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Learning Outcomes

By the end of this unit the learner will be able to:

v/ Manipulate data
v Insert, manipulate, and delete cells, columns, and rows
v’ Search for and replace data

v Spell check a worksheet
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UNIT 03 MODIFYING A WORKSHEET

Manipulate Data

THE UNDO AND REDO COMMANDS

Like in many other applications, the Undo command allows you to reverse the last action that
you completed. The Redo command, on the other hand, will cancel the last Undo action. Both
of these commands are available on the Quick Access toolbar:

-

Insert Page Layout Farmulas
Jb Cut Calibri 111 - A A
g E‘Fs‘ﬁ Copy ~
=iz o # -
¥ Format Painter B I U - - A
Clipboard M Font Fa

Additionally you can also perform the Undo command by pressing Ctrl + Z on your keyboard
and the Redo command by pressing Ctrl + Y.

The Undoand Redo commands both include a drop-down list that will display recently
completed actions that you can undo or redo:

Paste
Typing "« in A1
Cancel

o
[

Note that while you can undo most actions in Excel, there are a few exceptions. For example,
you cannot undo the save action.
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THE AUTOFILL FEATURE

The AutoFill feature can help you quicklyenter repeated or incremental text and numbers. For
example, imagine that you have to enter all of the years from 1990-2010 in a worksheet. Rather
than typing each year manually, you can take advantage of the AutoFill feature to enter the
data quickly and easily.

In order to use AutoFill, you need to establish a pattern. For this example, we will type 1990 in
one cell and 1991 immediately below. Then we will select both cells:

d| A 0

1 Year
2 1990

3 | qpagenl

—

Next, we will click and drag the small square down the worksheet until the desired value is
reached. Once “2010” appears beside the mouse pointer, we'll release the mouse button and
Excel will automatically fill in the numbers:
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Year
1990
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The worksheet will now contain the years 1990-2010.

1991
fr———

2010

A E

1 |Year

2 1950
3 1991
4 1992
o 1993
6 1994
T 1995
a 1996
9 1997
10 1998
11 1999
12 2000
13 2001
14 2002
12 2003
16 2004
17 2005
18 2006
19 2007
20 2008
21 2009
22 ] 2010
23

This feature doesn’t just work on single increments either. You can have Excel jump 2, 10, or
10,000 numbers at a time, forwards or backwards, depending on the two initial values you have
entered. Excel also comes pre-programmed with some other common AutoFill sequences,
including days of the week and months of the year, that do not require you to enter two

consecutive values.

AUTOFILL OPTIONS

For more control over how AutoFill operates, click the small icon in the bottom right-hand

corner of the AutoFilled data:
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21 2009
22 2010
23 =

Copy Cells

Fill Series

Fill Eermatting Cnly
Fill Without Formatting
Flash Fill

M3 ra
CI"IIU'l
o O oﬂoﬁ

AutoFill options include the following:

Copy Cells: Copy the selected cells into the AutoFilled area.

Fill Series (default option): AutoFill the pattern of the selected cells.

Fill Formatting Only: Apply only the formatting to the AutoFilled area.

Fill Without Formatting: AutoFill the pattern of the selected cells while ignoring any
formatting.

Flash Fill: AutoFill the column with data when it senses a pattern.

Other AutoFill Options

Note that the options that are shown in the AutoFill options menu can change depending upon
the type of data in the first cell in the range of cells that you were working with. For example,
suppose that the first cell showed any day of the week. This would cause the AutoFill options
menu to display the Fill Days and Fill Weekdays options:

A B | C | D

1 |Monday
2 |Tuesday
3 =
4 | 0 Copy Cells
3

— Fill Series
; [ol
?_ 2 Fill Eormatting Only
'y O  Fill Withgut Formatting
g 2 Fill Days
10 2 Fill Weekdays
il O FHlash Fil
12
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These options allow you to choose between including and excluding the weekend from the
series that you are creating.

THE TRANSPOSEOPTION

The Transpose option is a type of Paste command that includes options to shift the vertical and
horizontal orientation of any columns and rows in a worksheet. For example, suppose that you
had a data range that displayed product namesand numbers as rows, with days of the week
displayed as columns:

| A | B | c | D | E | F |
1 Monday Tuesday Wednesday Thursday Friday
2 |Product1l 5 4 8 4 5
3 |Product 2 a5 58 87 42 64
4 |Product 3 29 31 14 32 24

You could transpose the columns and rows bycopying this data range and then placing your
cursor on the worksheet where you want the copied data to be pasted. Next, click Home -
Paste - Transpose:

Paste Values

=" il il
123 123 123
Other Paste Options

% Ll L |5

Paste Special...
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The result will flip the row and columns:

4 A | B | C | P | E | F |
1] Monday Tuesday Wednesday Thursday Friday
2 Product 1 5 4 8 4 5
3 | Product 2 45 58 87 42 64
4_Prm:|uct3 29 31 14 32 24
=)

6 | Product 1 Product 2 Product 3

7 | Monday 3 43 29

g | Tuesday 4 58 31

9 Wednesda a8 87 14

10 | Thursday 4 42 32

11| Friday 5 64 24

172
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LIVE PREVIEW

Live Preview is used to give you an idea of how copied objects will look when pasted in a
selected area using regular paste or a Paste Specialoption. These previews are enabled by
default and will be displayed automatically when you place your cursor over a paste option on
the Paste drop-down command or the Transpose paste option on the context menu:

A | B | c | D | E | F |
1_'_ Monday Tuesday Wednesday Thursday Friday i
2 | Product 1 5 4 8 4 5!
3 |Product 2 a3 58 87 42 64
4lproduct3 29 31 14 32 24
5_
6 | Product 1 Product 2 Product 3
7 | Monday 5 43 29
8 | Tuesday 4 S8 31
9 Wednesd Paste Options: 14

il il il il il il

10 | Thursda D) las LA 28 % | L 32
11| Friday 5 64 24
12 | Transpose (T)

A preview of how the data will look when pasted will now be displayed and any overlaying
menus will become transparent.

