CHAPTER 1

Working with
Ranges

In Excel, a range is a collection of two or more cells that you work
with as a group rather than separately. This enables‘'you to fill the
range with values, move or copy the range, sort the range data, and
insert and delete ranges. You learn these and other range techniques
in this chapter.
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Select a Range

o work with a range in Excel, you must first select the cells that you want to include in the range.
After you select the range, you can fill it with data, move it to another part of the worksheet,
format the cells, and perform the other range-related tasks that you learn about in this chapter.

You can select a range as a rectangular group of cells, as a collection of individual cells, or as an
entire row or column.

Select a Range

Select a Rectangular Range = B C D F G H
Position the mouse (Z3) over 2| @it Year  Director
the first cell you want to 3 fAllen 1979 Ridley Scott
) A 4 | An Angel from Texas 1940  Ray Enright
include in the range. 5 | Big 1988 Penny Marshall
. 6 |The Big Sleep 1946  Howard Hawks
o Click and drag the g over the 7] Blade R Ridley Scott
cells that you want to include 8 | A Christmas Carol ‘Brian Hurst A
in th 9 Christi In July
in the range. 1) A Clockwork Orange
il Die Hard
() Excel selects the cells. = TR
13 An Old Spanish Custom
© Release the mouse button. ] e
15 Perfectly Normal
16| The Shining
17 The Terminat o
18
19
20
Select a Range of Individual " B ¢ D F G H
Cells 2 Title Year Director
o Click in the first cell that you 3 flen | 1979 Ridley Scott
. . 4 An Angel from Texas 1940 Ray Enright
want to include in the range. p Big 1988 Penny Marshall
. . 6 The Big Sleep 1946 Howard Hawks
© Hold down D and click in each |7 | @)mlolade Runner lissz ey scor
of the other cells that you want 8 A Christmas Carol 1951  Brian Hurst
. . 9 Christmas In July 1940  Preston Sturges
to include in the range. 10 A Clockwork Orange 1971  Stanley Kubrick
Each time you click in a cell ] o i) 0991 dohn MeTleman
0 y ' 12 Old Ironsides 1926 James Cruze
Excel adds it to the range. 13 An OId Spanish Custom 1936 Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
o Release . 15 Perfectly Normal 1990  Yves Simoneau
16 The Shining 1980  Stanley Kubrick
1?—| &MQM James Cameron
18
19
20




Select an Entire Row
o Position the mouse (§) over the

0}2{ Title Year Director | |
header of the row you want to 3 Alien 1979 Ridley Scott
4 An Angel from Texas 1940 Ray Enright
SeleCt (:] Changes to *)' 5 Big 1988  Penny Marshall
. 6 The Big Sleep 1946  Howard Hawks
o Cth the row header' 7 Blade Runner 1982  Ridley Scott
. 3 A Christmas Carol 1951  Brian Hurst
X 1 W. 9 Christmas In July 1940  Preston Sturges
 Excel selects the entire ro .
10 A Clockwork Orange 1971  Stanley Kubrick
To select multiple rows, click and n Die Hard 1991 John McTierman
12 Old Ironsides 1936  James Cruze
drag across the row headers or 13 An Old Spanish Custom 1936  Adrian Brunel
hold down m and Cljck each 14 A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990  Ywves Simoneau
row header. 16 The Shining 1980  Stanley Kubrick
17 The Terminator 1984  James Cameron
18
19
20
Select an Entire Column ,-J& 1E € G E € _H
.y 2 Title Year Director
Position the mouse (g) over the = e 1575 Ridiey scot
header of the column you want 4 #n Angel from Texas 1540 Ray Enright
5 | Big | 1588  Penny Marshall
to select (G changes to §). | [The Big Steep | 1946 Howard Hawks
7] Blade Runner | 1582  Ridley Scott
o Click the column header. : i s B
. 10 A Clockwork Orange 1971  Stanley Kubrick
() Excel selects the entire column. 1] Die Hard 1991 John MecTieman
12} Old | i 1926 James Cruze
To select multiple columns, click 3 /An Old Spanish Custom || 1936 Adrian Brunel
14 A Perfect World | 1993 Clint Eastwood
and drag across the column 15 Perfactly Normal 1990 Yves Simoneau
16 The Shining 1980  Stanley Kubrick
headers, or hold down and o et 1980 lames camern
click each column header. 18] !‘
20
Fil
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select a range?

Are there keyboard techniques I can use to

worksheet?

Is there an easy way to select every cell in the

Yes. To select a rectangular range, navigate to the
first cell that you want to include in the range,
hold down (177, and then press [ or ([ to extend
the selection. To select an entire row, navigate to

any cell in the row and press [E)+EEEE00.
To select an entire column, navigate to any cell in

the column and then press (&) +ET 000,

Yes. There are two methods you can use. Either press
(E70+(0, or click the Select All button () in the

upper-left
corner of the = . 2
worksheet (€9). 2 Title

3 Alien

4 An Angel from Texas




Fill a Range with the Same Data

f you need to fill a range with the same data, you can save time by getting Excel to fill the range
for you. The AutoFill feature makes it easy to fill a vertical or horizontal range with the same
value, but you can also fill any selected range. This method is much faster than manually entering

the same data in each cell.

See the previous section, “Select a Range,” to learn how to select a range of cells.

Fill a Range with the Same Data

Fill a Vertical or Horizontal
Range

€@ In the first cell of the range you
want to work with, enter the data
you want to fill.

o Position the mouse (§) over the
bottom-right corner of the cell

(6 changes to ==).

€@ Click and drag 4 down to fill a
vertical range or across to fill
a horizontal range.

o Release the mouse button.

() Excel fills the range with the
initial cell value.

1 |Category Name Product Name

A

C

. Quantity Per Unit

'lmase

Beverages 10 boxes x 20 bags
3 Cha 24 -12 oz bottles
4 Chartreuse verte 750 cc per bottle
5 Céte de Blaye 12 - 75 cl bottles
3 Ipoh Coffee 16- 500 g tins
7 Lakkalik&ori 500 ml
8 Laughing Lumberjack Lager 24 - 12 oz bottles
El Outback Lager 24 - 355 ml bottles
10 Rhonbrau Klosterbier 24 -0.51 bottles
11 Sasquatch Ale 24 - 12 oz bottles
12 Steeleye Stout 24-12 oz bottles
13 niseed Syrup 12 - 550 ml bottles
14 (Beverages ton's Cajun Seasoning 48 -6 oz jars
15 Genen Shouyu 24 - 250 ml bottles

A B C

1 |Category Name Product Name Quantity Per Unit  Image
2 |Beverages Chai 10 boxes x 20 bags
3 |Beverages Chang 24 -12 oz bottles
4 |Beverages Chartreuse verte 750 cc per bottle
5 |Beverages Céte de Blaye 12 - 75 cl bottles
6 |Beverages Ipoh Coffee 16 - 500 g tins
7 |Beverages Lakkalikbori 500 ml
5 |Beverages Laughing Lumberjack Lager 24 - 12 oz bottles
9 |Beverages Qutback Lager 24 - 355 ml bottles
10 | Beverages Rhénbriu Klosterbier 24-0.5 | bottles
11 |Beverages Sasquatch Ale 24 - 12 oz bottles
12 |Beverages Steeleye Stout 24 -12 oz bottles

Aniseed Syrup

= lef Anton's Cajun Seasoning
Genen Shouyu

12 - 550 ml bottles
48 - 6 oz jars
24 - 250 ml hottles
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Fill a Selected Range S R ] ol e S Y e e e e o s e e LS
€@ select the range you want to fill. | IeSt D2
3
e Type the text, number, or other 4
data. >
]
© Press G+ ET. -
il
10
11
12
13
14
15
16
17
18
19
© Excel fills the range with the LS T Y e RV P e e ISR  «
value you typed. 1 Test Data:
2 0.75
2
4
5
]
7
8
9
10
1"
12
13
14
13
16
17 i
18 E
19

TIP

How do I fill a vertical or horizontal range without also copying the formatting of the original cell?
Follow these steps:

o Perform steps 1 to 4 to fill the data. Aniseed Syrup
) Excel displays the AutoFill Options smart tag (BR). n's Cajun Seas
@ Click the AutoFill Options . “opyeel
Fill Formatting Cnly
@ Click Fill Without Formatting.

Fill Without Formatting D?J@
Flash Fil

cd

o

Excel removes the original cell’s formatting from
the copied cells. R o m

O




Fill a Range with a Series of Values

f you need to fill a range with a series of values, you can save time by using the AutoFill feature

to create the series for you. AutoFill can fill a series of numeric values such as 5, 10, 15, 20, and
so on; a series of date values such as January 1, 2016, January 2, 2016, and so on; or a series of
alphanumeric values such as Chapter 1, Chapter 2, Chapter 3, and so on.

You can also create your own series with a custom step value, which determines the numeric
difference between each item in the series.

Fill a Range with a Series of Values

AutoFill a Series of Numeric,
Date, or Alphanumeric Values

o Click in the first cell and type the
first value in the series.

Click in an adjacent cell and type
the second value in the series.

o Select the two cells.

o Position the mouse (g) over the
bottom-right corner of the
second cell (g changes to ==).

© Click and drag 4 down to fill a
vertical range or across to fill a
horizontal range.

@ As you drag through each cell,
Excel displays the series value
that it will add to the cell.

e Release the mouse button.

@ Excel fills the range with a series
that continues the pattern of the
initial two cell values.

