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Advanced Excel Part Two

ADVANCED EXCEL 2Bait Two
PREVIOUSLY IN ADVANCED EXCEL

We looked at a lot of introductory information for Excel in the Notes for Part One. Assuming you
remember everything, we will move on to some more advanced topics.
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TheHOMETab features mostf the things we talked about in Part One: Font, Alignment, Styles, and
Insert. It also features Formatting and Sorting which we will talk about below.
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TheINSERTabis where you can inseftables ShapesPicturesandClip Arto 2 KA OK ¢S Qf f
shortly). AlsoCharts(a little later)Hyperlinks(which need an internet connection to work) and, in the
last box,Text We looked aSymbolsA y t I NII hy S®
Headers & FooterShortly. Signature Lings quite literally a line for X
a signature.WordArt allows you to use preset designs to create
fancy word shapesWhen you click on the A, a new window pops
open showing the templates that you can us&¥hen you select the style you want, a new box op@ns
which you type your messagé&.our text will then appear on the document, and a néterd Art Tools

Picture Clip Shapes Smartdrt | Column Line Pie Bar
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Tabwill open up. Using this you can change the style of lettering, the color, the angle of the letters, or

even if you want the text to be vertical ter than horizontal.

SHAPES
INSERTab,lllustrations Submenu ShapesA menu drops down with
many shapes to choose from, (a fraction of which are shown)here :kl{leglgAIL@& =
Most are self explanatory. Lines

Recently Used Shapes

Choose the shape you want. Move your mouse to the documenk Cli
and d-ag your mouse t@lacethe shapewhereyou want. If you click off
and click back on you can resize your shape by dragging the bubbles
the ends.
ADrawing Tools Tabpens, in this you can add more shapes or chang
the color or style of thelsape. And also change tex
OOCLEN - = styles. You carAdd Text to any shape eithby
55555 @ right clicking on it and selectiriggit Textor, in the
Drawing ToolsTabon the left side is a small box

Insert Shapes
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Pagel of 16 version 2.0

©North Brunswick Public Library

SNSTLLT R0 %
Rectangles
HEE G S G E E E

Basic Shapes
BOAMNOOCGOOE@®
@tooarLky/soooo
OO0O@®AHOY =& [ D™
Qo140

Block Arrows
GG TSRS
€ dvansD RN
GHa

May 2009

{2219



North Brunswick Public Library
Advanced Excel Part Two

with an A init. That is the Add Text boXou can then type in the shape, and the text will, for the most
part, fit into shape.You can always make the shape bigger to accommodate the text.
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Smart Artis slightly more sophisticated shapes, designed for charts and gr&phen ya select it (of
course a newsmart ArtTabopens) a menu opens. Select the style you want. (Ri@neis on the right
Choase a SmartArt Graphic @@ side of thatwindow). After you click OK, your
SmartArt will appear in your document. It will
give you a box to type text in, whichlithen

fill in the boxes you have chosen.

Once you have finishethe Design Talis the
default. With it,you can change the Layout if
@2dz R2y QG fA1S Al &2dz
can even add a new box (or whatever shape

you have chosenYou can ats add bullets by

clicking in the Add text window (this will also
+ add a new shape).
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.

| Basic Block List..

21 e + like.
I-@ HY2-™ " Book5 - Microsoft Exce SmartArt Tools
= Home Insert Page Layout Formulas Data Review View Add-Ins Design Format
% [[¥ Change Shape & shape Fill © A TextFil - o =
S Larger Abc sbc | v L2 shape Outline ~ - @ Text Outline ~
Edit = ‘s _ Arrange|| Size
in2-D ﬂ Smaller T = Shape Effects ~ T Text Effects = - -
Shapes Shape Styles F} WaordArt Styles (F]

ThePAGE LAY Tabis where you can changéemes(clicking on it will show you how you can color
or changethe font for your entire sheet.Page Setu@llows you to change Size, Margins Orientation.

Also you can add a background picture. And Print Titles allows you to have certain rows appear on every

page.
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Gridlinesare theblue lines on the page, clickingew will remove them (this does natffect printing)
ClickingPrint will print all of the lines between and around where you have typed.
Headingswill displayor removeRow Numbers and Column Letters. Print will print them.

TheFORMULASabwe will look at a little later.

DATA TAB
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TheData Tabis where you can add Data from other sources. (A web site or Word Document). You can
also use Sort & Filter options here.

Data Toolds where you can pulext into Columngsee right below).

Remove Duplicate$will delete Duplicates from a Sh@gThere are some other formulas as well.
FinallyGroupwill group cells together to act as one unit.

TEXT INTO COLUMNS

This is a neat feature that lets yoplis up content in cells. So, if you bargtyping first and last names
into one column and ya would like to separate them, it is only a few steps to do so.

