Misc Procedures EXCGI BaSiCS

This document is not meant to replace or be used as the only source for learning Excel. It is meant to be used as a
reference point for those who may have none to little knowledge of Excel. Each Worksheet has at least one tab
with a name at the bottom of the page. We are going to review just one Worksheet.

AutoSave (@ Off )

Example of the top of a New Worksheet. Changing the Auto Save to “On” will allow the program to save your
worksheet as you go automatically. It will require a Microsoft Account to continue. Next icon is the standard
SAVE icon. This allows you to save the file yourself as you go. Far right is the name of the file.

ft] | - towtin

This is the main screen of the NEW Worksheet. As you can see there are many options and many TABS. Each
Tab will have its own Menu choices. Above you can see that we are on the Home TAB, since it is underlined.

Ctrl-V, Ctrl-C, Ctrl-X will all work in this worksheet. Standard Microsoft “Short cut keys” apply.
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Highlighting the entire worksheet allows you to make changes to all the columns and rows at the same time.

Eﬁ & Cut Calibri Jn VAN | E=2 & Bwepe
(@ Copy ~
Paste . e A . === =3z -
« ¥ Format Painter B I U | 4 f— === == E Merge & Center
Clipboard M= Font ] Alignment
Al - P =

Use the small icon that is in the middle between the columns and rows to highlight the entire worksheet.
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To change the Font of your worksheet you can use the drop down
or you may type the name of the font. Times New Roman is a

font
Calibri.
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Times New Roman  ~ |11 |=| A <:]

Changing the font size can be done the same way.

Most use 12 or 14 as a font size so that others can read what you

have done.
Calibri “111 « A AT
B I U~ Hiv O A
Font [
Bold Italic Underline
4
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File Home Insert Page Layout Formulas Data Review v To Change the width of a column:
ﬁj & Cut Calibri S AN | === B With your mouse “Right click” while on
pacte LI CoPY I U. . 4. A. === =~ thelinein between the column, then slide to
» < Format Painter - - ~ 77 theright. If the worksheet has been
Clipboard N Font E Alil - highlighted first this will change all the
Al - £ columns to match.
To change just one column, make sure the
y A B C worksheet has not been highlighted.
1 —
2
3 File Home Insert Page Layout Formulas Data Review View
4 _
- Eﬁ I_EKD Cut Calibri W11 AR === g
[51Copy ~
Paste . - — = == |ez 3= |
& - 5? Format Painter B T W~ | ~ ﬁ - - — 1= — E
Clipboard ] Font ] Alignme
- . Al W I
To change the height of a row:
With your mouse “Right click” while on the line in 4 A B C

between the rows, then slide down. If the worksheet has
been highlighted first this will change all the columns to

match. )

To change just one column, make sure the worksheet has
not been highlighted.

(%3]
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Now it is time to work on Cell attributes and functions.

At one time or another you will need to Total a row or Total a column,
While on the HOME TAB you will find a symbol for Auto Sum. Z <

With this symbol you can add columns or rows. Just select the range needed.

| |
17.214.40 Excel will automatically assume you want the totals above the Cell you are
20.505.05 working on. For most cases this would be correct. If you want a total of
columns you will need to use your mouse to highlight the columns you want
2. 063,931 toadd together.
-23.52
I e e o s s e o
=SUM(B14:B17)|
ol
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—

> AutoSum ~ A
ﬁ @ il ~ zY There are two ways to format a cell, change the Visibility (hide or Unhide),

Deste FemmSt | o s~ ot | Organize the sheets or even Protect the sheets.