A

Interest Rates:

0.50%

1.00%

1.50%

2.00%

2.50%

3.00%

3.50%

4.00%

4.50%

5.00%

5.50%

6.00%,

¢
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Fill a CUStom Series E .I-)ID'VEC) . AGELAYOUT  FORMULAS  DATA RE\‘IEW“Mk\I"I;\;"‘ FOWER QUERY Tell me what you want to do... :‘U M:Ffﬁ
Of ValueS —= I Y I s ==EHe & [oae - Efﬂndhiwhrmtﬁngv g-un,m - mv %Y i
o I -B TS P P i —— I Famnat as Table = E\Nm - = P
Click in the first cell and type | =« " '@ =0 7ras === os m g wd asme: Brome [ 2o
the first value in the series. 7 & | s/arams 4 @ w
E F [ “ 1 1 K e L -
Select the range you wantto |~ & s k.
fill, including the initial value. —|+[ v i 2] ot
€@ Click the Home tab. :
O cClick Fill (7). i ‘ﬁ
© Click Series. =Sy
The Series dialog box appears. SS';Z:s Tg:inear Dcn)t;:w
Ocouge  Osown  @lisidal)
@ 1n the Type group, select the @pste  Oonin
type of series you want to fill Oautopn | | Orewr
("3 changes to (@)). Llrend
D @ Stepvalue: |1 <agfefstopvalve: |
o If you selected Date in | ok ][ cnee |
step 6, select an option
in the Date unit group A | B
1
(D changes to ®) 2 |Schedule for 2016
@ 1In the Step value text box, 3| Monday, January 4, 201|
4 Tuesday, January 5, 2015'
type the value you want to use. 5 | Wednesday, sanuary 5, 2016
. 6 Thursday, January 7, 2016'
© Click OK. 7| ey senuays, o] )
@ Excel fills the range with the - :‘ “T’”j::::ﬁﬁ ﬁi
series you created. 10 | Wednesday, January 13, 2016

Can I create my own AutoFill series? o Scroll down to the General section and then
Yes. You can create a custom list, which is a series click Edit Custom Lists.

of text values. When you add the first value in your
custom list, you can then use AutoFill to fill a

The Custom Lists dialog box appears.

range with the rest of the series. Follow these e Click NEW LIST.
steps: In the List entries box, type each item in your
0 Click the File tab. list, and press (F10) after each item.
© Click Options. @ Click Add.

The Excel Options dialog box appears. e Click OK to return to the Excel Options dialog box.
© Click Advanced. @ click OK.




Flash Fill a Range

ou can save time and effort by using the Flash Fill feature in Excel to automatically fill a range of
data based on a sample pattern that you provide.

Although there are many ways to use Flash Fill, the two most common are flash filling a range with
extracted data and flash filling a range with formatted data. For example, if you have a column of
full names, you might want to create a new column that includes just the first names extracted from
the original column. Similarly, if you have a column of phone numbers in the form 1234567890, you
might want a new column that formats the numbers as (123) 456-7890.

Flash Fill a Range

Flash Fill a Range with & B B < 5 :
2

+Full Name First Na mem Position Phone
Extracted Data Maria Anders &M 3175551262

aria Sales Representative

. . 3 |Ana Trujillo A Owner 3175552505

€ Make sure the column of original + antomomorene 1 owner 75559773
data has a heading. 5 |Thomas Hardy T 1as Sales Representative 3175556469

6 |Christina Berglund |Christina Order Administrator 3175556184

. 7 |Hanna Moos a sales Representative 3175551740

0 Type a heading for the column of & |[Frédérique Citeaux  |rredéniqus Marketing Manager 3175551573

Owner 3175558600
Owner 3175558383

extracted data. 2 |Martin Sommer
10 |Laurence Lebihan

. . 11 |Elizabeth Lincoln Accounting Manager 3175554298

e Type the ﬁrSt va lue yOU want in 12 |Victoria Ashworth Sales Representative 3175553202
the new co lu mn. 13 |Patricio Simpson Sales Agent 3175554835

14 |Francisco Chang Marketing Manager 3175553170

Qwner 3175558150
Sales Assoclate 3175550751

15 |Yang Wang
16 Pedro Afonso

o Begin typing the second value.

() Excel recognizes the pattern and
displays suggestions for the rest

A C ] E
Of the COlum n. 1 |Full Name First Name Position 'Phone |
2 |Maria Anders Maria Sales Representative 3175551262
e Press m 3 |Ana Trujillo Ana Owner 3175552505
4 |antenio Moreno [antonic  Tjner 3175559773
. . 5 |Thomas Hardy Thomas Sales Representative 3175556469
0 EXCG'. ﬂaSh ﬁ |.|.S the colum n W1th 6 |Christina Berglund Christina Order Administrator 3175556184
the extracted data. 7 |Hanna Moos Hanna sales Representative 3175551740
2 |Frédérique Citeaux Frédérique Marketing Manager 3175551573
9 |Martin Sommer Martin Owner 3175558600
10 |Laurence Lebihan Laurence Owner 3175558383
11 |Elizabeth Lincoln Elizabeth Accounting Manager 3175554298
12 |Victoria Ashworth Victoria Sales Representative 3175553202
13 |Patricio Simpson Patricio Sales Agent 3175554835
14 |Francisco Chang Francisco Marketing Manager 3175553170
15 |Yang Wang Yang Owner 3175558150
16 Pedro Afonso Pedro Sales Associate 3175550751

10
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. .
Flash Fill a Range with s : ‘ o T 2
1 |Full Name First Name Position hone Phone Nu
FOI"m atted Data 2 |Maria Anders Maria Sales Representative 3 1262/(317) 555-1262 <0
3 |Ana Trujillo Ana Owner (317} .ﬁs—m
o Make sure the column of orig'ina[ 4 |Antonio Moreno Antonio Owner 3179359773 (117 505 97 7
. 5 |Thomas Hardy Thomas Sales Representative 3175556469 | 5465
data haS a head]ng. & |Christina Berglund Christina Order Administrator 3175556134
7 |Hanna Moos Hanna Sales Representative 3175551740
3 2 |Frédérique Citeaux Frédérique Marketing Manager 3175551573 =
o Type a head] ng for the new 3 |Martin Sommer Martin Owner 3175358600 (51
column of formatted data. 10 |Laurence Lebihan Laurence Owner 3175558383 |
11 |Elizabeth Lincoln Elizabeth Accounting Manager 3175554298 °
. . 12 |Victoria Ashworth Victoria Sales Represantative 3175553202|(317) 555-3202
e Type the first value you want in 13 | Patricio Simpsan Patricio Sales Agent 3175554835/ (
14 |Francisco Chang Francisco Marketing Manager 3175553170 (21
the new Co"umn ° 15 |Yang Wang Yang Owner 3175558150/ (21
. . 16 |Pedro Afonso Pedro Sales Associate 3175550751 (
o Beg'l n typ'l ng the second value. 17 |Elizabeth Brown Elizabeth sales Representative 317555597831
18 |Sven Ottlieb Sven QOrder A 3175553660 1!
(@ Excel recognizes the pattern and n . - R -
] 3 1 [Full Name First Name Position Phone Phone Number
d1splays SuggeStlonS for the reSt 2 |Maria Anders Maria Sales Representative 3175551262 {317) 555-1262
of the column. 3 |anaTrujillo Ana owner 3175552505 (317) 555-2505
4 | Antania Moreno Antonio Owner 3175559773 E‘|
e PI'ESS m 5 |Thomas Hardy Thomas Sales Representative 3175556469 {317) 555-6469
. & |Christina Berglund Christina Order Administrator 3175556134 (317) 555-6184
7 |Hanna Moos Hanna Sales Representative 3175551740 (317) 555-1740
0 Excel flash fills the column with 2 |Frédérique Citeaux Frédérique Marketing Manager 3175551573 |(317) 555-1573
9 |Martin Sommer Martin Owner 3175558600 (317) 555-3600
the formatted data. 10 |Laurence Lebihan Laurence Owner 3175558383 (317) 555-8363
11 |Elizabeth Lincoln Elizabeth Accounting Manager 3175554258 (317) 555-4298
12 |Victoria Ashworth Victoria Sales Represantative 3175553202 (317) 555-3202
13 |Patricio Simpson Patricio Sales Agent 3175554835 (317) 5554835
14 |Francisco Chang Francisco Marketing Manager 3175553170 (317) 555-3170
15 [Yang Wang Yang Owner 3175558150 (317) 555-8150
16 |Pedro Afonso Pedro Sales Associate 3175550751 {317) 555-0751
17 |Elizabeth Brown Elizabath Zales Represantative 3175555978 (317) 555-5578
18 |Sven Ottlieb Sven

QOrder A 3175553660 (317) E-Bﬁﬁu

Why do I not see the automatic Flash Fill suggestions when
I type the sample data?

For Flash Fill's automatic suggestions to appear, you must have
headings at the top of both the column of original data and
the column you are using for the filled data. Also, the flash fill
column must be adjacent to the original column and the
sample entries you make in the fill column must occur one
after the other. Finally, note that Flash Fill's automatic

suggestions usually only work with text data, not numeric data.

Can I still use Flash Fill even though I
do not see the automatic suggestions?
Yes, you can still invoke Flash Fill on any
range by running the Ribbon command.
In the fill range, type the first value,
then select that value and the rest of the
fill range. Click the Data tab and then
click Flash Fill ([5"). Excel flash fills the
selected range.

11



Move or Copy a Range

f your worksheet is not set up the way you want, you can restructure or reorganize the worksheet
by moving an existing range to a different part of the sheet.

You can also make a copy of a range, which is a useful technique if you require a duplicate of the
range elsewhere, or if you require a range that is similar to an existing range. In the latter case,
after you copy the range, you can then edit the copied version of the data as needed.

