options that could make your Excel life a little easier.

Create a Folder from the Open Dialog Box
To prepare for the next exercise, you need to create a folder. You can easily create a folder from the Open

dialog box.

1. Click on the Open icon E on the Quick Access Toolbar, and navigate to the C:\Excel CEO\
Excel 2016 folder.
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As you can see, there is no Chapter3 folder. To create the folder, simply click on the New Folder icon.

2. In the Open dialog box, click on the New Folder text icon, name the new folder Chapter3, and
click Open.
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Figure 3.6
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The Chapter3 folder is now created.

3. Click Cancel in the Open dialog box.

Creating Shapes and Objects

One toolbar that I really liked in Excel 2003 was the Drawing toolbar. In Excel 2016, the Drawing Toolbar
functionalities are found in the Insert tab. There are many more icons available in Excel 2016 in the
Insert tab than in the Excel 2003 Drawing toolbar. If youre an artsy kind of person (which I am definitely
NOT) these icons can be a lot of fun to use. Even for people like me, having these icons can significantly
compensate for my lack of artistic ability. Let’s create a simple text box to show you how some of these
functionalities work.

Text Boxes

Let’s begin our experimentation of creating objects by drawing a Text box.

1. Return to the Blank workbook.
2. Click on the Insert tab on the Office Ribbon.

T
3. In the Text group, click on the icon labeled Text Box. #a

4. Move your cursor to bottom-right corner of Cell B2, and click and drag to the bottom-right
corner of Cell C4. This action draws the text box.

5. Release the mouse.

TextBox 1 Jx
A E L D E F 5] H | I K
1
2
3 |
4
[
Figure 3.7

You are now in the Edit mode for a text box. The text box doesn’t appear to be big enough for what we
will do, but don’t worry. Increasing the size of the text box is easy.

5. Place your cursor over the handle at the bottom-right corner of the Text box.

When you place your cursor over any corner handle, it will turn to a diagonal arrow. When you click and
drag on the corner handles, you adjust the height AND width of the text box at the same time. If you use
the handles in the middle of the text box’s outside edges, your cursor will turn to horizontal or vertical
arrows so you can adjust either the height OR the width.
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6. Drag the bottom-right handle to the bottom-right corner of Cell D5, and release.
7. Click inside the text box and type: Nitey-Nite Mattresses
8. To exit out of Edit mode, press the [Esc] key twice.

Textiio 1 o I £ v f,
A B C o E A B C o E

- 1 d

3 | Nitey-Nite 3 Nitey-Nite

4 : I"..'1dl'lr+_'5.'=.us| 4

3 3

& G
Figure 3.8

Let’s format the text and move the text box up a little. You can use the icons in the Drawing Tools,
Format contextual tab and in the Home tab to format the text and background of text boxes.

9. Click inside the text box (this puts the text box into Edit mode).

10. Highlight all of the text with your mouse.

11. Bold and italicize the text, and change the font to a size of 14 11

12. Drag the right edge of the text box to the right until the text fits on one line (about Cell E5).
13. Drag the bottom edge of the text box up to better align with the bottom of the text.

14. In the Home tab in the Font group, click on the down arrow on the Fill Color icon, and
choose Yellow.

15. Click anywhere on the line around the text box (but not on the handles), and drag the text
box to the upper-left portion of the spreadsheet with the upper-left corner of the text box
somewhere in Cell Al.

16. Click on any cell outside of the text box (to exit out of Edit mode). Resize, if necessary.

A ] L L E F ] H | J

> Nitey-Nite Mattresses

Figure 3.9

You can now move this text box to anywhere in your spreadsheet and it will maintain its same format.
You can also copy this text box for use in other spreadsheets.

17. Click anywhere in the text box to put it in Edit mode), then click anywhere on the edge of the
Text box (this selects the text box without being in Edit mode).
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18. Click the New Sheet icon *! to create Sheet2.

19. Copy the text box (using the [Ctrl]+c key, or use the Copy icon) and paste ([Ctrl]+v, or the
Paste icon) the text box somewhere on Sheet2.

20. Save the file as C:\Excel CEO\Excel 2016\Chapter3\myArt.xlIsx.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 3, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

WordArt

One of the things I like about writing courses like this is the opportunity I have to criticize Microsoft.
WordArt is a fun tool to create more advanced graphics, but they changed it a little bit from Excel 2003
to later versions. I was all ready to slam Microsoft on their “enhancement” of Excel 2007’s version of
WordArt, but [ was disappointed in that effort. When I first looked at Word Art in Excel 2007, I didn’t like
it. But after I started working with it, I liked it MUCH better than the WordArt in Excel 2003. WordArt
in Excel 2016 is identical to the rest of the Office 2016 and Office 2013 programs, and much simpler to use
than in previous versions.

If you have used WordArt in Excel or in other previous versions of Office programs, it may be time to
revisit them and choose a new favorite setting or two. Many of the functions are the same, but the layout
may require some adjustment, as you can no longer see a preview of the text from the options box as with
Excel 2007 and 2003. WordArt in Excel 2016 is simplified even from Excel 2010, as shown below.

& = T bijuibsn  *
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Figure 3.10

When you click on the WordArt in the Text group of the Insert tab in Excel 2016, you get the following:
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It doesn’t automatically show you the cool kinds of styles available as in the previous versions. However,
let’s use it a little and explore some of the enhancements.

1. Click on the New Sheet icon to createa | Shest2 | tab.
2. Click on the WordArt icon 4l - in the Text group of the Insert tab.
3. Click on the letter A in the second row, first A on the left.

-:-Your text here

Figure 3.12

Once you click on the letter A, you see the beginning of an object with the text “Your text here”.
Additionally, the Drawing Tools, Format contextual tab appears in the Office Ribbon that contains a
number of tools you can use to modify the WordArt graphic. We will use several of those tools just to
show you how they work. You can explore other icons on your own.

4. Replace Your Text Here with Nitey-Nite Mattresses
5. With your cursor, select the text Nitey-Nite Mattresses

6. When you finish selecting the text, release the mouse without moving it.

When you finish selecting the text and release the mouse (without moving it), you should see a faint
image of miscellaneous controls, as in the following figure.
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Nitev-Nite Mattresses

Figure 3.13

7. Move your cursor over the faint image and it will become clearer.
8. In the Font Size box, replace the existing size with 20.
9. Italicize the selection.

10. Click anywhere outside the graphic to deselect it.

Mitevu-MNite Maottreccec

Figure 3.14

The floating graphic is now formatted and can be moved to any part of the spreadsheet by simply clicking
on it and dragging it to its new location just like you did with text boxes. When you click on the graphic
to place it in Edit mode, you will see square handles (or boxes) on the corners and its sides. When you
click and drag the handles, it adjusts the height and width of the graphic. The handles adjust the height
or the width, whichever one you choose. The handle above the graphic controls its rotation. Click and
drag these handles back and forth to see what they do. Click on the Text Effects button in the Format
tab and click on the Transform button to give it some more pizzazz. Play around with it as much as you
want. Feel free to explore this feature by using different WordArt styles, fonts and colors, as most of the
selections in the FORMAT tab are self-explanatory. But now we're going to explore one of my favorite
utilities of using shapes, flowchart objects.

Flowcharts

There are many stand-alone flowcharting programs out there, but I have yet to see any of them that are
easier to use as Excel. Excel flowcharting is basically putting a bunch of text boxes and other objects on
a worksheet and connecting them with lines. You access the flowcharting tools from the Illustrations
group of the Insert tab.

In this next exercise, we will document in a flowchart an accounting process for submitting a journal
entry to the General Ledger. The process is as follows: 1) The Senior Accountant creates a journal entry,
2) The Senior Accountant emails the journal entry to the Accounting Supervisor, 3) The Accounting
Supervisor Reviews it and either sends it back to the Senior Accountant for rework or, if approved, emails
it to the Accounting Clerk, 4) The Accounting Clerk uploads the journal entry into the General Ledger
system. It’s a straightforward process and easy to put into a flowchart. To start, we need to Insert a new
worksheet.
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1. Click on the New Sheet icon next to the Eheet:  tab to create a new worksheet.

2. Click on the Insert tab in the Office Ribbon, and then click on the Shapes icon r{j::' T in the
Ilustrations group.

Page Layesst  Formales = leie  Bevew Vs
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Figure 3.15

The Shapes dialog box appears with several choices from which to choose. You can try others later, but
for now we’ll concentrate on the Flowchart options.

3. Click on the Flowchart: Preparation figure. -

4. With your cursor appearing as a “+” sign, draw a rectangle from the upper-left corner of Cell
B4 to halfway through Cell D7, then release the cursor.

5. In the Preparation box, type: Senior Accountant creates/reworks journal entry.

6. While in Edit mode, click the Center = icon on the Alignment group on the Home tab (to
center the text), and click outside the Preparation box.

7. Resize the box using the handles, if necessary, to look like the following figure:
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h-dn:'-l.rl-'.uh:-:

Figure 3.16

8. Choose the Flowchart: Process graphic [_| from the Shapes option.
9. Draw the Process box to the right of the Preparation box, beginning at about Cell F4.

10. In the Process box, type: Senior Accountant emails journal entry to Accounting Supervisor.
This is Process Box 1.

11. Make sure the text is centered. Resize and/or reposition the box, as necessary, to appear as in
Figure 3.17, and exit the box.

12. From the Shapes list, under the Lines section, choose Arrow. N

13. Move your cursor (now in the shape of a “plus” sign) over the Preparation box, and all
connection points will turn red or black. Position your cursor over the right-most connection
point on the Preparation box, click, and hold.

14. Now move your cursor over Process Box 1 and all connection points will appear. Click on the
left-most connection point.
15. Click outside the flowchart.

16. Reposition Process Box 1 where the connecting arrow is a straight line from the Preparation
box to Process Box 1. The arrow will remain connected to Process Box 1 as you move it.

Senior -.
Mocounbanl Senbor Acoountant ermails

Iourmal eniry to Accounting
SUPRTVISOT,

createsrewnrks
journal entry.

Ll:l--lm'.nl-um--d.
b

& | B | L | 7] £ F | G | H | | K

Figure 3.17

You can also move any of the objects with the arrow keys on your keyboard while the object is selected.

17. Choose the Flowchart: Decision icon =~ from the Shapes icon, and draw the box to the
right of Process Box 1.

18. In the Decision box, type: Approval?
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19. Connect Process Box 1 to the Decision box with an Arrow.

Senigr AcCountant emails

journal entry to Accounting
Supenisor.

Figure 3.18

At this point, look at Figure 3.19. You should be able to create the rest of the flowchart on your own. You
can create the Yes and No boxes by using a Text Box and taking out the border. Try it on your own and
see how close you can get to the end product. If you need a little help, follow steps 20 - 33.

20. Below Process Box 1, create another Process box that reads: Accounting Supervisor emails
journal entry back to Senior Accountant for rework. This is Process Box 2.

21. Connect the bottom connection point on the Decision box to the right side of Process Box 2
by using an Elbow Arrow Connector. .

22. Connect the Process Box 2 to the bottom of the Preparation box by using an Elbow Arrow
Connector.

23. Below and slightly to the left of the Decision box, insert a text box with the word No in it.

24. Resize the text box to be small and take out the line around it (Right-click on the “No” text box
border and click on the drop-down menu below the Outline icon and choose No Outline).

25. Create another Process box to the right of the Decision box. In it, type: Senior Accountant
emails journal entry to Accounting Clerk. This is Process Box 3.

26. Connect the Decision box to Process Box 3 using an Arrow.

27. Copy and paste the No text box. In the copied text box, change the text to Yes and move it to
be positioned above the connecting line between the Decision box and Process Box 3.

28. Below Process Box 3, create another Process box that reads: Accounting clerk uploads
journal entry to General Ledger. This is Process Box 4.

29. Connect the two using an Arrow. B

30. Below Process Box 4, create a Magnetic Disk object =3 and label it: General Ledger.
31. Connect the two with an Arrow.

32. Make sure the text in all text boxes is centered.

33. In the Show group of the View tab, uncheck the Gridlines box to remove visible gridlines
behind your flowchart.

Your flowchart should look like the figure below:
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Figure 3.19

33. Save and close myArt.xlsx.

One note on using shapes — if you hold down the [Shift] key while drawing a shape, it will keep the
shape’s proportions constant. For example, if you click on the Oval shape and draw it with your mouse,
you will almost always get an oval shape. But if you hold down the [Shift] key while drawing the oval, it
will be a circle.

In this course, we will use many icons in most of the tabs. The Shapes objects are just one example of
the many functionalities available with Excel. I encourage you to explore other tools as you come across
them.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 3, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.

Conclusion

In this chapter, you learned how to create a folder from within the Open dialog box. You customized the
Quick Access Toolbar by clicking on its drop-down arrow and choosing icons to be included in it. Next,
you learned how to create and format shapes and objects, starting with text boxes. You discovered how to
create graphics using WordArt. Finally, you created a Flow Chart by using the Flow Chart objects in the
Shapes dialog box.

Chapter Exam

To take the examination for this chapter, you must have successfully completed the examination for the
previous chapter. You can now go to www.ExcelCEO.com, click on Sign In, log in and take the exam.
Make sure that you take the exam on the same computer on which you completed the practice files,
as some of the questions on the exam may refer to some of the completed projects. Chapter exams are
intended to be hands-on.
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CHAPTER FOUR - SORTING, SUBTOTALING AND FILTERING

Chapter Objectives:

Select and open multiple files of related data

Choose the appropriate Sort Ascending and Sort Descending icons
Select and use Custom Sort options

Identify subtotal functionality for summarizing data

Choose data filters for numeric and text data

Identify and use the Top Ten filter

Select Advanced and Search filtering

Projects You Will Complete During This Chapter:

o my2015_Sales.xlsx
o myltem.xlsx
o myQ3_Sales.xlsx

CPE Credits possible for this chapter: 2
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Introduction

Once I had an assignment to take over a report that someone else had developed. That employee had the
responsibility of calculating incentive travel. She created reports showing who won the various trips the
salespeople could earn. The top X number of salespeople who sold the most over their budget won an
all expense paid trip, and EVERYONE wanted to win. My job was to see how this employee created the
report, and take over the maintenance of the report. I was expecting to see sophisticated calculations,
databases, and spreadsheets since I was doing these calculations for literally thousands of sales people. I
discovered she was simply taking a spreadsheet that someone in the Accounting department had given
her, summing each sales person’s sales, and sorting it in Descending order by the amount sold. The top
producers were the first ones on the list, and they got to go on the trip. We spent a lot of money to take
those people on the trip, and it was almost scary how easy it was to determine who got to go.

Excel provides many wonderful tools that allow you to sort, summarize, and filter your data without
having to do ANY complex calculations. Sorting data is very useful, particularly if you need to rank the
data from top to bottom, or if you want to identify some type of trends that may exist in the data. After
you've sorted your data, you may want to calculate subtotals to see sums of certain groups of numbers.
Then you can filter out what you don’t need or display only what you want to see. This chapter will teach
you how to do all of this in just a few easy clicks of the mouse.

Working with Multiple Files

To begin this chapter, however, I'd like to talk about combining files. Often, you will not be able to
control the format or manner in which files or data are sent to you. When people give you information, it
usually comes in the format that they are more comfortable with. Sometimes it comes to you in different
files and you have to put it together. In the next exercise, you will open three files at once and combine
them into one file.

1. Open Excel 2016.
2. Click on the Open icon and navigate to C:\Excel CEO\Excel 2016\Chapter4.

3. Click on the Aug_Sales.xlsx file, hold down the [Ctrl] key, and click on the Jul_Sales.xlsx and
the Sep_Sales.xlsx files.

4. Release the [Ctrl] key, right-click on a selected file, then click Open.
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Figure 4.1
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Tip: If your computer settings do not allow opening multiple files directly from
Excel 2016 due to single-click, you can also navigate to the Chapter4 folder
from File Explorer from the Start Menu, then follow Steps 3-4.

All three files open at once. In older versions of Excel, you could only view one workbook at a time,
and the program would make you toggle between them. Microsoft finally made it possible, by default,
to open workbooks in separate windows, and view them side-by-side. This is a very useful enhancement
that should feel natural to you soon, if not already. If you find you preferred the Cascading layout for
workbooks, that is still available to use from the Windows group in the view tab of the Office Ribbon.
The old features still work when you want to view multiple workbooks at once, so let’s explore some of
them now. Below, you can see each file you opened is visible in a separate window rather than as tabs.

Al v fx Sale_Date
A, B LB 8] E I £ H

1 I sale Oate | Weockday Amit

4 | 01-Aug-16 Monday 10E,326
3 02-Aug-16 Tuesday 128,387
4 03-Aug-16 Wednesday 124 477
2 | 0d-Aug-16 Thursday 162,180
b D5-Aug-16 Friday b, 543
7 06-Aug-16 Saturday 166,067
8 | 07-Aug- 16 Sunday 135,677
9 0B-Aup-16 Monday 179,646
10 09-Aug-16 Tuesday 211,325
11 10-Aug-16 Wednesday 145,249
12 11-Aug-16 Thursday 133,80
13 12-Aug-16 Friday 86,109
14 | 13-Aug-16 Saturday 125,866
15 14-Aug-16: Sunday 138,216
16 1%-Aug-16 Monday 192 657
17 | 16-Aug-16 Tuesday 98, 295
18 17-Aug-16 Wednesday £, 2HY
19 18-Aug-16 Thursday 95,022
20 19-Aug-16 Friday 83,202
21 20-Aug-16 Saturday 127,618
22 | 211-Aug-16 Sunday 135,143
23 Ji-Aug-16 Maonday 127 .6HT

Aug_Sales 4

Figure 4.2

5. To see all of your open files, click on the Switch Windows icon on the View tab. The visible file
will have a check mark next to it.
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Windows = -

Figure 4.3

6. If necessary, click to activate the Jul_Sales file.

Trick:

Toggling between files can also be done from the snap menu on the

Windows Taskbar, as seen on the bottom of the following figure which
displays open files when you hover your cursor over the Excel 2016 icon.

A B

1

2 | od-Jul-1& Fridaey

3 | 0= Jul-1E Saturday
4 09-Jul-16 Sunday
5 | Oa-Jul-16 Monday
B | 05 )ul-16 Teesday
¢ 0 Jul- 16 Wiednesda
E OF-Jul-16 Thursay
9 | 0f-)ul-15 Frickay
0 05-dul-1s Saturday
TE | B0-Jul-16 Sundey
12| BR-Jul-16 Mesday
13 52-Jul-16 Twesdiay

=a

15 | Bdejul- 16 Tharsday
BE | B5- -1 Friciay
7| EE-Jul-18 Saturdey
18! 1T-Jul-16 SLnaay
¥4 | §8-1ul:-16 Monday
20 | B5-Jul-16 Tueoday

Figure 4.4

|'.i:|II: EFId-'!I:-l Wreedday

M 13-l 16 Wednesday 154,710

21| Mejub-16 Wednesday 164,860

22| Hejul26 Thursday 159,37
241 X156 Fricay 203,330
Jud _Salles I

14 1] E F & H | J K L M
arnt
136,079
208, 765
158,204
134,568
160,431

N ATT.342
AT, EO5
161,398
170,552
158,533
119, 7
164,591

135,571
156,483
205, 84T
154,209
119,453
160,518

Kl ol Sales - el K0 Sep Sakes - Faced Kl Auisg Sales - Dacel

7. Save the Jul_Sales.xlIsx file as myQ3_Sales.xlsx.
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We will combine the data in each of the files into one file called myQ3_Sales.xlsx. Now that you have
all the files open, there are various options you have to quickly organize the view to help you work with
them. Let’s arrange them in a cascading order.

8. Click on the Arrange All icon in the Window group of the View tab.

Arrsnige Windows ? X
ArTange

(%) (Tited

_) Hgrizantal

::-_' Wertical

-_“" Lateade

] wiinedowms of active siarkbiook

Figure 4.5

The Arrange Windows dialog box appears. In this box, you can tell Excel how to arrange the view of the
files, choosing from Tiled, Horizontal, Vertical, and Cascade.

9. Click on the Cascade radio button, and click OK.

You now see all of the open files overlapping in one screen. The July file does not appear because you
saved it as myQ3_Sales.xlsx. To make a file active, just click on the name of the file in that corresponding
file’s title bar.

10. Click on the Aug_Sales file to make it active.
Now we will copy the Aug_Sales tab into the myQ3_Sales file.

11. In the Aug_Sales file, right-click on the | Bug_ Sales | tab, and choose Move or Copy...
from the pop-up menu.
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A B l: o E F ] H | 4
1| salepate |  weekday Amt
2 0l-Aug-16 Monday 108,325
3 02-AUg-16 Tuesday 128,367
4 03-Aug-16 Wednasday 124,477
4 Od-ALg-16 Thursday 162,160
g 05-Aug-16 Friday 96,543
T 06-A kL. ) 5 5
8 074 iR B Loy !
L DE-4 paowe seledfed theets
in 04.4 Ta bank:
i1 1.4 | Aug_Sales. s
12 11-8 !J'-::cuc sheet:
1 124 [ —
14 13-4
15| 14-A
1E | 15-A
1T 16-A
18| L/-A ] create a copy
13 15-A
i) . 15-4 Cancel
21 20-AUg-15"Saturday 127 618
Aug Sales +
Figure 4.6

The Move or Copy dialog box appears.

12. Click on the drop-down menu under To book: and choose myQ3_Sales.xlsx.

13. Click on (move to end) in the Before sheet list, check the Create a copy checkbox, and click
OK.

Now the myQ3_Sales file has two tabs: Jul_Sales and Aug_Sales.

14. Copy the N Sep Sales | tab in the Sep_Sales file over to the myQ3_Sales file.

The myQ3_Sales file should now contain three tabs of data: Jul_Sales, Aug_Sales and Sep_Sales.

15. Click on the Maximize button on the myQ3_Sales file (to take off the Cascade View).
16. Save and close the three files.

Sorting

The next topic is sorting. Let’s suppose that you want to see how many manufacturers you purchase
products from. This is very easy to do, and you can do this by using the Sort Ascending and Sort
Descending icons. In the next exercise, you will open the Item file and perform sorts on it.
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1. Open the file at C:\Excel CEO\Excel 2016\Chapter4\Item.xIsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter4\myltem.xlsx.

Al i I Item_Na

A 3] L= 8] | |2 I G| H | ol K
1 |l!em_?1lu |Mar1ufa-.':!-. Product  Size Cisality  Series Heatall_Pri Cost
2 [SMEB113 SlespwellnMattrass King Hest Diamond 169900 42444
3 SMEKELLY SleapwellMattress King Excallant Emerald  1.499.00 36304
4 [SMEGLLL Slespwall Mattress Eing Gaod Ruby 1.299.00 30640
5 |sp0BLL7 Sleepweall Mattress Queen Best Diamond 1,289,000 41% 51
E ISMU,'-_H& LieepwellMattress Queen txcallant Emerald 1,189, 00 35794
T ISMEFLIO SleepwellMattress King Fair Laphire 1149000 24981
g [SMOGLLY SleepwellMattress Queen  Good Ruby 103900, 3ME.H1
O |DMEBLE Dream Mattress King best Walnut ooa.0n 24500
10 DAMMKELZE Dream Mattrass King Excellent Dak 949,00 5530
11 SMDELD SleepwellMattress Double  Excellent Emerald 9x9.00 2852
12 5MOF114 Slespwellnattress Cueen Fair Laphire 99,00  Fi5.80
13 DMEGIZF Dream Mattrass King Geod Maple BO9.00  AFE9

Figure 4.7

This file is the master list of all items that Nitey-Nite Mattresses stocks in their inventory. You can see
that there are 69 rows of data in the list, with the first row being the column names. That means there
are 68 items in the list. The fields include Item_Number, Manufacturer, Product, Size, Quality, Series,
Retail Price, and Cost.

3. Resize all columns, so you can see the complete field name and contents of each cell.
4. Underline the cells in Row 1. =

5. Click on the Freeze Panes icon == in the Window group of the View tab, and click on Freeze
Top Row.

This is one minor functionality that I really like in Excel - the ability to freeze the top row or left column
without having to actually click on it. It’s not a big deal, but it can be a time-saver.

6. Click on any single cell in the table to de-select Row 1.
7. Right-click on Cell B1, point to Sort, and choose Sort AtoZ -!

Note: There are many other ways you can sort data in an Excel 2016 table. One
way is to click on the Data tab, and use the Sort A to Z (ascending), or Sort
Z to A (descending) icons in the Sort & Filter group. If you want to sort
multiple fields, or on formatting options like cell color or font color, you can
use the Sort icon in the Sort & Filter group.
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Pay attention to the various options available on the Sort option in the right-click menu, like sorting by
the Cell Color and Font Color options, available if any cells meet those criteria. Using those options is
beyond the scope of this chapter, but they come in handy when you need to sort on cells that contain
conditional formatting (covered in Chapter 14).

This list is now sorted in ascending order by Manufacturer. As you scroll down the list, you can see that
there are four manufacturers whose names are repeated on numerous lines: Cama, Dream, Leavan and
Sleepwell. Now you want to see all of the items sorted by Retail Prices from highest to lowest.

8. Click on Cell G1 (In actuality, you can click on any cell in Column G, but DO NOT SELECT
the entire column as doing so will sort only the data in that column, and can alter your data
relationships to the other columns).

9. Click on the Sort Zto A icon :. in the Sort & Filter group of the Data tab.

Hame Ingert Page Layout Farmaules Heview View % Tell me what vou want to do
:“ F_ ﬁ‘:hl:r.-'.- uenes T I_F': Connectsons ':'l ._,-__;. ? . _".i'_ =4 Flash Fill
. -.1 From Tabde e Progpeert T AL £a = Bl Remnowe O
Get Brtermal | New Fefresh ) Sod Filter Tedio
Ciata = ey + L2 fecent Sources All + Ldit Linik T Adwanced Colurmm o Dets Validd
att & Tranfarm Lonnections acirt I Filed
Gl \ J Rrtall Price
A [ B | G| D E | F [ H | | [ i | K
1 {item Mo | Manufacturer Product  Skre Cuality  Spring |Etr-'m|| Frim'rr:_:-'.f
2 |SMKE113 Sleepwedl Mattroes King  Bpst DHamand 1,699 00 424.44
3 SMKELL? Sleepwrl Mattress King  Excellent Emerald 1,499 00 353,74
4 SMKG111 Sleepwell hattross King Good by 1,299.00 30540
B [SMOEL1LT Slecpwnll mattross Queen  Bpst Ddamand 1,280.00 419.81
[ :EMQFHE Elpppanl Mattroos Quern Excellont Emerald 118500 257.94
T [SMEFLI0  Slecpwinll Mattross King Fair saphine 1,145.00 249 .81
& [SMOGI1S Sleepwell htattress Cueen Good Frui by 1,0%5.00) 3268.81
3 |DMKB129 Dream hattress King  Best Walnat QU900 24500
10 |DMKEC126  Dream mMattress King  Excellent Gak 490 255,30
11 |SMDE120  Sleepwell Matiress Double Exerllent Emerald 95500 276.52
12 SMOFL14 Slespwell htattress Clueen Fair Saphire QX900 295.80
13:I'1-|'.'!H1'.t?? Dream hMatiress King  Good Maple B9 20769
14 |CMKRB145 Cama mMatiress King  Best Flatinum RES.MD 212,21
15 |DAKF126  Dream Mattress King  Fair Plre RS0 215.12
Figure 4.8

The highest priced item you have appears at the top of the list, which sells for $1,699.00. It is the King size
Diamond series mattress from Sleepwell.