A 8 Highlight thecolumn of names or any other text you would like to split.
1 MickeyMpuse  Then Click offext to Columns
; ;’S;:Ldug :{k The default option i®elimited, which means that you have spaces or commas
a

Daffy Duc between the fields that you want separated. [Fixed width is more difficult and more
unreliabld. ClickNext. The second window gives you 5 Delimiter options. Typically
you will select Space, as that it what separates your words. If you used commas @lsesyou can
select that. You can select more than one.

Convert Text to Columns Wizard - Step 1 of 3 EIE| Convert Text to Columns Wizard - Step 2 of 3 EJE|

The Text Wizard has determined that vour data is Delimited, This screen lets you set the delimiters vour data contains, You can see how vour text is affected in
the preview below,

If this is correct, choose Mext, or choose the data type that best describes your data,
Criginal data type Dehmjf[s

Choose the file type that best describes your data: O

(¥ Delimited! - Charackers such as commas or tabs separate each figld, [ semicolon Treat consecutive delimiters as one
- N e . . ; . Comma
() Fized width - Fields are aligned in colurmns with spaces hetween each field. O Text qualiier | 3
Space
[ other:

Data preview

Preview of selected data:

1 Mickey Mouse ickey Mouse
[ bonald puck omald puck
[z Bugs Busmy e
[4batty Duck atty puck

(o] Ce ) () ()
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At this point, it is safe to clidkinish The next screen gives further possibilities, especially if you have
numbers and what you would like domgth them, but for our purposes we caririshnow.

The Review Tals where you will do most of your finalizing of your document. Spell Checlks there.
Research is also there (see below).

Tiy) =
—-/I Home Insert Page Layout Formulas Data Review Wiew Add-Ins @ - 1
élResearch 1 ) d i'l_l Protect Sheet ?Protect and Share Workbook
&Thesaurus L p Show All Comments E'i',ProtectWorkbook* @Allow Users to Edit Ranges
Spelling ., Mew .
dg Translate Comment - hJShare Workbook ‘¢ Track Changes ~
Proofing Comments Changes
RESEARCH

Also in theReviewTab, in left sectiofProofing you haveResearchthis allows you to do soensimple
research: definitions, spelling et¢. K S NB QBRANSLATEOReY as well. When you click on it a side
bar will open. Type in any word you wish to look up @didown the ALKeyand double click on any
word to find out the definition.

Thedrop down menu that sayAall Reference Bookbsts all of the different resources available. Other
things available includEncarta, Live Stock Quotes aRdle Company Profiéd!) For instance if you type
in Microsoft, financial information will come up.

TRACKING CHANGES
This feature is usefdibr seedngwhen you have edited a document and what you have done th @nly
works after you have saved a document firSb, after you have saved the document, clickhan
ReviewTab. TheChangesection has Track Changesll of the changes you make will now be
documented and you can compare versions of the document with the Track Changes menu.
You can also highlight a word or phrase &awle-acommenmake changes to.it If you click offradk
Changesit will show you all of the changes that you make as you go through the document (a bit
annoying actually).

COMMENTS
In the center is th&€ommentsoption. When you click on
that it leaves a little Podt Note type object on the screen _,J - h
whereyou can type a comment for yourself. New ‘o show All Comments
A B = D Comment -
1 Mickey Mouse : 7
2 Donald Duck ke this. .
3 |Bugs Bunny
4 |Daffy Duck % - 4

Finally, theView Tabprovides different ways of viewing the screen.

o) -
—/ Home Insert Page Layout Formulas Data Review View Add-Ins L
j L)l Page Break Preview V¥ Formula Bar -_: ) E ‘ 25 Mew Window [ Split 3
IjJ Custom Views V| Gridlines V| Headings b m =y g Arrange All — 1 Hide E‘I B
Mormal| Page Zoom 100% Zoom to X Save Switch Macros
Layout = Full Screen Selection || O Freeze Panes =[] Unhide Workspace Windows = -

Workbook Views Show/Hide Zoom Window Macros
From the left, the default is NormalPage Layoushows the documentasthey will be printed.
Again you cashow/Hiderulers orHeadingsor Gridlines
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Zoomlets you increase the screen size without affecting the actual size of the document. There is also a

slide bar in the bottom right corner that also zooms and reduce._. - —
the screen sizeThis does not affect Printing. J 110% (=) 0 )
= e

In the Window subsectiomew Windowopens a New Document with the same content as what you
are looking at. Andrrange Allopens up small versions of all of your Worksheets so you can compare
them side by side.