Move or Copy a Range

Move a Range & B € L - e -
1 | Loan Payment Analysis Period Principal Interest  Total

o Select the range you want to 2| Interest Rate (Annual) 6.00% 1 [(5143.33) ($50.00) ($193.33)

m 3 Periods (Years) 5 2 [(5144.04) (549.28) (5193.33)

ove. 4 Principal 510,000 3 |(5144.76) (548.56) (5193.33)

oy & Monthly Payment  (5193.33) 4 ($145.49) (547.84)| (5193.33)

o Position the mouse (&) over 6 | Total Loan Costs ($1,599.68) 5 [(5146.22) ($47.11) ($193.33)
any outside border of the range 7 ? 6 |(5146.95) (546.38) (5193.33) m

h a 8 7 |($147.68) ($45.65) (5193 23)

(G changes to ). g | 8 [(5148.42) (344.91) (5193.33)

. 1 9 ($149.16| .17)| (5193.33)

@ Click and drag the range to the 0 10 $43.42) ($193.33)

new location (f; changes to [y). | 230 J150.96) | (515 53)

@ Excel displays an outline of the s &

16
range. 17
8
19

() Excel displays the address of the

new location. Al
A B | C | 1] E F G H
o Release the mouse button. 1|Loan Payment Analysis
2 | Interest Rate (Annual) 6.00%
© Excel moves the range to the new |: Periods (Years) 5
location. 4 Principal  $10,000
5 Monthly Payment  (5193.33)
5 Total Loan Costs (51,599.68)
7
g
] Period Principal Interest Total
10 1 ($143.33)|(550.00) | (5193.33)
11 2 ($144.04) (549.28) | ($193.33)
3 ($144.76) | (548.56) (5193.33)
b 4 ($145.49) | ($47.84) (5193.33}‘0
14 5 ($146.22) | (S47.11)|(5193.33)
15 6 ($146.95) | (546.38) | (5193.33)
16 7 ($147.68) ($45.65)| ($193.33)
17 8 ($148.42) ($44.91) ($193.33)
18 9 ($149.16) | (544.17)| (5193.33)
19 10 ($149.91) ($43.42)| ($193.33)
20 60 ($192.37)| (50.96) (5193.33)

12
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Copy a Range
o Select the range you want to copy.

Loan Payment Analysis

1
2
3 Scenario #1
4 Interest Rate (A 6.00%
o Press and hold (F7). : e 50
e ] Principal 000
Position the mouse (§3) over any - Month )
8

outside border of the range

(6 changes to [3}).

e Click and drag the range to the
location where you want the copy

Scenario #2 l
E )110‘3135;
. ]

to appear. 1
. . A E c 3] E F G H [ J
() Excel displays an outline of the + |Loan Payment Analysis
range. 2]
3 Scenario #1

4

 Excel displays the address of the
new location.

e Release the mouse button.

e~ @

Interest Rate (Annual)

6.00%
Periods (Years) 5
Principal  $10,000
Monthly Payment (5193.33)

9 .Soenarlo #2
10| Interest Rate (A 6.00%
0 Release (E7). Periods (Years) 5

12

Principal  $10,000

( Excel creates a copy of the range 13

Monthly Payment ($193.33)

14|
15
16

in the new location.

Can I move or copy a range to another
worksheet?

Yes. Click and drag the range as described in
this section. Remember to hold down (&7 if you
are copying the range. Press and hold (]J and
then drag the mouse pointer over the tab of the
sheet you want to use as the destination. Excel
displays the worksheet. Release ([T and then
drop the range on the worksheet.

Can I move or copy a range to another workbook?
Yes. If you can see the other workbook on-screen, click
and drag the range as described in this section, and
then drop it on the other workbook. Remember to hold
down if you are copying the range. Otherwise,
select the range, click the Home tab, click Cut () to
move the range or Copy (E) to copy it, switch to the
other workbook, select the cell where you want the
range to appear, click Home, and then click Paste (7T3).

13



Insert a Row or Column

You can insert a row or column into your existing worksheet data to accommodate more

information. The easiest way to add more information to a worksheet is to add it to the right
or at the bottom of your existing data. However, you will often find that the new information you
need to add fits naturally within the existing data. In such cases, you first need to insert a new row
or column in your worksheet at the place where you want the new data to appear, and then add the
new information in the blank row or column.

Insert a Row or Column

Insert a Row

o Click any cell in the row below
where you want to insert the
new row.

© Click the Home tab.
€@ Click the Insert .
o Click Insert Sheet Rows.

@ Excel inserts the new row.

© The rows below the new row are
shifted down.

© Click the Insert Options smart
tag (=¥).

Select a formatting option for the
new row ({_J changes to (@}).

14

CHGEE Loans - Facad 7 @
HOME 0&5[ LAYOUT ~ FORMULAS  DATA  RIVIEW WIEW  POWERQUERY | Tell me what you want ta da. Paul
= ot Au ww - B |eene | B Conitons Formating - Bt s] | X - Ay r
” o ¥ Farmat as Table = B st Cels.
Brou- - -5 w8 2 i
4 W " P el sy 4= Insert Shoot Rows b 2
Cipbaas & Fort 5 5 Runber 5 Slybes A Insert Sheet Columns
A5 - F3 Payrment Type B ingert Sheet
A B8 c o] E F =] 1 J
1|Loan Data
2 | Interest Rate 6.00%
3| Amortization 10
1 Principal  5500,000
w—PavmemType (4]
3
7 |Amortization Schedule
B Period Payment Principal Interest Principal Interest Principal
] 1 [$67,935.58) [$37.933.98) [$30,00000) [537.933.98) ($30,000.00) $462,066.02
10 2 [$67,935.58) [540.210.02) [$27,723.56) (57814400 ($57,723.96) $421,856.00
] 3 [$67,933.58) [542,622.62) [525,311.36) [5120,766.62) (583,035.32) $379,233.38
12 4 [367,933.58) [545,179.38) [522,754.00) [5165,946.59) |5105,769.32) $334,053.41
13 5 [567,933.58) [$47.890.77) [570,043.20) [5713,837.37) (5175,632.53) $286,162.63
14 3 [567,933.58)  [550,764.27] [$17,165.76] [3764,601.59) (5143,002.79) $235,358.41
15 7 [567,933.58) _[553,810.07) [514,123.30) [5318,411.66]) {5157,126.15) $181,588.34
H 9 & Loarss - Exeal T O
HOME | INSIRT ~ PAGELAYOUT — FORMULAS  DATA  ROVIDW  VIEW  POWEIRQUERY  Tel me what you ward fa da... Faul
& % | m 2 (oo _| B Conditional Fammatting - $=Insert - & - ‘%Y i
. - - o [ Formas as Table - i Delste - [T~ g
e BPU-E-D-A = H- 4% W Geagge- & Format - £ - Fﬁ:,.;
Clipbosrd 5 Foril & Ali L] Humber L] Shyles Cells Ediing
A5 - e
A B c ] E F G 1 1]
1 |Loan Data
2 | Interest Rate 6.00%
3| Amortization 10
4] Principal 5$500,000
&’5 71
| & | Payment Type ¥ -ﬁ
W i Bl Feme ensgnm@
s | Amortizatio © Feema: Same & Selaw
O Clear Formatting I = I [
L] Parled Paymant Frincipal Intarast Principal Intarast Frincipal
10 1 [$67,933.98) | [$37,933.58) ($530,000.00) [537.933.98) [520,000.00) $462,066.02
" 2 (567,933, 335 [540,210.02) ($27,723.96) [$78,144.00) [557,725.56) 5421,856.00
12 3 3.9 2,622 311.36) [$120,766.62) [582,035.32) $379,233.38
13 4 [545,170.98) ($22,754.00) [$165,946.59) [$105,780.32) $334,053.41
M 5 [547,890.77) ($20,043.20) [$213,837.37) [$125.852.53) $286,162.63
18 [ 9B} | [550,/68.22) [$17,189.76) [S264,601.55) [$143,002.29) $235,398.41
16 7 [>b.r EEER 95} [553.810.07) ($14,123.90) [$318,411.66) [5157.126.19) $181,588.34




Insert a Column

o Click any cell in the row to the
right of where you want to insert
the new column.

© Click the Home tab.
€@ Click the Insert .
@ Click Insert Sheet Columns.

@ Excel inserts the new column.

() The columns to the right of the
new column are shifted to the
right.

Click the Insert Options smart
tag (+¥).

0 Select a formatting option for the
new column ({_) changes to (@)).
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O = aventory - Bxeel T om 4
% HOME PAGE LAYOUT  FORMULAS  DATA  REVIEW  WIEW  POWER CUERY Tell me wnat you want 1o dou. 4 | Paud i
‘-'I = i u - SE=2# 5 e -] EE::::‘::;""‘N"“' —EI“"‘"'“ 1 X Ay r
p:ﬂ'; BIU- - M-A- c==&& B §-%0 98 = * ! B Insert Cells.., L
ell Styles F= Insert Sheet Bows ol
Clipheard & ant 0 Aligrmert 1] Humbar 1] “““W" Insert Sheet Calumng
F2 - |0 =] Ingert Shest b
A 5 [+ 1] E £ [ H
Product Qty On Qty On Qty Oty On Reorder
1 ID Product Name Product Code Hold Hand Awvailable Order Level
2 1 Northwind Traders Chai NWTB-1 1 — ol 41 10
3 3 Morthwind Traders Syrup NWTCO-3 C 50 50 50 25
4 4 Morthwind Traders Cajun Seasoning MNWTCO-4 4] Q 4] 40 10
5 5 Northwind Traders Olive Qil NWTO-5 ] 15 15 [ 10
3 6 Morthwind Traders Boysenberry Spread NWTIP-6 o 0 v} 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 o 0 o 10
il & Northwind Traders Curry Sauce NWTS-8 [4] [+] [+] [+] 10
9 14 Morthwind Traders Walnuts NWTDFN-14 4] 40 40 [i] 10
10 17 Northwind Traders Fruit Cocktail NWTCFY-17 4] ] 4] [i] 10
il 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 4] ] 4] 20 5
12 20 Northwind Traders Marmalade NWTIP-6 0 o] 1] 40 10
13 21 Northwind Traders Scones NWTBGM-21 0 [ 1] [ 5
14 34 Northwind Traders Beer NWTB-34 23 23 0 Q 15
H &- & Irssertiey - Encel 7T = -
% ROME | MSERT  PAGELAYOUT — FORMULAS  DATA  REVIEN  VIEW  POWERQUERY | Tell me whal you wanl te dow, | Pauindl
LI s e - Ax ==l# Z FE2 Carditianal Fammatting = ;&msm - B é? [H
o~ [ - = o . [% Format a= Teble - E¥ Delete - 3~ ts P
y BIU- G- MB-g- SS=EE - 5% WS Gy [El Farmat s £ ¢ Fipar Sale
Cipboard & font G Angnmert i) Humb-er IF] Cells Eaiting
F2 - e
B ] C ] E F [ H
Product Qty On Qty On Qty  Qty On Rec
1 1D Product Name Product Code Hold Hand Avallable Order Le
H 1 Nerthwind Traders Chai NWTB-1 25 25 41
3 3 MNorthwind Traders Syrup NWTCO-3 o 50 & '# 50
a 4 Northwind Traders Cajun NWTCD-4 0 il [E] FormatSove As Len %
5 5 Northwind Traders Olive Oil NWTO-5 o 15 @ Fermez Same As Fight
& & Morthwind Traders Boysenberry Spread NWTIP-6 0 ] © Lear Formetbag
7 7 Morthwind Traders Dried Pears NWTDFN-7 o o | 1] o
[ 8 Morthwind Traders Curry Sauce NWTS-8 0 0 a 1]
9 14 Morthwind Traders Walnuts NWTDFN-14 1] A0 40 0
10 17 Morthwind Traders Fruit Cocktail NWTCFV-17 o o 0 0
1 19 Morthwind Traders Chocolate Biscuits Mix NWTBGM-19 o o 0 20
12 20 Northwind Traders Marmalade NWTIP-6 0 0 a 40
13 21 Morthwind Traders Scones NWTBGM-21 1] 1] 1] o
" 34 Morthwind Traders Beer NWTB-34 23 23 0 0