10. Save and close the mylItem.xlsx file.
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Custom Sorting

You can also sort on custom lists, like days of the week or months of the year.

1. Open the file at C:\Excel CEO\Excel 2016\Chapter4\Aug_Sales.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter4\myAug Sales.xlsx.

Al - fe Sale Date
A B | C D . E F G H [

i | Sale Date | Weekday Ami

2 01-Aug-16 Monday 108,326
3| 02-Aug-16 Tuesday 128,387
£ 03-Aug-16 Wednesday 124 477
2 | 0-Aug-16 Thursday 162,180
& 05-Aug-16 Friday 96,543
T 06-Aug- 16 Saturday 166,067
g | O7-Aug-16 Sunday 135,677
9| 03-Aug-16 Monday 179, 6d6
10| 09-Aup-16 Tuesday 211,325
11 10-Aug-16 Wednesday 145,249
1:3:_ 11-Aug-16 Thursday 133 801
13 | 12-Aug-16 Friday RE, 10
14 13-Bug-16 Saturday 125 866
15 | 149-Aug-16 Sunday 138,216
16 15-Aug 16 Monday 192,657
1r | 16-Aug-16 Tuesday a8, 395
18 | 17-Aug-16 Wednasday 5, 28
19| 18-Aug-16 Thursday 85,022
20 19-Aug-16 Friday 83,202
21 20-Aug-16 Saturday 127.618
e | 21-Aug-16 Sunday 135,143
23 22-Bug-16 Monday 127 637

Aug Sales +
Figure 4.9

This is a listing of daily sales totals for all of Nitey-Nite’s stores. It shows the date, the weekday and the
total sale amount. Your job is to find out the best and worst sales days of the week. You can do this in
a number of ways. For the purposes of this exercise, we will sort the list by weekday beginning with
Sunday.

3. Right-click on Cell B1, point to Sort, and choose Custom Sort... [ Custorn Sort.,
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- f. =42
] L5 D | E E G H I J K

Weekday Amit
Monday 106,326
Tuesdey 128,387
|Wednasday 124,477
Thursday 162,158
Friday 96,4 Sort ?
Sal | 1664
!‘.ur::j! : 1_35’-]‘ +,:". Add Level | | 2% Delete Level | | B2 Copy Level Cptiong. F-1 My data bas
M:.’rnﬂﬂ]r . ” l?lé ' Canmn Sart On . Crder
| Tuesday . !11,} SOMEY | nale_Date sl | WBlues e ll [ OIAE4E b Meweest
Wednesday | s,
Thursday 1334
Friday E6,1
Saturday I.E,!
Sunday 138
Monday 1524
Tuesday e - .
wﬂdnem? -95‘; Can)
Thursday 595,022
Friday 83,202
Seturday 127.616

Figure 4.10

The Sort dialog box appears. In this dialog box, you can sort on many levels. Excel 2003 offered only
three sort levels, but in Excel 2007 and beyond, you can sort on as many fields as you have in the table, up

to 64.

5. Make sure the My data has headers checkbox is checked.
6. In the Sort By drop-down menu, choose Weekday.

7. Leave the Sort on option on Values, and in the Order drop-down menu, choose Custom

List...
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.
1w 85
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Figure 4.11

This is the dialog box that allows you to sort your data using various lists.

8. In the Custom lists section, click on Sunday, Monday, Tuesday, Wed... and click OK.
9. Click OK in the Sort dialog box.

Your data is now sorted by Weekday. To analyze the data, you could write some formulas, but you can
also look at it on the fly. Scroll up and down the list and you can see that Fridays appear to have the

lowest total sales. All Friday totals are less than $100,000, and most all of the other days’ totals are more
than $100,000 per day.

Subtotals

To find out what the totals for each day are, you typically have to do some type of calculation. In this

case, I would usually use a PivotTable (discussed later in this course), but for now we’ll use Excel’s quick
and clean Subtotal feature.

10. With the data sorted by Weekday, click on the Data tab, and click on the Subtotal icon
2l subtotal in the Outline group.
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e It Page Lagaut Formulas Hivamw Wi W' Tell me what you want todo

[ Shew Cueries ay [TTA] _ |_ﬂ; {=" Flash Fill

i s I:l‘ k4| - o

= [L0 Frorn Table — ropertie T= Reap B8 Remove Duplicates
iy Refrach I| Sort Filter Textto _

e LinRecent Sources | ap- Eddit Link . T advanced  Cojumns S Dota Yalidation = )

Lot & Transiaim Lannediens S0t & Filer Lrats laaks

j = Sale Date

Lo T IS = SO S A EIE « KRS S S S
Ak
135,677
138,216
135,143 Subtotal g M
-15,5 _ 117415 A1 #ach change in:
L Lﬂﬂ_.}:?!i Sale_Date 't
_!??lﬁ_ﬁ Lize funcbion: .
192,657 Sum |
127,667 Agdd subtotal to: '
111,005 'Ht.'ai;'_il}.'r? '
i
98,295
_ 127,976
_l_iﬁ._ﬁﬂ m Replace curent sublolali
124 477 D Page break belween groups
_j,-ll-.ﬂ-.-.'l“_di E Summary below data
95,289
_].E._tlﬂ':_ﬂ':!_ Bemaue All E Cancel
EI.'EEIFE!'!'!E‘.@?__._!E-.’FF
Vg-15/Thursday 162,180
ug-16 Thursday 133801
-16. Thursday | 8502

Figure 4.12

There are various sections included in the Subtotal dialog box. The At each change in: box allows you to
specify the field you want to subtotal. In our case, we want a subtotal for each change in Weekday. You
can choose Sum, Count, Average, Max, Min, and other functions in the Use function: box, depending
on the type of subtotal you want. Typically, you perform calculations on numbers (sales, quantity, etc.)
and you count non-numbers (weekdays, contracts, names, etc.). You check the fields you want to create
subtotals for in the Add subtotal to: list. By default, Excel checks the last box. The next three check boxes
allow you to replace subtotals that may currently be in the list, insert a page break between subtotal
groups, and summarize groups below the data. Finally, you can remove all subtotals by clicking the
Remove All button.
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11. Choose Weekday in the At each change in: list.

12. Make sure Sum is chosen in the Use function: [ist.

13. Make sure the Amt field in the Add subtotal to: list is checked.

14. Leave the Replace current subtotals and Summary below data boxes checked.

- | Lale Date
A L i, F = H | J
e Date zimm_ A
07-Aug-16 Sunday
14-Aug-16 Sunday u#-m
ﬂ-ﬂl.g .16 S-I.I'I'ld'l'il' 135']_“; Subiolal  } x
28-Aug-16 Sunday 117,415 At each change in
01-Aug-16 Monday 108,326 T Y,
08-Aug-16 Monday 179,646 Wse function: )
15 Aug 16 Monday | 192657 i 3]
Ebﬂ‘-]ﬁ”ﬂﬂm 1'2?'“? Aghd subtotal bo: .
29-Aug-16 Monday 111,025 Sale_Date :
T 10 Tuesdey 1337 @&“"“_
16-Aug-16 Tuesday 98,2495
| 23-Aug-16 Tuesday 127,975 |
ﬂﬁﬂlﬁw 126,658 k| Replace guirent subtortals
#I-Aug-lﬁ Wednesday 124,477 [ | page break between groups
10-Aug- :li"m:dnrsdw_ 145,249 b Summary betow data
;ﬁ::;l“f“m o Remove i Cance
31-Aug-16 Wednesday 119.135
04-Aug- Ii'ﬂwi'.'.ﬂr,r 162,180
11-Aug-16 Thursday 133,801
18-Aug-16 Thursday 95,022
Aug Sales (+)
Figure 4.13
15. Click OK.
Excel CEO

Chief Excel Officer

97




Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

[1]z1z] A B ¢ ] o EN OF | g | H
1| salepate |  weekdsy | amt
2 OF-#ug-16 Sunday 135,677
3 ld-fup-16 Sunday 138,216
4 21-sug-16 Sundasy 135,143
5| 28-Aug-16 Sunday 117,415
- & Sunday Total 526,452
) 01-Aug-16 Monday 108,326
8 | 0f-fug-16 Momday 179,646
g 15-4ug-16 konday 192 657
10 22-fug-16 konday 127,687
11 29-Aug-16 Monday 111,405
=] 12 Meonday Total 719,342
- 13 02-Aug-16 Tuesday 128,387
14 08 Aug-16 Tuesday 211,325
15 16-Aug-16 Tursday 98, X5
16 23-Mug-16 Tuesday 127,976
17 F0-Aug-1h Tuesday 126,638
-1 1w Tuesday Total 692,681
[ 18 03-Aug-16 Wednesday 124 477
::"I:I. 10-Aug-16 Waednewday 145,349
2 17-Aug-16 Wednesday a5, ¥
22 24-tug-16 ‘Wednesday 141,070
24 31-Aug-1b Wednesday 119,133
Figure 4.14

Your data now contains subtotals after every change in weekday. With the Subtotaling tool, you can
organize your data into levels. Look to the extreme upper-left of the spreadsheet and you will see
grouping level boxes. | * You can change the view of the data by simply clicking on the desired level
box.

16. Click on Level Box 1.

B1 - f

[1]z]3] A B ¢ | b | E | F | @ | H
1] salepste |  weekday | Amt

+| 40 Grand Total 3,986,790
41|
Figure 4.15

The data is now summarized at a Grand Total level.

17. Click on Level 2.
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1]z]3 A B C D E F G H
1| salepate | weekday | amt
+ & Sunday Tatal =L
+ 12 Monday Tolal 719,342
+* 18 Tuesaday Tolal £97 6&1
+ 4 Wednesday Total 625,221
+ 29 Thursday Tatal 514,071
+ H Friday Total 357,002
+ 43 Saturday Total 552021
= 40 Grared Tolal T ORA TH0
Figure 4.16

The data is now summarized at the weekday level. With the data summarized at the Weekday level (Level

2), you can easily see that Monday’s total of $719,342 is clearly the highest sale day for the month of

August. Tuesdays and Wednesdays appear to be the next highest days. But wait! August has 31 days and
there are five Mondays, Tuesdays, and Wednesdays in August 2016, so those days should obviously have

more total sales. It would probably be a better analysis if we looked at the average daily sales instead of
the total daily sales in August. Let’s change up our subtotaling to do that.

18. With any cell in the subtotals selected, click on the Subtotal icon.
19. In the Subtotal dialog box, change the Use function from Sum to Average, and click OK.

The Subtotal list expands out to show all data and the Total for each day changes to Average.

20. Click on the Level 2 box.
21. Expand the column widths, if necessary, to see all the data.

{34 T I =SUBTOTAL L L3033
HEE A b C D E r G H |
1 sale Date Weeakday At
+ B sunday Average 131,613
+ 12 ronday Average 143,663
+ 18 Tuesday Average 138,536
+ M Wednesday Average 115,044
+ 25 Thursday Average 128,518
+ | Friday Average | H.'El.l'.ll'.l_l
[ |+ 35 saturday Average 134,005
= 40 Grand Average 128,606
Figure 4.17

We see that Monday is still the highest average sale day, followed by Tuesday, then Saturday. The averages
tell a slightly different story! Fridays still appear to be lackluster days, so you may want to suggest that
Nitey-Nite Mattresses hold specials on Fridays to help boost sales on those days. You can display and hide
further detail or subtotals by clicking on the Show Detail [+| or Hide Detail - buttons.
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22. Click on the Show Detail icon [+ next to Friday. (Row 34).

3 ¥ fx SUBTOTAL{1,C30:C33)
[aIz13] A B e B | B | B | & | H
i Gale Date h’f{F_i_‘k_dl.?"lu' | Amt |
[+ 8 sunday Average 131,613
[+ 12 mMonday Average 143,664
[+ 1 Tuesday Average 138,536
b M Weadneschry Average 125,044
[+ 28 Thurcday Avoragn 178,518
0 05-Aug-16 Friday 96,543
Gl 12-Aug-16 Friday 36,109
3 159-Aug-1b Friday 83,204
a3 26 Aug-16 Friduy 91,149
= 3 [ Fricliy Awveerage: l ‘.‘I-‘!,?."'HI'II.I
s Ex Saturday Average 138,005
Figure 4.18

Now you see the detail and average for Friday.

23. Click on the Level 3 box.

C34 o Ju =SUBTOTAL(LC30:C33)
[12]s] 4 A | B e o | E | F | G H
1|  Sale Date Wockday Amt
2 07-Aug-16 Sunday 135,677
3 14-Aug-16 Sunday 116,216
4 21-Aug-16 Sunday 135,143
5| 2B-2ug-16 Sunday 117,41%
|= 6 | Sunday Average 131,613
' 7 01-Aug-16 Monday 108, 326
a 08-Aug- 16 Monday 1749, f46
g 15-Aug-16 Monday 152,657
10 | F2-Aug-16 Manday 127,687
11 29-Aug-16 Monday 111,025
!_—: 12 PAGnday Average 143 BbE
[ 13 02-Aug- 16 Tunsday 128,387
™ O8-Aug-16 Tuesday 211,325
15 lG-Aug- 16 Tupsday 98, F5
Figure 4.19

The data returns to showing the subtotals for all data.
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24. Save and close myAug_Sales.xlsx.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 4, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

Multiple Subtotals

The Subtotaling feature also allows you to perform subtotals on multiple levels of data.

1. Open the file at C:\Excel CEO\Excel 2016\Chapter4\2015_Sales.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter4\my2015_Sales.xIsx.

When using Subtotals, it is important to remember to FIRST sort the data in the same order you want
to subtotal for, THEN perform the subtotals. In this spreadsheet, monthly sales for each store are listed.
The fields we have to work with are Region, State, Store_No, Year, Month, Sales, and Cost. We want to
analyze Sales at ALL levels of the company, so we have to sort by Month, Store_No, State, and Region.

To perform a cumulative sort on multiple levels of data, you must first sort by the field that contains the
lowest level of data and work your way up to the highest. In this example, the lowest level is by Month,
and the highest level is by Region.

3. Sort the table on the Month field in Ascending Order. (Use the A-Z icon rather than Sort)
4. Continue to sort the data in Ascending Order in this order: Store_No, State, Region.

| A B c D| E A B C D| E i G

1 El::nlﬂamhlure Nu|Tuar|Munth 1 |m_-imn m:elmm_nnl'reariumm1 Sales i Cost

2 West Ca 1002 2015 12 || # East A 1062 2015 1 6337892 20,646.69
3 |South SC 1050 2015 11| || 3 |East MA 1063 A5 2| BOHNS.4T 25 549.47
4 West OR 1042 2015 1| 4 East MA 1062 2015 3 126,557.54 39,153.18
5 |[East NY 1001 2015 12/ || § East MA 1062 2015 4 139,931.38 44,803.40
6 |North 1005 2015 9| & East MA 1062 2015 5 130,075.06 42,547.21
T |[East  NJ 1040 2015 10 BT East MA 1062 2015 6 146,288.23 40,380.06
8 |South GA 57 2015 2008 East MA 1062 2015 7 £7,695.83 22,032.07
9 |North OH 1019 2015 47 9 East MA 1062 2015 B 1E2,468.84 53,996.35
10 (East  NY 1032) 2015 4 |10 East MA 1062 2015 9 176,032.98 57,832.36
11 |South MNC 1009 2015 2|11 East MA 1062 2015 10| 161,781.84 42,559.25
12 {West  CA 1021 2015 1|12 East MA 1062 2015 11| 144,721.27| 38,852.53
13 East ™I 1040 2015 5|13 East | MA 1062 2015 12| 186,006.80 50,152.51
14 North L 1018 2015 9 || 14 East MA 1063 2015 1 59,092.03 20,252.75
15 East NY 1001 2015 6 || 15 East MA 1063 2015 2 93,409.07 25,026.13

Figure 4.20
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Tip: If you want to sort using the Sort dialog box, begin with the highest level
and work toward the lowest level of data to achieve the same results.

Now that the data is sorted appropriately, let’s perform our multiple subtotals.

5. With your cursor on only one cell on the spreadsheet, click on the Subtotal icon in the Outline
group of the Data tab.

6. In the Subtotal dialog box, make sure that: Region is chosen under At each change in:, Sum
is selected under Use function:, Sales and Cost are both checked under Add subtotal to:,
and that the Replace current subtotals and Summary below data boxes are checked.

10622015 1 63,378.92 20,646.68

1 state
2 [East  MA |
1 |East  MaA 1062 2015 !_E?:Wﬂ? 25,543.47
4 [East  MaA 1062 2015 3 126,557.54 39,153.18
5 |East  Ma 1062 2015 4 13993138 44,803.40
6 |East  MA | 1062 2005 5 130,075.06 42,587.71
7T |East  MA 1062 2015 6 146,288.23 40,380.06
g |East maA 1062 2015 7. B7,635.83 22,032.07
9 |East MA | 1062 2015 s 182,458.84 53,996.35
10 [East  MA 1062 2015 9 176,032.98 57,833.36
11[East  MA 1062 2015 10 161,781.84 42,559.25 |
12 |East  MA 1062 2015 11 144,721.27 38,852.53
11|East  MA 1062 2015 12 186,006.80 50,152.51
14|East  MA | 1063 2015 1 SY,092.03 20,252.75
15|East  MA 1063 2015/ 2 H,d#l-n? 25,026.13
16 [Fast  MaA 1063 2015, 3 mm&m.n,mna
IT|East  MA 1063 2015 .El.ﬁlﬁ-;g:#z.ﬁi.ﬁ
10 [East  MA 1063 2015 5 125,018.65 32,219.38
19|East  MA | 1063 2015 6 123,B12.87 42824.67
20 |[East  MA 1063 2015 7 105.292.94 33.508.39
Figure 4.21

7. Click OK and resize columns, if necessary.

4| K | L

Subtotal T i 4

At each change im

Region w
L function:
Sum w |
fAgd subtotal to:
tate -~ |
Store_Ho
Year

Kanth

[] Replace current subtotals
[] age break between groups
b Summany below dala

gemevean | [ o0 ] [ canen

Subtotals are now added at the Region level. Now we will add another level of subtotals at the State level.
To do this, you will change the At each change in: box to State and uncheck the Replace current box.

8. With your cursor still inside the table, click on the Subtotal icon.
9. Under At each change in: change Region to State.

10. Uncheck the Replace current subtotals box, and click OK.
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Chapter

4

11. Resize the columns if necessary.

Subtotals at the State level are added.

1EE N A H [ B F G I
91 [East MY 1032 W15 4 118,124.80 30,323.34
42 | East MY 1032 X015 3 145,043,597 45,934,680
93:::;.-.: WY 1032 2015 & 121,012.96 18, 199,65
B4 | East MY 1022 2015 7 10465613 11,980.11
95 | East MY 1022 215 £ 17849709 58 198.01
% |Fast WY 1032 2015 9 143,117.61 a4,751.96
5T:Eu5t MY 1032 2015 10 131,347.65 15,153.16
98 |East MY 1032 2015 11/ 140,352.06  44,724.94
99 [East MY 1032 2015 12 19657295 5247196
= 100 NY 4,312,447.18 1,294,373.87
5 ‘I[H:EaslTntil 11,022,639.22 3,262,059.99
[ [ - 102INorth I 1005 2015 1 6494289  20,195.60
10| Morth iL 1005 2015 i T1L.763.76 21.386.85
104 | Morth Il 1005 015 1 12891067  41,665.69
Figure 4.22
12. Add another Subtotal level at the Store_No level.
Now you have five levels of subtotals.
[1]2]afa]s] A | B Ak Bl E | F _ G i 1
o1 |Fast WY 1027 2015 10 14639540  3%,197.79
52||-_ast MY mz,ri '.zm::! 11 163,081.78  48,560.34
593 |Cast MY 1027 2015 12/ 261,006.27  65,560.75
=] 1027 183447133 52267796
[ . 95 |ast MY 1032 2015 1 70,382.65  21,896.47
96 |East MY 1032 2015 1 85,4830 13,894.51
57 |Cast MY 1032 2015 3 13667173 34,591.52
96 |East MY 1032 205 4 118,124.80 30,323,324
% |Cast MY 1032 2015 5 14504397  49,934.60
© 100 | Fast MY 1032 115 6  121,012.96 18, 19945
101 Cast MY 1032 2015 7 104,656.13 31,980.11
¢ 102 | East WY 1032 2015 & 178,497.09 58,19%.01
103 ast MY 1032 2015 9 143,11761 4425396
104 East WY 1022 2015 10/ 131,347.65 15,153.16
105 | east MY 1032 2015 11 14035206 44,724,949
106 Fiast MY 1032 2115 12 196,572.95 57,471.96
= wr 1042 L5T2A62. 70  465522,13
|=] 108, MY 4,317,447.18 1,254,373.87
[— 109 East Total 11032,639.32  3,262,059,99
Figure 4.23
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13. Click on the 1, 2, 3, 4, and 5 level boxes, and the Show Detail and Hide Detail buttons to see
the detail or summary levels you want.

Filters

While subtotaling is a very useful feature, sometimes you just want to filter the data without subtotaling.
One option to get that accomplished is to use the Filter functionality.

1. Click on the Subtotal icon and click on Remove All.

w
2. Having selected only one cell in the table, click on the Filter icon .~ in the Data tab.

A, B L 8] E F G H | o
1 | Reglon - |sta - |store f - [ve - [mon |  sales -| cost -]
2 Cast MA 1062 2015 1 6137897 20,646.69
3 East MA 1062 2015 FJ 20,805.47 25,549.47
4 East M, 1062 2015 3 12655754 39.153.18
£ Fast MaA 1062 015 4 139,931.38 4480340
6 |East MA 1062 2015 3 130,07 5.06 42.547.21
Figure 4.24

Drop-down arrows, or the filter arrows, appear to the right of each field in the table.

3. Click on the State drop-down arrow.

| A B C D__E F o H ! . J
1 | Region - |Sta - |Store_t + [ve - [Mon -] sales -] cost -]
Bl setawz 1 G3378.92  20,640.69
£l SotZtoA 2 B0OB05.47 2554947
Al .3 126,557.54  39,153.18
4 135,931.38 44,803.40
5 130,075.06 4254721
6 14628821  40,380.06
Tet Fillers ¥ 7 &7,695.83 22,032.07
— B g 18F 4468.84 53,996.35
x 9 17603298 5783336
. E’_""” i * 10 161,781.84  42,559.2%
~ ea 11 14472127  38,852.53
= 12 186,006.80  50,152.51
= 1N 1 59, 082.03 20,252.75
: :: 2 6340007  25,026.12
S his 3 14801663  41,920.08
v i 4 15181612  42.053.78
= OH w | 5  125018.69 32.219.38
Figure 4.25
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A list of all the states available in the State field appears. In this list, you can choose as many or as few
options as you want.

4. Uncheck the (Select All) box :-[# |Select M (gll options are deselected), check the IL box, and

click OK.
A B G B E F G H | i
i | Region - |sta.7|store - |ve < |Mon~| sales -| cost -]
b | Marth Il (MY VTS 1 b "2 BY A0L155%. B0
99 |North IL 1005 20015 . F1, 6300 21 38 &3
100! North IL 1005 2015 3 12891067  41.665.69
101] North IL 1005 2015 A 126,267.95  39,714.39
102 North IL 1005 2015 5 134,570.80  38,564.48
103 | Morth Il 1015 2015 1] 117, 245.11 33,937 54
104 | Morth Il T(H1S VTS i 1042621 2rA5F A7
105 North IL 1005 2015 8 15707623  41227.06
106/ North IL 1005 2015 9 133,080.07  37.207.16
107| North IL 1005 2015 10  117,850.87  40,184.02
108 North IL 1005 2005 11 16503772  50,154.16
10%| Morth Il TIH]S VS 17 1.2, 116.64 b, 50178
110| North IL 1018 2015 1 S, Db, 30 22 35071
Figure 4.26

The table is now filtered for only the data where State equals “IL”. Notice that the Row numbers turned to
blue (indicating they are filtered rows) and the State drop-down arrow has a small filter icon in it.

5. Click on the Region drop-down menu.

You see that only the North region appears. When you choose one filter, the remaining fields are also
filtered for that selection, so when you picked State equals “IL”, which is in the North Region, only North
appears under Region.

6. Click Cancel in the Region filter list.
7. Click on the State filter and choose GA in addition to IL, and click OK.

Now you have a filtered list containing all records where the state is either IL (Illinois) or GA (Georgia).

Number Filters

You can custom filter a list based on a number of criteria. If you click on any filter, you will see different
options based on the data type in the field. For example, if you click on the State field filter, you'll see the
Sort A to Z, Sort Z to A and Text filters options, among others. If you click on the Sales field filter, you'll
see a different set of filter options, as the Sales field contains numbers, not text. In this next exercise, we’ll
filter the entire list to see the top 20 stores in terms of sales per month.
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8. On the State drop-down menu, choose (Select All) (to take off the custom IL and GA filter),
and click OK.

9. On the Sales drop-down menu, point to Number Filters and choose Top 10...

To P 10 AutoFlter ) X
Show
Top vl 110 | lems e

Figure 4.27

The Top 10 AutoFilter dialog box appears. In this box, you don’t have to choose only the Top 10. You can
choose Top or Bottom, and you can use the spinner button in the box that reads 10 to change the number.

10. Click on the up arrow in the box that reads 10, and scroll up until it shows 20 (or you can just
type 20 in the box).