You will also find this feature when formatting your worksheets by changing fonts and adding
styles. We will discuss this aspect of Live Previewfurther in Lesson 4.
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THE CLEAR BUTTON

One or more selected cells can be cleared of formatting, data, comments, or hyperlinks by
clicking Home - Clear - [object type]:

= O

John Smith I,'E-n_’i_ Share

(] £—3 .
o ) St gy O
Fill - _
Insert Delete Format Sort & Find &
- - - “Z Clear Filter ~ Select -
Cells & Clear All ~
%

we Clear Formats
Clear Contents
Clear Comments

Clear Hyperlinks

Alternatively, you can clearall of these objects at once by clicking Home = Clear - Clear All.

Quick ANALYSIS FEATURES

Quick Analysis provides easy access to Excel’s data visualization and management tools, and
helps you use them. To start, select the data in question and click the Quick Analysis icon in the
bottom right corner:

A B C D | E F 6 | H | 1 |
Monday Tuesday Wednesday Thursday Friday
Product 1 5 a4 B a4 5
Product 2 a8 58 27 a2 64
Product 3 29 31 14 32 24

|§L\L Quick Analysis (Ctrl+Q)
Use the Quick Analysis tool to
quickly and easily analyze your data
with some of Excel's most useful

tools, such as charts, color-coding,
and formulas.

lmloaumtn.hwmn-

=
=]

(Note that you can also use the Ctrl + Q shortcut.)
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The Quick Analysis pane will open. Choose a category from the top of the pane and a specific
style or tool from the middle of the pane:

A A B C D E F G | H | ]
1 Monday Tuesday Wednesday Thursday Friday
2 |Product 1 5 4 8 4 5
3 |Product 2 45 58 87 42 64
4 |Product 3 29 31| 14 32 24
5 L
5_
7 .
8_ Charts Totals Tables Sparklines
9_ =T =
= === Hi=H g
10 - B E:g HE=H E @ EEE
11 Data Bars Color.. IconSet Greater.. Top10%  Clear..
Lz
13
14_ Conditional Formatting uses rules to highlight interesting data.

You will see a preview of each item as you hover over it:

A A | B | C | D | E | F | G | H | ]
1 Monday Tuesday Wednesday Thursday Friday

2 |Product 1 5 4 8 4 5

3 |Product2 43 58 87 42 64

4 |Product 3 29 31 14 32 24

5 |Sum 82 93 109 78 93 a

6—

7 . .

8_ Formatting Charts Totals Tables Sparklines

9_

10 == B,
11 Sum Average  Count % Total Running..  Sum

12

a b

14 Formulas automatically calculate totals for you.

(Notice the left and right arrows in the middle part of the pane, which allow you to view more
tools in this category.) Click a tool to apply it or close the pane by clicking back in the Excel
window.
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AcCTivITY 3-1
Manipulating Data

You need to create a worksheet that will display the number of products sold on average by the
product and the day of the week. You have gotten a good headstart on it, but you need to
change a few things using the tools that you learned about in this topic.

1. To begin, open Activity 3-1 from your Exercise Files folder:

. Activity 3-1
X Microsoft Bxcel Worksheet
9,58 KB

2.  First, you need to use the AutoFill feature to complete the sequence that shows the days
of the week as column headers. Click to select cell B1 and then move your cursor to the

bottom right corner of that cell so that it is on top of the small square:

A B ,C D E F
1 Monday |{
2 produti 5 ' a4 8 a 5
3 |Product2 48 58 87 a2 64
4 |Product3 29 31 14 32 24
5 |Producta 47 58 67 a1 32
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3.  Next, click and drag the small square to F1:

A B C | D | E | F
1 Monday | s—————————————
2 | Product 1 3 4 8 Friday 5]
3 |Product 2 43 38 &7 42 64
4 | Product 3 29 31 14 32 24
5 | Product 4 a7 58 67 41 32

(Note that a ScreenTip will show you the day that will be entered into this cell.)