Can I insert more than one row or column at a time?
Yes. You can insert as many new rows or columns as you need. First, select the same number of rows or
columns that you want to insert. (See the “Select a Range” section earlier in this chapter to learn how to
select rows and columns.) For example, if you want to insert four rows, select four existing rows. For rows,
be sure to select existing rows below where you want the new rows inserted and then follow steps 2 to 4 in
the “Insert a Row” subsection. For columns, be sure to select existing columns to the right of where you
want to insert the new columns and then follow steps 2 to 4 in the “Insert a Column” subsection.
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Insert a Cell or Range

f you need to add data to an existing range, you can insert a single cell or a range of cells within
that range. When you insert a cell or range, Excel shifts the existing data to accommodate the
new cells.

Although it is often easiest to create room for new data within a range by inserting an entire row
or column, as explained in the previous section, “Insert a Row or Column,” this causes problems
for some types of worksheet layouts. (See the first tip to learn more.) You can work around such
problems by inserting just a cell or range.

Insert a Cell or Range

BH® & = Leans - Excel 7 = 4
o Se{eCt the ce[l Or range Where E HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW POAVER QUERY |T( me whal you want Lo do.. b4 Faul My
you want the inserted cell or =X Je Ex ==Ee % [ - Ecmmmurmmg- Bt - é' sy d
- Ny - . N Format =5 Table - £ Delete - -
range to appear. ey Bl u-E-[2a s=sEEEE S50 WS Boige. Eiremats £ fos oo
Clipboard & Font Ir] Alignment ir] Humber ] Styles Cells Editing
A5 v fo || Manthly Payment
A B | ¢ | b E | F G | H 1
1 |Loan Payment Analysis Period Principal Total
2 | Interest Rate [Annual) 6.00% 1 [(5143.33) (550.00) ($193.33)
3 Periods (Years) 5 2 |(5144.04) {$49.28) (3193.33)
Principal 510,000 3 |($144.76) ($48.56) ($193.33)
Monthly Payment| (5193.23)] 4 |($145.49) ($47.84) ($193.33)
Total Loan Costs ($1,599.68) 5 |(5146.22) ($47.11) ($193.33)
7 6 |[5146.95) (546.38) ($193.33)
8 7 |(5147.68) (545.65) ($193.33)
] 28 [(5148.42) (544.91) ($193.33)
10 9 [(5149.16) (544.17) ($193.33)
11 10 |(5149.91) (543.42) ($193.33)
12 60 |(5192.37) (50.96) ($193.33)
13
. . 5 El
© Click the Home tab. @ ST e ] T
HOME PAGE LAYOUT FORMULAS DATA REVIEW  VIEW POWER QUERY ell me what you want 1o @o.., Y L 4 Paul M,
. 2 X | T a s ==Ee. 2 oo -] T Conditionl Fogging - | Biinsedt = 3 - A,
€@ Click the Insert . T LI Sl e/, Sl
Ty BIUu-Z-b-A- SSEEE S S-% 0 B Goasye- PR S
o Ch'ck Insert Cells. Clipboard & Fant & Alignment: ] Humber ] Styles U jrgert Sheet Columns
A5 - i £ | Monthly Payment ] ingert Sheet
Note: You can also press - — ¢ D E £ g “ L4 K
1 |Loan Payment Analysis Period _Principal Interest  Total
m+m+=. 2 | Interest Rate (Annual) 6.00% 1 [($143.33) ($50.00) ($193.33)
3 Periods (Years) 5 2 [(5144.04) (549.28) (5193.33)
] Principal __ $10,000 3 |($144.76) (348.56) (5193.33)
5 hly P | (5193.33)] 4 |($145.49) (347.84) ($193.33)
6 Total Loan Costs (51,599.68) 5 |(5146.22) ($47.11) ($193.33)
7 6 |($146.95) (346.38) (5193.33)
] 7 |(5147.68) (345.65) ($193.33)
] 8 ($148.42) [544.91) (5193.33)
10 9 |($149.16) ($44.17) (5193.33)
11 10 |(5149.91) (343.42) ($193.33)
2 60 [(5192.37) (50.96) ($193.33)
13
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The Insert dialog box appears.

o Select the option that
corresponds to how you want Insert
Excel to shift the existing cells
to accommodate your new cells

({3 changes to (@).

() Shift cells right

D Entire row

a horizontal range, you should click () Entire column
the Shift cells down option; if you
selected a vertical range, you should
click the Shift cells right option.

Note: In most cases, if you selected

O click oK. A e c ——°£
@) Excel inserts the cell or range. 1 |Loan Payment Analysis period,
© The existing data is shifted down i Interes:’:rai:':?::::sl: 6-005};
(in this case) or to the right. 4 Principal $10,000

@ Click the Insert Options smart : | |
tag (<¥). 6(: Monthly Payment  ($5193.33) ¥ -4
@ select a formatting option for the r Total Loan Costs (51,599.68) [0 Formatsame Az Above
new row ((7) changes to (@)). 8 © FormatSamefsfelow 7
9

émhwmu

& Clear Formatting 8

10 9

Under what circumstances would I insert a cell | How do I know which cells to select to get my

or range instead of inserting an entire row or inserted cell or range in the correct position?
column? The easiest way to do this is to select the existing cell
In most cases, it is better to insert a cell or or range that is exactly where you want the new cell
range when you have other data either to the left | or range to appear. For example, if you want the new
or right of the existing range, or above or below range to be A5:B5 as shown in this section’s example,

the range. For example, if you have data to the you first select the existing A5:B5 range. When you
left or right of the existing range, inserting an insert the new range, Excel shifts the existing cells
entire row would create a gap in the other data. (down in this case) to accommodate it.
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Delete Data from a Range

f your worksheet has a range that contains data you no longer need, you can delete that data.
This helps to reduce worksheet clutter and makes your worksheet easier to read.

Note that deleting cell data does not adjust the structure of your worksheet in any way. That is, after
you delete the cell data, the rest of your worksheet data remains intact and in the same place that it
was before the data deletion. If you want to delete cells and not just the data within the cells, see

the following section, “Delete a Range.”

Delete Data from a Range

Delete Range Data

o Select the range that
contains the data you want
to delete.

© Click the Home tab.
€© Click Clear (2).
@ Click Clear Contents.