Cells | Cell Size

i Row Height... From the Home Menu to the left of Auto Sum is
AutoFit Row Height Format. As you can see from the drop-down there | ciei 11 ~/A A g% 9
1 Column Width. are many choices. BI=o | L-E-BAS
AutoFit Column Width (See above notes on making columns and rows 4 cu
Default Width... Iarger) E i::;opthm:
Visibility fﬁ
Hide & Unhide > | Right click on any cell and another choice of | Pomespeal-
Organize Sheets options for the cell will provide a drop-down or 7 SmertLockup
T Rensme sheet drop-up list of options. |g|:
Move or Copy Sheet... Clear Contents
Tab Color > Near the bottom in Format Cells. : L >

Eﬂq Protect Sheet... B Get Data from Table/Range...

Organize Sheets can be done by

'L',:I Mew Comment

B Lock Cell ] o
right clicking the tab name as well. {9 NewNote
Format Cells... Format Cells..
Pick From Drop-down List...
Define Mame...
G Link >

7 September 12, 2021



Misc Procedures

Excel Basics

“Format Cells” box has the following:

Number — change how you want that cell to reflect the

Format Cells

Alignment

Category:
[ S
General |
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

Font Border Fill Protection

Sample

General format cells have no specific number format.

information you put in it.

? *
Alignment — Same as the Home Menu options.
== = R EE,: Wrap Text
= = = = 3= [&] Merge & Center ~
Alignment
Font — Same as the Home Meno options.
Calibri 11 - ATA
B I U-~|ii«|d-A-
Font =
Border —
Format Cells ? *
MNumber  Alignment Font Fill Protection
e Line Presets
Style:
Mone  +—=-—--
I Hone  Qutline  Inside
___________ - Border
e = Text
Colon
Automatic £
%
The selected border style can be applied by clicking the presets, preview diagram or the buttons
above.
8
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Next Menu Option is “Insert”

Frie Home Insert Page Layoie Formulae Data Peoew View Help CurckSoois Parfect PDFE 11 Premiom A Sharn Comments
—_—
== Ly o 77 B shapes 8 Sanist P9 n dh- «- % £ T i e [ — - = =1 [ty A« | TTagpeten «
M 07 et ‘ Bosiw ® 7 DEA& @ M oA iEzEe EBER e O KBI D
e 4 o com & Scrwemnct - [ B Bl S = s . F Osmea
ProtTatie Pecommedded bk  Potues LY Ay = Feternmendel \e Maps PavotChan i ine Comm Wi Sley Tivelise Link Commere Teat  Header
Piest Talsies - 2 0Medet - asad s} s @ Lo . . Mg - Law - Bee  BFaater 2
Tatier Muatienens hoa Chata & Tomr Sl lines Fitany Lo Cammmenty Test Wnbak

EN

The most important items on this menu are “Header & Footer.”

Next Menu Option is “Page Layout”

File Home Insert | Page Layout | Formulas Data Review View Help QuickBooks Perfect PDF 11 Premium

I Colors ~ @ |_—|5 IE E%] # EEE] FIWidth:  Automatic | | Gridlines | Headings |:I|__| % E’E E:I @ A

s I Height: | Automatic ~ - -

Themes Fonis Margins Orientation Size  Print  Breaks Background Print ;D = e |cﬂ e e Bring Send  Selection Align Group FRotate

v [O]Effects ~ - > ~  Areav ~ Titles ER] Scale: 100% . Print Print | Forward ~ Backward~ Pane > - -

Themes Page Setup ] Scale to Fit ] Sheet Options ] Arrange
sert Page Layout Formulas Data - - - "
—_— Margin Options allow you to change your page margins before you get to printing.
T [

I O [ &
Margins

= = v Area~ ~

Last Custom Setting
Top: 05" Bottormn: 0.25" Page Layout Form

Left: 0.5" Right: 1.73"
- o |G C
E Mol e satemors: Orientation Options allow you to change from Portrait to . Orientation  Size  Prir

Header: 0.25" Footer: 0.3"

e or o Fere 070 1 Landscape before you get to printing. - ol

Header: 0.3" Footer: 0.3"