More useful aredFreeze PanesWhereveryour cursor is, when you click thiswill split your document
into quadrants. The part where you cursor is will remain

stationary as you scroll through the rest of the documen® » s ¢ o | a | & ¢ o

1 Mickey Mouse : Mickey  Mouse :
1 ke this. 1 like this.

While Split (at right) allows you to Split your document 2 s oe Donald_jouck

Bunny Bugs Bunny

into multiple vievs of the same thing. Although why 3 pafty puek | L Dafy jouck
82dzQR R2 (GKA& L R2yQi 1y2:°

7
8

. . . 9

Finally,Macros will be dealt with at the end. S [Mickey iouse wickey  Vouse
2 Donald  Duck Donald  Duck

3 Bugs Bunny Bugs Bunny

INSERTING A PICTURE aoafy puck L Josty pusk

1 ke this. 1 like this.

Click thelnsert Tab and clicPicture(right below it} Thelnsert Picturewindow will allow you to choose

a picture from somewhere on the computelClip Artgives you access to a staggering amount of clip
art online.] Once the picture is inserted you can chatige size or position of the picturdf you click

on the picture, thePicture Tools Takwill appear in Red and circles will appear on the corners and side
of the picture If you click and hold on one of those circles, you can drag the box to make it bigger or
smaller.

AN e : Cheat Sheet - Microsoft Excel Picture Toals -
i) —

-

— Home Insert Page Layout Farmulas Data Review View | Format o -

ix Brightness = :gz Compress Pictures — — — — ~—— - __'J) Picture Shape ~ -;_JJ Ering to Front = [& =

(B Contrast = E‘g Change Picture .-‘ -‘ .‘ i .'.d .‘ - 2 Picture Border = -!J;Sen-j to Back = : :

g Recolor ~ ":g Reset Picture 7| & Picture Effects ~ Lti% Selection Pane  Sh~
Adjust Picture Styles e} Arrange Size F]

If you select th?ICTURE TABuU can adjust theteength of the picture with the Brightness and

Contrast levers, and you can make the picture a watermark by selecting Watermark from the Color drop
down menu. This will put the picture faintly in the background of the pagad, with a new feature,

you @n use the Picture Styles to frame the pictures, or change the shape of the pictures or even add
shadows. Just click on the down arrow on the right side of Picture Styles to see all of the selections.

HEADERS & FOOTERS

Headers and Footers appear on tiag and bottom of every page of your documeriio insert a Header

or Footer, click on thénserttab, and select Header & Footer. new Header & FootefToolsTabwill

appear in green. e Designpart of Header & Footer Toolaballows you to modify the Header or

Footer. You can add page numbers, dates or times. You can even put a picture in there. When you are
done,click in the body of your text, and the Headabwill go away. To get thatabback, just double

click in theHeader/Footer area again and it will reappear.
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e ‘33. v Cheat Sheet - Microsoft Excel Header & Footer Toals
HY),
—/) Home Insert Page Layout Farmulas Data Review View Design
= g =T
= ﬁ F3 _jj % "\'.;:7! Vo’ D—Llu G _J Different First Page V| Scale with Document
Header Foaoter Page Mumber Current Current File File  Sheet Picture Format Goto Goto Different Odd & Even Pages |¥] Align with Page Margins
- hd Mumber of Pages Date Time Path Mame MName Picture || Header Footer
Header & Footer Header & Footer Elements Mavigation Options

When you add a header or footer, the page will change toRaige Layout Formaivhich shows you the
Header area.

L Header

‘ This is a Header ‘

1
To return to the Standard format, click on thiéew Tab and seleddormalon the far lef side.
SORTING

Anothergreat feature is th&SORTeature. This allows you to alphabetize or put items in numerical
order based on which columns you choos$eyou aredoing one 1)

Sort Ato Z
column of text select theColumn Etter and then click on th&ort 2| ;47404

-
3, %? #%  &Filtericonon the HOME Talon the far right. You can sort either 78| custom sort..
B AtoZ or ZtoA.

27 Filter~ Select™
Editing

"= | Filter

NOTE: Numbers go before lettesymbols (parentheses, slashes
etc.) go after numberdefore letters.

If you have multiple columns, and you use this method, it will alptiadé¢he first (furthest left) column
that you selected, AND, all of the text in the rows will be sorted WITH the first colbeethe example
on the next page

Beta Flower Car Hammer Alpha  Tree Motorcycle Wrench
Alpha Tree  Motorcycle Wrench Beta Flower Car Hammer
Delta Grass Plane Pliers Delta Grass Plane Pliers
Gamma Plant Boat Screwdriver Gamma Plant Boat Screwdriver
BEFOREORTING AFTER SORTING

If you would like to sort according to a different column than the first column, (for instance if you have
the first column as first names and the second column as last names, and you want to alphabetize the
last names)SelectSort & FilterThenCustomSort This window will open. Bort By you can select

which column you want to sort.

“%+| Add Level ] ’ ¥ Delete Level l [ 53 Copy Level ” 3 My data has headers
Column Sort COn Order
Sart by iast i | |Values | |AtoZ -
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