@ If you want to delete the
range data and its
formatting, click Clear All
instead.
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H % & Froelucts By Categury - Facel T =@ - ®
E HOME  INSERT  PAGELAYDUT  FORMULAS  DATA  REVIEN  VIBW  POWEROUERY | Tell me whal you wiril o do. Faud Mek. r
= X i '|“‘ Ik y ==He- E |Gm“| m ﬁCmdiﬁonaIFolmming' Erireert - 2 - 5‘7 ﬁ
[ BT U+ D Bbep. === B §-% 98 ?Mmmimh‘ ﬁ”“'m_' M i it
~ L4 Cell Styles FEFormes & v Cor s Solect
Clipkoard = Funt n Alignment = Humber Shyles cells Editing
A2 = F Beverages
A B | c | ] E F
1 Cate;gggName_PmductName Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
3 |Baverages Chang 24 - 12 pz bottles
4 |Beverages Chartreuse verte 750 cc per hottle
5 |Beverages Ciite de Blaye 12 - 75 ol bottles
& |Beverages Ipoh Coffes 16 - 500 g tins 4
7 |Beverages Lakkalikiori 500 ml
& |B ges Laughing Lumberjack Lager 24 -12 pz bottles
s |Beverages Outhack Lager 24 - 355 ml bottles
10 |Beverages Rhéinbrau Klosterbier 24 -0.5 | bottles
11 |Beverages Sasquatch Ale 24- 13 oz bottles
12 | B g leye Stout 24 - 12 oz bottles
13 | B ge Aniseed Syrup 12 - 550 ml bottes
14 | Condiments Chef Anton's Cajun Seasoning A8 - G oz jars
15 |Condiments Genen Shouyu 24 - 250 ml bottles
H 5% & = Products By Category - Becel T E - &
% HOME ﬂpms LAVOUT  FORMULAS  DATA  REVEW  VIEW  POWEROUERY | Tell me whal you waril Lo do D Fauil ek - r
SN e T & & ==Ee- B o -] CondisonsiFomating - Eetrsst - sr B
by B Iu- e B-A-S====E- s-%0 94 ot e Bodte B sons rms
L5 et Styes~ & Fomer= 5] e+ Sotocs -
Clipboard Fart 5 Aligriners Mumser n Styles calls & Clegr & 0
A2 - fo || Beverages e Clear Fomats
Clear Cantents
A = D& cmr::u:.m:m[}
| 1 Category Name Product Name Quantity Per Unit Image Clesr Hyperfks
2 |Beverages Chai 10 boxes x 20 bags S Remove Hyparinks
3 |Beverages Chang 24 - 12 oz bottles
4 |Beverages Chartreuse verte 750 ¢ per bottle
5 |Beverages Cote de Blaye 12 - 75 ol bottles
& |Beverages Ipoh Coffee 16 - 500 g tins
+ |Baverag: Lakkalikiari 500 mi
S IBareragu Laughing Lumberjack Lager 24 - 12 oz bottles
% |Beverages Outhack Lager 24 -355 ml hottles
10 | Beverages Rhénbrau Klosterbier 24-0.5 bottles
11 |Beverages h Ale 24- 12 oz bottles
12 IBawrms Stecleye Stout 24 - 12 oz bottles
13| Beverages Anissed Syrup 12 - 550 ml battles
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() Excel removes the range data. ﬁ R Prodact By Caegor ¢
HOME INSERT PAGE LayOuT FIRMULAS DATA REVIEW  WVIEW  POWER QUERY | Tell e what you war
‘J' :; | coibi Ju A w |Gemera -| EE“N’“W:_IFT"HHJW'
"-:f; B ru- - DA c fem o HE yc:::?:'p
Oipbosre & Font ] Alignment & Humber ] Styles.
AZ i L
A B C o
1 Category Name Product Name qQ Per Unit Image
H
3
4
5
. =n B
B
9
pi)
11
12
13
14 Condiments Chef Anton's Cajun Seasoning 48 - 6 07 jars
Undo Range Data Deletion H - ] Pt By Clegry - el
Paste % FORMULAS DATA REVIEW WIEW POWER QUERY Teil me what you vwant]
@ Click the Undo . = - A e
X Fe e;;i«l:: 'CI:-:i‘:‘mb A4 3 % B A Gy sy
e Click Clear. — E:I:"Ef"‘ o womment 5 mbe 3 s
a2 Cs;ll-:;an R:.::T B Baversges
Note: If the data deletion was the most recent _1::72;!-ﬁ,:,,_mmzmm; 5 | c f
action you performed, you can undo it by pressin L Gty ot ome L
youp Y yp 9 2 [Bevesnie 10 boxes x 20 bags
(E7)+( or by clicking Undo (€3). 3 [Bowocas 24-12 0z bottles
d_ET;LT:FiIIII_ . 750 cc per bottle
(@ Excel restores the data to the range. 5 [Beveripos oo T
& |Beverrod i 16-500 g tins
7 (Bewt oy b i 500 mi
5 |Bewe P LD jack Lager 24 - 12 oz bottles
) e B 24 - 355 ml bottles
10 | Bewe Unde 1 Action hiar 24-0.51 bottles
11 |Beverages h Ale 24 - 12 oz bottles
12 age Steeleye Stout 24 - 12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning A8 -6 oz jars
Are there faster ways to delete the data Is it possible to delete a cell’s numeric formatting?
from a range? Yes. Select the range with the formatting that you want to
Yes. Probably the fastest method is to select | remove, click Home, click #, and then click Clear Formats.
the range and then press (ZEE0). You can Excel removes all the formatting from the selected range.
also select the range, right-click any part of | If you prefer to delete only the numeric formatting, click
the range, and then click Clear Contents. Home, click the Number Format =, and then click General.

19



Delete a Range

f your worksheet contains a range that you no longer need, you can delete that range. Note that

this is not the same as deleting the data within a cell or range, as described in the previous
section, “Delete Data from a Range.” When you delete a range, Excel deletes not just the data within
the range, but also the range of cells. Excel then shifts the remaining worksheet data to replace the
deleted range. Excel displays a dialog box that enables you to choose whether the data is shifted up

or to the left.

Delete a Range

G Fraducts By Catagary - Excel 7 @
o SeLECt the range that you want to v HOME | INSERT ~ PAGELAYOUT  FORMULAS —DATA  REVIEW yw::! I-,‘pm\uemuemf Tell me what yau wart 50 do.. | paul
delete. = % [catier i o s =Ee B [som .| B2 Conditionsl Formatting - Elnset - X - 2‘7
e é;' B I L. S B an = E $-% @8 EJ'TFownatasTanle' gbelm' &~ o
5 coll Stytes - Elformat- £ Fy - 5
Clipbaard 1 Font % angnment 5 Humber Styles cells Editing
A2 -1 fe | Baverages
A B & o E
1 Category Name Product Name Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
5 |Beverages Chang 24 -12 o7 bottles
4 B! Chartreuse verte 750 cc per bottle
5 |Beverages Chte de Blaye 12 - 75 cl bottles
: 3 1poh Coffee 16 - 500 g tins 0
7 |Beverages Lakkalikddri 500 ml
3 B! Laughing Lumberjack Lager 24 - 12 oz bottles
5 |Beverages QOutback Lager 24 - 355 ml bottles
10 Bt Rhonbrau Klosterbier 24 - 0.5 | bottles
11 ges Sasquatch Ale 24 -12 oz bottles
o 2 leye Stout 24 - 12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasonin 48 - 6 oz jars
: CEIGEE Fraducts By Categary - Bxcel 7 =
e Cth the Home tab‘ ﬁ HOME Q PAGELAYOUT — FORMULAS DATA  REVIEW Ywu: ' POWER QUERY | Tell me what you want ta do O] Pl
€@ Click the Delete . Pl Tl Logl I gl —— i g
Pasle o B I M- - D-A- S==&EE BH- §-% (W8 5 el stpis - Mg&mc&_._ ===== =
e Cljck Delete cells. Cliphaard Fant [ Alignment [ Humber [ Styles Ix Delete Sheai&.s
A2 - £ | Beverages % Dielete Sheet Colurmns
A 8 ¢ _Ii,'x' Delete Sheet )
| 1 Category Name Product Name Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
3 |B gt Chang 24 - 12 oz bottles
4 |Beverages Chartreuse verte 750 cc per bottle
5 |B gt Cite de Blaye 12 - 75 cl bottles
6 g Ipoh Coffee 16 - 500 g tins
7 |B g Lakkalikdori 500 ml
3 B Laughing Lumberjack Lager 24 - 12 oz bottles
9 |B g Outhack Lager 24 - 355 ml bottles
10 B Rhnbrau Kl 24 - 0.5 | bottles
11l ge: 5 ch Ale 24 -12 07 bottles
1z B gt Steeleye Stout 24 - 12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml hottles
14 | Condiments Chef Anton's Cajun Seasoning 48 - b o2 jars
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The Delete dialog box appears.

e Select the option that
corresponds to how you want
Excel to shift the remaining cells
after it deletes the range

({3 changes to (@).

Note: In most cases, if you have data
below the selected range, you should
click the Shift cells up option; if you

< |

Delete

Delete

() Shift cells |eft
IC:I Entire row
() Entire column

have data to the right of the selected oK Cancel
range, you should click the Shift
cells left option.
A B C
0 Click OK. 1 |Category Name Product Name Quantity Per Unit  Image
X 2 |Condiments Chef Anton's Cajun Seasoning 48 -6 0z jars
O Excel deletes the range and shifts | reic™ Genen shouyu 94 - 250 mi bottes
the remaining data. 4 |Condiments  Grandma's Boysenberry Spread 12-8 o0z jars
5 [Condiments Gula Malacca 20 - 2 kg bags ﬂ
6 |Condiments Louisiana Fiery Hot Pepper Sauce 32 - 8 oz bottles
7 |Condiments Louisiana Hot Spiced Okra 24 -8 oz jars
2 |Condiments Northwoods Cranberry Sauce 12-12 oz jars
9 |Condiments Original Frankfurter griine SoRe 12 boxes
10 | Condiments Sirop d'érable 24 - 500 ml bottles
11 |Condiments Vegie-spread 15-625¢ jars
12 |Confections Chocolade 10 pkgs.
13 |Confections Gumbar Gummibarchen 100 - 250 g bags

Are there faster ways to delete a range?
Yes. Probably the fastest method is to
select the range and then press (€7 +().
You can also select the range, right-click
any part of the range, and then click
Delete. Both methods display the Delete
dialog box.

How do I delete a row or column?

To delete a row, select any cell in the row, click the Home
tab, click the Delete =, and then click Delete Sheet Rows.
To delete a column, select any cell in the column, click the
Home tab, click the Delete =, and then click Delete Sheet
Columns. Note, too, that you can delete multiple rows or
columns by selecting at least one cell in each row or column.
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Hide a Row or Column

f you do not need to see or work with a row or column temporarily, you can make your worksheet

easier to read and to navigate by hiding the row or column. Hiding a row or column is also useful
if you are showing someone a worksheet that contains private or sensitive data that you do not want
the person to see.

Hiding a row or column does not affect other parts of your worksheet. In particular, formulas that
use or rely on data in the hidden rows and columns still display the same results.

Hide a Row or Column

3 H - & - 2016 Dudge: - Excal T m - §
H1de a Row % HOME Q”GELM‘OUT FORMULAS ~ DATA  REVIEW \'Ing POMWER CAIERY Tell me what you want to do.. T Faul MeF..
Click in any cell in the row you R (O o| et toratvar B - 2 - Ay

B ; . . [ Faemat s Ta " Delete - E'f‘mnd“
. o =R % mAEE b ewm o IAJr,llsu,.u-v‘Mme— £ Fitage Salecre
Want to h]de. Cipkcard Fark |- Algnmenit & Humkzr T Styes Cedl Size

A R bl
IAE -] Fe | salaries AT P Leigh..