1
Wide D Portrait
Top: 1" Bottom: 1"

Left: 1" Right: 1"
Header: 0.5" Footer: 0.3"

D Landscape

Narrow

1 Top: 075" Bottom: 0.75" L =
Left: 025" Right: 0.25"
Header: 0.3" Footer: 0.3"

Custom Margins...
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Size Options allow you to change the Page size, such as Letter or Legal.

out Formulas Data Review \

e LI

O [ = ES
1 Size  Print Breaks Background Print

~  Area~ v

D Letter =
@ 8.5 % 11"
Legal

|:| 8.5"x 14"
O s
oo~ Print Area allows you to choose a smaller area for printing.
8.27" x 11.69"
A5
O Serveor Page Layout Formulas Data R
B5 (JIS) —
AT« 102 .y A ===
Folio Ijl% IB [%] I_l E
85"y 12" Orientation Size ~ Print  Breaks Background

" " L "
Envelope #10 Area

412'x 95"
Pag [& SetPrint Area

Envelope DL
433" % 8.66" i
433" % 866 Fe Clear Print Area

Envelope C5

6.38" x 9.02"

Envelope B5
6.93" x 9.84"

Envelope Monarch
387" x 75"

Japanese Postcard
3.94" x 5.83"

More Paper Sizes...
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Formulas Menu is designed for those of advance knowledge, therefore not included.

File Home Insert Page Layout Formulas Data Review View Help QuickBooks Perfect PDF 11 Premium
- ; , ; : . = c [ Show .
ﬁ\f Z g &) Define Name i Trace Precedents “fx Show Formulas E Calculate Now
. — = = = = = — B9 Trace Dependents A Error Checking ~ ==
Insert  AuteSum Recently Financial Logical Text Date & Lookup & Math&  More Mame d Trace Dependen S HIRIREisE Oy, Watch Calculation B Calculate Sheet
Function ~ Used ~ ~ v ~  Time~ Reference~ Trig~ Functions~ | Manager BZ Create from Selection [ Remave Arrows ~ Evaluate Formula = Window Options ~
Function Library Defined Mames Formula Auditing Calculation
. L t3]
Data Menu has many options, but the most used is “Sort”.
L} ata ki OF Sha

,,,,,

2 ;Dr:t :&g T; Highlight the area you would like to sort. Make sure to include all columns.
A & Advanced | coll 1T you only highlight one column the remaining columns will not sort along
Sort & Filter with the highlighted columns. Let us say you have name, address, phone
Sort number. Sorting just the name column would leave the address and phone
Find values quickly by sorting your number columns intact. If you highlight all 3 columns then the name,

data. address and phone numbers will sort together.

= (?) Tellme more
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Review Menu is where you find “Spelling” and “Thesaurus”.

Perfect PDF 11 Premium

File Home Insert Page Layout Formulas Data Review Wiew Help QuickBooks
s BB R |o|s|E O DB R B B R
wREE =7r & 2~ | a=x 5 BB & E o
Spelling Thesaurus Workbook Check Smart Translate Mew Show Motes Protect Protect Allow Edit Hide
Statistics Accessibility ~ Lookup Comment Comments = Sheet Workbook Ranges Ink ~
Motes Protect Ink

Proofing Accessibility Insights Language Comments

View Menu is used to change your view of the worksheet. Maybe you want to see how the page would look if you

printed it right now. E, Page Break View allows this.