4. Release your mouse button. You will see that the sequence has been completed:

| A B C D E F
1 Monday Tuesday Wednesday Thursday Friday
2 |Product 1 5 4 8 4 5 =
3 |Product 2 43 58 87 42 64
4 |Product 3 29 31 14 32 24
5 |Product 4 a7 58 67 41 32

5. Next, you need another copy of this data but with the columns and rows transposed.
Use your cursor to select the A1:F5 cell range:

A B C D E F (

1 Monday Tuesday Wednesday Thursday Friday

2 |Product1 5 4 8 4 5 =
3 |Product2 48 58 87 42 64

4 |product3 29 31 14 32 24

5 |Producta 47 58 67 a1 320

[ =
y £
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6.  Press Ctrl + C to copy this data:

A B C Cx E F
1 Monday Tuesday Wednesday Thursday Friday |
2 IProduct 1 5 a4 8 a 5 =
3 [Product 2 a5 58 87 42 64
4 tProduct 3 29 31 14 32 24
5 |Producta 47 - 38 67 .4 32 _

7.  Click cell A7 and then click Home - Paste - Transpose:

Insert Page Layout Formulas i @ Tell me what )
alla - - —
o cut Calibri KA E=2 - EeWapTe
o ER Copy ~
asti === &=3= .
< c ~ Format Painter Iu-|E- O A === |E2E Merge & Center
Paste [} Font 7 Alignment a
R e (B
O L % 2 fe
e e
it ﬁ | ¢ | D . E | F G H
Paste Val== | Tuesday Wednesday Thursday Friday |
o, | Transpose (T) 1
o . 4 8 a 5 |
123 123 123 1
38 &7 42 64
Other Paste Options i
— 31 14 32 24 1
%l Ll & S8 67 M 32 I

Paste Special...
; rrouuct 1 Product 2 Product 3 Product 4

8 | Monday 5 43 29 a7
9 | Tuesday ! 58 31 58
10 Nednesda 8 87 14 67
11 | Thursday 1 42 32 11
12| Friday 3 64 24 32

13

(Note that you will see a preview of how this data will lookafter it is pasted when you
hover over the Transpose command.)



Microsoft Excel

8. The selected data will now have been pasted with the columns and rows transposed
from the original copy:

A [ B [ C [ D [ E | F |
1] Monday Tuesday Wednesday Thursday Friday ]
2 |Productl 5 4 8 4 5
3 |Product2 48 58 87 42 64 |
4 JProduct 3 29 31 14 32 24 i
5 \producta 47 _ S8 67 M 32
6
7 Product1 Product2 Product 3 Product 4
2 | Monday S5 43 29 47
% | Tuesday 4 38 31 38
10 |Vednesda 8 87 14 67
11| Thursday 4 42 32 41
12| Friday 5 64 24 32
o

9. Remove the bold formatting from cells B7:E7 by selecting them and then clicking Home
- Clear - Clear Formats:

7 - £ | Product1
A [ c o 3 3 s W () 3 L M | N | o [
Monday Tuesday Wednesday Thursday fFriday
5 a L] 1 s

3 Productz 48 58 87 a2 6
4 Productd 23 an 1 2 E
5 Products 47 58 [ a1 32

&
7] Product 1 Product2_Product) _Productd |
& Monday 3 s a7
58 a £
a7 1 o

2 4
5 » z

9 Tuesday
18 Mednesda
11 Thursday
12 Friday

[PAFRP
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10. You will see that the bold effect has been removed from the selected cells:

b

7 Product 1 Product2 Product3  Productd l
8 | Monday 5 48 29 47

9 | Tuesday 4 58 31 58

10 Nednesda 8 a7 14 67

11 | Thursday 4 42 32 41

12 Friday 5 64 24 32

47

11. Save your work as Activity 3-1 Complete and close Microsoft Excel 2016.

Insert, Manipulate, and Delete Cells, Columns, and Rows

THE INSERT AND DELETE OPTIONS

To insert a column in a worksheet, right-clicka column header and click Insert. This will add a
new column in this location and push all existing information (including the column you right-
clicked) one column to the right.

Here, you can see that a new column is being inserted between columns B and C:

C R A
A | B e} . .
Mi}n{la\’f TuE-Sda'l’f IAfodnocdaw Thored
Product 1 5 2 d6 Cut
Product 2 48 58 B Copy
Product 3 29 31 "D Paste Options:
il
O

Paste Special...

Insert

Delete %

Clear Contents

= R el L

b
b
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A new empty column is now ready to be worked with:

I A I B C D I E I F I G I
1 Monday “¥lesday Wednesday Thursday Friday
2 |Product 1 1 4 8 4 5
3 |Product 2 48 58 87 42 B4
4 |Product 3 29 31 14 32 24

This procedure is the same for inserting rows. To insert a row, right-click a row header and click

Insert:

4 | Calilbori

LR SN
8 1 =o-4-3

% + & L& | F | 06 |

~ Wednesday Thursday Friday

2 ; } 8 4 5
| P—r—— -

% on | 58 87 42 64
4 = 31 14 32 24
5 3 Copy
6 T-_n‘ Paste Options:

? il

4 O

é Paste Special...
1; Insert

1] Delete %

All of the data in the row you selected as your insertion point, and the data in the rows beneath
it, will be shifted down one row. This will leave an empty row where you can enter new data:

A | B C | B | E | E | G |
1] Monday Tuesday Wednesday Thursday Friday
2 |Product1 5 4 8 4 5
3 | | | | | |
4 | ¥yduct 2 48 58 a7 42 64
5 |Product 3 29 3l 14 32 24
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Deleting rows and columns works in the same way.To delete a column, right-clickthe column
header you want to remove and click Delete. All of the data to the right of the column will be
shifted one row to the left, and the old information will be replaced with the data that was in
the column to the immediate right.To delete a row, right-click the row header and click
Delete.All of the data below the row will be shifted up one row, and the old information will be
replaced with the data that was in the row directly beneath.