© Click the Home tab. — N S e

1 Colure Width...

EuleFil Col

. z Jan Fab  Mar istQuarter Apr  May  Jun  2nd Quartsr  Jul A T wread
Click Format. 3 [soee
4 Division | 23,500 23,200 24,000 70,700 25,100 25,000 75,500 26,000 | Visdbidity
o
00
L
'

5 |Divisien I 28,750 27900 25,500 86,150 31,000 30,500 Hidi Forws e & Unhide

e Cljck Hide & Unhide. & |Division Il 24400 24300 25250 73,950 26,600 27.000 H

T SALES TOTAL 76,650 75400 7E7S0 T 230,800 B2,700 82500 BRAS0 T |

Urganize Sheets

Fide Sheet Eename Shest
. o | Expenses e P
Chck Hide ROWS 4 |Cost of Goods 6132 6032 6300 | 13264 eeis | geo0  gs7y | elE E‘:‘:"_”’ n
* 10| Advartising 4600 4200 5200 14000 5000 G500 5250 Unhide Celumrs e

11 |Rent 2100 2100 | 2100 B30 2100 2100 2100 Tatermon

. s 12 Supplies 1300 1,200 | 1400 3800 1300 1,350 1400 3,850 1500 |Ea Brotect Shest.,
Note: You can also hide a row by &'tllﬁmﬁ 16000 | 16,500 | 48500 16500 16500 17000 BO000 17,000 | G LeckCel

. 14 | Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15000 | [F] Fomnet Cals..
press]ng m +9- 15 | Urilities 500 G600 600 1,700 550 600 E50 1,800 650 Boo BOU

16 EXPENSES TOTAL 44,882 43,882 4/6.&0: 135364 47,066 47,050 4?.?22: 141,838 48,270 47100 47000 : 142,370
17 GROSS PROFAT 31,768 31518 32,150 35,438 35,634 35450 34428 105,512 35730 31650 31,750 59,130

© Excel removes the row from the B . e =

HOME | INSERT  PAGELAYOUT — FORMULAS — DATA  REVIEW  VIEW  POWER CAIERY | Tell me what you want to do... L FaulMe.

.| B Conditionsl Fanmatting = 5 et =

worksheet display. SX em ks S=EY B e S comimatrnio | B - é-’?‘l i
. . e o Blru- G- o-a-BEEEE B 5% 9 Goisge. Bfomate | @+ S8 Frdd
o EXCE'. d'ISplayS a doubl_e—hne cipbeard Fart n Algnmest r Huriser [ styes cells Edting
border between the surrounding &l ol £
row headers to indicate that a [ —
z Jan Feb  Mar istQuarter Apr  May  Jun  2nd Quarter  Jul  Aug  Scp  3rd Quareed
: : Sales
hidden row lies between them. Cowienl s o wme | mme B swo man A a0 i | g
5 |Division I 750 27900 29500 86150 3,000 30500 30000 BLE00 3,000 29500 25500 50,000
. . & |Division 1N 24,400 24,300 25,250 73,950 26,600 27,000 26,750 B0,A50 27,000 25250 25,250 F7.500
Another way to hide a row is to ¢ SALESTOTAL 76650 75400 7B750 7 330800 82700 82500 62150 247350  B4000 7870 7870 ° 241500
2 |Expenses
move the mouse (:]) over the o ComofGoods 6132  BU32 6300 | 1861 Bels  BEOD 65/ | 19088 672 B0 6300 | 19,320
) 10 Advartising 4600 4200  S200 14000 5000 580 5250 18750 5500 5200 5200 | 15900
bottom edge of the row heading &;_:::;.m R Do lue S i ime im S e 1w | 4ws
(€ changes to ), and then ey B0 Cow s | ui0 oo o o | 100 sso et | a8
: . 15 EXPENSESTOTAL 44882 43882 45,600 ' 135364 47,066 47050 47722 © 141838 48270 47100 4700 ° 142,370
C[]Ck and drag the edge up unt]l_ 17 GROSSPROAT 31766 31518 32,150 © 95436 35634 35450 34428 7 105512 35730 31650 31750 © 99130

the height displays 0.
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Hide a Column

o Click in any cell in the column
you want to hide.

© Click the Home tab.

© Click Format.

@ Click Hide & Unhide.

© Click Hide Columns.

Note: You can also hide a column by
pressing (&) + ().

@ Excel removes the column from
the worksheet display.

() Excel displays a slightly thicker
heading border between the
surrounding columns to indicate
that a hidden column lies
between them.

Another way to hide a column is
to move the mouse (gj) over the
right edge of the column heading
(6 changes to +p), and then
click and drag the edge left until
the width displays 0.

P

CHAPTER

Working with Ranges 1

H % & Invantary - Becel
HOME AGELAYOUT  FORMULAS  DATA  REVIBW  VEW  POWERQUERY | Toll mo whit pou want 16 do..
= E i Genesai -l Fi2 Conditicns! Fermetting = &= lnsert = 3 %‘w #
- gy - h " [T Famnat as Taky B Dekte ~ I'sr&rd
Faste . - o o artd Fin
¢ BETL $7% 0 (WS Gy Formals % - Ficere Cale]
Clipboard & Fant [ Abgnmert Mumber i) Styles Cell Size
c - f || Product Code Z0 RowHeight..
ButaFit Fow Hesght
Column Yickk..
Qty On Qty On H “"‘n"'
) AutaFit Celuma Width
1 Hold Hand Awvaila B )
" " . Default Wickh..
2 1 Morthwind Traders Chai NWTE-1 5 25 Vasbity
3 3 Northwind Traders Syrup (NWTCO-3 o Hide Bows Hicle & Unhide s@
4 4 Northwind Traders Cajun Ssasoning NWTCO-4 e — Ovganize Sheets
5 5 Morthwind Traders Olive Oil NWTO-5 . Hm;m [ "
6 & Northwind Traders Boysenberry Spread NWTIP-6 Jr— ove o
7 7 MNorthwind Traders Dried Pears NWTDFN-7 Urride Colurnns Tals Color r
8 & Morthwind Traders Curry Sauce NWTS-8 — Pratection
L] 14 Northwind Traders Walnuts NWTDFN-14 u au [E7 Brotect Sheet..
0 17 Morthwind Traders Fruit Cocktail NWTCFV-17 0 4] [&] Lockcen
1 19 Northwind Traders Chocolate Biscuits Mix  NWTBGM-19 0 Q [E] Fomnat calls..
H S & Irsentary - Excal T E -
HOME  INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  WVIEW  POWERQUERY | Tellme whal yau wand o ca. Faul e
SR i &N ==EE B o .| B Conditonal Tomating - & Inset - 3 - ‘%Y #
- (£ N 5 Format 2= Table » Frodete - [H]- o
Faste D e p . =B = - . wrm = l n
y BT L- 2 0-A- SETEE B 3% %8 s EiFomet- | # - pitere Sele
Clipboard & Font i) Alignment Humber Styles Cells Eding
c1 - & | Product Code

[ J
QtyOn QtyOn  Qty  Qty On Reorder +
Product Name Hand Available Order Level
1 Morthwind Traders Chai C 25 15 4] 41 10
3 Morthwind Traders Syrup Q 50 50 50 25
4 Morthwind Traders Cajun Seasoning | o 4] 1] a0 10
5 Morthwind Traders Olive Qil ] 15 15 o io
& Northwind Traders Boysenberry Spread o 1] a 10 25
7 Morthwind Traders Dried Pears [i] 4] 0 o 10
2 Morthwind Traders Curry Sauce 1] 4] 4] v] 10
14 Northwind Traders Walnuts o 40 40 0 10
17 Northwind Traders Fruit Cocktail ] 4] 4] o io
19 Northwind Traders Chocolate Biscuits Mix a 1] a 20 S

How do I display a hidden row or column?
To display a hidden row, select the row above and the row below the hidden row, click Home, click Format,
click Hide & Unhide, and then click Unhide Rows. Alternatively, move the mouse (gj) between the
headings of the selected rows (g changes to =) and then double-click. To unhide row 1, right-click the
top edge of the row 2 header and then click Unhide.

To display a hidden column, select the column to the left and the column to the right of the hidden
column, click Home, click Format, click Hide & Unhide, and then click Unhide Columns. Alternatively,
move the £ between the headings of the selected columns (g changes to |p) and then double-click. To
unhide column A, right-click the left edge of the column B header and then click Unhide.
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Freeze Rows or Columns

You can keep your column labels in view as you scroll the worksheet by freezing the row or rows
that contain the labels. This makes it easier to review and add data to the worksheet because you
can always see the column labels.

If your worksheet also includes row labels, you can keep those labels in view as you horizontally
scroll the worksheet by freezing the column or columns that contain the labels.