11. Click OK.
[ K - : D E F G H | | ]
1 | Region - [Sta - [Store { - e - |Mon - | Sales | 7| cost -
13 East P 1062 2015 12 186,006, 80 30,152,351
25 East A, 1063 2015 12 200,324.98 4,211,222
46 East M 1040 20135 9 187.403.09 39,933.26
49 East M 1040 2015 12 £23,502.09 70,691, 18
81 East Y 1027 X115 ] 213,136.45 33,326,.37
82 East MY 1027 2015 9 198,863.99 57,484.52
B% East MY 1027 2015 12 261,006, 27 05,565,775
9§ (East MY 1032 2015 Iz 156,572.95 32,471.50
109 Marth L 1005 2015 12 212 116.69 8, 535.02
112 Morth iL 1018 3015 3 155 604.55 62 175.25
117 Morth iL 1018 2015 2] 15759583 01, 116.87
118 Marth IL 1018 2015 9 154 023.81 H0,663.32
2015 Stare Sales 3
Reacly M) of 348 records found

Figure 4.28

You now have a list of all the top 20 stores and the months when they were in the top 20. Notice it
doesn’t sort the data, but it simply chooses the top 20. On the lower-left of the Status Bar, notice “20 of
348 records found” is displayed. When a filter is applied, you can look at the Status Bar to see a quick
summary of how many records match the filter criteria set.
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12. Click on the Sales drop-down menu, and choose . CicarFitter Fram “5zles” (to take off the Top
20 filter), then click OK.

Search Filters

Excel 2010 added a feature called Search filters. When you click on a filter drop-down arrow, a Search box
appears. As you start to type the characters of the string or number youre looking for, Excel filters the
items displayed in the filter list for those characters. This comes in very handy especially when you have a
list with hundreds or thousands of items. Let’s try an example using the Items file.

1. With the my2015_Sales.xlsx file still open, open the Item.xlsx file.
2. Resize all columns so you can read the headings and the data.

3. Click on the Filter icon to apply an AutoFilter to the data.

4. Click on the AutoFilter for Series.

1 tem N = | Manufactur = Praodud = Siee | = Quality = | Series | = Retall Pri = | Cost =
2 SMKB113 Slecpwell §] SotAte T 1,699.00 424.44
3 [SMKE112 Sleepwell 2| sonzio 1,499.00 363.74
d sMEGLLL Sleepwell i ot b ke , 1, 2900 305.40
5 SMQB117 Slecpwell ' 1,289.00 419.81
6 [smaE116 Sleepwell | 1.189.00 357.94
T sMEFLIO  Slespwell 1, 149,00 249.81
8 sMQaG115 Sleepwell et Filtes ' 1,039.00 328.81
9 DMKEB129 Dream —— - 999.00 245.00
10 DMKEL? Dream — L 900 255.30
11 SMDE120 Slecpwell - hmpeortu ~ 939.00 278.52
12 |SMOF114 Sleepwell A Daisey 939.00 295.80
13 DMKGIZT Dream | Diamond BRI 20764
14 |CMKEB145 Cama | Emerald 869.00 212.21
15 |DMKF126 Dream ': f;’;r 349.00 213.12
16 SMDA121 Sleepwell B A A39.00 236.44
17 EMDG11S Slecpwell 7 Ok 839.00 250.05
18 CMKE1HM Cama i Pine ,, 799.00 245.74
19 [DRS0OE133 Dream T LI A154arF
20 DMDB137 Dream Cancel 779.00 227.50
21 [CMQB14Y Cama 763.00 183.20

Figure 4.29

Notice that a Search box appears under the Text Filters option. You use this Search box to further filter
the list.

5. In the Search box, type the letter o (upper- or lower-case — it doesn’t matter), but don’t click
OK yet.
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«_»

The list is filtered for all items that contain the letter “0”. As you type more characters, the list is filtered
turther. This same feature exists when we explore PivotTables in Chapters 11 and 12. I'm not going to
spend any more time on the Search filter, but it is a cool thing to know.

1 |lem N~ [ Manulactur] » | Produg = | Size |+ | Qualily + | Series = | Relail Prii« | Cost ~
4 [SMEB113  Slecpwell #]l Sothtos 109900 424,45
3 |SMKE112 Sleepwell 7| 547104 1,493.00 363.74
4 [EMKG111L Slecpwell Soirt by Color . 1,299.00 305,40
L |SMOB117 Slespwell - 1,235.00 41981
b ]E-M'i_!l:llb Slecpwell | 1,189.00 35794
! |SMEF110 Sleepwell 1,145.00 249.81
8 |SMQGLLS Slecpwell Teat Fillers b 1,039.00 328.81
9 |DMKB123 Dream 995.00 245.00
10 |[DMKEL28 Dream - = 949.00 255.30
11 SMDE120 Sleepwell PLREEALMEMEI) AL 939.00 273.52
| L Add currend seleclion Lo Tifler
12 |SMOFLLS Slecpwell A Branze 939.00 295.80
11 |DMKG127T Dream W Dlamongd 899.00 H07.69
14 |CMKBL45 Cama i~5f Gald 869,00 212,21
15 DMKF126 Dream ;—;"‘“ R49.00 713.17
16 sMDBL21 Slespwell = 839.00 236.18
17 |SMDG119  Slespwell A39.00 350005
16 |CMEEL11  Cama 799,00 245.74
1M DMMORTAT Dream 7900 N17.47
20 |DMDBL3T Dream Cancel 779.00 227.80
M ICMOR14AT Cama TeAO.00 1RA.20
22 |CMDB152 Cama Mallress Double Besl PlaLinum 719.00 204.39

Figure 4.30

6. Click Cancel.
7. Close the Item.xIsx file without saving it.

Advanced Filtering

Another nifty function is Advanced Filtering. With Advanced Filtering, you can set up a criteria range
and query data that meets that criteria. Let’s try an example.

1. On the my2015_Sales.xlsx file, click on the Filter icon to turn off the AutoFilter.

2. Select Rows 1 through 5 and then click on the Insert icon (not the drop-down arrow next to it)
* in the Cells group of the Home tab.

3. Copy Cells A6 through G6 and Paste the range to Cell Al.
4. In Cell E2, type the number 5 (which sets this filter up for May).
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& B I [ E F G H | J
1 _ megion |state[store No|vear|month]| sales |  comt |
2 | 5
3
4
5
i _ Region |state[store no|vear|month]  sales | cost |
) _East [ 1062 2015 | &3,378.92 20,646,658
a {East MA 1062 2015 . 80,805.47 43,549,497
9 |East (1 1062 2015 3 126,557.54 39,153.18
10 |East MA 1062 2015 4 139,931.38 44,803.40
11 |Fast MA 1062 2015 5  130,075.06 42,547.21
12_East Mty 1062 2015 G 146,288 .23 d, 38006
13 |East = 1062 | 2015 F) 87,695.83 22,032.07
14 {East MA 1062 2015 B 1246854 53,596, 35
Figure 4.31
This setup will query all sales in the table where the month is equal to 5.
5. Click on the Advanced icon ' “v=r=d jy the Sort & Filter group of the Data tab.
6. Make sure the Filter the list, in place radio button under Action is selected.
7. In the List range: box, select $A$6:$G$354 (or type, if it’s not already there)
8. In the Criteria range box, type or select $A$1:$G$2.
931,38 44,803.40,
1
L7506 42,547, Ell Gdwanced Fille o o Advanc = Fille ? o
5,788.23 40,380.06)
I Bction Action
/595,83 22,032.07] B Bberihelit ot e o
24 53,995.35: = CI :rt c |5l;|-|ln-|:: n;: I:;? EIHH :hc Illt;;n-p;ln:
_} Copy to another loation i
03298 57,833.36: : Sty :
,TR1.84 42 559 ::,r.: Listrange: SASEBLE 0 (PG| List ramge: AT HIAELE |
,721.27 38,852.53]  Crilevia range: | Criteria range: | $A51:5634 |
006,80 50.552.50] ¥ Copylo: e Copry 1 355
DUTLU3 20,252 05 e : B
3.409.07 ?.’I,ﬂ?ﬁ.iﬂi miggue pecords only Unigue records ondy
§016.63  41,920.08 [ ox ]| cance Cancel
1,816.12  A42,053.78]
5, U169 32,219.38]
Figure 4.32
9. Click OK.
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F- 5] L L'I_ = f (3
Region  |state|store_no|vear|Month| sales | cost |

1
2
3 ']
d

6 _ Region |state|store No|vear|Month| sales | cost |

11 |East MA 1062 2015 > 130,075.06 42,537.21
£3 |East MA 1063 2015 3 125,018.69 32,219.38
35 East M 1036 2015 - 31,523.49 10,126.40
A7 East M) 1040 2015 3 115,510.95 36,630.43
=9 East M 1060 2015 > 142,0598.45 43,157.83
1 |[East MY 1000 2015 o b1, 0458 14, /b, 36
g3 East MY 1027 LULS = 155,336 1) 15847
95 East MY 1032 2015 > 145,043.97 49,934.60
107 | North IL 1005 2015 3 134,570.80 38,561.48
119|North IL 1018 2015 > 148,881.51 46,021.93
131 North IN 1055 2015 5 132,438.41 36,192.24
143 Narth 0H 10159 2015 3 100, TR0.57 29, 308.45
155 | Narth L1H 1054 A0S 5 135, 811.23% b, 348,04
167 North OH 1051 2013 3 149, 703.15 4705272
178 South GA 1057 2015 E 63,555.50 16,122.493
191 |South GA 1059 2015 = 69,506.10 20,664.33
203 South L 1005 2015 = 71,368.6 18,016.85
Figure 4.33

The records below the criteria range are now filtered for all sales in Month 5. You can also query on
multiple criteria and use wildcard characters in your criteria. When you do this, however, you must
be careful. Remember that when you input criteria on more than one line, Excel will filter records that
match EITHER criteria. Let’s suppose you want to filter for all records in May or June where the sales are
greater than or equal to $100,000.

10. In Cell E3, type 6.
11. In Cells F2 and F3, type >=100000.
12. Click on the Advanced button in the Sort and Filter group.

13. In the Advanced Filter dialog box, change the Criteria range to $A$1:$G$3 (to add one
more row in the criteria).
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Chapter 4

Al b Ju >= 100000

| e G S B R = F A J K

1§ State[Store No[Year[Month| sales | ©

2 R i) _

3 I_ ___________________________ b-!i:'lﬂ'[ﬂl]] v o

4 .

5 -

6 _ Region [state[store_No|vear|Month| sales | ©

11 ] Last RAA 1062 1S 5 130,105 06 s Advanced Filter 4 M
73 ! East KA 1063 MI1S 5 145 018.649 Aa
35 EAST ('] 1036 MY 5 41,5724.449 1L hon
47 |East NI 1040 2015 5 11551095 3¢ @ Einer the it in-place

5.']: Last Ml 1060 NI 5 1478 09845 45 I:} i e

71 East NY 1001 2015 5 6126498 17| Lstrange: SASE5G5354 |
83 East MY 1027 2015 S 15533690 S50 | GCrierarange:  Sas1sGs3 29
95 East NY 1032 2015 S| 145043.97 49 | copylo i
107 Morth IL 1005 2015 5 134,570.80 3§ '
118 North IL 1018/ 2015 S 145,88191  4¢ | L Umiauerecords only
131 Morth I 1055 2015 5 13243841 3¢ |I] Cancel
143 North OH 1019 2015 s 100,780.57 29
156 Morth OH 1034 2015 5 137,811.23 46
167 Morth OH 1051 2015 5 149,703.15 43
179 South GA 1057 2015 5 63,895.90 1€
191 South GA 1059 2015 5 69,6060 2
203 South NC 1009 2015 S 71,368.64 1%

2015 Store Sales )
Figure 4.34
14. Click OK.
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F3 . L 2= 100000

LA B| ¢ |D| E F G H !
1 | megion |state|store no|vear|month[  sales Cost
2 5 >=100000

3 6[>=100000 |

R | e

6 _ Region |State[Store No[vear[Month| Sales [ cost |

11 |East MA 1063 2015 5 130,075.06 42,5471
12 |East halA e 2015 ] 146, EH. 25 441, S5
£3 |East MiA 1063 2015 3 125,018.69 32,219.38
24 |East MA 1063 2013 ] 123,812.87 42,824.67
4T |East M 1040 2015 3 115,510.95 36,630.43
48 East M 104ad 2015 & 138,124.47 39, 724,65
59 East M 1060 2015 3 142,058.45 45, 197.83
a3 |[East MY 102 F 25 = 155,356 5H) S0, 154 .45
g4 |East MY 1025 2005 b 1232, TR M) 461, 54,11
85 |East MNY 1032 2015 5 145,043.97 49,934.60
96 |East MY 1032 2013 L] 121,002.96 38, 193.65
107 |Morth IL 1005 2013 3 1314,570.80 38,504,448
108 Morth IL 1005 2015 L 112,.243.11 33,932.84
Figure 4.35

The list is now filtered for sales equal to or greater than $100,000 in May or June.

Filtering for Unique Values

With the Advanced Filter dialog box, you can query a table and extract a dataset of unique values. Let’s
suppose you want to extract a list of unique store numbers from the 2015_Store_Sales table. In that table,
the store numbers are repeated 12 times, one time for each month. All we want is a simple list of all the
store numbers (we may need those numbers in another analysis we are doing). With Advanced Filtering,
it’s a snap.

1. Click on the Clear icon B Cl=a in the Sort & Filter group of the Data tab to turn off the
Advanced Filter.

2. Click on the Advanced icon.

3. In the Advanced Filter dialog box, choose the Copy to another location radio button.
4. Edit the List range: to read $C$6:$C$354 (Column C contains the store numbers).

5. Delete the range in the Criteria range box.

6. In the Copy to box, type 11 (This is where we want to put the filtered list.).

7. Check the Unique records only box.
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A B c D E m G | o K
fegion |State|store_No|vear[Month|  sales | comt ||
5 =100
b >=TINNIC
Region [State[Store No[Year[Month]  sales |  cost
st MA 1062 2015 1l  63,378.92  20,646.69) Advanced Filrer ? W
5t MA 1062 2015 2 B080547 2554847
ST Ml 1062 2015 3 176,557 .54 3,153 18
st A 106 1% 4 1354,941. 38 L T 'F}J;H:IIHEHEL i
st MA 1062 2015 s 13007506  d254771) O Comvtoamotherioation
st MA 1062 2015 6 14628873 40,380,06||  Lstrange FCIESCEI54 .Fﬁ.:
sl MA 1062 2015 7 §7,695.83 22,032.07|  Critesia range ?n.
st MA 1062 2015 8 182468.84  53,996.35|  copyio: r =
5t MA 1062 2015 9 17603298  57.833.36 ==
5T Pl 1062 2015 1o 161,78l RS 42, 55925 k1 Unbaue records onty
51 MA 1062 2015 11 14472077 I8, 852,53 Cancel
st MA 1062 2015 12 18600680  50,152.51
Figure 4.36
8. Click OK.
E7 o Fx 1
A 1 8 C D _E =E e H

1| Region |state|store_no|vear[month]| sales | cost |

4 | 5 >=100000

3 | 6 >=100000 1063

4 | 1036

5_ T3]

&  Reglon |State|Store_No|Year|Month| Sales |  cost | 1060

7 |east MA 1062 2015 1] 63,378.92  20,646.69 1001

B |East MA 1062 2015 2 80,80547  325,549.47 1027

9 :E.P:ET A 16 2015 1 146, 5508 39, 15418 1032
10 |East MA 1062 2015 4 13993138  44,803.40 1005

11 |East MA 1062 2015 5 13007506  42,547.21 1018
12 |East MA 1062 2015 6 14628823  40,380.06 1055

13 |Fast MaA 1062 2015 7 8769583  12,002.07 1019

Figure 4.37

You now have a list of unique store numbers in Column I. Pretty easy, huh?
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9. Save and close the my2015_Sales.xlsx file.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 4, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.

Conclusion

In this chapter, you opened and worked with multiple files, arranged them in Cascading order and
copied tabs from one file to another. You learned how to use the Sort A-Z (Ascending) and Sort Z-A
(Descending) icons. To re-emphasize, when using these icons, click on only ONE CELL in the column
you want to sort. DO NOT SELECT THE ENTIRE COLUMN. You also learned how to perform custom
sorts on the data. You worked a few examples using the Subtotal feature, which comes in handy when
analyzing tables with many rows of data. You performed multiple subtotals on various levels of data. You
also learned how to filter data on a spreadsheet including using Filter, custom filtering, Top 10 filtering,
Search filters and explored Advanced Filters.

Chapter Exam

To take the examination for this chapter, you must have successfully completed the examination for the
previous chapter. You can now go to www.Excel CEO.com, click on Sign In, log in and take the exam.
Make sure that you take the exam on the same computer on which you completed the practice files,
as some of the questions on the exam may refer to some of the completed projects. Chapter exams are

intended to be hands-on.
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CHAPTER FIVE — PRINTING

Chapter Objectives:

o Recognize components of the Print and Print Preview dialog boxes

o Identify how to print a multiple page report

o Select Page Breaks and Margins using multiple dialog boxes

o Pick the appropriate customized Headers and Footers to a report using multiple available
features

o Choose non-contiguous cells to create the print range of a report

o Recognize the functionality to hide Rows and Columns within a printed report

o Identify the Grouping functionality

o Select the Page to Fit functionality

o Identify how to save an Excel file as a PDF document

Projects You Will Complete During This Chapter:

o mylnc_Stmt.xlsx
o myTop_Ten_May_16.xlsx
o myTop_Ten_May_16.pdf

CPE Credits possible for this chapter: 1.5
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Introduction

“The paperless office will never exist.” At least in my lifetime it won’t. You can quote me on that one.
Excel gives you a wide variety of tools to create, organize, manipulate, slice, and dice your data, but many
people will want to see a printed report or presentation. It will always be necessary to share information
with others, and printing a report, graph, or table is essential in a working office environment, and more
particularly in an accounting environment.

When considering your Excel reports, it’s best to begin with the end in mind. By that I mean think about
how you want your report to look. How far from the edges (top, bottom, right, left) do you want the
report? Do you want it on one page or multiple pages? Landscape or portrait? Large or small font? Color
or black and white? If you can picture in your mind how you want the report to look, youre halfway
there. Let’s start off with designing a simple one-page report.

1. Open the file at C:\Excel CEO\Excel 2016\Chapter5\Inc_Stmt.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter5\myInc_Stmt.xlIsx.

A B C ] E F G H I

1

2

3 summary Nel Income Statement

d4 Asof 5/31/2016

5 Store No, 1063

i

7 BATD AT

d Bay 2016 Moy 2015 SOl B it
9 |Reweamne

10 Mattresses $M6,290 363,410 S1LEI0  120.7%
11 | Pillaws 3,151 1,231 =30 7.2
12 Total Merchandise 79,3591 G, 041 12750 119.1%
13 Services 3,150 3,110 a0 1026%
T | Disoownls -3,354 =1 0543 -1L411  1VIE%
15 | Toalinl RBa=we=muaee 14,237 67,208 11419 11683
1B

17 Wariable Expenses

16 Ciost of Merchandise 20,410 15403 L3  115.8%
19 % of Revenue 25.5% 25.7%
L20 selling Exnensas SANG 00 R44% 0 1 WP 1161%

Figure 5.1

The file is similar to the financial statement you created in Chapter 2.

Print Preview

In Excel 2016, there are a number of ways to display the various print features. We’ll explore those
methods in the next few exercises. To preview how the report will look when it is printed, you first need
to set the print range.
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3. Select the area of the report (Cells Al through E39).

4. Click on the Page Layout tab, click on the Print Area (& icon in the Page Setup group, and
select Set Print Area [, Zet Print Area

The Print_Area is now set, as seen in the Name Box, so you can now preview the report by clicking on
the Print Preview and Print icon. If you don't set the print area, Excel 2016 usually does a good job of
figuring out what your print area should be, unless there are a lot of blank rows and/or columns, so most
of the time you don’t even need to set the print area. I do a lot of non-contiguous ranges, so I use the Set
Print Range functionality quite a bit. On my computer, I have the Set Print Area icon as one of the icons
in my Quick Access Toolbar. Another icon we placed in the Quick Access Toolbar in Chapter 3 is the
Print Preview icon. Print Preview allows you to look at a graphic of the report as it will print.

5. Click on the Print Preview and Print icon | in the Quick Access Toolbar.
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Figure 5.2

Since we haven't adjusted any of the margins, or centered the report yet, the document appears at the top
of the page and over to the left.
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There are a number of settings in Print Preview mode. The Print button prints the document. The Printer
status button allows the user to choose a different printer, add a printer, and print to file (meaning to send
the document to file such as a PDF or OneNote). The Printer Properties link opens the Printer Properties
dialog box for the selected printer and gives you selected options to apply to the printed document for
the printer option. Under the Seftings section are several icons that allow the user to change various
settings, such as print area selections, Page Orientation, paper size, margins, and scaling. The Page Setup
link below the Settings section is a link to the Page Setup dialog box that many people used in previous
versions of Excel. In the lower-right corner of Print Preview view are two icons: Show Margins and Zoom
to Page. You use the Show Margins button to see the lines in Print Preview where the margins are set. The
Zoom to Page button allows you to see a larger and smaller view of the page as it will print out. In the
lower-center section of Print Preview mode are navigation buttons that allow you to scroll to the previous
page or next page in multiple page reports. To close out of Print Preview, just click on the back arrow
button in the extreme upper-left corner. As always, feel free to explore options that you would use.

In the past, I used the Page Setup dialog box to perform all of my printing functions, and there are some
functionalities in the Page Setup dialog box that are necessary to use, so let’s explore using that dialog
box.

6. Click on the Page Setup dialog expander link and the Page Setup dialog box opens.
7. Make sure the Page tab is selected.
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]
1 B iy 3 o
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Figure 5.3

On the Page tab, you can do things like change the Orientation of the page (make it Portrait or
Landscape), reduce or increase Scaling, make the document Fit to a specified number of pages (wide by
tall), and change the paper size and print quality. For now, we will accept the default values (Portrait,
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100% of normal size, using 8.5 x 11 inch (Letter) paper with high-quality 600 dpi print quality).

8. Click on the Margins tab.
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Figure 5.4

In this tab, you can set the left, right, top, bottom, header, and footer margins. You can also center the
report horizontally and/or vertically.

9. Check the Horizontally and Vertically boxes, and click Print Preview.

You should now see a full page preview of how your document should appear before it is printed, centered
horizontally and vertically.

10. Click the Zoom to Page icon. [+
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Figure 5.5

The document increases in size (i.e.- it zooms in). Click the Zoom to Page icon again to return the print
preview to it full size.

11. Click the Zoom to Page icon again (to zoom out from the document).

12. Click the Back Arrow icon (to get out of Print Preview view and return to the worksheet).
13. Click the Custom Views icon in the Workbook Views group of the View tab.

14. In the Custom Views dialog box, click Add... and type Centered_IncStmt.

15. Click OK.

This adds a printer preset you can access quickly for this report when you want it centered horizontally
and vertically. You could apply other presets to this file as well, if preferences change.

16. Save and close the myInc_Stmt.xlsx file.

Multiple Page Reports

Let’s open another report for a more complex printing exercise. In this example, you will set up a report
to print on multiple pages.

1. Open the file at C:\Excel CEO\Excel 2016\Chapter5\Top_Ten_May_16.xlsx.
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2. Save As C:\Excel CEO\Excel 2016\Chapter5\myTop_Ten_May_16.xlsx.

This file is similar to the Top Ten file you completed in Chapter 1. We will work with it to prepare a
printed report.

3. Open the report in Print Preview.
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Figure 5.6

By default, Excel sets up your report in a Portrait format. In our report, we have 11 columns of data,
consisting of one column of dates and 10 columns of people, and it doesn’t appear to all fit in a Portrait
mode, as there are only eight fields of data that appear in this first page of the report. If you click on the
Next Page button a few times, you’ll see that the column headings don’t repeat and that there is partial
data on some of the pages. One option to make it fit appropriately is to make the report appear with a
Landscape orientation.

4. Click on the Portrait Orientation button in the left section of the screen, and change it to
Landscape Orientation.
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Figure 5.7

The report looks better, but still needs some work. If you click the Next button a few times, you will see
that the report is now eight pages long (we want it to be three pages long — one page for each month) and
that the last person, Evan Thurston, is on a page by himself. To make Evan Thurston fit on the same page
as the other people, we need to adjust the margins of the report.

5. Click on the Back arrow button, then click the Margins button in the Page Setup group of the
Page Layout tab, and choose Custom Margins...

6. Reduce the Left: and Right: boxes down to .25, and the Top: and Bottom: margins down to
.50. Check the Horizontally and Vertically boxes. and click OK.

7. View the report in Print Preview mode.

Your Print Preview should now appear as follows:
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Figure 5.8

The report is now down to three pages, but there is some data from April that is still on the first page. We
want to display only one month on each page. One option is to play with the Top and Bottom margins
until the months all fit on one page each, but in this example we will use a Page Break.

1. Click on the back arrow button, then click on the Page Layout tab.
2. Click on Cell A36 (where the date changes from March to April).

3. On the Page Layout tab in the Page Setup group, click on Breaks, and choose Insert Page
Break.

4. Insert another Page Break on Cell A69 (where the date changes from April to May).
5. View the report in Print Preview mode.

Now each month appears on its own page.

Print Titles

As you scroll through the report in Print Preview mode, notice how the names don’t repeat on the second
and third pages. You will now format the report where those names repeat on every page. In Excel 2016,
you set the titles for each page from the Page Layout tab.

I
=l
Fnint

2. In the Page Setup group of the Page Layout tab, click on the Print Titles icon Tites .

1. Exit out of the Print Preview mode
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This opens the Page Setup dialog box with the Sheet tab selected.

3. Click inside the Rows to repeat at top: box.
4. If the box is empty (it may show $1:$1), choose Row 1 on the spreadsheet, and click OK.
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In this dialog box, you can also make columns to the left repeat on subsequent pages by clicking in the
Columns to repeat at left: box and then choose on the columns you want to repeat. Now if you click on

Print Preview, you will see the three pages on the report with the title row repeating on each page.
5. View the report in Print Preview mode to ensure the names are repeated on pages 2 and 3.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 5, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

Headers and Footers

Let’s add a header and footer to the report. In Headers and Footers, you can make text, dates, numbers

and even images appear at the top or bottom, respectively, on every page of the report.

1. Go to the Print Preview (if you closed the report for Review Questions) and click on the Page
Setup link.

2. Click on the Header/Footer tab.
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3. Click on the Custom Header... button.