Data Review View Help QuickBooks Perfect PDF 11 Premium

3@ B spiit % 'j:_‘

File Home Insert Page Layout
I, —_ +
~| Formula Bar Q D %
M [ B E 7 | S
Zoom 100% Zoom to MNew Arrange Freeze Switch Macros
Panes ~ Windows ~ =

MNormal Page Break Page Customn 7] Gridlines [¥] Headings Zoom - .
election Vindow Al
Macros

Preview Layout Views
Window

Sheet View ‘Workbook Views Show Zoom

Quickbooks Online allows you to export to “Excel”. When you load the worksheet, the following notice appears at

the top of the worksheet. You can not change the worksheet until you “Enable Editing”.
File Home Insert Page Layout Formulas Data Review View Help CuickBooks Perfect F'D:é l Premium
Enable Editing

-

-\i/ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.
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MATH BASICS - Simple addition for totals. |

)

Jx =({{(B13)+({B14)}+{B15))+(B16})+(B17) <

Alignment

3

S 234.26

17.214.40
20.505.95

2,963.93

-23.52

S 40,660.76

6.110.28

S 6,110.28

_2.683.01

S 2,683.01

147.00
113.00
$5.00

S  5§50,127.31

B18 -
Excel Software will highlight the totals to
A B be added together.
1 Moose Lodge
B Filo Home nsert Page Layout Formulas
2 | Profit and Loss = :
3 | May 2019 - April 2020 e T
a | L‘:::’:M Parte 3 o -
: i Total 830 y fe =({{{{BS)+(B12)}+{B1B))+(B21)) +{D24] ] +{B29)
6 Income
A
7 | 4000.00 Dues and Fees Income BT 430060 Sates Tncome
8 4005.00 Membership Dues 124.00 11 4205.00 N/T Merchandise
| 12 Total 4200.00 Sales Income
13 422500 Social Quarters Sales
9 | Total 4000.00 Dues and Fees Income 5 124.00 @ 4230.00 Beer Sales
10| 4200.00 Sales Income 15 4235.00 Liquor Sales
11 4203.00 N/T Merchandise 234.26 16 4245.00 Miscellaneous Mdse Sales
12| Total 4200.00 Sales Income S 234.20 17 4248.00 Overage & shortage
13- 4225.00 Social Qllﬂl'tEl'S Sales 152 Total 4225.00 Social Quarters Sales
14 4230.00 Beer Sales 17.214.40 15 4250.00 Kitchen Sales
15 4235.00 Liquor Sales 20.505.95 i 35099 Food Suich
1 21 Total 4250.00 Kitchen Sales
22 4300.00 Donations Received
16|  4245.00 Miscellaneous Mdse Sales 2.963.93 B 4310.00 Member Donations
17 4248.00 Ovel'age & shol'l:age -23.52 24 Total 4300.00 Donations Received
25 4600.00 Other Income
.00 MISC INCOME
15| Total 4225.00 Social Quarters Sales S 40,660.76] | ' ie0s00ventmg
smon e =z 2 = 2 4615.00 Hall Rental
25 Total 4600.00 Other Income
Joll‘oml Income
13
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Choose “File” from the Top Menu.

I

Excel Basics

AutoSave (@ off) 53

“Save As” Menu will provide you
existing locations. More Options
allows you to search for your
location.

1

» File Home Inse
EHD A Cut
I:: L
Paste E@ oPY
w ‘éyFnrmat Painter

Good morning

0§

| i
(RERERER:

s0

Money in Excel

Take a tour

I

Welcome to Excel

v New
D New
A 3
1] |
= Open
4
Info :
Blank workbook
Save
Save As
Print L Search
Share .
Recent  Pinned
Export
D Name

Publish

C:» Users »

Close

Shared with Me

ﬁ Test Profit Loss.xlsx

14
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“Save As” Screen defaults to a location you might have used before. Choosing “More Options” provides a new
screen with an File Explorer Window to choose a location.

Test Profit Loss.xlsx - Saved

’]\ [ Documents > A Moose Assist Files
@ Recent
| Test Profit Loss |
Personal |Exce| Workbook (*xlsx) - | | [Jl;} Save |

Mare options...

D Mew Folder

‘ OneDrive - Personal

Other locations

_ MName T Date modified
[ Thispc
D Addar | i
a Place Test Profit Loss.xlsx 3/25/2021 8:23 AM
[ Browse

Export

Publish

Close
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