Freeze Rows or Columns

H&- & = Irwertory - Excel 7
Freeze Rows g HOME INSERT PAGE LAY¥OLT FORMULAS DATA REVEW \":\\' PONWER QUERY _Y; 4
€ Scroll the worksheet so that the L e ik e 5 e | B G 2oy
Pule ¢ B IN- D- h-pA-S=E=EE B 3-% WS T S - [T Fanrual - &::::
row or rows that you want to Cipears o w5 wme s ot
freeze are visible. w2 A &

; 0 3 F !
Product Qty On Qty On Qty  Qty On Reorder
1D Product Name Product Code Hold Hand Awsilable Order Level

o Select the cell in column A that

1
: & 2 1|Morthwind Traders Chai NWTEB-1 15 5 o 41 10|
is one row below the last row you 3 3 Northwind Traders Syrup NWTCO-3 0 50 S0 50 25
4 4 Marthwind Traders Cajun i NWTC-4 0 4] 0 40 10|
wa nt to freeze' 5 5 Morthwind Traders Olive il NWTO-5 o 15 15 o 10|
3 6 Morthwind Traders Boysenbarry Spread NWTIF-& 0 0 o 10 25
For exam p[e, if you want to 7 7 Northwind Traders Dried Pears NWTDFN-7 i i i i 10
El & Morthwind Traders Curry Sauce NWTS-8 o] [u] o [u] 10|
freeze row 1, select cell A2. B 14 Northwind Traders Walnuts NWIDFN 14 0 40 w0 1
L] 17 Morthwind Traders Fruit Cocktail NWTCFV-17 1] 1] o 1] 10}
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-13 1] a o 0 5
12 20 Morthwind Traders Marmalade NWIIF-G 1] 4] [i] 40 10]

: : H - & = Irwerizory - Gxcel E=]
9 Cth the V'leW tab' g HOME  INSSRT  FAGELAYOLT  FORMULAS  DATA  REVEW \.-':\\- q o o, o el
ET i Bl

| L&

. ] EL m@rsgeiapon fulr [ Fomula Bar 3 - v Bt - EE-T‘ =
e Cth Freeze Panes' ""E" ""U".F-'W‘ |j“|cj:mv.m & Eeidines [ Houdings 3‘ P&ﬁzn.m"ggul Dhide |1 Saileh Macren
[ -

- TR Clunide | 12 irdoms~

Warkbook Views Shaw Zod L:_I [Ereeze Panes
1 Keep rows and cclumn viskle while the rest
© Click Freeze Panes. . oF A S
oy Freeze Top Bow |
: =] r L,_I Heep the top row visible whit scroling thraugh [
Product the rest of the warkshest, Reord
Excel freezes the rows. fadusg . Teee oo
T Bl UL LLCETER F gt st cornn isble while scroling Erts
z 1iMorthwind Traders Chai NWTEB-1 _ through the rest of the workshest, ) 10)
3 3 Morthwind Traders Syrup NWTCO-3 1] 50 50 50 25
4 4 Marthwind Traders Cajun i NWTC-4 0 4] 0 40 10|
5 5 Morthwind Traders Olive il NWTO-5 o 15 15 o 10|
3 & Morthwind Traders Boysenbarry Spread NWTIF-& 0 a o 10 25
7 7 | Northwind Traders Dried Pears NWTDFN-7 0 0 0 ] 10]
El & Morthwind Traders Curry Sauce NWTS-8 o] [u] o [u] 10|
] 14 Morthwind Traders Walnuts NWTDFN-14 o 40 40 4] 10|
L] 17 Morthwind Traders Fruit Cocktail NWTCFV-17 1] a o 1] 10}
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-13 1] a o 0 5
12 20 Morthwind Traders Marmalade NWIIF-& [i] 1] V] 40 10)
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Freeze Columns

CHAPTER

Working with Ranges 1

B HS &
HOME

2016 Budget - Excel

INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want to do.. ?]
o Scroll the worksheet so that the R e Jax == Po— )| B Conditonsi Formatting - Blnsert = | 3 -
— B - * [l Format as Table - Er Delete = [T+
column or columns that you P ¢ B IU- - H-pA- SE= $o% 0 B S i Format- | & -
want to freeze are visible Qipboart & Font B Momen 5 mmee 6 st cans
B1 -] &
o Select the cell in row 1 that is A B [s D E F G H | ) K L
- I
one row to the nght Of the laSt 2| Jan Fel Mar  1st Quarter Apr May Jun  2nd Quarter  Jul Aug Sep
3 |Sales
co lumn you Want to freeze' 4 ;Di\risiunl 23,500 23,200 24,000 70,700 25,100 25000 25,400 75,500 26,000 24,000 24,000
3 |Division Il 28,750 27,900 29,500 86,150 31,000 30,500 30,000 91,500 31,000 29,500 29,500
For example, if you want to 5 | Divisien Il 24,400 24300 25250 73950 26,600 27,000 26750  B0,350 27,000 25250 25250
7 |SALES TOTAL 76,650 75,400 78,750 ‘ 230,800 82,700 82,500 82,150 4 247,350 24,000 78750 78,750
freeze column A, select cell B1. o |Expenses
2 |Cost of Goods 6132 6032 6300 | 18464 6616 6600 6572 | 19788 6720 6300 6,300
10| Advertising 4,600 4200 5200 14,000 5000 5500 5250 15750 = 5500 5200 5200
11 Rent 2100 2,100 2300 6300 2100 2100 2,100 5,300 2100 2,100 2,00
12 Suppliss 1,300 1,200 1,400 3800 = 1300 1250 1,400 3,950 1300 1,400 1,400
13 is:liriu 16,000 16,000 16,500 48,500 16,500 16,500 17,000 50,000 17,000 17,000 17,000
14 |Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15,000 14,500 14,400
13 :Uﬂlllles 500 GO0 GO0 1,700 550 00 650 1,800 650 GO0 600
15 EXPENSES TOTAL 44,887 43,882 46,600 4 135,364 47,066 47,050 47,722 ) 141,838 48,270 47,100 47,000
17 GROSS PROFIT 31,768 21518 32,150 = 05436 35634 35450 34428 © 105512 35730 31,680 31,750
18| !
3 s H %- & = 2016 Budget - Excel ?
€@ Click the View tab. % g _
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW JERY Tell me what you want to do... 4
e Cl_'ick Freeze Panes l;l 21 Page Layout Fuler  [v| Formula Bar Q & l:(i ;EN“‘W'""W = split L"-'li FD'_I EI’
° e Amange Al T_iHide i B
Normal P‘;Jc Break () Custom Views | [ Gridlines [ Headings ~ Z00m 100 T w?\:‘f" Macras
. review resze Panes indows = -
e Click Freeze Panes. Workbook Views Show Zoam v
Keep rows and columns visible while the rest
Bl - & the workshest scrollsﬁa&ed on current selection].
Freeze Top Row
Excel freezes the COI.UmnS. A B c o E F G Keep the top row visible while scralfing through
1 the rest of the werksheet.
I Freeze First Column
2 dan) Eab MaEg LRI m Miv Q Keep the first column visible while screlling ®
3 Sales through the rest of the warkshest,
4 |Division 1 23,500 23,200 24,000 70,700 25,100 25000 25400 /55000 26,000 24,000 25,000
s Division Il 28,750 27,900 29,500 86150 31,000 30,500 30,000 91500 31,000 29,500 29,500
6 n 24,400 24,300 25,250 73,950 26,600 27,000 26,750 80,350 27,000 25250 25,250
7 |SALES TOTAL 76,650 75400 78,750 g 230,800 B2,700 82,500 82,150 ' 247,350 84,000 78,750 78,750
2 |Expenses
7 |Cost of Goods 6,132 6,032 6,300 I 18,464 6,616 6,600 6,572 r 19,788 6,720 6,300 6,300
10 | Advertizsing 4,600 4200 5200 14,000 5,000 5500 5250 15,750 5,500 5,200 5,200
11 |Rent 2,100 2100 2100  §300 2,100 2,100 2,100 6,300 2,100 2,100 2,100
12 |Supplies 1,300 1,200 1400 3,900 1,300 1250 1,400 3,950 1,300 1,400 1,400
13 |Salaries 16,000 16,000 16,500 48500 16500 16500 17,000 50,000 17,000 17,000 17,000
14 | Shipping 14,250 13,750 14,500 42,500 15000 14,500 14,750 44,250 15,000 14,500 14,400
13 |Wtilities 500 600 GO0 1,700 550 600 650 1,800 650 600 &00
16 EXPENSES TOTAL 44,882 43882 46,600 i 135,364 47,066 47,050 47,722 i 141,838 48,270 47,100 47,000
ITiGROSS PROFIT 31,768 31,518 32,150 3 95,436 35,634 35450 34428 i 105,512 35730 31,650 31,750
18

Are there easier methods I can use to freeze just the top row
or the first column?

Yes. To freeze just the top row, click View, click Freeze Panes, and
then click Freeze Top Row. To freeze just the first column, click
View, click Freeze Panes, and then click Freeze First Column.
Note that in both cases you do not need to select a cell in advance.

How do I unfreeze a row or column?
If you no longer require a row or
column to be frozen, you can
unfreeze it by clicking View, clicking
Freeze Panes, and then clicking
Unfreeze Panes.
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Merge Two or More Cells

You can create a single large cell by merging two or more cells. For example, it is common to
merge several cells in the top row to use as a worksheet title.

Another common reason for merging cells is to create a label that applies to multiple columns of
data. For example, if you have three columns labeled January, February, and March, you could select
the three cells in the row above these labels, merge them, and then use the merged cell to add the
label First Quarter.