4. Click in the Center section and type: TOP TEN REPORT and press [Enter] (use plain text).
5. On the second line, type: As of May 31, 2016

6. With your cursor, select the TOP TEN REPORT fext.
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Figure 5.10

You can change the font in a header or footer section just like you can on a spreadsheet.

7. Click on the Format Text button * in the Header dialog box (the Font dialog box appears).
8. Under Font style: choose Bold.
9. Under Size: choose 16, and click OK.
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Now that I see it, I don’t want for the header to be that big, so let’s change it a little.

10. In the Header dialog box, select TOP TEN REPORT, and click the Format Text button.
11. Under Font style, choose Bold Italic. Choose 12 under Size, and click OK twice.

12. In the Page Setup dialog box, click on the Custom Footer... button.

13. Click in the Right section box.

14. Type Page, and click the Insert Page Number button. =l

15. Type of, and click the Insert Number of Pages button 1, then type Pages (with the

appropriate spaces between words), and click OK in each dialog box as you exit Page Setup.
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View the report in Print Preview.
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Hmmmmmm. The Header looks okay, but it would be nice to have a bit more room between the Header
and the report. On the Margins tab of the Page Setup dialog box, the Header and Footer margins are set
to .50 and the Top and Bottom margins are also set to .50. One way to rectify this is to reduce the Header

and Footer a bit until they appear above the titles.

16. Click on the Page Setup link on the Page Layout tab, and click on the Margins tab.

17. Reduce the Header and Footer margins to 0.25, make the Top margin 0.75, and click OK.
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Figure 5.15

Now click on the Next and Previous buttons in Page Preview mode to see how the report will print.

Do you see how Page 1 is offset a little different than the other pages? That is caused by the vertical
setting. Let’s uncheck that box.

18. In the Page Setup dialog box, in the Margins tab, uncheck the Vertically check box, Click
OK, and scroll through to Print Preview of the report.

I encourage you to click on the other buttons in the Header and Footer dialog boxes to see what they do.
Note that in these dialog boxes you can insert and format a picture (or image).

Tip: You can insert a header or footer without opening the Page Setup dialog
box, if there are not frozen panes in the worksheet (or the Page Setup dialog
box will open). To do this, click on the Header & Footer icon in the Text
group of the Insert tab. This opens the worksheet in Page Layout view and
creates the Header & Footer Tools Design contextual tab.

Non-Contiguous Ranges

Sometimes you want to print sections of a report that are not located next to each other. These are called
non-contiguous ranges. There are a few ways to handle this. One way is to hide the rows and/or columns
you don’t want to print. Hiding a row or column is just that — hiding. It does not delete the data. Another
way is to select only the range you want to print. Let’s try both methods. Let’s suppose that you want to
print the report only for the months of March and May.

Hide Rows
1. Return to the workbook.
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2. With your cursor, select Rows 36 through 68.
3. On the Home tab, click on the Format button in the Cells group.
4. Point to Hide & Unhide, and choose Hide Rows.

AZG ' fu pril
i 2] & 1] = F i3 H |

1 lim Wilcox  Henry Sosar lerry Banks Vivian Ortega Terry Smith Rickard Levaris Sasan Pike Les Unclerwel
23| 3212016 L1} 3373 1,681 2918 FA i | 3434 3,576
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M5 3230 NE 2400 1,609 2210 3 252 L] 3144 0 1.1
25 | 3243016 L 2512 L5597 1,763 L.572 4,106 E v i | 3.4
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G2 mMay

70| 5/1/2016 0 4,202 0 3,084 3.857 1] 2,621

1| 5/2/2016 1812 ] 1,856 417 1165 1400 .27

Figure 5.16

Rows 36 through 68 are now hidden. If you click on Print Preview, you will see the rows are also hidden
in that view of the report. However, it’s kind of ugly because Page 2 appears with just the column names

and no data.

5. Click the Print Preview button, and click the Next button (to see that the rows are hidden).
6. Click on the Back Arrow icon to return to the workbook.
7. Click the Undo icon to bring back the hidden rows back into view.

8. With your cursor, select Cells A2 through K35, release the mouse, press the [Ctrl] key, select
Cells A69 through K101, and release the [Ctrl] key and mouse.

9. Set that range as the print area (by clicking on the Page Layout tab, Print Area icon, Set Print
Area), and click Print Preview.

Now only those selections appear in Print Preview.

Hide Columns

You can also hide columns. Let’s suppose that you don’t want to show the data for Lee Underwood.
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Chapter S5

10. Click on the Home tab.
11. Select Column 1.

12. On the Home tab, click the Format icon in the Cells group, point to Hide & Unhide, and
choose Hide Columns.

13. Click Print Preview.

1 ¥ I Lee Underarond
A B C D H J

1 Jm Wilcox Henry 5053 Jerry Banks Vivien Ortegs Terry Smith Richard Lewis Susan Pike [Thomas Maker
& [March
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Figure 5.17

Lee Underwood’s data is now hidden. But since we took out one individual, it is really now the Top Nine
report. A little spacer appears between Column labels H and I to show hidden data. Let’s bring Lee back.

14. Click on the Home tab and unhide Column I (you can use the same method to unhide as to

hide).

Grouping

Another way to hide and unhide rows is to group the data. Grouping is similar to subtotals, which you
already learned in Chapter 4, but Grouping does not calculate subtotals. It simply groups the data. Using
Grouping is a great alternative when you want the user to be able to easily hide and unhide rows and/or
columns. Let’s take a minute to revise the spreadsheet before we do grouping.

1. In Cell L1, type Total.

2. Calculate the total sales for each day of sales for each row, as well as the monthly totals, and
apply the appropriate formatting.
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3. Include Column L in the print range.
4. Select Columns B through K.

5. On the Data tab, click on the Group icon (not the drop-down arrow) in the Outline group.

A B C D E F K L
1 lim Wilcow Henry Soca lerry Banks Vivian Ortega Terry Smith | Aaker Ewan Thurston |Total
2 |march
3| 3/1/2016 0 0 3,219 0 0| 4,542 3,650 17,896
d | 3/2fx016 3,373 2,707 271 3,247 7,362 2,375 ?,55&' 28,366
5 | 3/3/2016 3,527 0 0 3,204 0| 4,197 3,079 20.280
6| 37472016 0 2,079 3,011 0 3,993 3,987 o 23378
7| 3/sf2ne 2,141 3,762 1,080 2,963 3,952 3,881 o| 28855
Figure 5.18

The Level boxes (like you saw when you used subtotals) appear in the upper-left corner of the spreadsheet
with a long line centered over Columns B through K, and a Hide Detail button over Column L.

6. Click the Hide Detail button = .

(1] +
A | M N 0 P 0 R S T

1 Total

2 IMarch

3| 3/1/2016] 17,89

4| 3/2/2006] 28,366

5 .I.lr'lf..-'l]':l b [ A 2B

6 | sfas2on8] 23,374

7| 3/s/z01s] 28.865

8 | afe2008] 20711

Figure 5.19

The columns are now hidden and can be easily unhidden or expanded by clicking the Show Detail (+)
button. You can also click on the Level boxes (1 and 2) to hide the detail (Level Box 1) or show the detail
(Level Box 2). You can group and ungroup rows of data using the same methodology.

7. Click the Show Detail button to expand out the columns.

Page to Fit

Excel also has a Page to Fit feature that I find very useful. Typically I use this feature when I don’t want
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to mess around with the margins and font sizes trying to get a report to print on just one or a few pages.
Let’s explore that feature.

8. Click on the Print Preview button.

Oops! You see that there are now six pages in the report. That happened when you added the Total
column to the report. By clicking the Next Page button a few times, you will see that pages 4, 5, and 6
contain only one column of data, the Total column. We want the report to be contained to three pages.

9. Click on the Scaling button (the last button in the left section) and choose Fit All Columns on

One Page.
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Figure 5.20

Now that the report is formatted correctly, you can let other people see it.

Save as PDF

Sometimes, you want to send a file to someone who just wants to print it out. Other times, you’ll want
to save it out on the Internet without letting anyone use the Excel functionalities. There is a way to save
an Excel report to another format where everyone can see it, whether or not they have Excel. It is called
a PDF file. PDF stands for Portable Document Format, and is a non-proprietary file format, meaning all
you need to have to read it is a viewer. The Adobe Corporation has a PDF reader that is downloadable for
free and is called Adobe Acrobat Reader. It is also the most common reader of PDF files. To create a PDF
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file from Excel, simply save the workbook in a PDF format. Before you create the PDF file, however, you
need to make sure the worksheet is formatted exactly as you would if the report were to be printed out, as
that is how it will appear in the PDF file.

10. Click on Save As.

11. Navigate to C:\Excel CEO\Excel 2016\Chapter5, click on the Save As type: drop-down
menu, and choose PDF.

12. Make sure the Open file after publishing checkbox is checked, then click Save.
After a few seconds, the PDF file will appear in your default PDF reader.

13. Close the PDF file, then Save and close myTop_Ten_May_16.xlsx.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 5, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.

Conclusion

Printing a report and setting up the print properties is probably one of the easiest things to do with Excel,
and it is something that could get you brownie points when done well, or big time black marks, if it’s not
done at all. It is good practice to always set a print range and make the report look presentable before
you send the file to anyone, particularly inexperienced Excel users. Lots of management personnel like
to open a file and automatically click Print. You could look bad if they print a report when the print
properties are not formatted correctly. It is such an easy thing to do, so why not format ALL of your
reports BEFORE you send them out? If you don’t do it, it could result in others having less confidence in
your abilities. Trust me - been there, done that, and I've got the battle scars to prove it.

In this chapter, you learned how to use the Print dialog box. You used the Print Preview icon numerous
times. You set up a report to print on one page and another report to print on multiple pages. You
worked with page breaks to begin a new page at certain places in the spreadsheet. You worked with
margins, inserted headers and footers, and printed non-contiguous ranges. You learned how to hide
rows and columns without deleting the data. You worked an exercise where you grouped and ungrouped
columns of data. You also used the Page to Fit feature, which allows you to automatically fit the text of
a spreadsheet within certain page parameters without having to adjust margins. Finally, you saved your
report as a PDF file.

Chapter Exam

To take the examination for this chapter, you must have successfully completed the examination for the
previous chapter. You can now go to www.ExcelCEO.com, click on Sign In, log in and take the exam.
Make sure that you take the exam on the same computer on which you completed the practice files,
as some of the questions on the exam may refer to some of the completed projects. Chapter exams are
intended to be hands-on.
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I believe writing formulas is the lost art of Excel, as many Excel users have become overly dependent on
the nifty buttons and icons. Writing formulas is the foundation of Excel, and we will spend a significant
amount of time in this course writing formulas and using functions. The entire intermediate section
is dedicated to writing formulas and understanding how to use functions. A function is a predefined
word in Excel that performs a task or calculates a number based on one or more criteria or arguments.
A function is always followed by an opening parenthesis, typically with a series of arguments and ends
with a closing parenthesis. In many years of working with Excel, I have used numerous functions, and I
have compiled in this section the list of the ones that I use most frequently. In the following chapters, we
will explore each of these functions individually and you will work many examples to better familiarize
yourself with these powerhouses of analysis tools.

We start off in Chapter Six by learning the basics of operators (Arithmetic, Comparison, and Text), and
learning how to write simple IF() statements. You will review all of the major categories of functions
in Chapter Seven, as well as learning about Text functions. Chapter Eight is the longest chapter in the
course, and in that chapter you will learn about Financial and Math functions. Additionally, you will
learn about methods of estimating value and use the Find and Replace functionality. In Chapter Nine,
you will learn about Date, Statistical, and Lookup functions. You will take also a brief tour of database
functions. Chapter Nine ends with a discussion of Data Validation and using the Text to Columns
functionality. Chapter Ten is an expansion of Chapter Nine, where you will learn some of the advanced
uses of Lookup functions. In this chapter, you will also learn about Logical functions, and you’ll finish
the chapter by building a complex spreadsheet that calculates bonuses based on numerous criteria.
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CHAPTER SIX — INTRO TO FORMULAS AND FUNCTIONS

Chapter Objectives:

o Determine which functions to use when writing formulas

o Recognize Arithmetic, Comparison, and Text Operators that are usable in Excel formulas
o Identify conditional arguments within the IF() function

o Select functions and formula argument definitions using the Insert Function dialog box

o Recognize formula performance with nested IF() logic

 Identify the purpose of an Assumptions Page

o Recognize the reason why to not hard-code variables into formulas

o Identify a defined data set as a Named Range

o Select a calculated and a formatted number within a text string using concatention

o Choose the components of the TEXT() function to identify cell content categories

Projects You Will Complete During This Chapter:

o myJune_Sales.xlsx

CPE Credits possible for this chapter: 2
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Introduction

Soon after graduation from college in the 1980s, I began working at a Big 8 accounting firm. I quickly
became the spreadsheet guy in the office. There weren’t too many people at the time who had significant
spreadsheet experience, and I was very lucky to be one of the few who knew my way around a computer.
Many people asked me to put their data into a spreadsheet. Most of the time was spent just inputting their
data using Lotus 1-2-3 and summing it up, and maybe a few sorts. One day a manager came to me with a
fun project. He had mailed out surveys to some clients and the completed surveys were coming back in.
He wanted a program written where a clerk could enter the data from the survey onto a spreadsheet and
press a button that would copy the data into a database and refresh the screen to be ready to enter a new
survey. It sounded real interesting, so I took it on.

I spent about a day programming it and came up with the greatest spreadsheet ever created! It took about
180 keystrokes to enter in all of the information from one survey. I was so proud of that program! I took
the 5 1/4” floppy disk to him (which tells you how long ago that was) and proudly gave it to him. I felt
like I had really accomplished something great that day. After about an hour, he came back, gave me
the diskette and said, “I made some changes to it. You may want to look them over.” My first thought
was, “YOU made changes to MY spreadsheet? How dare you mess with perfection!” I slapped in the floppy
diskette to see what he had done, and I got the education of a lifetime. He had completely torn apart my
spreadsheet and built it back up again, and it was SO much more efficient. Instead of 180 keystrokes, it
now took only about 90. He had formulas and functions that I had never heard of before. Truly, this man
was a spreadsheet god!

In the following chapters, I will introduce you to many functions — and how to use them in writing some
very useful formulas. A formula is a logical equation that performs calculations on the spreadsheet. A
formula always begins with an equal sign (=), and may or may not include one or more functions. But
before we get into an in-depth discussion of functions, let’s talk about operators. Operators are critical
in writing formulas, and it is imperative that you understand them. Operators are special characters that
specify the type of calculations performed in formulas. Excel offers three types of operators: Arithmetic,
Comparison, and Text.

Arithmetic Operators

Arithmetic operators perform basic mathematical operations, such as addition, subtraction,
multiplication, division and exponentiation.

Arithmetic Operators Definition (Example)

+ (Plus sign) Addition (3+3, 3 plus 3)

- (Minus sign) Subtraction (4-2, 4 minus 2), or Negation (-5, negative 5)
* (Asterisk) Multiplication (6*5, 6 times 5)

/ (slash) Division (12/8, 12 divided by 8)

A (Caret) Exponentiation (312, or 3 squared)

In formulas, the precedence of arithmetic operators (or the order in which they work) perform just like
you learned in high school algebra:
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1. ©, Exponentiation
2. *and / — Multiplication and Division
3. + and - — Addition and Subtraction

Let’s try an example.

1. Open Excel to a Blank workbook.

2. Input the following numbers in the corresponding cells:

Al:5; A2: 3; A3: 4; A4: 8; A5: 2; A6: 2

3. Write the following formula in Cell B1: =A1+A2*A3-A4/A5"A6

SLIBY - Bl . f SATHAT*AT-AAJASS
A i c A B C D E E a
—_—
1 L ]
£ .-|-| o 1
3 a 3 4
4 g 4 g
1 8
5 2 5 7
fi 2 5 7
Figure 6.1

The result of this formula is 15. You can change the order of precedence by putting parentheses () around

the part of the formula you want calculated first:

4. Edit the formula in Cell B1 to include parentheses around A1+A2.

B1 - fo | =[Al+AZ)*A3-A4 A5 A6
A E c D E ; g H : ]
1] 5| 30]
2 3
3 4
4 !
5 2
6 2
f

Figure 6.2

The result changes to 30. In some formulas, parentheses aren’t necessary, but sometimes it helps to

include them to help you organize your logic, particularly in long, complex formulas.
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5. Close the file (no need to save it).

Comparison Operators

Now let’s talk about Comparison operators. Comparison operators are used to compare two values to
each other.

Comparison Operators Definition (Example)

= (Equal sign) Equal to (A1=B1, Al is equal to B1)

> (Greater than sign) Greater than (A1>B1, Al is greater than B1)

< (Less than sign) Less than (A1<B1, Al is less than B1)

>= (Greater than or equal to) Greater than or equal to (A1>=B1, Al is greater than or equal to
Bl

<= (Less than or equal to) Less than or equal to (A1<=B1, Al is less than or equal to B1)

<> (Not equal to) Not equal to (Al<> B1, Al is not equal to B1)

The IF() Function

When using comparison operators, it is helpful to understand how to use the IF() function. In my
opinion, Excel is the best “what-if” tool available, and the IF() function is central to “what-if” scenarios.
In this and later chapters, you will see many examples using the IF() function. According to Microsoft
Excel Help, the IF function “Use the IF() function, one of the logical functions, to return one value if a
condition is true and another value if it’s false”. The IF() function is a statement that is written to check
whether or not a condition is met, and has one condition and two arguments. First is the logical_test, or
the condition to be evaluated. Next is the argument if the condition is true, followed by the result if the
condition is false. Arguments and conditions in all functions are separated by commas (). Let’s work
some examples of how to use the IF() function and comparison operators.

1. Open the file C:\Excel CEO\Excel 2016\Chapter6\June_Sales.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter6\myJune_Sales.xlsx.

A B C O E F G H J K
1 |Region State Store Mo Year Manth Sales Rudeget
2 |Easl MY 1001 2016 6 63495 0,000
3 |(Wesl Ca 1002 2016 6 104 157 100,000
4 |MNorth L 1005 2016 6 103,221 100,000
§ |Spulh MC 1009 2016 6 59971 50000
6 |Soulth NC 1011 20146 6 74,348 0,000
T |South MNC 1012 2016 6 95,628 70,000
B |Morth IL 1018 2016 6 110,319 100,000
9 |Morth OH 1019 2016 6 81,206 0,000

Figure 6.3
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This file contains the sales by store for the month of June 2016. It includes fields for Region, State,
Store_No, Year, Month, Sales, and Budget. The Budget is the monthly amount of sales that each store is
supposed to sell. If the store reaches or surpasses 100% of Budget, the store manager gets a bonus of 1% of
the sales for that store. Stores are categorized by small, medium, and large stores. Management calls these
levels Paper (small), Scissors (medium), and Rock (large) stores. Your job is to create a schedule using this
data that identifies:

« The percent of Budget the store attained (call this column %_Budget, calculated as the Sales
divided by the Budget, formatted as Percent, one decimal place),

« An indication if the manager receives a bonus (call this column Qual_Bonus, calculated as
“Yes” if the store’s sales for the month are at least 100% of Budget, and “No” if it is not),

o The amount of bonus the store manager receives (call this column Bonus_Amt, calculated as 1%
of Sales if the previous column is “Yes”, otherwise 0, formatted as Number with one decimal
place), and

o The type of store it is: Paper, Scissors, or Rock (call this column Store_Type, calculated as:

Paper if the Budget is less than or equal to $50,000, Scissors if the Budget is $70,000, Rock if the
Budget is $100,000).

Let’s get started.

3. In Cell H1, type: %_Budget

4. In Cell 11, type: Qual_Bonus

5. In Cell J1, type: Bonus_Amt

6. In Cell K1, type: Store_Type

7. Underline all titles and resize all columns as necessary.
8. In Cell H2, type the formula: =F2/G2

This formula tells Excel to divide the Sales (Cell F2) by the Budget (Cell G2).

9. Format Cell H2 as Percentage with one decimal place, and copy the formula down to all cells
below.
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H2 » fe =F2/G2

| A B C B | I E] H I J K. |
1 |Region State Store Mo Year Month Sales Budget % Budget Qual Bonus Bonus Amt Store Type
2 |East MY 1001 2018 6 68495 70,000 57.9%
4 |west [Ca 1R A0 o T4, 15F 100,000 104.7%
d |Morth |IL 1005 2016 G 103 221 100,000 103. 2%
5 {South MC 1009 2018 & 59,971 50,000 119.9%
B |South MC 1011 2016 B 74348 70,000 ]M.E‘_ﬁ
I |South MNC 1012 201t b U5 bLE A0, DO 136,65
g |Morth |IL 1018 2018 & 110,349 100,0001 110.3%
§ {Morth OH 1019 2016 & El.206 70,000 116.0%
10 Wwest LA 101 Al L e i 65.7%
11 |'west Ch 1024 201G 6 119,429 100,000 119.4%
12 |West  |CA 1026 2015 & 785531 70,000 112.3%
13 |East WY 1047 AO1G G 117,363 D00, DO 112.4%
T4 |Wwest OR 1025 201t b 21 533 LI-. l'i:ll"ul'fl]!
15 |East MY 1032 2015 6 111,281 100,000 111.3%
16 |Morth |OH 1034 2018 6 119,628 100,000 119.6%
1T |East M 1036 A6 b 358544 50,000 n.7%
18 |East ] 1040 201G & 127,017 100,000 127.0%
18 West |OR 1ga2 2018 & 69873 70,000 59.8%
A0 West WA 1084 MG b SH EAS 50000 117.7%
21 |'west WA 1045 2016 & 67135 70,000 95.9%
22 |South |SC 1047 2018 & 69,227 70,000 98.9%
23 |South |SC 1050 2016 6 52,810 50,0000 105.6%|=

Figure 6.4

It worked very well, at least most of it. In Cell H14, the formula returned #DIV/0!, which is the divide by
zero error message. This error occurs when you try to divide a number by zero, which is mathematically
impossible. To correct this, you need to edit the formula to reflect the following logic: if the Budget (or
the number on the bottom) is zero, then return a zero, otherwise divide Sales by the Budget (i.e.- the
formula that we wrote). We can do that by using an IF() function.

Insert Function Dialog Box

There are basically two ways to write an IF() statement: 1) Type the formula directly into the Formula
Bar, and 2) Use the Insert Function dialog box. In this course, you will be writing most formulas directly
into the Formula Bar, but sometimes it helps to use the Insert Function dialog box, particularly when
using complex functions. In the next exercise, you will write an IF() statement using the Insert Function
dialog box.

1. Delete the formula in Cell H2.
2. Click on the Insert Function button [« to the left of the Formula Bar.
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E_ | |

]

Month  Sales  Budget % Budget GQual Bonus Bonus Amt Store Typeo

' J K L M_| N | O

6 68,435 70,000[= |
6 104,157 100,000  104.2%
6 103,221 100,000  103.2% Insert Function ! *
6 39,971 50,000 113.5% Seasch for a fungtion:
L0050 J0000 b Type & brief description of whal youwantto do and then | go |
6 G5628 70,000  136.6% eliek G
6 110,345 100,000 110.3% O select & calegory: | Mol Recenily Uied :"
G B1,206 70,000 116.0%
Lelect a finrctian:
6 12,587 50,000 65.2% |
6 119,429 100,000  119.4% _MMGE 2
G 7E593 M0 1123% IF
HYPERLENE
6 112,361 100,000  112.4% CrHINT
6 21,79 0" woIv/ol Mk v
B 111,281 100000  111.3% e
6 119,628 100,000  119.6% At all The AUMBATS I 3 FARGE Bl .
6 3584 30,000 T1.7%
B 127017 100000  127.0%
£ 69,874 70,000 99.08%
<] EEI-‘E"*2 }Dlm 11?'?% Help on this Tunctig K Cansél
G GF135 0,000 95.9% —
6 69,227 70,000 98.9%
&6 52810 50,000 105.6%
Figure 6.5

The Insert Function dialog box appears.

3. In the Search for a function box, replace the existing text with IF, and click Go.
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E | F | G FeSna L |4 K | L | M | W | O
Month Sales Budget % Budget Qual Bonus Bonuws Amd Store Tyoe
BE.495  T0,000(=
103, 15| 1060, ] 104 2%
103,221 100,000 103.7% Insert Function T ¥
29,941 50,080 119.9% Search for a fundion:

4,348 70,000 106.2%
95,628 10,000 136.6%
110,333 100,000 110.3% Or select o gategon: | Recommendesd -~ |
81,206 70,000  116.0% '
12,587 5H0,NK) AL %

IF Go

Select a funchion:

| -

115,425 100,000 115.4% | STDEV.P
78,593 70,000 112.3% | MDDE. SHGL
.y o - | mm.mﬂ
112,363 100,000 112.4% | TRCMD
[ T.TEST
21,749 o” soIv/ol | TTEST i
111,261 | 10MD, (KK 111.3% ; LA e " :
119,623 100,000 115.6% Checks whether a condition i meel, and refurnd one value if TRUE, and
35,844 50,000 71.7% anather value if FALSE,

127,005 1040, (0 127.0%
&9.8M 70,000 99.8%

SB.B47 50,000 117.7% et M Cancel

67135 70,000 95.9%
69,227 70,000 98.9%

oo & S & ch 2 Sho& S o h &

Figure 6.6

The Select a function: box below is now filtered for all functions that are similar to an IF() function,
including lots of logical functions.

4. Make sure IF is selected in the Select a function box, and click OK.
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F | 6 [ H | J K L M N | © P

ales .ﬁtlﬂE-F'T % Audget Oual Bonus Bonus Amt Store T‘grnp.
8,455 ?-!},ﬂﬂ'ﬂ-l=lF[i )

4,157 100,000 104.2%
[3, 281 10, () 103,25
A1 5, 000 | b

Fna, & P ¥
4,348 70,000 1 Function Arguments =
5628 0,000 p T
£

0,345 10, T} 1] Logical_test | =
1,006 0,000 1] -

! Value if troe T
2582 50,000 ¢ -

Value_if_Talse -
9,429 100,000 M L b
B33 10,000 1] -
3 361 100.000 g1 Chedcs whether a condition is met, and reburms one value f TRUE, snd another value i FALSE
' ]

1,749 i} 2 up Logical_test it any walue Or expredsian that can be evalualed ta TRUE ar FALSE.

(LALLM, LR 11

Figure 6.7

At this point, the Function Arguments dialog box appears. In this box, you can type in the arguments,
conditions and criteria for the function to work. The text boxes in the Function Arguments box change
according to the function you chose, as the arguments, conditions and criteria are different for most
every function. In our case, were using the IF() function.