To insert a single cell, right-click a cell and click Insert:

A B | C | D I E I F I

1] Monday Tuesday Wednesday Thursday Friday
E_P"}ductl 5‘ Callhrl - 11 - A‘. _AT $ - % ' 5,
3 |Product 2 A8 . e 54
| B T = M-~ - i L &0 00 _ef

4 |Product 3 29 - L oo =0 24
5:| Product 4| a7 | &g 67 a1 37
(5] X Cut

7 E® Copy

8 . Paste Options:

g a
10| O
11_ aste Speci:
12 ,ﬁ) Smart Lookup
. Insert...
L Del |>’
15 Liel ete...
1-5_ Clear Contents
17 =| OQuick Analysis
18— Filter b
19

| Sort b
20
21_ tyj Insert Comment
22 Format Cells...
23] Pick From Drop-down List...
24

o | Define Mame...
23
2 | & Hyperlink...




Microsoft Excel

The Insertdialog box will appear:

Insert ? -
Insert

() Shift cells right

®5

() Entire row

O Entire column

When you insert a cell, the existing data must be relocated. Selecting “Shift cells right” in this
dialog box will move the item in the active cell, and all the items to the right of it, one cell
further to the right, leaving a blank cell at the original location. For example, if you added a new
cell at Al the data in cell A1 would move to B1, the data in B1 would move to C1, and so on,
leaving cell A1 empty.Selecting “Shift cells down” will perform a similar operation, but a
downward direction. For example, if you inserted a cell at location B1, the data in B1 would
shift to B2, B2 would shift to B3, and so on, leaving B1 empty. The“Entire row”or “Entire
column”options allow you to insert a row or a column in the same manner we just discussed.

The Insert and Delete commands can also be found on the Home tab:

Book - Excel

Insert Page Layout Formulas Data Q@ Tell me what you want to do...

By X Cut ¢ == = -: J | Ex| i
| B3 oy - Calibri 1 A A == & S¢ Wrap Text General = ‘/ 85 = @
Paste T U- 5. H-A~ === == EMege&Center - § - % » 4 £ Conditional Formatas Cell [insert Delete|Format

B
 Format Painter Formatting = Table = Styles -
Clipboard ® Font ® Alignment ® Number 3 Styles Cells

CoLumMN WIDTH AND ROW HEIGHT ALTERNATION MIETHODS

Sometimes it will be necessary to change the size of a row or column in order to display all the
data contained in the cell.You also might want to change the size of a row or column just for
appearance. In either case, resizing a row or column is quite easy.

To change the size of a column, place your mouse pointer on the line that divides the column
headers. For example, if you wanted to change the size of column B, you would place your
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mouse pointer on the line separating B and C. Your cursor will turn into a vertical line with a
small arrow on either side:

I A I E <-|-» C |
1_]Pr|ce Quantity  Cost

When you see this pointer, click and hold the left mouse button todrag the column edge to the
left or right. As you drag you will see the size (default width is 64 pixels):

. A B | C e ] B
1 |Price Quantity Cost
2 | |
| |

]

When you release your mouse, the size of the columnwill be changed.

To change the size of a row, place your pointer on the line separating the row headers and then
click and drag up or down to make the row larger or smaller (default height is 20 pixels):

A | B | C
1 |Price Quantity Cost
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There are more resizing commands available by clicking Home - Format:

=
John Smith
e = 3 AutoSum - A
b B 2 e x| vy L
_ B Fill - z _
Conditional Formatas Cell Insert Delete Format Sort & Find &
Formatting = Table~ Styles~ - - - & Clear~ Filter ~ Select =
Styles Cells | Cell Size ~
IC Row Height...
AutoFit Row Height

] Column Width...

3

AutoFit Column Width
Default Width...

Visibility
Hide & Unhide 2
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color »
Protection
. Protect Sheet...

[ Lockcen

Format Cells...



Microsoft Excel

THE HIDE AND UNHIDE OPTIONS

Excel also gives you the ability to temporarily hide particular rows, columns, or sheets and then
unhide them when necessary. To begin, select the row or column that you want to hide, or

make the target sheet active. Then, click Home - Format - Hide & Unhide, and choose the
desired option:

= O

John Smith Fj_ Share

= D AutoSum -~
n _ zZy /O
Fill = .
Farmat Sort & Find &
- & Clear~ Filter - Select ~
Cell Size
L Row Height...
AutoFit Row Height

L] Column Width...
AutoFit Column Width

Default Width...
Visibility

Hide & Unhide r Hide Rows
Organize Sheets Hide Columns |>’

Benarne Sheet Hide Sheet

Move or Copy Sheet... Unhide Rows

Tab Color g Unhide Columns
Protection

I:' Protect Sheet...

D Lock Cell

Format Cells...
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In this example, you can see that row 3 is hidden:

A B € D k@ F
1] Monday Tuesday Wednesday Thursday Friday
2 |Product1 5 4 4 5
4 | Product 3 23 31 32 24
=

To re-show it, we would re-select the surrounding rows and click Home - Format - Hide &

Unhide - Unhide Rows:

& O
B H ] Fill -
Insert Delete Format

- - -

& Clear~
Cells | Cell Size
IC Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide

-

Organize Sheets
Eename Sheet

Move or Copy Sheet...

Tab Color »

Protection

[E7  Protect Sheet...