Merge Two or More Cells

- - = 2015 Sales - Excel
€ Select the cells that you ﬁ e
HOME | INSERT ~ PAGELAYOUT ~FORMULAS  DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want o da. 2]
want to merge. = % | T hx m=E o B [mmy | EbCondonomating: Bt - 3 -
pagtc B - [ Fermat as Table - o Delete - [3]-
e BIU-H- Deprs S==eE H %0 WA 57 Celt Styles = [ Format- £ -
Clipboard Fant [ Alignment m Mumber " Styles Cells
B1 .| %

B cC | D E F G H | 1 K L M M
2 I: Jan Feb Mar  Apr May Jun Jul Aug Sep Oct Mov Dec TOTAL

3 | Division | $23,500 523,000 $24,000 525,100 525,000 525,400 526,000 524,000 524,000 $26,000 524,000 $24,000 5294,000|
4 Division Il $28,750 527,900 $29,500 531,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 529,500 $29,500 $358,650|
5 |Division Il $24,400 $24,300 525,250 $26,600 527,000 526,750 $27,000 525,250 $25,250 $28,000 $25,250 $25,250 $310,300|
& SALES TOTAL €50 $75,200 $78,750 $82,700 $82,500 $82,150 $84, $78,750 $78,750 000 $78,750 $78,750 $962,950|

7
8
]
10
© Click the Home tab. o e Q i bl
HOME PAGELAYOUT ~ FORMULAS — DATA VIEW ~ POWERQUERY | Tell me what you want Lo do. 2]
: o X - - == = Conditional Formatting * - X
€@ Click the Merge & Center . (F e e cfa s T=Eee W oy o] Bt tanaingr B - 30
Pete o BIU- . D-ar ===z B $-% WS IG5 cell Styles » Eifomst- &+
o C'.]Ck Merge CellS. Clipboard = Fant " lignment | B Merge B Center a Styles Cells
. B Merge Across
B T = 5 Merge Cells
A B | I E H| Unmerge Cells J K L M N
| [ |
_Sllll Jan Feb Mar  Apr May Jun Jul Aug Sep Oct MNov Dec TOTAL

Division | $23,500 523,000 $24,000 525,100 525,000 525,400 526,000 524,000 524,000 $26,000 524,000 $24,000 5294,000|
Division I $28,750 $27,900 $29,500 $31,000 $30,500 $20,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650|
Divizion Il $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300

Wt o mwn Bow s e

=
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) Excel merges the selected cells

into a single cell. sale

Jan Feb Mar  Apr May  Jun Jul Aug  Sep Oct Nov  Dec TOTAL

Divisien |
Division 1l
Divisian 1l

$23,500 $23,000 524,000 $25,100 525,000 $25,400 526,000 $24,000 $24,000 526,000 $24,000 $24,000 5294,000
528,750 27,900 529,500 $31,000 $30,500 $30,000 531,000 529,500 529,500 $32,000 529,500 $29,500 $358,650

524,400 $24,200 25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $2B,000 $25,250 $25,250 $310,300

SALES TOTAL $76,650 $75,200 $78,750 582,700 $82,500 582,150 $84,000 $78,750 $78,750 $86,000 $78,750 578,750 $962,950

@ @ | e S

o Type your text in the merged cell. “

Sales

B C 1] F G H 1 4 K L WM N
1st Quarter Sales
Jan Feb Mar  Apr May  Jun Jul Aug Sep Oct Nov  Dec TOTAL

Divisien |
Divizion Il
Division Il

$23,500 523,000 524,000 $25,100 $25,000 $25,400 $26,000 524,000 524,000 526,000 $24,000 $24,000 $294,000
$28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 529,500 $32,000 $29,500 $29,500 $358,650
524,400 $24,300 525,250 $26,600 $27,000 $26,750 $27,000 $25,250 525,250 $28,000 $25,250 $25,250 $310,300

SALES TOTAL §76,650 §75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $76,750 $78,750 $962,950

EEIEICIEEE

R BEZE e

@

How do I center text across multiple columns?

This is a useful technique for your worksheet titles or headings. You can center a title across the entire
worksheet, or you can center a heading across the columns that it refers to. Follow steps 1 to 3 and then
click Merge & Center. Excel creates the merged cell and formats the cell with the Center alignment option.
Any text you enter into the merged cell appears centered within the cell.
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Transpose Rows and Columns

You can use the Transpose command in Excel to easily turn a row of data into a column of data, or
a column of data into a row of data.

The Transpose command is useful when you enter data into a row (or column) or receive a worksheet
from another person that has data in a row (or column), and you decide the data would be better
presented as a column (or row). You can also transpose rows and columns together in a single
command, which is handy when you need to restructure a worksheet.

Transpose Rows and Columns

o Select the range that includes 4= : L 2 - E ! E | s
the data you want to transpose. i East West North St
3 Sales
4 Expenses {
5 | Fixed Costs
()
7
8
9
10
11
12
13
14
15
Click the Home tab. BHS - Book! - xce
o HOME PAGE LAYOUT FORMULAS DATA  REVIEW  VIEW  POWER QUERY Tell me what you v
e Click C°py (EFEhl) g % | Calbi e s E=2- B [Genenl - D@“""““’"" Formatting -
- . 5# Format as Table -
e BIU-E- DA S==EE B 5% 88 Heasye-
Clipboard = Font M Alignment 5] Mumber = Styles
B2 | e
A B ] o) E F G
1
2 East West North South
3 | Sales
4 Expenses
5 Fixed Costs
e
B
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e Click where you want the ﬁ R Bkl -Bed .
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REMIEW  VIEW  POWERQUERY | Tell me what yau want ta do
transposed range to appear. SR Tk x == e T [ | ExCondworalFormatng B et
F2 ' [ Format as Table - E Delete
e BIU He-pAES=E=EE E- $-% B [ e suytes+ & Forma

. a Paste ) - . - - = - M 2
o Click the Paste [ Pate Fan " Alignment m Flumber " Styles Cells
@ Click Transpose (%) -1 P P

e Lt LgP c o E F G H
Paste Values
:a ?z, 3’3 East West North South i
Other Paste Options | E
o a e o !
PRI = S |
Paste Special.. [
riaed Costs i

() Excel transposes the data and A - E— 7 ]
then pastes it to the worksheet. 2 East West North South
E Sales
4 Expenses
5 Fixed Costs
6
7 Sales Expenses  Fixed Costs
B East
9 West 0
10 North
1 South
14
16
TIPS
How do I know which cells to select? Can I transpose range values as well as range
The range you select before copying depends on what | labels?
you want to transpose. If you want to transpose a Yes. The Transpose command works with text,
single horizontal or vertical range of cells, then numbers, dates, formulas, and any other data that
select just that range. If you want to transpose a you can add to a cell. So if you have a rectangular
horizontal range of cells and a vertical range of cells region of data that includes row labels, column
at the same time, select the range that includes all labels, and cell values within each row and column,
the cells, as shown in this section’s example. you can select the entire range and transpose it.
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Select and Enter Data Using Touch Gestures

f you will also be working with the Excel app on a touchscreen device, such as an iPad or Surface,

you need to know how to use touch gestures to select, enter, and edit data. Although you can
attach external keyboards to these devices, most of the time you might not have access to a physical
keyboard. In such cases, you need to use touch gestures — tapping, sliding, and so on — to
manipulate the data that you see on the Excel screen.

Select and Enter Data Using Touch Gestures

Select Data
€ Tap the first cell you want to

6 “ion |Deseription |- e Retail Margin
select. 7 |Gangley Pliers 57 $ 1047 $ 59679
8 3 HCAB Washer A-201 856 $ 012 § 10272
i 9 3 |Finley Sprocket c098 357 $ 157 § 56049
o Tap and hold the lOV\{er nght 10 2 |6"Sonotube B-111 86 $ 1524 S 1,31064
selector, and then slide down 11| 4 |Langstrom 7" Wrench | D-017 75 s 1869 § 140075
: 12 3 |Thompson Socket c321 208§ 311 $ 92678
and/o.r to the right to extend the |} 7 o T T [T e
selection. 14 il LAMF Valve B-047 482 $ 4m §

€© Tap and hold the upper-left
selector, and then slide up and/
or to the left to extend the
selection.

Clea Wrap
wenury | wwse | Total Cost

Gross

Average gross margin for parts under $10:

Total cost of Division 3 parts:

1,932.82 -.%

1,589.99
831.2%

Gross

. 6 Total Cost Retail Margin
Enter and Edit Data 7 ! 57 & 1047 § 59679 $ 17.95 p
8 HCAB Washer " A201 86 $ 012 § 10272 § 025 3
o Double-tap the cell you want to 9 3 Finley Sprocket CO0%8 357 & 157 § 56049 $ 295 87.9%
use to enter or edit data. 10 2 6"Sonctube B-111 86 $ 1524 $ 131064 5 19.95 30.9%
11 4 Langstrom 7" Wrench ~ D-017 75 $ 1869 $ 140175 $ 27.95 49.5%
12 3 Thompson Socket c-321 298 $ 311 5 92678 § 595 91.3%
13 1 S-Joint A-182 155 $ 685 $ 106175 $ 995 45.3%
14 2 LANF Valve B-047 482 5 401 $ 193282 § 695 73.3%
15
16 Total cost of Division 3 parts:  $  1,589.99
17 Average gross margin for parts under $10: 81.2%
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The Excel app opens the Formula
bar for editing and displays the

CHAPTER
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Calibri 14 [SRIEEE S
on-screen keyboard.
i | Gangley Pllsrsig
Using the on-screen keyboard, 4 A e c
add or edit the cell data. 3 O aee
. . 7 $ 1047 $ 59679 § 17.95
Note: To pos1t1on the cursor within 8 3 HCAB Washer A-201 85 § 012 & 10272 § 025 108.3%
— ) 3 Finley Sprocket C-098 357 § 157 & 56049 § 295 87.9%
the Formula bar, tap anq hold inside 10 2 6" Sonotube B-111 86 § 1524 § 131064 $ 19.95 30.9%
the Formula bar, then slide left or purts @ = -
right.
Q w E R T Y U I o] P
@ Tap Abc or 123 to toggle the ‘ —
keyboard between letters and A s D F G H J K L return
] ?
. . z X c v B N M : ‘
To confirm the cell entry or edit, . ) ’
tap OK (@ZD)- 2123 i o123 EEE

@ If you do not want to accept
the changes to the cell, tap

Cancel ().

Is there an easier way to enter a long list of items in a
column or a row of cells?

Yes. Rather than tapping OK (@) after each entry, tap
123 to display the numeric keyboard, and then tap an arrow
key. The active cell moves in the direction of the arrow or
to the cell you tapped, and Excel leaves the Formula bar

Is there an easier way to enter several
items randomly in a worksheet?

Yes. Instead of tapping OK (@) after
each entry, tap the next cell you want to
use. The active cell moves to the cell you
tapped, and Excel leaves the Formula bar

open for editing.

open for editing.
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