5. In the Logical_test box, type (or click on) G2=0.
6. Press the [Tab] key to move to the next box.

Lk |  &a H I J { K | L | kA M [
Sales Budget % Budget Oual Bonws Bonus Amd Store Type
68,495 70,0000 =IF|G2=0) i

104 157 10N 000 1068 1%

103,221 | 100,000 103. 2%
22,971 50,000 o
78,348 70,000 1 Funchion Argqusments )
95,628 70,000 13 i

110,339 100,000 1] Logical test | 5220 TH| = FALST
R1,706 0,000 11 : =

WValue il _Lrue | =
32,582 50,000 S =
119,429 100,000 11 R =l ©
78,593 70,000 11 .

Figure 6.8

The first logical test evaluates if the value in Cell G2 is equal to zero. In the case of Cell G2, it’s not zero
(the value in Cell G2 is 70,000), so the condition tested FALSE, hence the FALSE reference in the Logical
test box. The next two boxes return the value if the condition is TRUE or FALSE, respectively.
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7. In the Value_if true box, type 0 (as we want the formula to return a zero if the Budget or
denominator is 0), and press [Tab] to move to the next box.

8. In the Value_if false box type F2/G2, and press the [Tab] key.

L E | F | & H L S (SN, SO N, TN N SR (G -
Month Sales Budget % Budgel Gual Bonus Bonus Amt Store Type

6 68495 70,0000 F2/G2) !

b 104, 1%4 TO0, [HH] 104, 7%

b 103,221 100,000 103.2%

& 59971 50,000 1 1

6 74348 70,000 1° Function Arguments

G 95,638 70,000 15 F

6 110,349 100,000 11 Logical test | G2=0 EH:' = FALSE

b L2206 JO.000 11 vatue . teue |0 m S

& 32532 50,000 £ ol — e

6 119,429 100,000 11 o Ll .~

G 78593 F0.000 11 = [0IT785
Figure 6.9

Now the dialog box returns the right answer for the formula at the bottom left of the dialog box where it
reads “Formula result = 97.9%”.

9. Click OK.

H2 ¥ Ju ~IF{G2-0,0,F2/G2)

| A B C D - F G H I J K
1 |Region State Stanc WMo Year Month  Sales  Budget % Budpet Qual Bonus Bonus Amt Storc Type
2 lEaﬂ MY 1001 | 2000k b bEA95 J"LII,LH'.IJ| 'HI.H'JEI
3 |West |CA 1002 2016 6 104,157 100,000 104.2%
d _Hnrlh | 1005 | 06 6 103,281 100,000 103.2%
5 |South NC 1003 2006 G 53,971 50,000 119.9%
6 |South MNC 1011 2016 6 74,348 70,000 106.2%
i fﬁnulh ML 1017 | 01k b 5608 JSTHOEND 136.6%
B |North L 1013 2016 G 110,345 100,000 110.3%
5 |Morth OM 1019 2016 6 81,206 70,000 116.0%
10 :WF*-TI‘ A jlnry e ini. B AL58F 50,[0K A5 2%
11 fW-EﬂZ A 1024 2016 G 119,415 100,000 1159.4%
12 \West  CA 1026 2016 6 78593 70,000 112.3%
13 _L:aﬂ. MY 1027 01 & 112,363 100, D0 112.4%
™ [West OR 1029 2016 G 21745 0" HDIV /01
TE;F:I'.'I: MY 1022 | le 6 111,381 10C, 00 111.3%

Figure 6.10
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You now return to the spreadsheet where the formula in Cell H2 reads “=IF(G2=0,0,F2/G2)”. The formula
says if the denominator (Cell G2) is zero, then return a zero as the result. If the denominator is not zero,
then perform the calculation F2/G2. That is exactly what we want, so you can copy the formula to the
cells below.

10. Copy the formula down for all cells below.
The result in Cell H14 now reads 0.0%, which is correct.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 6, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

Now that we have all of the %_Budget numbers calculated correctly, we can write a formula in Column I
that will calculate if the manager of that store receives a bonus or not.

Note: For the remainder of the course, you will type the formulas into the cell
or Formula Bar without using the Insert Function dialog box. I want you
to do this to get used to typing the formulas and functions as it is important
for your future programming experience. If you think you need to use Insert
Function dialog box to help you better understand the function, feel free to
use it.

11. In Cell 12, type the following formula: =IF(H2>=1,“Yes”,“No”)

Tip: When typing a text string as part of a formula, as with “Yes” and “No”,
remember that these results are different when evaluated as compared to
TRUE and FALSE, which are logical argument evaluations. If you type
quotation marks around values, they are evaluated as text strings, so make
sure to distinguish between text strings and logical argument evaluations.

This formula says that if the result in Cell H2 is greater than 1 (meaning if the sales was more than 100%
of budget), return the word “Yes”, indicating the store manager qualified for a bonus. Otherwise, return

“NO”.

12. Copy the formula down to all cells below.
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12 - I =|r|I-I]"?:E.""'F-'i"."NH"J

| A (B | € |pl €| F | g | o e J | K |
1 |Begion State Store Mo Year Month  Sales Budget % Budget Qual Bonuws Bonus Amt Store Type
£ |East MY 1L 2010 b DEEID) S, OO 95 .59% | No
3 [West  |CA 1002 2016 6 104,157 100, 000 104..2% | Yes
4 IMorth L 1S 2020 b 103,221 10N, D 103. 2% 'I'&S-_
5 {South NC 1005 2016 6 59,971 50,000 119.9% Yes
b |south  NC 1011 201D LR A R 10, 2% 'I"ES-
T |5outh |[MC 1012 2016 6 95,628 0,000 136.6% "l'E;-
g [Morth (IL 1018 2010 b 110, 289 10N, DR 110. 3% Yes
8 |Morth OH 1019 2016 6 81,206 F0,000 116.0%|Yes

Figure 6.11

As shown in this example, an IF() function can return text strings as well as numbers. Whenever you
want to type a text string like “Yes”, “No”, “Gold”, “Blue”, or “01ABC” within a formula or function, you
must put that string between quotes. Now let’s calculate the bonus.

13. In Cell J2, write the following formula: =IF(12="Yes”,F2*0.01,0)

This formula means that if the store qualifies for a bonus, take the amount in the Sales column and
multiply it by 0.01, or 1%. Otherwise, return a zero. Alternatively, you could have written a formula like
=IF(H2>=1,F2*0.01,0). Either one would work.

14. Format Cell J2 for Number, two decimal places, with 1000 Separator(,) and copy down.

12 - F =|F{12="Yes" F2%0.01,0)
i A [ B i EE ) e | P et ) H | I ) K | L

1 Begion Slale Store Mo Year Month Sales Budgel % Budpel Qual Bonws Bonuws Amb Slore Typs
2 |East NY 1001 2016 & 8495 70,000 97.5% Mo 0.00

J west Ca 1002 A0l i 10,15, 100,000 103, 1% Yes ].[II-EI,_'.‘l?

4 |North | IL 1005 2016 6 103,221 100, (D 103, 2% Yes ],031_21

E [South |[MC 1009 Hile B 59971 50000 119.9% ¥no 599.71

B {South |MNC 1011 2016 6 74,348 70,000 106,253 Yes 743.48

i |Soulh MNC 1012 2016 6 95,628 70,000 136.6% Yes 956.28

g [North |IL 1018 20l 110,343 100000 110.3% Yes 1,103.49

9 [MNarth |(OH 10149 201k b H1.:206 SO0 116,056 Yes BI.E_'EHE

10 'West Ca 1021 A6 G 325872 S0,000 65.2% Mo 000

11 |'Winst  CA 1024 Mile & 119,429 100,000 119.4% ¥oo ],191..:!5_

T [West  (CA 1026 2016 6 78,593 70,000 112.3% Yeu T85.92

13 |East MY 1027 2016 G 112,363 100,000 112.4% Yes 1,133.63

14 |west OR 1029 201k b 11, 533 L1} 0.0% Mo 000

Figure 6.12
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Nesting IF() Functions

In this next exercise, you will determine the store type, which is a little trickier. Instead of just one
condition, there are three conditions. Luckily, you can use multiple IF() functions within one formula.
In Excel 2003, you were limited to seven functions in one formula. But from Excel 2007 to 2016, you can
write up to 64 functions in a single formula. New for Excel 2016 is the IFS() function which allows for
up to 127 logical arguments! I don’t recommend using that many functions in one cell unless you want
to drive a first year auditor (and possibly yourself) to the funny farm. Using multiple functions in one
formula is called nesting functions. Excel evaluates logic within a formula from left to right, so the first
IF() function you write is evaluated first, the second is evaluated next, and so on. When writing multiple
functions in a formula, you have to remember to place the parentheses in the right places. Let’s try it.

15. In Cell K2, write the following formula:
=IF(G2<=50000, “Paper”,IF(G2<=70000, “Scissors”, “Rock™))

The first argument in the formula says if the number in the Budget column (Column G) is less than or
equal to 50,000, then return “Paper”. If it is not less than or equal to 50,000, then we’ll write another
test, which is if the Budget column is less than or equal to 70,000, return “Scissors”. For everything else,
return “Rock”. All numbers will fall into one of these three categories. Sometimes it is confusing doing
the condition in the middle, which could also be phrased as if the Budget is between 50,000 and 70,000
then return “Scissors”. But since Excel evaluates conditions from left to right, we’re OK.

16. Copy the formula down to all cells below.

K7 - f =|F{ 2 «=50000, "Paper®, IF[G2<=T0000,"Scissors”, "Rock "] )
| A B C D E F G H | J K

1 |Region State Store Mo Year Month  Sales Budget % Budget Cual Bonus Bonus Amt Stone Type

£ |East NY 1001 20106 G G349 0,000 97.9% No 0.00) Scissors

A jwest | CA 1? A6 6 104 157 1000, (i 104, 23 Yes 1,041 57 Rock

4 [Morth IL 1005 2015 6 103,221 100,000 103.2% Yes 1,032, 21| Rock

5 |south MNC 1iNFY A1k b 5995 50,0000 115,556 Yes LEE. F1 | FAaper

B |South NC 1011 2015 6 74,348 70,000 106.2% Yes 743,48 | Scizsors

I |5outh (MNC 1012 2016 b 95,028 S0, 000 136,65 Yes Sk, 28| SEISS0rS

8 |North |IL 1018 2016 6 110,349 1040, 000 110.3% Yes 1,103.45| Rock

3 IMorthh OH 1019 2010 b BL1.200  JO, OO0 116.0%% Yes H1.L. M SCISSOFS

10 wWest CA 1021 2016 6. 32550 S0,000 R5.2% Mo LT I":Ipl".r’

11 [West CA 1024 2016 G 115,429 100,000 115.4% Yes 1,134.25|Rock

12 |Wiest | CA 10ke M6 6 7R59% S0, 000 112.3% Yer T85.93|Sclssars

13 | East NY 1027 2016 G 112,363 100, 000 112.4% Yes 1.123.63| Rock

4 {west QR 10 A6 6 21,749 1] 0.0% MNa (.} PRper

Figure 6.13

17. In Cell A31 type: TOTALS
18. Write formulas in Row 31 that sum the Sales, Budget, and Bonus Amt columns, and copy

ExcelCLO | 149

Chief Excel Officer



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

the formula that calculates the % Budget to Row 31.
19. Bold Row 31, and resize the columns as necessary.

The Total Bonus should be $20,703.64. Pretty cool analysis, huh? Do you want to make it even better?
Stay with me for a little while longer.

Assumptions Page

One thing I like to do in my spreadsheets, particularly if the variables I'm using could change, is to
include all variables on one page called an Assumptions Page. An Assumptions page is simply a tab or
sheet that contains any possible variable that may change. Let’s do that now.

1. Insert a new sheet tab and rename it Assumptions.
2. Click and drag the | Assumptions | tab to the left of the = June_Sales | tab, and release.

This repositions the Assumptions tab to the left of the June_Sales tab. I prefer to have the Assumptions
tab as the first tab in the workbook.

3. Right-click on the | Rssumptionz | tab, point to Tab Color, and click on Red.

Sometimes I like to make a tab a different color so it will stand out.

4. On the | Assumptions  fab, in Cell Al type: Bonus Percent

5. In Cell A3, type: Total Bonus Payable

6. Resize Column A fo fit.

7. Input 0.01 into Cell B1 and format it as Percent, one decimal place.

8. Click on Cell B3. Type the = sign, then click on the June_Sales tab, click on Cell J31, and press
[Enter].

9. Make sure Cell B3 is formatted as a Number, two decimal places.

B3 ” =june_Saleslial
- 8 ; ] E F G H
1 Bonus Percent 1.0%
2
: [ann.‘ Banus F'ng,.'ﬂ:‘:e‘nt I?I'.I oz F:-i!

Figure 6.14

The formula in Cell B3 of the Assumptions tab should now read: =June_Sales!J31. This is Excel’s way of
linking to cells in other tabs. Note the exclamation point (!) separates the cell reference (J31) from the tab
named June_Sales.
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10. Click on the June_Sales tab, Cell J2.

The formula in Cell J2 of the June_Sales tab currently reads: =IF(I12="Yes”,F2*0.01,0). The “0.01” reference
is hard-coded, meaning that it is a number, value, or text string that is written into the formula and
cannot change, unless someone changes or retypes the formula. It is my heartfelt belief that numbers in
a formula should NEVER be hard-coded. I always set up another tab, like the Assumptions page, where
I can store all of the variables. If your manager asked you to change that number to 0.015 just to see how
much bonus would be paid out, you would have to go into each cell and make that change (or at least
change it in one cell and copy it to all others). We want to make it REAL EASY for the manager to change
any variable he wants and immediately see the results. That is why I believe that Excel is the best “what
if” tool available today — it is SO EASY to set up these kinds of analyses.

11. In Cell J2 of the

June_Sales | fab, select 0.01 with your mouse, click on the

Assumptions

tab, click on Cell B1, press the [F4] key once to make Cell B1 an

Absolute Reference, and press [Enter].

2 b i =F{="Yer", FI* Ascumprions SB51,0)

| A 2] & B E I ] H I o [
1 | Region Stale Store Mo Year Month Sales Budgel % Budpel Qual Bonus Bonus Amtb Store
Fa II ast MY 1K | Ak o] b 4595 AT, [HH] 95.9% Mo 1].IH]-|?it'Iﬁ‘iﬂl
3 West CA 1002 2016 6 104,157 000 R 104.2% Yot L0157 Rock
4 |Morth (Il 1IHES | Ak b 103,441 TOHR, [HMR 104, 2% Yes 1,032 71 Hock
8 |Soulh NC 1009 2016 ] 59,971 S, D00 119.9% Yex 599,71 Pape
6 |South | (MNC 1011 M0l G o 34 T, DR 106.2% Yes FI4AR Sclss0
[ |South MC 1012 2016 G 95,628 T, OO0 136.6% Yex 956,28 Scisauj
g |Morth 0l 10018 Ml& 4] 1108, 345 100k, (MM 110.53% Yes 1, 103.4%9 Rock
9 IMorth  OH 1019 2016 G 31,206 0,000 116.0% Yes B12.06 Scisson
10 Winet A 1021 M1k 4] 10 582 SO0, DO 65.2% Mo 000 Papier
11 'West CA 1024 2016 G 115,429 100,000 119.4% Yes 1,194,258 B0k
12 [Whinet CA 1026 Ml6 <] 78,593 T, N 112.3% Yoo TE5.93 Scitsn
13 |East MY 1027 2016 6 112 363 1040, 0000 112 4% Yes 1,123.63 Rock

Figure 6.15

The formula in Cell J2 of the June_Sales tab should now read: =IF(I12="Yes”,F2*Assumptions!$B$1,0)

12. Copy the formula down for all cells, except the last cell that contains the total summation.

This formula means that if Cell I2 is “Yes”, then multiply Cell F2 by whatever value is in Cell Bl on the
Assumptions tab. When you copy the formula down, the Assumptions!$B$1 remains the same in all
Formulas, hence the use of the absolute reference. The total Bonus_ Amt column should still be 20,703.64.

13. Click on Assumptions tab, Cell B1.
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14. Change the Bonus Percent cell (Cell B1) to 0.015 (or 1.5%), and press [Enter].

Bl . fs 1.5%

A H 2 8] E F £] H I

1 [Elu.'lus Parceant | 1 E-‘!*i_|
2

J Total Bonus Payable 31 0% 46
4

Figure 6.16

Instantaneously, the Total Bonus Payable changes to $31,055.46. Now your manager can use any bonus
percent he wants and can instantly see the change in the total bonus payable.

Named Ranges

Sometimes while writing formulas, it is confusing looking at a reference like Assumptions!$B$1. If you
wanted to see what value is contained at Assumptions!$B$1, you would have to click on that tab and
find that particular cell. Excel has a way that you can rename a cell or a range of cells to something that
makes a little more sense and easier to program and audit in formulas. This is called a Named Range
sometimes called a List Range. A Named Range is a word or string of characters that represents a cell,
range of cells, formula, or constant value. It’s a good idea to use easy-to-understand names when naming
ranges. In the next exercise, we will create an input called Bonus Entry Point and create a named range
called EntryPoint and refer to it in the formula.

Let’s suppose your manager wants to know how much would be paid if the entry point to start earning a
bonus was raised to 110% instead of 100%. That’s easy, since we know how to do it.

1. On the Assumptions page, insert two rows below Row 1.
2. In Cell A3, type: Bonus Entry Point

3. In Cell B3, type 110%

4. Format Cell B3 as Percent, zero decimal places.

5. With your cursor on Cell B3, click in the Name Box just above Column A (it should read B3),
type EntryPoint, and press [Enter].

EntryPoint - fa 1 10se

A, B C ] E F ] H | J
Honus Percent 1. 5%

1
.
3 [Bonus Emry Point [ 110%]
4
5

Total Bonus Payable 31 055 46

Figure 6.17

ExcelCEO | 152

Chief Excel Officer



SECTION 2: Intermediate Excel — Intro to Formulas and Functions Chapter 6

Typing EntryPoint in the Name Box creates a name for that cell. Note that you cannot use spaces or
wildcard characters (%, ? or ~) in a Named Range name. You can also create Named Ranges for multiple
groups of cells, which we will do in later chapters.

Since the Bonus_Amt field in the June_Sales tab refers to the Qual_Bonus field to determine if the store
earned a bonus or not, all we have to do is modify the Qual_Bonus formulas and the bonus calculation
should be correct. Let’s try it.

6. Click on Cell 12 of the = June Sales | tab.

7. Replace the formula: =IF(H2>=1,“Yes”,“No”) with =IF(H2>=EntryPoint,“Yes”,“No”), then
press [Enter].

Notice there are no quotes around EntryPoint. This is because it is not a text string, but a Named Range,
which Excel recognizes just like a value. Notice the Named Range tag that appeared as you typed
EntryPoint into the formula. You can click to add and it shows the Named Range from Name Manager.

8. Copy the edited formula down to all cells below.
9. Click on the | Assumptions | tab.

The Bonus Payable is now $26,037.41. At this point, you can change the Bonus Percent and/or the Bonus
Entry Point to anything you want and the Bonus Payable will immediately re-calculate.

10. Change the Bonus Percent to 1.2%, and the Bonus Entry Point to 105% (Answer:
$22,355.82)

By using Comparison Operators and the IF() function in writing formulas, you are limited only to your
creativity.

Text Operators

Now let’s take a look at Text Operators. The most useful Text operators are the Ampersand sign (&) and
the quote (%).

Text Operators Definition (Example)

& (Ampersand) and | Connects or concatenates two values to produce one contiguous text string.
“” (Quote) Example: Assuming Nitey-Nite is in Cell A1 and Mattresses is in Cell B1,
=A1&"“ ”&B1 produces Nitey-Nite Mattresses

Concatenation

Let’s try an example using text operators on the Assumptions tab. In this example, you will write a
sentence that contains the amount of the Bonus Payable concatenated within the phrase.
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1. On the Assumptions tab, Cell A7, type: =“The Total Bonus Payable is "¢ B5

A7 - 8 ="The Total Bonus Payable s "&B5
A H L 11 = F £ H | o
1 |Bonus Percent 2%
i Bomus Enby Fainl 105%
;; Tokal Bonus Payable 22 355 82
? { The Tolal Bonus Payvible s 22355 8236
Figure 6.18
The TEXT() Function

The number for the Total Bonus Payable is correct, but it’s not formatted. To format a number within a
concatenation string like this, you need to use the TEXT() function. The TEXT() function formats text
into almost any kind of format. In our case, we want to format the result in a currency format. This is
how to do it:

2. Edit the formula in Cell A7 to be as follows:
=“The Total Bonus Payable is ”¢&TEXT(B5,“$0,000.00”)

Al T fx 'The Total Bonus Payable is "BTEXT{BS," 50,000,007
M B C 0] E F G H | J
1 |Bonus Percem 2%
i Blonus Entry Peend 106%
-.: Total Borus Payable 32 355 82
E | The Total Bonus Payslble is 522,355 82

Figure 6.19

Notice that the TEXT() function has two arguments: the cell reference or string you want to format,
and the format type. The format type is surrounded by quotes. I encourage you to play around with this
function and try to create some of your own formats. To create a Percent format with one decimal place,
the format type would be “0.0%”. To concatenate more text at the end of the formula, simply type the &
sign followed by a quote and the text you want. If the formula ends with a function, you can simply end
the formula with the closing parenthesis. Otherwise, you need to end the formula with an ampersand
sign and a quote. Let’s suppose you want to end the sentence with a period and then a statement that says,
“Please forward to the Accounts Payable department.”

3. Edit the formula in Cell A7 to be as follows:
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=“The Total Bonus Payable is ”¢&>TEXT(B5,“$0,000.00”)¢>“. Please forward to the Accounts

Payable department.”
A i) £ 0] L I [a H | J K 1
Bonus Percent 1#%
Banus Entry Foinl 1083

Fa2nl Hanus Fayabis 27 355 B7

- LR SR P R

The Tostal Bonies :'.'l-.-:_r.:r is 522 J55 2 Plaass farwad 1o tha Accants Papably Sepstmant

Figure 6.20

4. Now change the Bonus Percent fo be 1.8%.
The Total Bonus Payable AND the Bonus sentence change when the Bonus Percent is modified.
5. Save and close the myJune_Sales.xlsx file.

Text Operators make it simple to put data in an English sentence which makes it easy for people who
don’t do well with numbers on a spreadsheet. You will find this very useful for putting two or more
strings of data together in one cell.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 6, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.

Conclusion

In the chapter, you learned the basics of writing formulas. Behind the basics of formula-writing are
Arithmetic, Comparison, and Text Operators, which you should now know very well. You were
introduced to the IF() function, which is one of the most common functions you will use in Excel. To
help you write an IF() function (or any other function), you were exposed to the Insert Function dialog
box. You learned how to use multiple IF() functions in a formula, which is called nesting functions. You
developed an Assumptions page where you stored all of the variables used in your analysis. Using an
Assumptions page makes it useful to avoid hard-coded numbers into formulas. You also created a Named
Range, which makes writing and auditing formulas much easier. Finally, you concatenated a calculated
number and formatted it using a TEXT() function within a text string, making an accurate, easy-to-
understand, and updatable sentence.

Chapter Exam

To take the examination for this chapter, you must have successfully completed the examination for the
previous chapter. You can now go to www.Excel CEO.com, click on Sign In, log in and take the exam.
Make sure that you take the exam on the same computer on which you completed the practice files,
as some of the questions on the exam may refer to some of the completed projects. Chapter exams are
intended to be hands-on.
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CHAPTER SEVEN — TEXT FUNCTIONS

Chapter Objectives:

+ Recognize uses for capabilities with text functions

o Select the correct arguments in a LEFT() function

+ Indicate the correct arguments in a MID() function

o Identify how the LEFT(), RIGHT(), MID() functions work

+ Indicate the proper uses for the UPPER(), LOWER(), and PROPER() functions

o Identify the correct use of a PROPER() function

o Indicate when to use the LEN() function into a formula to count characters

o Determine how to remove extra spaces with the TRIM() function

o Identify the proper uses of the VALUE() function

+ Recognize the way Flash Fill recognizes and displays patterns based on user inputs

Projects You Will Complete During This Chapter:

« myEmployees.xlsx

CPE Credits possible for this chapter: 2
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Introduction

I LOVE writing Formulas. Here are two of my favorites:

=IF(ISERROR(VLOOKUP(MATCH(G5,Assumptions!$E$3:$E$10,1), Assumptions! $D$3:3F$10,3,FALSE)*
D5),0,VLOOKUP(MATCH(G5,Assumptions!$E$3:3E$10,1), Assumptions!$D$3:3F$10,3, FALSE)*D5)

This one calculates a bonus based on a criteria table. It’s similar to the one we did in Chapter 6, but it does
everything in one cell.

=MID(B2,FIND(“”B2)+2,100)~ "4LEFT(B2,FIND(“”,B2)-1)

This formula takes a name which is formatted as “LastName, FirstName” in Cell B2 and switches it to a
“FirstName LastName” format. You will become an expert at this formula in this chapter.

This is what the meat of Excel is all about — writing formulas. In this and the three following chapters,
you will work many examples using popular and useful functions. Following are the most common
functions I have used. There are lots of other functions in Excel. However, in my work as an accountant

and financial analyst, these are some of the ones I've found to be most useful:

Common Functions (* New since Excel 2010)

TEXT FINANCIAL DATE & TIME

FIND() FV() DATE()

LEFT() IRR() DAY()

LEN() NPV() MONTHY()

LOWER() PMT() NOW()

MID() PV() TODAY()

PROPER() WEEKDAY/()

RIGHT() MATH YEAR()

SEARCHY() ABS()

TEXT() INT() STATISTICAL

TRIM() RAND(), RANDBETWEEN() AVERAGE()

UPPER() SUM() AVERAGEIFS()*

VALUE() ROUND() COUNT()
SUMIFE(), SUMIES()* COUNTIF()

LOGICAL COUNTIFS()*

AND() LOOKUP & REFERENCE MAX()

CELL() HLOOKUP(), VLOOKUP() MEDIAN()

IF(), IFS()* INDEX() MIN()

ISERROR(), IFERROR()* LOOKUP() MODE()

OR() MATCHY() RANK()
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Text Functions

Let’s first talk about Text Functions. Text functions are basically things you can do with text strings.

1. Open the file C:\Excel CEO\Excel 2016\Chapter7\Employees.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter7\myEmployees.xIsx.
3. Click on the = Emplayes  tab.