[:] Lock Cell

Format Cells...

|

John Smith }-n_’i_ Share

| EEle il > AutoSum - %Y p

Sort & Find 8
Filter = Select =

Hide Bows
Hide Columns
Hide Sheet
Unhide Rows

Unhide Columns
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Note that the Hide and Unhide commands are also available on the right-click menus for rows,

columns, and sheets.

ACTIVITY 3-2

Manipulating Columns and Rows

You have been given a large spreadsheet that contains information about the sales personnel in
your company. There are few changes that you need to make to make this data more reader-
friendly and to highlight the data that is most important to you.

12. To begin, open Activity 3-2 from your Exercise Files:
. Activity 3-2
X Microsoft Excel Worksheet
10.6 KB

13. Let’s start by resizing some of the columns. Select cell B1. Click Home - Format -
AutoFit Column Width:

= = |

John Smith Fj_ Share

= ':E'[x {:}' 2 AutoSum - A
H ] Fill - zY p

Insert Delete Format Sort & Find &
& Clear~ Filter = Select -

- - -

Cells | Cell Size -~
I[ Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column gdth
Default Width...
Visibility
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14. Column B will now be resized to fit its data. You can also see that the Sales column (E) is
too small for its data. Double-click the separator between the E and F headers to fix this:

-

Insert Page Layout Farmulas Data

& - - f—

B d Cut Calibri 1 AN =2 & EBWa
9 Egy Copy -

aste - - . === e =

- ¥ Farmat Painter U - A =E== =% HMe

Clipboard P Font P Alignment

Bl | S || Salesman 1
A A B C D E + F G H |
1 |Month |Salesman |Region Product |Sales |Profit Bonus
2 |January |ASmith |Mortheast |Pens H### | 5250.00 | S 62.50
3 |January |JAdams |Southwest|Pencils HHHE | 5335.00 | § 8375
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15. Next, you need to add subtotal rows for each month. Right-click the header for row 7
and click Insert:

A A B C D E F G

1 |Month [Salesman |Region Product |Sales Profit Bonus
2 |January |ASmith |Mortheast |Pens 5100.00 | $250.00 | § 62.50
3 |January |J Adams |Southwest |Pencils 513400 | $335.00 | 5 B83.75
4Calbr <11 < g A § - 9 » 5 OK§ $168.00 | $420.00 | $105.00
3 . 5 $202.00 | $505.00 | $126.25
"B I =O-A-E-50 0

5 ers| $236.00 | $590.00 | $147.50
7 leabrian: [iadame |west Erasers | $270.00 | $675.00 | $168.75
8 db Cut Mortheast |Pens $130.00 | $325.00 | § 81.25
?EE Copy Southwest |Pencils $125.00 | $312.50 | § 78.13
10 |5 Paste Options: Morth MNotebooks 5135.00 | $337.50 | 5§ B84.38
1) o Midwest |Markers | $115.00 | S287.50 | 5 71.88
1 O East Daytimers | $110.00 | $275.00 | $ 68.75
1;  Pastedpecial. hywest Erasers | $105.00 | $262.50 | $ 65.63
1. Insert Mortheast |Pens 5200.00 | 5500.00 | 5125.00
1! Delete R? Southwest |Pencils $195.00 | $487.50 | 5121.88
1 North Motebooks $190.00 | $475.00 | $118.75
1 Clear Contents

1] Midwest |Markers | $185.00 [ $462.50 | $115.63
1 Format Cells... East Daytimers | $180.00 | $450.00 | $112.50
1 Row Height... West Erasers 5175.00 | $437.50 | 5109.38
2 Hide

1 Unhide
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16. Type the word “TOTAL” in the new cell A7 and press Enter.Then, apply the Bold effect by
re-selecting the cell and pressing Ctrl + B on your keyboard:

A B C D E F G
1 Month |Salesman |Region Product |[Sales Profit Bonus
2 |lanuary |ASmith |Mortheast |Pens 5100.00 | 5250.00 | 5 62.50
3 |January |JAdams |Southwest Pencils 5$134.00 | 5335.00 | 5 B3.75
4 |lanuary |BDoe MNorth Notebooks 5168.00 | $420.00 | S 105.00
5 |January |MParker [Midwest |Markers | 5202.00 | $505.00 | $126.25
6 |January |ASmith |East Daytimers | $236.00 | 5590.00 | 5147.50
7 |TOTAL
& |February |J Adams |West Erasers 5270.00 | 5675.00 | 5168.75
g |February B Doe Mortheast |Pens $130.00 | $325.00 | § 81.25
10 February |M Parker [Southwest Pencils 5125.00 | 531250 | 5 78.13
11 |February |A Smith |North Motebooks 5135.00 | 5337.50 | § 84.38
12 February |J Adams |Midwest |Markers | $115.00 | $287.50 | 5 71.88
13 |February |B Doe East Daytimers | $110.00 | $275.00 | S 68.75
14 |February |M Parker |West Erasers 5105.00 | 5262.50 | 5 65.63

17. Click anywhere in row 15 and click Home - Insert = Insert Sheet Rows:

le
o =, mm =t
&) % cut Calibri 1 = ®- Eweplet General &= EX @ Za
i ... o 2
aste . R < Insert | Delete Form
T Fomatpainter | B T U = A $ % e - Lo
Nun

o Insert Cells
2= Insert Sheet Rows
A Insert Sheet Columns

E ingert Sheet
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18. Type the word “TOTAL” in the new cell A15 and apply the bold text effect:

A A B C D E F G
1 Month |Salesman Region Product |[Sales Profit Bonus
2 |January |ASmith |MNortheast |Pens $100.00 | $250.00 | S 62.50
3 |January |JAdams |Southwest |Pencils $134.00 | $335.00 | 5 B83.75
4 |lanuary |[BDoe MNorth MNotebooky $168.00 | $420.00 | $105.00
5 |January |M Parker |Midwest |Markers | $202.00 | $505.00 | $126.25
& |January |ASmith |East Daytimers | $236.00 | $590.00 | $147.50
7 TOTAL

8 |February |J Adams |West Erasers $270.00 | 5675.00 | $168.75
9 |February |B Doe Mortheast |Pens $130.00 | $325.00 | § B1.25
10 \February |M Parker |Southwest |[Pencils $125.00 | $312.50 | 5 78.13
11 |February [ASmith |North Motebooky 5135.00 | $337.50 | 5 84.38
12 February [J Adams |Midwest |Markers | 5115.00 | $287.50 | & 71.38
13 February B Doe East Daytimers | $110.00 | $275.00 | & 68.75
14 February |M Parker |West Erasers $105.00 | 5262,50 | § B85.63
15 |TOTAL

16 |March ASmith |Northeast |Pens $200.00 | $500.00 | $125.00
17 |March JAdams |Southwest |Pencils 5195.00 | 5487.50 | $121.88
18 [March B Doe North Motebooks 5190.00 | 5475.00 | $118.75
19 March M Parker |Midwest |[Markers | 5185.00 | 5462.50 | 5115.63
20 |March A Smith |East Daytimers | 5180.00 | $450.00 | $112.50
21 |March JAdams |West Erasers $175.00 | 5437.50 | $109.38
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19. For March, type the word “TOTAL” in A22 and again apply the bold text effect:

V| A B C D E F G
1 |Month |Salesman [Region Product |Sales Profit Bonus
2 |January |ASmith |Mortheast [Pens $100.00 | $250.00 | § 62.50
3 |January |JAdams |Southwest |Pencils $134.00 | $335.00 | 5 83.75
4 |January |BDoe North Motebooks $168.00 | $420.00 | $105.00
5 |January |M Parker |Midwest |[Markers | $202.00 | $505.00 | $126.25
6 |lanuary |ASmith |East Daytimers | $236.00 | 5590.00 | 5147.50
7 |TOTAL

8 |February | Adams |West Erasers $270.00 | $675.00 | 5168.75
9 |February |B Doe Mortheast |Pens $130.00 | $325.00 | § 81.25
10 |February |M Parker [Southwest |Pencils $125.00 | $312.50 | 5 78.13
11 |February |A Smith |North Motebooks $135.00 | $337.50 | 5 B84.38
12 |February |J Adams |Midwest |Markers | $115.00 | 5287.50 | 5 71.88
13 |February |B Doe East Daytimers | 5110.00 | 5275.00 | 5 68.75
14 |February |M Parker |West Erasers $105.00 | $262.50 | & B5.63
15  TOTAL

16 |March ASmith |Mortheast |Pens £200.00 | $500.00 | $125.00
17 |March JAdams |Southwest |Pencils 5195.00 | 5487.50 | 5121.88
18 |March B Doe MNorth Motebooks $190.00 | $475.00 | 5118.75
19 |March M Parker |Midwest |Markers | 5185.00 | $462.50 | 5115.63
20 |March ASmith |East Daytimers | $180.00 | $450.00 | $112.50
21 |March JAdams |West Erasers $175.00 | $437.50 | 5109.38
22 |TOTAL
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20. Finally, let’s hide the Bonus column. Do this by first selecting the G column using its

header:

V| A B C D E F 16

1 |Month |Salesman |Region Product |Sales Profit Bonus |
2 |lanuary |ASmith |Northeast |Pens 5100.00 | 5250.00 -
3 |January |JAdams |Southwest |Pencils $134.00 | $335.00 | & 83.75
4 [1anuary [BDoe  [North  |Notebooks $168.00 | $420.00 | $105.00
5 |January |M Parker |Midwest |Markers | $202.00 | $505.00 | $126.25
6 |January |ASmith |East Daytimers | $236.00 | $590.00

7 |TOTAL

2 |February |J Adams |West Erasers $270.00 | $675.00 | S168.75
9 |February [BDoe  |Northeast |Pens $130.00 | $325.00 | § 81.25
10 |February |M Parker |Southwest |Pencils $125.00 | $312.530 | & 78.13
11 |February |[ASmith |North  |Notebooks $135.00 | $337.50 | § 84.38
12 |February |J Adams |Midwest |Markers | $115.00 | $287.50 | § 71.88
13 |[February [8Doe  [East Daytimers | $110.00 | $275.00 | § 68.75
14 |February |M Parker |West Erasers 5105.00 | 5262.50 | 5 65.63
15 |TOTAL

16|March  [ASmith |Northeast |Pens $200.00 | $500.00 | $125.00
17 |March JAdams |Southwest |Pencils 5195.00 | 5487.50 | 5121.88
18|March  [BDoe  [North  |Notebooks $190.00 | $475.00 | $118.75
19 |March M Parker |Midwest |Markers | $185.00 | 5462.50 | 5115.63
20|march  |Asmith |East Daytimers | $180.00 | $450.00 | $112.50
21 |March JAdams |West Erasers 5175.00 | 5437.50 | 5109.38
22 |TOTAL

21. Next, click Home - Format - Hide & Unhide - Hide Columns:
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22. Save your work as Activity 3-2 Complete and close Excel.