This file is a list of the employees at Nitey-Nite Mattresses. Note that the names in this tab are in a Last
Name, First Name format. We’ll use this list of names as the example behind your lesson on TEXT
functions. In the next few pages, you will write a formula in one cell that will turn these names from a
Last Name, First Name format into a First Name Last Name format. To accomplish this, you will write
a series of formulas using only TEXT functions to break apart the first and last names, and then write
a formula to put it back together again. (We WILL do better than all the king’s horses and all the king’s
men). The trick is to write one formula that will accomplish all of this. We will use some of the TEXT
functions listed at the beginning of this chapter, as well as our experience in working with concatenating
strings you learned in Chapter 6 to accomplish it. But first, let’s go over each function.

The FIND() and SEARCH() Functions

The first text functions we’ll learn how to use are the FIND() and SEARCH() functions. The FIND()
function finds a text string (find_text) within another text string (within_text), and returns the number
of the starting position of the find_text, from the first character of the within_text. You can use the
SEARCH() function to find one text string within another, but unlike SEARCH(), FIND() is case-
sensitive and doesn’t allow wildcard characters. Following is the list of wildcard characters used in Excel.

Wildcard Character Using SEARCH() Finds:

? (Question mark) Any single character
Example: sm?th finds
“smith” and “smyth”
* (Asterisk) Any number of characters
Example: *east finds
“Northeast” and “Southeast”
~ (Tilde) followed by ~?, ~* to A question mark, asterisk, or tilde
find the ? or * characters Example: How does this work?
“How does this work~?”

The FIND() and SEARCHY() functions have two required arguments and one optional argument. The
first argument is the find_text, or the text you want to find. The second argument is the within_text, or
the string in which you want to search. The optional argument is the start_num argument. You use this
optional argument when you don’t want to start at the first character in the string. The functions return
the number position of the text string youre searching for and then other functions return the actual
value. In the next example, you’ll use the FIND() function, although writing either function would work.

In this example, we want to find the number position of the comma (,) in the cells that contain the
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employees’ names. The comma is the common character in all of the names, and so it acts as a sort of
anchor we can use to tell Excel where to split the names. You may not understand why we do this right
now, but humor me for a few minutes and follow along.

4. In Cell F1, type: Find
5. In Cell F2, type: =FIND(*}”,C2)

F2 . f FIND(",",C2]

| A B C D E E G H [
1 [Empl_| = |5tore_ = |Name * | Starl_Date ~ End_Date |~ |Find
2 |onzass 1001 Goodsan, Virgetta a1/ 3015 J,M:.'rm| i
3 1_LI1LL'|-1-'_-| 1062 Szmyd, JanEIIEE ya/o1a 111902015 |
(003882 1042 Dereamer, Morwopd 1202472015 1712099
5 012716 1045 Ragland, Tom 9fsf2014  12/s/2014
b (007519 1007 Burg, Leapolda 1ifnf2ma sfwfams
T loo2134 1019 Nunn, Clayton 8fa/2017  1/1/208%
g8 |002914 1062 Monaghan, Yuna /372016 12/19/2016
§ 1001479 1032 Bub, Kil afs/2004  5/13 2006
10 010085 1036 Dawson, Burline 4162017 1/1/2095
11 002715 1011 Hatlaway, Haydee 6/6/2015 1/1/2099
12 1001372 1029 simonds, Megan 5/25/2014  9/2/2016
13 015853 1002 Lowell, Elvin 2/10/2015 sfef201s
14 001134 1050 Mah, Ernestine 772016 1/1/2099

Figure 7.1

The result of this formula is 8, meaning that the comma in Cell C2 is in the eighth character from the left
in the string: Goodson, Virgetta.

6. Copy the formula in Cell F2 down to all cells below.

You see that the comma in the next few cells is found as the sixth character, the ninth character, and so
on. FIND() is a very simple yet valuable function that returns a simple value.

The LEFT() Function

The LEFT() function returns the left-most characters in a text string, based on the number of characters
you specify. This function has two arguments: first is the text from where you want to extract the string.
Second is the number of characters you want to extract, starting from the first character on the left. Let’s
work an example.

7. In Cell G1, type: Last Name
8. In Cell G2, type the following formula: =LEFT(C2,7)
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G52 " fe 2LEFT{CL )
[ A B C 8] E F G H 1

1 |Empl_Mo Store_MNo Mame Starl_Dale End Date Find Last Manmiz

? 012355 1011 Goodsan, Viegetta 4f13/2015 113009 8l Gaodson |

3 |010545 1062 Szmyd, Janelle 1/9/2014  11/19/2015 6

4 pOo3sE? 1002 Dereamer, Norwood  12f24/201% 11 ea 9

RN s [ T Ragland, Tem gfafamia  1/s 014 B

G |00751% 1002 Burg, Leopoldo 1/21/2014 510/ 2015 -

I |002134 101% Munn, Clayton 8/8/2017 1/1/2099 5

B |002914 1062 Momaghan, Yuna 32016 1219 M4 g

5 001479 1032 Bub, Kil a/5/2014  5/13/2015 4

Figure 7.2

This formula tells Excel to return the left seven (7) characters in the text string in Cell C2. The result

is “Goodson”. In this manner, we can extract that last name of the names in Column C. However, the

last name won’t always be seven characters long, like we programmed into the function. How can we
calculate the length of the last name? Well, we've already calculated where the comma is, and the last
name will always end one character before the comma. For “Goodson, Virgetta”, the comma is the

eighth character, so the last name should be at the comma (or the eighth place) less one. Let’s modify our

formula to see if that works.

9. Edit the formula in Cell G2 to the following: =LEFT(C2,F2-1)
10. Click [Ctrl]+[Enter] to copy down to all cells below, and resize Column G as needed.

G2 : fx || =LEFT(C2,F2-1)

| A& | B | C D E f G H
1 Empl N r:::mr-F_hln Mam#e Start_Date  End_Date Find Last Mame
2 [o123ss 1011 Goodsan, Virgetta af12f05 11/ 2099 BlGoodsan
3 fowosas 1082 srmyd, lanelle 192008 11195015 bl Srmyd
4 [oozse2 1012 Dercamer, Norwood  12/24/2015 1/1/2099 9| Dercamer
& fo12716 T04s Ragland, Tom 9/5/2014  12/5/2014 £|{Ragland
g [oo7sis 1002 Burg, Leopoldo 1/21/2014  5/10/2015 5| Burg
T fooz13¢ 1019 Nunn, Clayton 8/8/2017 1/1/2099 5| Munn
g Joo2914 1062 Monaghan, Yuna 3/37X016 1271973016 3| Munaghan
9 001479 rII:I:HI Buls, Kil 9/5/2014 51372016 4|{Bub
10 (010085 1036 Crawson, Burline 471672017 1/1/3059 7| Cawson
11 foo2715 1011 Hattaway, Haydee 662015 1713099 5| Hattaway
12001373 1025 Simonds, Megan 5/25/2014 9,/2/2016 &|Simonds

Figure 7.3

That seems to work. All we're doing here is taking the number in Column F less one to populate the

num_char argument in the LEFT() function.
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The RIGHT() Function

The RIGHT() function operates in the same way as the LEFT() function, except it returns characters from
the right.

11. In Cell H1, type: First_Name
12. In Cell H2, type the following formula: =RIGHT(C2,8)

H2 - fe =RIGHT(C2,E)

| A | B C _ D _ E | ¥ G I
1 |[Empl_No 5tare_MNoMame Start_Date  End_Date Find Last Name  First Name
2 [mzas& 011  Goodson, Virgetta 4/12/2005  1/1/2089 8 Goodson  |virgetta |
3 (010545 1062 szmyd, Janelle 192014 11/19/2015 6 Szmyd
4 loo3g82 1012 Dereamer, Norwood  12/24/2015  1/1/2099 9 Dereames
5 (012716 1045  Ragland, Tom 9/5/2014  12/5/2014 8 Ragland
6 007519 1002  Burg, Leopoldo 1/21/2014  5/10/2015 5 Burg
7 002134 1019 Nunn, Clayton g8/8/2007  1/1/2099 5 Nunn

Figure 7.4

Again, hard-coding the “8” in this formula will work for the first cell, and it will work for all first names
with eight characters, but it won’t work for all names. In this case, we could use a nested left/right
function to extract the correct value, but it’s a lot easier to use the MID() function.

The MID() Function

The MID() function operates in the same manner as the LEFT() and RIGHT() functions, with one
additional argument - it requires you to specify which character to start on.

13. In Cell H2, delete the previous formula, and type this formula: =MID(C2,10,8)

H32 . A | =MID[C2,10,8)
| A | B C | D | E | F G I

1 [Empl_Mo Store Mo Mame Start_Date End_Date Find Last Name First Name
r

2 [mzas& 1011 Goodson, Virgetta 4/12/2015 11/ 2059 8 Goodson |~.r|rgm.1 .|
r

3 010545 1062 Szmyd, Janclle 1/9/2014 11/19/2015 6 Szmyd

4 (003882 1012  Dereamer, Norwood  13/24/2015  1/1/2099 9 Dereamer

5 (012716 1045  Ragland, Tom 9/5/2014  12/5/2014 8 Ragland

G 007519 1002  Burg, Leopoldo 1/21/20014  5/10/2015 5 Burg

Figure 7.5

This formula tells Excel to return the eight right-most characters starting from the 10th character from
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the left. When we analyze all the names in the list, there are two variables we need to calculate: first,
the character to start on, and second, how many characters are in the first name. Since we’ve already
calculated the position of the comma, we know that the beginning character of the first name is always
going to be at the comma plus two (remember to include the space after the comma as a character). I
usually put 100 as the number of characters in the first name, as I don’t know ANY first names with more
than 100 characters. This way, Excel will return all of the characters in the first name. Don’t worry - if
there are less than 100 characters in the first name, this exercise will not add spaces to make up for the

missing characters. Let’s try it.

14. Edit Cell H2 to the following: =MID(C2,F2+2,100)
15. Copy down to all cells below, and resize columns as necessary.

v fa =MID{C2,F2+2,100)

A B C D E F £ H
r]' mpl MNa :.tnrp_r'.in Mama Start [Date  End_Date Find Last Mam# First Name
12355 1011 Goodson, Virgetta af12/2ms 1/1f2099 & Goodsan Virgetta
lnosas 1062 srmyd, lanelle 1f9f2m4  11/19f2m5% & Srmyd lanelle
‘Do3Em? 1012 Dersamer, Narwaad 12082015 11 s 9 Dereamer | Norwood
mz7e 1045 Ragland, Tom gfsfama 12/8/ana & Ragland Tom
07519 1002 Burg Leopoldo 1/21/2008  5/10/2015 5 Burg Leopoldo
(002134 1015  MNunn, Clayton 8fsf2017  1/1/2099 5 Nunn Clayton
002914 1062 Monaghan, Yuna af3f2016 12/19/2016 9 Monaghan  |Yuna
001479 1032 Bub, kil 9/5/2014  5/13/2016 4 Bub Kil
010085 1036  Dawson, Burline 4/16/2017  1/1/2099 7 Dawson Burline
002715 1011  Hattaway, Haydee 6/6/2015  1/1/2099 § Hattaway  |Haydee
001373 1029 Simonds, Megan 5/25/2014 9/2/ 2016 & Simonds Megan
(015852 1002 Lowell, Elvin 2/10/2015  5/8/2015 7 Lowell Elvin
001194 1050 Mah, Ernestine TITr2016 17172099 4 Mah Ernestine

Figure 7.6

Since you already know how to concatenate cells, all you have to do now is to write a formula in Cell 12 to

put the first name and last name together.

16. In Cell 11, type: Full Name
17. In Cell 12, type the following formula: =H2&“ ”&G2
18. Copy down to all cells below and resize the column as necessary.

We now have the full name, but we would like to put the formula in ONE cell. So far, we have used four
columns to come up with the full name. To put it all in one cell, all we have to do is some copying and

pasting. As you can see, the formulas so far contain cell references. Let’s put the formula together!

19. Click on Cell H2.
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20. With your cursor, highlight the entire formula in the Formula Bar without the “=

«_»

sign, press

[Ctrl]+c to copy the formula into memory, then press [Esc] to take the action out of copy

mode.
x * o S | -MID[CLFIFI100)
C | 3 E f £ H |
MName Jstart_Date End_Date .Hnd JLast Name  First Name Full Name
Goodson, Virgetta 1 4/12/2015 1.-'1,."10991 SIIEnndsnn |=MIU¢CE.FI‘|\.|'IIEEH.] Goodson
szmyd, Janclle 1f9/2014 11/19/2015 6 Szmyd Janelle Janelle Szmyd
Dercamer, Norwood  12/24/2015 1/1/2099 9 Dereamer Norwood  Norwood Dercamer
Ragland, Tom afs/2014  12/5/2014 & Ragland Tom Tom Ragland
Burg. Leopoldo 1/21/2014  5/10/2015 5 Burg Leopoldo  Leopoldo Burg
Munn, Clayton &8/&/2017 1/1/2099 5 Nunn Clayton  Clayton Nunn
Muonaghan, Yuna 3/3/2016 12/19/2016 9 Monaghan  Yuna Yuna Monaghan
Bub, il 9/5/2014 5/13/2016 4 Bub Kil Kil Bub
Dawson, Burline A4/16/2017 171720939 7 Dawson Burline Burline Dawson
Hallaway, Haydee 6/6/2015 17172099 9 Hatlaway Haydes Haydees Hallaway
Simends, Megan 5/25/2014 91212016 8 Simonds Megan Megan Simonds
Lowell, Elvin 2710/2015 5/8/2015 7 Lowell Elvin Elvin Lowell
Mah, Ernestine 73018 1/71/2099 4 Mah Ermestine  Ernestine Mah
Mathias, Onita 4/8/2017 171/ 2059 8 Mathias Onita Oinita Mathias
Hantelder, Gerardo 3/ 7016 112059 10 Hanfelder Gerardo  Gerardo Hanfelder
Dangler, Kostanti G6f14/2015 11/20/2016 & Dangler Eostanti  Kostanti Dangler

Figure 7.7

All we did here was to put the formula in Cell H2 (without the “=” sign) into memory.

21. With the formula in Cell H2 now in memory, click on Cell 12, highlight H2 in that formula,
press [Ctrl]+v (to paste the H2 formula), and press [Enter].

The formula in Cell H2 should now read as follows:

=MID(C2,F2+2,100)

&(( ”&GZ

All we did was to replace H2 with the formula in Cell H2. Let’s do the same for Cell G2.

22. Click on Cell G2.

23. With your cursor, highlight the formula (without the “=

<« »

sign), press [Ctrl]+c to copy the

formula into memory, and press [Esc] (to take the action out of edit mode).

24. With the formula in Cell G2 in memory, click on Cell 12, highlight G2 in the formula, and
press [Ctrl]+v (to paste the G2 formula) and press [Enter].
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- fo || =MID(CZF242,100)&" "RLEFT{C2,F2-1)

C D E | F G | H |

fame Start Dale End Date  Find Last Narme  First Name Full Mame
oodson, Virgetta 471272015 17172099 8 Goodson Virgetta I".I"irHI-_"“.:I Goodson
amyd, Janelle 1/972014 1171973015 6 Sumyd Janelle Janelle Szmyd
ereamer, Morwood . 1273472015 17173099 9 Dereamer  Norwood  Morwood Dereamer
lagland, Tom a/5/3014  12/5/1014 £ Ragland Tom Tom Ragland
urg, Leopoldo /2172014 57102015 5 Burg Leopoldo  Leopoldo Burg
funn, Clayton 8/8/2017 1/1/3093 5 Nunn Clayton Clayton Munin
Acnaghan, Yuna 3/3/2016  12/15/2016 8 Monaghan  Yuna Yuna Monaghan
ub, Kil 9/5/2014  5/13/2016 4 Bub Kil Kil Bub
lawson, Burline 4/16,/2017 1/1/3099 7 Dawson Burline Burline Dawson
attaway, Haydee 6/6 2015 1/1/2093 49 Hattaway Haydee Haydee Hattaway
imonds, Megan 5 25,2014 8/2 1016 B Simonds Megan Megan Simonds
owwell, Ehvin 2/10/2015 5/8/2015 7 Lowell Elvin Elvin Lowell
Aah, Ermestine 7/ 016 1/1/3093 4 Mah Emestine Ermestine Mah
Aathias, Onita 4/872017 1/1/2053 £ Mathias Onita Oinita Mathias
anfelder, Gerardo 3/ 772016 1/1/2099 10 Hanfelder Gerardo  Gerardo Hanfelder
langler, Kostanti 6142015 11/30/2016 8 Dangler Kostanti  Kostanti Dangler
uong, Sondra ofasf2014 31/ 6 Luong Londra sondra Luong
Aanzetti, Nilda Hafans shiefans 9 MAanTetti Milda Milda Manzetti
ennett, fylvia 319f2016 11/ 2099 B Sennstt Zyhaia fylvia Sennatt
ayles, Yolande 2fafans 11/ m0a 7 Hayles Yolande  Yolande Hayles
ervodio, Lev 11192016 112099 4 Servadio Lev Lew Servadia
irfing, Tenae fleafane 1 fxm ¢ Orfing Tenod Tenae Orfing

Figure 7.8

The formula in Cell I2 should now read as follows:
=MID(C2,F2+2,100)&" "&LEFT(C2,E2-1)

Come to think of it, the two occurrences of F2 in this formula are also formulas, so we can replace those

references as well.

25. Click on Cell F2.

26. With your cursor, highlight the formula (without the “=” sign), press [Ctrl]+c to copy the
formula into memory, and press [Esc] (to take the action out of edit mode).
27. With the formula in Cell F2 in memory, click on Cell 12, highlight the first occurrence of F2
in the formula, and press [Ctrl]+v (to paste the F2 formula), then do the same for the second
occurrence of F2, and press [Enter].

The formula in Cell H2 should now read as follows:
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=MID(C2,FIND(“”,C2)+2,100)&“ "&LEFT(C2,FIND(*,C2)-1)

- X o S | =MID{CZFIND(",",C2)+2,100)&" "BLEFT{C2, FIND(",",C2)-1)
- L b | E | F | [UEFT{test, [num_chan]) |
larme Slart Date End Dale  Find Lasi Narne  First Name Full Name
joodson, Virgetta af12/2015 1/1/2099 8 Goodson Virgella IFtL‘!,FIN o{",",C2)-1)
Ty, Janelle 1/9/2004 111972015 6 Szmyd Janelle Janelle Szryd
- fe | =MID{C2.FIND{",",C2)+2,100)&" "BLEFT{C2,FIND(",",C2)-1)
c 0. | _E | I R I - |__H I
ame Start Date End Date  Find Last Name  First Name Full Name
oodson, Virgetta 471272015 1/1/20583 8 Goodson Virgetta |Virgetta Goodson
imyd, Janelle 1/9/014 111973015 G Szmyd Janelle Janelle Szmyd
ereamer, Norwood 1272472015 1/1/2099 9 Dereamer Morwood Morwood Dersamer
gland, Tom a/5/2014  12/5/2014 & Ragland Tom Tom Ragland
urg, Leopoldo 1/21/2014 5/10/2015 5 Burg Leapolds  Leopoldo Burg
unn, Clayton 8/8/2017 1/1/2099 5 Munn Clayton Clayton Nunn
onaghan, Yuna 3/3/2016  12/19/2016 9 Monaghan  Yuna Yuna Monaghan
ub, Kil 9/5/2014  5/13/2016 4 Bub Kil Kil Bub
wison, Burline 4/16,/2017 1/1/3059 7 Dawson Burline Burline Dawson
attaway, Haydee 6/6/ 2015 1/1/2093 9 Hattaway Haydee Haydee Hattaway
imands, Megan sfrsfana a9/ 2f A6 B simands Megan Megan Simonds
owell, Elvin 2N1of20ms 5Bl 2015 7 Lowell Elvin Elvin Lowell
ah, Ermestine e /1 a0 4 Mah Ernestine  Ermestine Mah
hias, Dnita a/afxnz 1,1/ 2099 B Mathias Onita [Inita Mathias
anfelder, Gerarda affane 1,1 2000 10 Hanfelder  Gerardo  Gerardo Hanfelder
angler, Kastanti Bf1af201% 117200206 B Dangler Kostanti  Kastanti Dangler
uong, Sandra gfrsfrmna 3f1 s b Luong sandra sondra Luong
Aanzetti, Nilda 2afams sf1fans 9 Manzetti MNilda Milda Manzetti
ennett, fylvia 31926 1/1 09 B Senngtt Zylvia fylvia Sennett
layles, Yolands 2faefrms 1/1/2099 ! Hayles Yolande  Yolande Hayles
ervodio, Lev 111192016 112099 g Servodio Lev Lewv Servodio
irfing, Tenae Fafamne 1/ 2099 7 Orfing Tenad Tenad Orfing

Figure 7.9

28. Copy down to all cells below and resize the column.

At this point, you don’t need Columns F, G, and H, so you can delete them.

29. Delete Columns F, G, and H.
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. =MID[CE, FINDY™, ", C2) 2, 1000 &" "BLEF T(C2, FINCH™," £2)-1)

A B [ D E F G H
pl Mo Store NoMame Start Date End Date Full Marme
#1355 1011 Goodson, Virgetta 47123015 1/1/3093| Virgetta Goodson

545 1062 Szmyd, Janelle 1/9/3014 1171953015 Janelle Szmyd
BEEZ 1012 Dersamer, Norwooad 1272472015 112198 Narwood Dereamer
Prie 1045 Ragland, Tom 9fsf2ma  12/5f2014 Tom Ragland
S19 1002 Burg, Leapolda 1fafama sf10fAs Leopaldo Burg
P34 1019 Munn, Claytan B/Bfa017 1/1/2199 Clayton Nunn
914 1062 Monaghan, Yuna 3/3/2016 12/19/2016 Yuna Monaghan
1479 1032 Bub, Kil 9/5/2014  5/13/2016 Kil Bub
MOES 1036 Dawson, Burling 4/16/2017 1/1/2099 Burline Dawson
P71S 1011 Hattaway, Haydeeo 6/6/2015 1/1/2099 Haydec Hattaway
1373 1029 Sirmonds, Megan 512572014 97272016 Megan Simonds
p853 1002 Lowell, Elvin 2710/ 3015 5/B/2015 Elvin Lowell

Figure 7.10

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 7, Section 1 of 2 option in
your Main Menu, and complete the Review Questions.

The UPPER(), LOWER() and PROPER() Functions

There is another thing that we can do to clean up the formula just a little more. Look at Cell F25. The
first name BLAIR is in caps, whereas all other names are in upper and lower-case. Excel has a formula
to change text to upper-case, lower case or proper case. Proper-case is where the first letter of each word

is capitalized and the remaining letters are lower-case. Let’s enclose our formula with the UPPER(),
LOWER(), and PROPER() functions.

30. Edit Cell F2 and input UPPER( just to the right of the “=” sign and close the formula with an
ending parenthesis.

The formula in Cell E2 should now read as follows:
—~UPPER(MID(C2,FIND(%”,C2)+2,100)&* *&LEFT(C2,FIND(*,”,C2)-1))
The name is now shown as VIRGETTA GOODSON.

31. In the formula in Cell F2, replace the word UPPER with LOWER.
The name is now shown as virgetta goodson.
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32. In the formula, replace the word LOWER with PROPER.
33. Copy down to all cells below.

The PROPER() function capitalizes the first letter in a text string and any other letters in the text
that follow any character other than a letter. It then converts all other letters to lower case. Using the
PROPER() function in this formula now converts the name to Virgetta Goodson.

Note: When you use the PROPER() function, names like Jim McGowen and
Joe Smith 111 will appear as Jim Mcgowen and Joe Smith Iii. Although this
function is very useful in some cases, there are still some quirks to using it.

Tip: Work this example as many times as necessary to lock it in your memory.
You will find MANY uses for formulas similar to this one.

The LEN() and TRIM() Functions

Now we’ll discuss the LEN() and TRIM() functions. These functions are very useful when analyzing data
that may not quite be in the right format. Sometimes when data is copied or imported from one database
to another, numbers are copied over as text strings and vice-versa. This sometimes happens when
databases are not programmed correctly and sometimes it may add characters to the data that are almost
invisible to the user.

1. Click on the =~ Stores  tab of the myEmployees.xlsx file.

A2 I 3

i B L L1 E F L] H
1 Store ID[Store No|  Store Mame | Addressl | City | sate | 29 | Phone
2 | 21005 Nitey-MNite Ghmnn 1082 Ghnn Cowrt shiladelphia Tl MATE-1345 (107) 02 0- 2054
x| 3 1063 Mitey-Mite &lan 922 Alan Blvd #hiladelphia = 2477 {107) 566 285%
4 41034 Mitey-Mite Capri 151 Capri Parkway  lersey City 1] E P {108) 8125833
& 5 1029 Mitey-Mite Marakas 337 Marakas Way Baltimore V] 2447 [104) 124-675%
B & 1050 Nitey-Nite Reld G617 Reid Strest Baltimors MDD 2A800-3456 (104) 108-6
T 71032 Mitey-Nite Pease 348 Pease Sirest shiladelphia = 2543 {107) 382-911
B 2 1009 Mitey-Mite lshior 1106 zidor Parkway Philadelphia 13 2510 {10F) F34-343
g 10 1011 Mitey-Nite Mckinny = 111 McKinny Highwa Baltimorne . w] 24 |10 B07-225

Figure 7.11

This is a listing of the stores that Nitey-Nite Mattresses owns. It was copied directly from a SQL Server
database and has not been cleaned up yet. Let’s suppose we want to create a formula in one cell that
concatenates the Address, City, and State.

2. In Cell I1 of the Stores tab, type: Location
3. Format Cell I1 as the other headings.
4. In Cell 12, type the following formula: =D2&*, "&E2¢&*, & F2
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£ D2E", "ELIE", "EF2
U | = F L] H | J 3 L b4
Addressl | City | state | z® | phone | Location|
1082 Glyrim Court Philadelphia Pa JUITE-1245 [107) 020-200d | 1082 Gy Cowrl ; Philadelphia, P
222 Alan Blvd Philadelphia Py 2427y {107} S6&- 2559
351 Capri Parkoway  lersey City Ml Jisg2 |102) Bl2-5633
Figure 7.12

This formula puts the Address, City, and State into one cell, separated by commas. After you type the
formula, you see there is a long string of spaces after the address. It also appears there are some spaces
before the address, as the address appears to be indented from the left. This adding of spaces happens
frequently when data is copied from a poorly-designed database into Excel (or one that was designed to
teach about poorly designed databases). Let’s play around with the Address field and see what is there.