Search For and Replace Data

CELL NAMES AND RANGE NAMES
Rather than using cell references (e.g. A1:C1), you can apply descriptive names to cell ranges.
Range names are not case sensitive, cannot contain spaces, and cannot start with a number.

To apply a cell name or range name, first use your cursor to select the cell(s) that you want to
name. Next, type the name that you would like to use into the Name Box:

-

Insert Page Layout Farmulas
ﬂ Y -
M E‘?E’C“t Calibri -l A A
X2 Copy -
Paste - | EEE . -
- ¥ Format Painter B I U - & —
Clipboard ] Font a
Headers| I J< || Price
A B C | D E
1 |Price Quantity Cost |
2—
s }
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Pressing Enter will apply this name. From then on, you will be able to select this range by
clicking the Name Box drop-down menu and clicking on the range name that you set:

-

Insert Page Layout Farmulas
a . -
J Cut Calibri o
Egy Copy ~
Paste S I . -
- ¥ Format Painter S = > '&
Clipboard Fa Font Fa
e | Price
Headers B | c | D | E |
1A%
1 Inriﬂn | MinmAmdidr | et I

To remove a cell name or range name, select the cell(s) in question and then clear the name out
of the Name Box. Press Enter and the name will be removed.

THE FIND COMMAND

The Find command is used to locate information or data within the current workbook. The Find
and Replace dialog has lots of options on the Find tab to help with this task:

Find and Replace ? x

Find Replace

Find what:

FindAll | | FindNedt | | Close |

Here is an overview of the commands in this dialog box.

The “Find what” drop-down menu allows you to display any items that were recently
searched for.

The Options button will expand this dialog and show you more search options, like
matching text case.
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* The Find All button will actually execute the search command and look for all instances
of the search terms within the workbook.

» The Find Next button, on the other hand, will allow you to search for the next
occurrence of the search term. Clicking it again will highlight the next occurrence, and so
on.

Accessing the Find Command

To access theFind and Replace feature, click Home = Find & Select = Find, or press Ctrl + F:

= |

John Smith ,'E-n_}_ Share

%EEI EE'[x il 2 AutoSum - %Y p

B .
Fill =
Insert Delete Format . Sort & Find &
. . - | & Clear~ Filter ~ Select =
Cells Editing| .0 Find...

N

ab_ Replace...

= GoTo..
Go To Special...
Formulas
Comments
Conditional Formatting
Constants
Data Validation

[} Select Objects

E[l‘:.‘ Selection Pane...
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Either action will display the Find and Replace dialog box with the options hidden by default:

Find and Replace 7 >

Find Replace

Find what:

FindAll | | Findnedt | | Close |

If you click the Options button, you have more choices to refine your search:

Find and Replace ? =

Find Replace

Find what: e Mo Format Set Format... -
| | | |

|:| Match entire cell contents

| Find All ||find Next | | Close |

You can now choose to search formatting, within a sheet or workbook, in rows or columns, or
by matching the case, all by making selections in the combo boxes.

Advanced Search Options

The Find and Replace dialog contains some powerful advanced search options that you can use
to find exactly what you are looking for in a workbook.

= Clicking the Format button will open the Find Format dialog. Here, you can specify the
exact format type that you would like to search for.



Microsoft Excel

= The Format drop-down menu allows you to choose a format to look for based upon an
existing cell.

* The Within drop-down menu allows you to choose between searching the current
worksheet or the entire workbook.

* The Search drop-down menu is used to specify if the search should be performed by
row or column.

* The “Look in” drop-down menu is used to specify if you want to search formulas, values,
or comments.

= The “Match case” checkbox allows you to specify whether you want the results of your
search to match the exact text case of your search terms.

= Similarly, the “Match entire cell contents” checkbox will only return results that are the
exact and complete characters of the search terms.

THE REPLACE COMMAND

If you click the Replace tab in the Find dialog, you have the option to search for a term and
replace it with something else:

Find and Replace ? =

Find Replace

Find what: £
Replace with: e
Options ==

Replace All Replace Find All Find Mext Close

(You also can jump directly to this tab by pressing Ctrl + H or by clicking Home - Find & Select
-> Replace.)

If any instances of the search criteria entered in the “Find what” text field are found, they can
be replaced with whatever is in the “Replace with” text field. All you have to do is click the
Replace button each time Excel finds something.

If you click the Replace All button, Excel will replace every instance of the word or number it
finds with the replacement term, without waiting for you to click Replace for each one.
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Advanced Replace Options

The Options button will show additional controls and commands that you can use to get more
specific with your replace action:

Find and Replace ? =

Find Replace

Find what: || | Mo Format Set | | Format... v|
Replace with: | | Mo Format Set | | Format... v|

|:| Match entire cell contents

| Replal:eﬂll| | Replace | | Find All | [ Eindned | | Close |

Find and Replace also lets you search for and replace certain types of formatting. First, click the
Format button and click Format:

Find and Replace ? x

Find Replace

Find what: ~ Mo Format Set Format... -
| | | | E

Replace with: o Mo Format Set Format...
| | |

Within: [] Match case Choose Format From Cell...