5. In Cell J2, type the following formula: =LEN(D2)

{ LEM{D2
8] E F <] H I . K L j

Address! City state | 2wp | ohone | Location
082 Glynn Court Fhiladelghia PA 24378-1245 (107) 021-2094 1082 Gly .'IUJ
22 alan Bhvd Philadelphds PA L2357 RS Sl 2ELS
51 Capri Parkway  Jersmy Cily M 1I5E2 {108) 2125831
37 Marakas Way  Baltimore MD i F | 10a) 124-6759
17 Reid Street Baltimare MD 24400- 3456 | 104) 108-6508
il Peass Siraat Philadelphds =11 LS E {107 3839110
108 1sidor Parkaay  Philade|phis Pa Ja510 | 107) 2343425
11 MickKinny Highwa Ballimone MWD 24471 {104} D7 2258
127 Chachy lersey City Ml 32558 {108) 1828419

Figure 7.13

The LEN() function counts the number of characters in the text string in Cell D2 (the address). The string
“1082 Glynn Court” has only 16 characters (including two spaces), so the result of the formula should be
16, but we see the LEN() function returned 30. This indicates that there are additional spaces before, after,
and/or between the words in the address. You can solve the issue by enclosing the address with a TRIM()
function. The TRIM () function removes all spaces from a text string except for one space between each
word.

6. Delete the contents of Cell J2.

7. Edit the formula in Cell 12 to be the following:

—TRIM(D2)&< ”&E2¢ " F2

8. Copy the formula down for all cells below, and resize the column.

Now the concatenation of the Address, City, and State appears correctly.
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fo | =TRBA[DIML", “RERES, “RE2
(] E F G H | J
Addressl | Chey | State | Zip | Fhone Location
1082 Glynn Court Philadelphia Pa, MATE-1245 (107) 0X1-2054 | 1082 Ghynn Court, Philadelphia, P&
023 Alan Bled Mhiladelphia na, 4477 {107 566 28521032 Alan Bhd, Philadelphia, P&
351 Capn Parkveay  hersey City Ml L ) {10ml H12- 5033 30) Caprl Parcwy, lersey City, M
237 niarakat Way  Haltimore BAD 34847 [ 104) 124-4 759|337 Marakas Way, Raltimodne, MD
617 Reid Strest idaltimere MD A400-JA56 [ L04) 104-6508 617 Reld Street, Baltimore, MD
148 Pease Streel Philadelphia P&, 2541 (107) 382-7110| 348 Pease Streel, Philadelphia, PA
1108 isidor Farkweay Philadelphea o, 24510 (I07) 234 2025 1106 idor Farcwray, Philadelphia, P
Figure 7.14
The VALUE() Function

Another useful function is the VALUE() function. This function turns numbers that are shown as text
strings into numbers. For example, sometimes US ZIP codes contain five digits and sometimes ten digits
(a five and four digit code separated by a dash). In this example, when the data was copied over from a
database, Excel recognized the five digit codes as numbers and the ten digit codes as text, as you can’t
have a dash character in a number. Let’s suppose that we really don’t care about the four digit extension —
all we really want is the five digit ZIP code formatted as a number.

9. In Cell J1, type New ZIP
10. Format the heading like the others.
11. In Cell J2, type the following formula: =LEFT(G2,5)

I LEF T 632, 5)

i} E F G H 1 i

Addressi | City | state | 2p | phone | Location New 2IP
PGlyan Court Philadelphia A 243T8-12a% (107) 091- 2084 1082 Glynn Court, Fhiladelphia, Pa pL ] n-:j
Wlan Blwd Philadelphia Ba, "24477 {107) 566-2859 922 Alan Blwd, Fhiladelphia, PA
Capri Porkway  Jersey Cily 1], 'EE-'E! {108 B12-5833 151 Coapri Parkway, Jersey City, I
Marakas Way  Baliimore BAD 24442 {104} 124-675% 33T Marakas Way, Baltimore, MD

el Street Baltkimorg MD 24400255 (104) 108-6508 &17 Reid Stredt, Baltirmons, MD

ease Street  Philadelphia A, 24543 (107} 382-9110 348 Pease Street, Philadelphia, B4

lsidor Parkway Philadelphia Pa '2:151"!' (107) 2343435 1106 lzidor Parkway, Philadelphia, PA

#inny Highwa Baltiimore D an {104) 00F- 2358 111 McKinny Highway, Baltimore, MD
Figure 7.15

When you use a text function like LEFT(), Excel turns the result into a text string. To make that text
string a number, you must first be sure there are only numbers in the string. Then you can use the
VALUE() function.

12. Edit the formula in Cell J2 to be as follows: =VALUE(LEFT(G2,5))
13. Copy down for all cells.
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J WALUESLEFT|G2 5]
0 E E & H | .
Addresst | City | state | 2p |  Phone | Location New ZIP
WD Ghynin Caurt Phdadelpkia P FIM-1245 (107 021-0094 1082 Ghynn Court. Philadelphia, P& 24378
522 Alan Bled dhiladelphia B s [107) 566=2559 922 Alan Rhd, Philadelphia, B 47
51 Capri Parkway  Jarsey City M EVLTE [10&]) £13-5%%3 251 Capri Farkoaay, Jercey City, M 1583
137 Marakas Way Raltimare "D ':I-1.:-:I.'.| [10:4) 1245758 23T Marakas Way, Raltimona, MD 242
E17 Resd Streat daltimore MWD JAE00- 456 [104) 108-6508 617 Red Street, Baltimore, MD 24400
HE Paase Strest Philadelphia Py 24543 [107) 382-F110 348 Fease Streel, Philadelphia, PA 24543
1106 Isidor Parkway Philadelphia Pk 510 [107) 234-3425 1106 tsicior Paricway. Philadelphia, PA 24510
111 Mckinny Highea Baltirmone i 4471 (10} SOT-2358 111 Mekinmy Highway, Baltimore, MD i |
¥
4 X7 Chachny Jersey Cily 1] 1558 [10E) 162-8410 &2 7 Chachy Highway, lersey City, Rl 32558
256 alameda Blvd  Baltimeoee D F.Ld—"ll-il- [10e2] &75-5490 208 Alameda Blvd, Baltirmone, MD 24414
-
T3 LadAenTage Wiy Baltinmong AL P [103] 50-2311 | 753 Lamonlage Way, Baltimone, D 24355
F27¥ Braman Rosd ".'.r-lrll-:r-;lurl M AT283-EF3 (113) E10-a%06 | 72T Braman Boad, Wilminglon, NC §rres
G149 Eitdn Blwd thiladelphia P Brazan (1) 203-3%86 619 Ertan Blvd, Philadedphia, P& 24389
B0 & Sarke] Whay sy ity 0] '1.";'14 [102) FRF-R007 1067 Sariel Way, lersey City, NI 32554
'] ' '} '} 1 I L 1 i I i -
Figure 7.16

Now you have a clean column with five-digit ZIP codes, all in a number format. You can usually tell if
a number is formatted as text or as a number by 1) seeing if the number is left- or right-justified (a left-
justified number usually indicates it is text); 2) if you can add the number(s) (if the numbers don’t add up
in the Status Bar, they are formatted as text), or 3) if the number(s) contains a leading zero (leading zeros
indicate a text field).

Trick: A quick and dirty way to turn a text string containing only numbers into
a number format is to just add 0 at the end of the formula. (Actually, any
mathematical calculation will work.) In this example, you would use this
function: =LEFT(G2,5)+0. However, don't tell this to programmers. Being
the purists they are, they will tell you I'm crazy, but guess what. It works! Try
it.

14. Save the myEmployees.xlsx file, but don't close yet.

Flash Fill

Flash Fill is a feature new since Excel 2013 which allows you to quickly organize and reorganize data
based on text patterns Excel detects from cell content in contiguous columns in your spreadsheet. In
other words, the data in which you are establishing the pattern must be touching the cells immediately
to the left. Flash Fill can break data apart, and put it back together in very sophisticated ways, even to the
point of replacing many of the functions you learned earlier in this chapter. Rest assured you've learned
those functions and formula-writing abilities for good reason! Flash Fill detects patterns, but you do have
the ability to override them by clicking [Esc]. Since Flash Fill is setup to enhance your Excel experience,
let’s see how it works.

1. In Cell K2, type the visible contents of Cell 12, followed by a comma, then the first five digits of
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the ZIP Code in Cell G2.
2. In Cell K3, type the first three characters of what you see in Cell I3.
5 H 1 J K L ] M
e | ohene | Lecation | new zie |
MATA-1245 (107} 021-20%4 | 1062 Glynn Court, Philadelphia, P& 24378 1062 Glynn Caurt, Philadelphia, PA, 24
24477 (107) 566-2859 922 Alan Blvd, Philadelphia, PA 144?:’1922 Alan B_hrd. Philadelphia, PA, 24477
32582 (108} 812-5833 151 Capri Parkway, Jersoy Cily, M) 321582
24442 (10) 124-6757 337 Marakas Way, Baltimore, MD 239492
2aan-3atp (104} 108-6508 617 Heid Street, Baltimare, MDD 2aAa00)
24543 (107} 382-91 10 48 Pease Street, Philadelphia, PA 24543
24510 (107} 234-3425 1106 lidor Parkeeay, Philadelphia, PA 24510
24421 (10} 007-2258 111 McKinny Highway, Ballimore, MD 24411
32558 (108} 182-8419 427 Chachy Highway, Jersey City, M) 32558
23413 (104) @75-2a590 266 alameda Bhd, Baltimore, MD 23314
24386 (104} 490-4511 753 Lanantage Way, Baltimore, MD 243856
1TI83-E734 |: lH} 210-4%04 737 Braman Road, 'l."l.l'lIl'!rllr'lg_‘hﬂ-l'lr WNC 4T84
24389 (107) 303-3546 &19 Eilam Blwvd, Philadelphia, PA 24389
32594 (108} 727-B007 1DGT Sariel Way, Jersay City, MI 32594
24532 (107} 172-4360 42h Garcia Road, Fhiladelphia, Pa 23532
24521 (10T} 6584-1115 L6 Redmon Way, Philadelphia, P& 24521
r.'-'%a'lﬁ-] I:lﬂl} GE2- 1283 10101 Miaml 5t, Mew York, BY Ji4h1
Figure 7.17

You will see the contents of Cell K3 expand to match Cell I3 plus the ZIP Code from Cell G3, and ghost
text will appear in the remainder of the contiguous cells in Column K. At this point, you can either click
[Enter] to accept the predicted pattern, or [Esc] to continue on your own, including if Flash Fill is not
recognizing your pattern as intended.

Tip: If you find Flash Fill to not be working when you are typing the patterns
specified, your Flash Fill may be disabled. To correct this, click the File tab,
click Options on the bottom-left, which opens the Excel Options dialog box.
On the Advanced tab, make sure the Automatically Flash Fill check box is
checked.

3. Click [Esc] to halt the Flash Fill and press the [Enter] key.

The Flash Fill data disappears, and Cell K3 expands to finish the pattern you began without copying the
pattern down the remainder of the contiguous column.

4. With your cursor on Cell K3, click the Fill [¥ Fill - icon in the Editing group of the Home tab.
5. From the Fill drop-down menu, click Flash Fill =" Flash Fil.
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H | J K L i M
| Phone | Location | New ZIP |
[245 (107) 021-2094 1082 Glynn Court, Philadelphia, PA 24378 1082 Glynn Court, Philadelphia, PA, 243
(107} Sb06-28559 1322 Alan Blvd, Philadelphia, PA 24-1.'-‘?;511 flan I_Ilw:l. Philadelphia, PA, 28477
(108] 812-3833 351 Capri Parkway, Jersey City, M) 32582 351 Capri i[= tway, Jersey City, NJ, 3258
[104) 124-6759 337 Marakas Way, Baltimore, MD 24442 337 Marakas Way, Baltimore, MD, 24447
56 (104) 108-6508 617 Reid Street, Baltimore, MD 24400 617 Reid Street, Baltimore, MD, 24400
[107) 382-9110 | 348 Pease Street, Fhiladelphia, PA 24543 348 Pease Street, Philadelphia, Pa, 245
[107) 234-347% 1106 Isidar Parkway, Philadelphia, PA 24510 1106 1sider Parkway, Philadelphia, Pa, §
Figure 7.18

The text now copies down. Click on any cell in Column K to see that all the references are hard-coded
into the cells as values rather than as formulas. While Flash Fill is very powerful and can extract data in
some very creative ways, such as identifying and isolating email domain names in an email address, it
is limited to cells adjoining on the left of the same spreadsheet to work. Once the values are established,
you cannot update the way you would a formula any more than you could any other hard-coded values.
For this reason, I still recommend you learn to master formula-writing, and the rest of the concepts I
teach in this course, so you can be in control of your data, and be able to make updates quickly.

6. Close the myEmployees.xlsx file without saving.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 7, Section 2 of 2 option in
your Main Menu, and complete the Review Questions.

Conclusion

In this chapter, you learned about many of the most common functions, and we explored in depth
the various types of Text functions. You split apart a name in a last name, first name format using the
FIND(), LEFT(), and MID() functions. You also worked an example using the RIGHT() function. You
then concatenated the first name and last name fields in one impressive formula. You saw how to change
the case sensitivity of text by working examples using the UPPER(), LOWER(), and PROPER() functions.
You learned how to use the LEN() function to find out how many characters are in a cell. You used the
TRIM() function to take out unnecessary spaces in a text string. You learned how to use a VALUE()
function to turn a number formatted as text into a number. Finally, you used Flash Fill to give you
another data input weapon in your arsenal.

Chapter Exam

To take the examination for this chapter, you must have successfully completed the examination for the
previous chapter. You can now go to www.Excel CEO.com, click on Sign In, log in and take the exam.
Make sure that you take the exam on the same computer on which you completed the practice files,
as some of the questions on the exam may refer to some of the completed projects. Chapter exams are
intended to be hands-on.
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CHAPTER EIGHT — FINANCIAL AND MATH FUNCTIONS

Chapter Objectives:

« Identify the proper uses of Financial Functions, including PMT(), PV(), FV(), IRR(), and NPV()

o Determine the various parts on an amortization schedule

« Recognize specific scenarios within Scenario Manager

o Identify components of and create a Proforma Income Statement

o Determine the procedure and appropriate Formulas necessary for a business valuation exercise

o Select the appropriate functionalities for a Find and Replace procedure

o Identify and use Math Functions, including RAND(), INT(), ROUND(), ABS(), SUMIF(), and
SUMIFS()

Projects You Will Complete During This Chapter:

o myl017_Mattresses.xlsx
o myAmort.xlsx

o myMath.xlsx

o myProforma.xlsx

« myScenario.xlsx

CPE Credits possible for this chapter: 3.5
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Financial and Math Functions

I just LOVE math. My idea of a good time is solving algebraic problems on the white boards in my office.
I do realize, however, that some people don’t share my enthusiasm for math. I'll assume if you've made it
this far in the course, you either share my enthusiasm or someone is forcing you to take it (hopefully the

first).

Financial Functions

If you've ever taken a Finance class, you should remember the discussions on calculating a payment
(PMT), Present Value (PV), Future Value (FV), Internal Rate of Return (IRR), and Net Present Value
(NPV). With Financial functions, Excel makes it easy to calculate those values. Let’s begin with the
PMT() function.

The PMT() Function

The PMT() function is one of the most commonly used functions for financial people. We always want to
know what the payment is, particularly when we are analyzing our own home loan or applying for some
other type of loan. The PMT() function has three required arguments: interest rate, number of periods
and present value. You can also include two optional arguments: future value and type. Future value is
the cash balance you want to have after the last payment is made. A type of one means payments are
made at the beginning of the period, and a type of zero means payments are made at the end of the
period. If the future value and type arguments are left out, Excel assumes a zero for each of the missing
arguments. In this first exercise, you will calculate the mortgage payment for a $200,000 loan.

1. Open Excel to a Blank workbook.
2. Save As C:\Excel CEO\Excel 2016\Chapter8\myAmort.xlsx.
3. Type data onto the spreadsheet to look as follows:

payment = Ix
i B = b E F

1 |Interest Rate 8%
2 Mo, of Periods 30 years
3 Present value 000
4 |Manthly Payme r\!| |
5

Figure 8.1

4. In Cell B4, type =PMT(B1/12,B2*12,B3)
5. Format Cell B4 as Currency, two decimal places.
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U“I f. =PMT|B1/ 12, 02512 i3

a B i o E I [} H | J
1 Imterest Rate A%
2 No. of Pariods 30 years
3 Present Value 200000

4 ||'..-1nr1'rr'.ln,.' Paymient | (51,467

Figure 8.2

Let’s discuss the different parts of the formula. The interest rate in our analysis is 8%, which is an annual
interest rate. To calculate a monthly payment, we have to convert the annual interest rate to a monthly
interest rate. We do that by dividing Cell Bl by 12. The number of periods is 30, or 30 years. That is a
common number of periods for a home loan. Again, this is an annual number that we need to convert
into a monthly number, and we do that by multiplying the number of periods by 12. Finally, we input the
present value of the loan, or $200,000. Note that we input that loan amount and not the sale price of the
house. You can buy a $250,000 house and put $50,000 down for a loan amount of $200,000, or you can
buy a $300,000 home with $100,000 down and you would have the same loan amount and payment. The
payment is calculated on the loan amount, not the purchase price of the home.

Notice that the formula returns a negative number. If the present value of the home is a positive number,
then the payments should be negative to support that payment. One value is a cash inflow (the present
value of the home) and the other is the cash outflow (the payments). You can make the payments be a
positive number by simply putting a minus sign in front of the formula or the reference to Cell B3, but
not in both places.

6. In the formula in Cell B4, put a minus sign (-) before the reference to Cell B3.

] v fi =PMT(B1/12.82%12,-B3)
A E = &) E F <] H I |
1 Interest Rale &%
2 Mo of Periods 30 years
1 |Present Value 200000
4 El'u"lurlli'ml',' Payment | £1.467.53 ‘l
Figure 8.3

Create an Amortization Schedule

Whenever you purchase a Home, the lending institution will give you an amortization schedule. An
amortization schedule shows the loan balance after every payment, as well as the interest amount and
principal applied to each loan payment. In this next exercise, we will create an amortization schedule for
the home loan we’ve modeled.

7. Type the labels in Cells A6 through F6 as follows:
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& B e 0 E F G H | I 4
1 [Imterest Rt 2%
2 | Mo o Periocs 30 yarars
3 |Fresent Value 200000
4 |Monthly Payment 51456753
5
£ | Piyrnend New Dl Payment Intersst  Principal Rakance |
-
7 =]
Figure 8.4

8. In Cell A7, type: 1

9. With your cursor on Cell A7, click the Fill icon in the Editing group of the Home tab and click
on the Series... option.

10. In the Series dialog box, set the Series in radio button to Columns, keep Type set to Linear,
and Step value is set to 1 (because we want to increase the count by one at a time).

11. In the Stop value box, type 360, then click OK.

This action creates a column of payment numbers. Click [Ctrl]+[down arrow] to scroll down to Cell
A366, and then [Ctrl]+[up arrow]. These commands take you down and up the column your cursor is in.

11. Freeze the panes at Cell A7.

12. In Cell B7, type: 1/15/2017

13. Format Cell B7 as Date in the format M/YYYY

14. In Cell B8, type: =B7+(365.25/12)

15. Using Format Painter, copy the format of Cell B7 to Cell BS.

16. Copy Cell B8 down to all cells below ending at Payment No. 360.

Excel CEO
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HH - ¢ =07+ 365.2512)
A B E F G H
1 Interest Hate BY%
2 Ma. of Perniads a0 years
3 Present Value 200000
4 Monthly Payment 51,467.53
3
6 Payment No. Date Payment Interest  Principal Balance
T 1 1/2017
8 4 2712017
] ! 3/2017
10 a &7
11 5 52017
Figure 8.5
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Tip: To use DataFill for dates such as a payment due on the last day of the
month, if such an issue arises, you could type 1/31/16 in Cell B7, 2/29/16 in
Cell B8, 3/31/16 in Cell BY, select all three cells, double-click the DataFill
button to make last days of each month appear. This accounts for leap years
too. Be careful though, as this method does not update the way formulas
do. Hopefully you are seeing why I recommend formulas in favor of ‘quick”,
automated tools so much.

The last date in the range should be 12/2046. I like to begin using the 15th of the month and add
365.25/12 (the .25 accounts for a leap year day every four years) for each month to get the next month.
Trust me, if you start with the first day of the month, you will end up with some complications in
February.

Next you will create names for the various cells to make it easier to write your formulas. We did an
example of this in Chapter 6.

17. Name the following cells with the following names:

B1 rate
B2 no_pds
B3 pv
B4 payment
payment fa =PMT(B1/12,82"12,-B3)
A E e L E F G |
1 | Interest Hate %
& 'Mo.of Peniods 30 years
3 (Present Value 200000
4 [MDnIhI? Payment | 51,467.53 |
3
& Payment Mo. Date Payment Interest  Principal Balance
7 1 a7
8 2 /17
g 3 32017
10 4  &/2017
11 5 572017
12 [+ 6f2017
13 F 73017
14 i B/2017

Figure 8.6
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It’s easier to audit formulas when you have logical names for the variables in the formulas. Notice the
word “payment” in the Name Box in the upper-left corner of the figure above.

18. In Cell C7, type: =payment

19. Format Cell C7 as Number, two decimal places, Use 1000 Separator(,) and copy down to
all cells below.

SUM v X & N C7 o 2
A E = D A B C (8]

1 Interest Rate B% 1 |Interest Rate &%

2 |Mo. of Pariods 30 years 2 Mo. of Periods 30 years

3 Prezent Value 200000 3 | Present Value 200000

4 |Monthly Payment 51,467.53 4 |Monthly Payment  51,.467.53

] 3

6 | Payment Mo. Dale Payment Inlerefy & Payment No. Date Payment Interest

T [ 1 1/2017|-pa | 1 1/2017| 1,467.53

8 2 2017 | 8 2 2/2017| 1,467.53

g 3 3fa7 9 3 3/2017] 1,467.53

10| 4  afa17 10 4 4/2017 1,467.53

17 5 52017 137 5 57201 1.#5?.5!_

12 6 62017 12 6  6/2017| 1.467.53

13| 7 72017 13 7 727 146753

14 B gfamyr 14 3 8/2017 146753

15 g gl 15 5 8/2017| 1467.53

16 o AT 16 10 10/2017| 1467.53

17 11 11/Am7 17 11 11/2017] 146753

18 12 12fanr 18 12 12/2017| 146753

19 13 1/ A8 15 13 1/2018] 1467.53

20 14 2fane 20 14 2/2018| 1457.53

21 15 3f2018 21 15 1/2018) 1,467.53

22 16 4/2018 22 6 afomsl 146253

% 17 018 k! 17 L Til] . 5o | il

Figure 8.7

So far it’s been relatively easy, but here comes the tricky part. We now need to calculate the interest
attributed to the first payment. That is done by taking the interest rate multiplied by the balance of the
loan divided by 12 (since it is a monthly payment).

20. In Cell D7, type: =pv*rate/12
21. Format Cell D7 as Number, two decimal places, Use 1000 Separator (,).
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I - x « &L =q b f “pv™rate 12
y i { D B C D E F
1 [Interest Hate | H‘.'H:i B%
2 MNao. of Periods 30 years 30 yoars
i Present Valus 20000
4 |Manthly Payment 1467.53 14k7.53
5
b Payment No. Date Paymant Interest Priggllate Payment Interest Principal Baland
7 [ 1 1/2017 L1,467.53|=pv*ratc ,F_ 12 12017 146 .-'.'-:Z!l 1,333, L—s_|
8 . 2f2017 1,467.53 | 2/2017 1,467.53
i 3 3f2017 1,467.53 33017 146753

Figure 8.8

We can’t copy this formula down yet because the balance of the loan will change with each payment.
Now we will calculate the principal portion of the payment by simply subtracting the interest payment
from the total payment. We will then calculate the ending balance of the loan by reducing the beginning
balance by the principal paid. Let’s model it.

22. In Cell E7, type: =C7-D7
23. In Cell F7, type: =pv-E7 (to calculate the loan balance)
24. Format both cells as Number, two decimal places, Use 1000 Separator (,), if Excel did not

do that for you.

Fa - =nv-E 7
A B C D E F G H |

1 [Interest Hate BY%:
2 Ma. of Periads 30 years
3 Present Value 200000
4 Monthly Payment 51,467.53
5
& | Paymeni No. Dale Bayment Inlerest Brincipal Balance
T [ 1 172017 146753 1,333.33 134.2t}| 153,355.3131
] | 22017 1,467.53
) 3 3/3017 146753
10 d 472017 1.467.53

Figure 8.9

Now that we have the balance of the loan after the first payment, we can write formulas that will calculate
the interest, principal, and new balance of the loan after each payment.

Excel CEO

Chief Excel Officer

181



Excel Tips, Tricks and Training for You to Become the Chief Excel Officer of Your Company

25. In Cell D8, type: =F7*rate/12 (which calculates the interest paid on the new balance)
26. Copy the formula in Cell E7 to Cell E8.

27. In Cell F8, type: =F7-E8

28. Format Cells D8, E8 and F8 as Number, two decimal places, Use 1000 Separator (,).
29. Copy Cells D8, E8, and F8 down to all cells below.

[ ¢ =F I*ratef12

A B C D E F G H |
1 [Interest Hate B%:
2 |Nao. of Periods 0 years
i Present Value 200000
4 Manthly Payment 51.467.53
]
o Payment No. Dato Fayment Imterost  Principal Balance
i 1 1/2017 146753 1.333.33 134.20 199,865.30
8 4 2/2017 1.467.53] 1,332.44 135,09 1939,730.71
g 3 3/2017 1.467.53] 133154 135.99 199,594.72
10 4 4/2017 146753 L,330.63 136,90 199,457.83
11 5  5/2017 1467.53] L3272  137.81 199.,320.01
12 4] 6/2017 1.467.53] 1,338.B0 138.73 199.151.29

Figure 8.10

If you did it correctly, the first few rows will look like the above schedule. Scroll down to the last cell in
Column F (Cell F366) and you will see the balance of the loan is exactly zero. Now you can play around
with the interest rate, number of periods and loan amount (present value) numbers. If you change the
interest rate to 10%, the new payment will automatically calculate at $1,755.14. Change the number of
periods to 20 and the payment changes to $1,930.04. The amortization schedule also changes with every
change in the input.

30. Save the myAmort.xlsx file, but don’t close it yet.

Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 8, Section 1 of 4 option in
your Main Menu, and complete the Review Questions.

Scenario Manager

As I have said previously, it is my opinion that Excel is the best “What-if” analysis tool on the market
today. One of the features to help users manage various analyses is called Scenario Manager. Within
Scenario Manager, Excel allows you to create various scenarios or alternative values for cells in the
spreadsheet. You can add, edit, delete, and summarize these scenarios. In this next exercise, you will
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build on the skills you learned using the PMT() function to analyze various interest rates, number of
periods, and loan amounts of a prospective loan.

For this exercise, let’s use the home loan example. Let’s say you live in an area where home prices average
around $300,000 for the type of home you want to purchase. You have about $75,000 in cash for the
down payment on the home, but you don’t know if you want to spend all of that money on the down
payment. Alternatively, you could put part of that money into a money market fund, or just have it in a
savings fund for emergencies. With more money paid down on the loan, however, you could get a lower
annual interest rate on the home loan. Therefore, you want to build an analysis that shows the monthly
payment, total money paid into the loan, and the total interest paid under different scenarios.

1. Open up a new Blank workbook.
2. Save As myScenario.xlsx in the C:\Excel CEO\Excel 2016\Chapter8 folder.
3. Create the analysis as shown in the following figure:

a H C [ E F i H | |

1 My Home Analysis
d
3 | Sale Prices ol Hiome 300, M0
4 |Down Payment fad S, 000
3 |Loan Amount 2225, 000
f Anmual Inteerest Bade A.25%
7 |Mumber of Months 50
i
9 |Mu~1u:|y Paymment E o1, 3H5.36 .l
10 | Tatal Payments 24598, 711
11 | Total Interest 5273, 131
12 | Total Paid 5573,731

Figure 8.11

4. The formulas for Cells B5, B9, B10, and B11 are as follows:

Cell B5: =B3-B4

Cell B9: =PMT(B6/12,B7,-B5)
Cell B10: =B9*B7

Cell B11: =B10-B5

Cell B12: =B10+B4

5. Format the dollar cells to zero decimal places (except for the Monthly Payment cell), and
format all other cells as shown.

6. Name the following cells with the indicated ranges: B4: down_payment; B6: annual_interest_
rate; B7: number_of _months; B9: monthly_payment; B10: total_payments; B11: total
interest; B12: total_paid
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This is the first, or base, scenario. It assumes you will purchase a home for $300,000 and pay $75,000
down. As such, you can get a 30 year (360 month) loan at a 6.25% APR. The monthly payment calculates
to be $1,385.36. The Total Payments to be made over the life of the loan is $498,731 (not counting the
down payment), and the total interest paid over the life of the loan is $273,731. The questions you want
answered are: 1) what would the monthly payment, total payments, and total interest figures be if you
were to pay only $50,000 down and have a higher interest rate; 2) what would the same amounts be if
you were to pay a higher down payment of $100,000 and get a lower interest rate, and 3) what would the
numbers be if you were to get a 20 year loan which would qualify you for a slightly lower interest rate? All
of these assumptions can be managed by Scenario Manager. Let’s start off by creating the base scenario
in Scenario Manager that analyzes the purchase and loan if we paid $75,000 down over 360 months (30
years) at an interest rate of 6.25%.

7. On the spreadsheet, select Cells B4, B6, and B7. i .?

8. Click on the Data tab, then click on the What-If Analysis “"***“" button in the Forecast group,
and choose Scenario Manager Zcenzrio Manager.

I I Fal
A B c i) E F G H I ]

1 My Home Analysis

5 beenano Manager ? X,
3 Sale Price of Home £300,000 Scenarios:

i | Down Payment £75.000
& Loan Amcunt 5225000

B (annual Interast Rate 6255

7 |Wumber af Manths | -'iFﬂ'l_

a Ma Scenasios defined. Choose Add to add soenarios

§ Monthly Payment £1,385.36 Merge...
10 Total Payments +198,731
11 Total Interest 5273131
12 Total Paid LLF3, Tl

11 Chanmging oells

14 Commend:
153

G

17

16 Close
L]

Figure 8.12

The Scenario Manager dialog box appears.

9. Click the Add... button.
10. In the Scenario name box, type Base Scenario.
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- B C B E F | T} H | I
1 My Home Analysis
2
add § i 7 ke
3 |Sale Price of Home 300,000 e
4 ||:|'-I:I'|.'|'I'I Payment 575, D00 Seenanio pame:
g | Loan Amount Sl i Lhas e SoEndng
6 |Annual Interest Rate G.25% Changing gelis:
{ |Number of Months | E B4 B6.ET el
] Chaf=click calls to seledt non-adiscent changing cals.
g Monthly Payment | 51,385.36 Comment;
10 Tatal Payments e Crested by James Cline on 17192016
1 | Tetal Interest LEFd,
12 .Tl'_'lI!-Eli Faid %573,731
1a | Pratecian
14] =] prevent changes
13 | [ ] Hige
& |
coc
18
Figure 8.13
10. Click OK.
The Scenario Values dialog box appears.
| A i c | o | = ' F ] ® |'®w [ 0 ] 4
1 My Home Analysis
2
3 |5ale Price of Home 300,000
4 |I:!c-'-'.'r1 Payment 75,000
§ |Loan Amount £225,000
f |annual interest Rate ﬁ,tﬁ.ﬁ-_ z al ] "
7 [Wumber of Months | 60 PRI A
g | Enter values for each of the changing celis.
4 |Monthly Payment £1,385 34 1: down_payment 75000

1ﬂ_T|::|I!.|| Panpimisnts £498 731 & annual_intersst rate | 00625
11 | Total Interest 5273, 721 I mumbBer_al_manths | 3B0
12 | Total Paid 3373, 731
14

Figure 8.14

11. Click OK in the Scenario Values dialog box to accept the current assumptions.
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A L]

1 My Home Analysis
2

3  sale Price of Home 300,000
4 |rm'.'.'n Payment &75, 000
% |Loan Amaunt L225,000
fi |Annual Internst Rate h.25%

T |Mumber of Months
2

9 |Monthly Payment 51,385.36
10 | Total Paymenls 458,731
11 | Total Interest 573,731
12 | Tolal Paid $573,731

13
4
LE)
L
1r
8
9
z,n.

o

Scenano Banage

SEENANOE

Base Scenario B ada..

Deiete

Edit...

HMerge...

SLMmATY.

Changing cells -|.1|.mlr| papmeend, anmesl !;—'Iﬂﬂt rale rumbeer qu. rnuni:lr-!._

Comment Created By Mmes Cline an 1713206

[ show ]

close

Figure 8.15

The Scenario Manager now has one scenario listed, the Base Scenario. To add more scenarios, just click
Add... and follow the same procedure while changing the assumptions in the Scenario Values box for

each scenario.

12. Click Add... in the Scenario Manager box to add another scenario.
13. Call the next scenario Low down, high interest rate, and click OK.
14. Change the values in the Scenario Values dialog box to be consistent with the following

values, then click OK.

4 Il}l:n'.*.rn Payment 575,000
5 |Loan Amaount S5, 000
& |Annual Interest Rate 6. 25%
7 [Numberof Months | 360
u '

9 |Monthly Payment 51,385.36
10 | Tatal Payments 48R T3l
11 Total interast 273,731
12 |Total Paid 5573,731
1=

14

Figure 8.16

Foenans Values [

Erter walues for sach of the changang oeils.

I dewn_paymenk SO0
& annual interest rate 007

3 number_gl_months | 380

b
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15. Create another scenario called High down, low interest rate with $100,000 down at a 5.5%
interest rate over 360 months.

16. Create the last scenario with $75,000 down at 6.00% interest rate over 20 years (240 months).
Call it Average down, low terms.

B7 - I 360
A ; C 0 E F L H | l
1 My Home Analysis
2 Scenano Manager 7 x,
3 Sale Price of Home 300,000 Syenanios:
1 |oown Payment 975,000 Base Scenario | T aga_
5 Loan Amount Sz25.000] i dewi ik e ot
G lannual Interest Rate 6.25% Delebt
i |Mumber of Months | EELI Cdit...
)
9 | monthhy Payment L1.385.36 Beige...
10 | Tetal Payments - L |
11 |Total interest 4273731 RO
12 Total Paid 4573,731 _ S S
13 Changing cellt .ﬂl:h:ul_n._.pﬂ:fml'.I1l_..!l1l1l.h'||._ll'l1‘|:r|'ﬂ._rﬂ1‘_rlI'!!Jrl:l.l.:!l'r._ﬂl_!'l'!l:.i!'l?‘.h:i.
14 | Camment CIl.'ﬂi.I!;I b;l']ﬂll:lﬂ.h -;".'lm:. @n 1-'.1.E-|."EE-1.E .
15 |
1-F.|_
LI
L} Close
]
S0

Figure 8.17

The Scenario Manager should match the figure above. To display the assumptions in each scenario in the
Excel spreadsheet, simply click the Show button.

17. Click on the Low down, high interest rate scenario, and click the Show button.
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i

1 My Home Analysis

3 Salbe Price ol Homae L300, 000
4 Iann Payment 550,000
5 Loan &maund 250,000
& |Annual Interest Rate 7.00%
T |Number ol Montbe I—:!ET!
. |
5 |Monthly Payment 51,663,246
i0 Total Payments 5598, 711
11 Total Interest 5348,771
12 |Tetal Pald S 648, 772
13

14

Scenanu Manage ) M
Lrenanine
| Base Sremarnio Adkd,.,
1o rlarwem, P ievberest rafe
| Migh doeem, low interest rate
| Izt
| Awevage dowen, Bove Eerms Delete
Edit_.
Iderge...
Summary...

Changing cells: | down paymentannes] interest rafe number of months!
Comment: Created by lames Cline en 1/15/2016

Figure 8.18

Make sure cases are consistent. The My Home Analysis cells are now updated according to the figures
you input. You see that the down payment changed to $50,000 and the Annual Interest Rate changed to
7.00%. The Monthly payment went up to $1,663.26 and all of the other numbers in the analysis changed
according to the changes.

18. Click on the Average down, low terms scenario, and click the Show button.

A B D E F 3 H | ]
1 My Home Analysis
2 | Soenanio Manager ? =
3 sale Price of Home 5300,000 Sgenario:
4 If'mwn Pagrment £75,000 Fase Scenano A,
& | Loan Amount 4375 000 Lo dosmeny, llluh_uﬂerenral.z
High do law inleresl rale Delete
6 |Annual Interest Rate | 6.00% SEAGE BOWTL [oW LErms
7 |Mumber of Months | 240} [
H -
5 Monthly Payment 51,611.97 MAErge...
10 Tatal Payments L3663 :
11 | Tatal Interest £161,873 i
12 |Total Paid Sd61.873 1
13 Changlng cells |dn:hu.n,purlnrn!.annu-.|l irterest rate number of monkhs
14 | Comment: [ Created by James Cline cn 171972016
1a
14
i
1l T
%]
Figure 8.19
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The My Home Analysis changes according to the assumptions in the Average down, lower terms scenario.
But what if you wanted to see all scenarios next to each other? You can do that too.

19. Change the current scenario back to the Base Scenario, and click the Summary... button.
20. Select Cells B9 to B12.

21. Make sure the Scenario summary radio button is checked, and that the Result cells: reads
=$B$9:$B$12 and click OK.

B4 . I Total Paid
A, B 8 ' E _ F 3 H I _ I

1 My Home Analysis
i

3 sale Price of Home L300, 00
4 | Dowm Payment TR ]

5 Loan Amount 425,000
b Annual Interest Rate b.25% Scensria Summary 7 W
7  Numbper of Monthe EE |

g Repol lype

FTETTET Li,.' SCENArig Smmanry
4§ Monthly Pament §50,38536 4
10 Total Payments I A9E. 731 f I.'::' Scenario PrealTakle reporl
I i

11 Total Interest l Smm ! Bt el
12| 15tal Paid 1 5573,731 = $B55:38512 2]
13
= Cane

-
15

Figure 8.20

Excel creates another tab with the Scenario Summary on it.

| Seenario Surmmany

son_payment §75,000 §75,000 $50.000 $100,000 §75,000
annusl_interedt_sate 6.25% 6,154 7.00% 5.50% 600
manthly_peymaent 5138535 51.335.14% L) DE 5113558 5161157
totsl_paymants LAGR, 131 SR, T3 SouE 7Y CA08 308 LG TS
TR _i e 2173, 731 SETA, TN JMLE T S106.308 5161573
w 'S 57 E_JEII: * h] i._'!']-'. 5. H..I:_i']'] 5.. SO H!II-H 5 : 44 I.__EH

Moteh: Current Valkees codusts repiesenis valses ol chinging cclls at

fame Soenarg Someary Bepor was creaied  Chaeging celds foreach

il Are Mg haghied i gy

Figure 8.21

22. Delete Column D (Current Values) in the Scenario Summary tab.
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iz | |
manthly_payment 3, ba% 98 | £0,080 26 ARELET L0601 97

total_jpaymaenss SARE, T11 : ApE T 5408 BOR 1B LN ]
toiad_stareqt sArA TN | S48 T2 S04 BOE SR EM
1 Cia_geaid 5 '.|J'3J£! 5 GAETIZ & S EIR 5 AGLETY
i Mot Durren® Waloe £ebumn regeimienls vl M‘L*u}l'l'q' el il
B3 Eame o eracis Summary Kepor] aais croaied, gy coly (o rach
nrprar iz are Bighlighied in ray

Figure 8.22

Now you have a scenario summary anyone can be proud of. Scenario Manager is more of an advanced
tool that most Excel users don’t know how to use, but it can be very useful for experienced users.

23. Save and close the myScenario.xlsx file.

The PV () Function

The Present Value function, or PV() function, returns the present value of an investment. The present
value is the total amount that a series of future payments is worth in today’s dollars, discounted back
at a certain discount rate. This function has three required arguments and two optional arguments.
The three required arguments are rate (interest rate or discount rate), number of periods, and payment.
The optional arguments are future value (or a cash balance you want to attain after the last payment is
made) and type, which indicates when the payments are due. A type of 0 represents payments at the end
of the period and a type of 1 represents payments made at the beginning of the period. If the optional
arguments are omitted, 0 is assumed for both. Note that the PV() function requires the payment to be in
equal amounts, like an annuity.

Let’s assume you took the advice of the fortune cookie you had at lunch today and chose the numbers 4,
7,10, 20, 21, and 26 in the state lottery and you won $20,000,000! I assume if that happened, you wouldn’t
be taking this course. That aside, the state says you can take your winnings in 20 annual payments of
$1,000,000 per year for the next 20 years, or you can take a one-time lump sum payment of $10,000,000.
The lump sum payment represents the present value of the 20 annual $1,000,000 payments. Is that a good
deal or not? Which one would you take? The answer lies in the discount rate. Let’s suppose that you
read in the paper that investors were paying an 8% discount rate on lottery winnings. All you have to
do is calculate the lump sum payment (or the present value) at an 8% rate and compare that with the
$10,000,000 the state is offering, and you choose the larger of the two. Let’s do it.

1. Click on the New Sheet icon of the myAmort.xlsx file.
2. Rename Sheet2 as PV.

3. Input the following values in the indicated cells, and resize Column A.
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it g | = ] E F 5] H |
1 | Discount Rate B
2 |Ma. Periods 20
3 Payment 1,000, DO
4 Iﬂreaulll'u'dlur:'| |
5

Figure 8.23

4. In Cell B4, type this formula: =PV(B1,B2,B3,0,1)
5. Format Cell B4 as Number, zero decimal places, Use 1000 Separator (;).

6. Resize Column B, if necessary.

Cell B3 needs to be a negative number as if we were making payments so the present value will calculate
as a positive number. I included the optional arguments of 0 as the future value (as the state will not make
any payments after the last payment) and a 1 for the type, assuming you will receive the first $1,000,000
payment immediately. The answer is $10,603,599, as follows:

A B ks D E F 3 H |
1 Discount Rate 8% ' ' ' '
? | No. Periods 20
2 |Paymenl -1 000, DD
4 |Present Value | 10,603,599 _|
-]

Figure 8.24

This means the investor would make you a lump sum payment of $10,603,599, which is higher than the
$10,000,000 the state offered you. Since your name is splattered all over the front page after your win, you
get a letter in the mail from another investor offering you a 10% discount rate. That sounds better, doesn’t
it? Just to make sure, let’s change our discount rate assumption.

7. Change the Discount Rate to 10%.

A R i b E F L& H |
1 |Discount Rale mﬂ-.a_ -
7 |Mo. Perinds 0
3 |Payment S
4 Present Value 9,364,920
: |
Figure 8.25
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Uh-oh! Did we do something wrong? The value went down to $9,364,920. That is correct! The higher the
discount rate is, the lower the present value will be. Different investors have different investment criteria,
and a higher discount rate indicates the investor’s perception of the risk associated with the investment.
The higher the risk, the more the investor needs to make on the investment, thus the lower present value,
or the lower the amount the investor is willing to pay for the investment. Another way to look at this is
that the Discount Rate represents the amount the seller is discounting the sale for the buyer.

The FV() Function

The Future Value, or FV() function, is similar to the PV() function except it calculates the future value
of an investment based on periodic, constant payments and a constant rate of interest. It has the same
arguments as the PV() function, except it allows you to input a present value in place of the future value
in the optional arguments. All other assumptions are the same.

Let’s do an example of a Future Value calculation. We will assume that you will receive the $1,000,000
every month from the state and put it into an investment earning an average of 7.5% per year over the
next 20 years. What would the value of that investment be in 20 years, compounding the 7.5% earned?

1. Copy the =~ BV | tab, and rename the new tab FV (press [Ctrl] and click on the PV tab and
drag it to the right and release).

2. Change Cell Al inthe @ FV  tab to be: Interest Rate

3. Lower the Interest Rate in Cell B1 to 7.5%

3. Add one decimal place to Cell B1.

4. Change Cell A4 to be: Future Value

5. Change the formula in Cell B4 to the following: =FV(B1,B2,B3)

Holy Cow! Could that be correct? Yes, it is. Many people don't realize the power of compounded interest
until they experiment with formulas like this one. In this example, I didn’t use the optional arguments as
they don’t apply.

R4 ¥ i ~-F\[R1,RZ B3}
A ] 7 L E F € H |
1 Interest Rate 7.5%
2 |Mo. Periods 20
3 Paymenl -1, 000,000
4 |Future Value |43,304,681
-]

Figure 8.26

6. Save and close the myAmort.xlsx file.
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Review Questions: It is now time to complete the hands-on Review Questions.
Log on to www.Excel CEO.com with your Email address and Password, click
on the Excel 2016 Review Questions, Chapter 8, Section 2 of 4 option in
your Main Menu, and complete the Review Questions.

Proforma Income Statement

When analyzing the value of a property or business, many investors or analysts look at a business’ ten-
year income statement. In this next exercise, we will build a proforma (or projected) ten-year income
statement for one of Nitey-Nite’s stores to estimate the value of the business. First we will populate the
proforma income statement with all of the appropriate numbers and then apply functions and formulas
to analyze the store’s anticipated performance.

1. Open the file located at C:\Excel CEO\Excel 2016\Chapter8\Proforma.xlsx.
2. Save As C:\Excel CEO\Excel 2016\Chapter8\myProforma.xlsx.

This file is the shell of a ten-year proforma operating statement for Store No. 1021. The accountants have
delivered this statement to you so you can estimate the value of the business. It contains the amount of
the initial investment (-$203,649, shown as a negative number), the actual revenue and expense numbers
for the year 2016, and columns for ten more years of income statement data. In actuality, it is an 11-year
statement, as we’ll be using the 11th year Net Income number later.

2 1] C (1] I F L] 2] I ] K L an
—

1 Nitey-Nite Mattresses
1 Frojecied Net ncowme Stolement
'] Far the Years 016 - 026

[ Srore Mo, 1021

naEimant e ELT SIHHL 0ig ki=ki] 2031 ekl 1523 104 okl hisH]
3 mewerms
B (Abgireseq E143 905

13 | Mo 7 %4

11 | Tomak Migrihinnadidg 150,354

12 |Sarvices 5500

13 | Discounts 3213
Figure 8.27

There are numerous ways to estimate the value of a business, investment, or income-producing property.
Two of the more popular ways are the Direct Capitalization method and the Discounted Cash Flow (DCF)
method. The Direct Capitalization method is by far the easiest. Using the Direct Capitalization method,
you divide the Net Income from the investment by a capitalization rate. In our example, let’s suppose
the capitalization rate is 8%. The value of the business using this method is estimated by dividing the
net income of $57,032 by 8%, resulting in a value of $712,900, rounded to $713,000. While this is an easy
way to estimate the value of a business, it is sometimes inaccurate, particularly when the net income for
the year isn’t representative of a typical year. An example of an atypical year is if the store was hit by a
tornado and was closed for a couple of months, or if it was a new store and operated for only part of the
year.
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The DCF method is more complex. This method is performed by discounting each year’s net income back
to a present value. If this is not making a lot of sense to you yet, just stay with me for a while longer. It will
make much more sense when we complete the proforma and you can look back to see what you’ve done.

In applying the DCF method, the most common practice is to estimate the Net Income for eleven years,
apply the Direct Capitalization method to the 11th year Net Income and discount each year’s net income
PLUS the capitalized value of the investment in the 11th year (per the Direct Capitalization method) back
to a present value. Capitalizing the 11th year Net Income assumes we sell the business at the end of the
11th year. We do this as we can assume the investment is operating at a stabilized rate after 11 years
of operations. We don’t really plan on selling it at the end of the 11th year, but it is done as a valuation
technique. We will apply this methodology in our analysis.

Let’s suppose that this store is a relatively new store, and that it opened on January 1, 2016. From our
experience in opening similar stores, we believe that revenue should increase by 20% in 2017, 10% in 2018
and should increase at approximately the rate of inflation thereafter. Let’s also assume that fixed expenses
should increase at the rate of inflation. Variable expenses are expected to be the same percentage of
revenue as they were in 2016, and we will use a 3% general inflation rate. With that said, let’s modity the
spreadsheet to include the above assumptions.

3. In Cells A35 through B39, input the following data:

Revenue Inflation Year 1 20%

Revenue Inflation Year 2 10%

General Inflation 3%

11th Year Capitalization Rate 10%

Discount Rate 7%
.| J".l'.:'!l_l-c"l" red Nel fncame STalamant
| Far the Years 2016 - 2026
8 Store Mo, 1021
-}
T fregitmgn Pkl rirkhs L itk | Fa1hix FitFa Py Fi=r] Firrl ] LU S LOds
&3 Greia Mt pin 1518

T5  Niued Faperie

2 | Silety Enpeviar

17,800
af Genery] Admin Lapenges 2
20 Byl B A s padiE ik o i)
IF limed Lapermey Tolal LrE -
31 POFAL EXPENSES 0
1) T O Labidd 452002
4
4 | Eepprvo imfphioa Year 1 oA
23 e i CR LRSS WA 107
AT | Gereral eflaton 1
35 | LUtk Fear Cenanlipatin Bane 108
|:" BT R | .'I.I

i

Figure 8.28

4. Name the following cells with the following names:
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Cell Cell Name

C18 com_pct
C20  sell_pct
B35 rev_infl 1
B36 rev_infl 2
B37 infl

B38 cap_rate
B39 disc_rate

5. Copy all cells in Column C that contain formulas (not hard-coded numbers) to Column D.
6. In Cell D9, type the following formula: =C9*(1+rev_infl_1)

L] o = i f 1
& i & £ i i & M i J [ | il
1 MNitey-Nite Mattresses
3 Frofected Nel income Slatement
d Far the Years 2016 - 2026
L Srove Mo, 1021
&
7 b 1] ikl 2 JOLE 201% ryard Y a1 aldd addd adad 202 el Rl
3 Eewerms .
8 |watresses [ sraaeos] rceerm inn_uy
L QIS £ 3489
11 Tomad Merihisdide 18] ria o
13 | srviges Rk
13 | B cunts 3033
14 TOTAL REVENLE 155728 a
18 | Warksblc fxprrser
17 |Cosh ol Msrehansive LE RS
| %o Rewrey J5dn " apnopd
1§ giling Enprdsh b
R T ——. 1248 7 oo
1 warkkle fopenoes Totsl ';:l.lm' ol
21  Groas Margin ol 818 DA
25 dimed Lapreacs
0 | 5eley Capense 17.&01
2T General Admin Esperces 11643
11Yr Ing Stemt L]
Figure 8.29

This formula takes the dollar amount in Cell C9 and increases it by the rate of revenue inflation for year
1, or 20%. We will apply this formula to all Revenue accounts in 2017.

7. Copy the formula in Cell D9 down to Cells D10, D12, and D13, and apply the appropriate
formatting.
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& n = [ i I [ H i 1 K L ]
1 Mitey-Nite Mattresses
3 Prapecied Mel Income Staterment
a For the Yeors 2016 - 2026
& Store No. 1021
a
T rrveilmaint ekl FLl SHLE walad ARl alldd i FL=rE] alldd s PR
0 Reveras
@ [ttty diing S0 504 1T ERE
i | e F= i S8k19
11 Totad Merchandise 155.354" 181505
13 e 8500 7 A%
13| Disrmune B0a8 | K5 D
14 | TOTAL BAVIRLA 152,731 IR 3GR

19 Varable [openeed

1T | Caar o nlasid hgpnd ia 14 B9

18| %4 Aoarsor LT i
19 | Sriling [upanges 10554
29| W af Rrarsur J&d% i
£1 Warksble Expeeriees Tols 57,805 o
1 Grams War gin B18 185,168
I Fled [apraass
28 | daliry Enperias 17 a5
LT | EErEral Admin LacEnnes. il B4l
11¥r Inc_Stent *
Figure 8.30

Now we have estimated the revenue for 2017. Let’s go on to the expenses.
8. In Cell D17, write the following formula: =D14*com_pct

As you type the named ranges (like com_pct), notice how the intelli-sense menu appears that shows the
name of the range or a function that has the same first letters. For example, when you type =D14*com,
you will see a menu with four items on it (com_pct, the cell that we named, and three functions,
COMBIN, COMBINA, and COMPLEX). Excel keeps track of functions and named ranges there.

9. Press the [Tab] key when com_pct is selected then click Enter to input that name into your
formula.

This formula takes the total estimated revenue for 2017 and calculates the cost of merchandise on that
revenue, using the same cost of merchandise percentage as calculated in 2016. We need to do the same for
the Selling Expense line, except we need to use the Selling Expense % of Revenue number.

10. In Cell D19, type the following formula: =D14*sell_pct
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015 ol ' 4% zell 