Match entire cell contents Clear Find Format

| Replace All | Replace | Find Al | FindNet = Close |
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The Find Format dialog will open. Here you can select a format type from the tabs at the top
and then specify the details of the format in the dialog. For example, if you choose the Number
category you can select the type of number formatting that you want Excel to find. Click OK
once you have set your options:

Find Format 7 *

Font EBorder Fill Protection

i Alignment

LCategory:

General Sample

Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

General format cells have no specific number format.,

Choose Format From Cell... oK I | Cancel

(You can also choose a format from a cell by clicking the Choose Format From Cell button,
which will allow you to click a worksheet cell that contains the desired formatting, and populate
the dialog with those options.)
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Once you click OK in the Find Format dialog, you will be returned to the Replace dialog box. You
can choose a replacement format in the same way that you chose a format to find:

Find and Replace ? *

Find Replace

Find what: | | Mo Format Set | | Format... v|
Replace with: | | Mo Format Set | | Format... |v|

Format...
Within: [ Match case E [\
[ match entire cell contents Choose Format From Cell...

| ReplaceAll | Replace | Find Al | FindNet | Close

In the second half of the dialog, there are options to search worksheets, workbooks, and
formulas.Once your options are set, click Replace to replace the unwanted format one cell ata
time, or click Replace All to perform all of the replacements at once.

THE GO To COMMAND

To view the Go To window, click Home = Find & Select - Go To:
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&= O

John Smith .:;-:;- Share

> AutoSum - A
ad’

Fill -
Sort & Find &
& Clear~ Filter - Select

Editing O  Find...

ab  Replace...

> GoTo.. (s
Go To Special...
Formulas
Comments
Conditicnal Formatting
Constants
Data Validation

[3 Select Objects

E[:‘; Selection Pane...

(You can also directly open the Go To dialog box by pressing Ctrl + G on your keyboard.)
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Using this dialog box, you are able to quickly go to any named range within your workbook. For
example, here you can see the “Headers” range that we can quickly go to and select:

Go To ? >

Goto:

Beference:
| Headers |

| Special... | | ok M| Cancel |

Clicking the Special button will display another dialog box that allows you to select cells based
on chosen criteria. For example, you can choose blank cells, cell that contain comments, and
much more:

Go To Special ? >
Select
@ i CI Row differences
ID Constants D Column differences
D Formulas l:::l Precedents
Mumbers () Dependents
Text Direct only
Logicals All levels
Errors Cl Last cell
D Elanks l::;l‘r.-"isil:nllze cells only
() Current region () Conditional formats
(::l Current array CI Data validation
() Objects All
Same
ok | cancel
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(You can display this dialog box directly by clicking Home - Find & Select - Go To Special.)

AcTivITY 3-3

Searching For and Replacing Data

You have been put in charge of maintaining the Employee Absence Schedule. Your first task is
to configure this worksheet and add employee names to the list.

23. To begin, open Activity 3-3 from your Exercise Files folder:

. Activity 3-3
X Microsoft Excel Warksheet
236 KB
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24. First, you need to set up the employee names. Click Home - Find & Select - Replace:

= O

John Smith F_’i_ Share

] £—3 EA 05 -
€ EEIL)( utoSum - A p
n Y
B H ] Fill - g
Inzert Delete Format Sort &  Find &
. . . | & Clear~ Filter - Select =
Cells Editing O Find...
b Replac
32 Replace... I},
= GoTo..
Go To Special...
Formulas
Comments

Conditional Forrmatting
Constants

Data Validation

[# Select Objects

E[:l‘ Selection Pane...

25. The Find and Replace dialog box will now be displayed. In the “Find What” box, type
“Employee 1.” In the “Replace with” box, type “Jill Marston.” Click Options:

Find and Replace ? >

Find Replace

Find what: |Emp|nyee1

Replace with: |Ji|| Marston

[omer ]
e

Replace Al | Replace | FindAll | | FindNedt | | Close |
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26. Click the Within menu and choose Workbook:

Find and Replace ? x

Find Replace

Find what: |Emp|nyee1 | Mo Format Set | | Format... v|
Replace with: |JiIIMarstnn | Mo Format Set | | Format... v|
Within: | Sheet +| [ Match case

Sheet |:| Match entire cell contents

search: Workbook h‘

| Replal:eﬂll| | Replace | | Find All | [ Eind next | | Close |

27. Click Replace All:

Find and Replace ? x

Find Replace

Find what: |Emp|nyee1 | Mo Format Set | | Format... v|

Replace with: |JiIIMarstnn | Mo FormatSet| | Format... v|

Nl Workbook [] Match case

|:| Match entire cell contents

|Replaceﬂlltg| Replace | FindAl | [ FindNet | | close |
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28.

29.

30.

Excel should inform you that it has made 12 replacements. Click OK:

Microsoft Excel >

o All done, We made 12 replacements.

Repeat Steps 3 through 6 to perform the following replacements:

= Employee 2 = Sam Smith

= Employee 3 = Teresa Martinez
* Employee 4 = Jackson Motton
= Employee 5 = Annabelle Ruiz

Ensure that Excel is searching the entire workbook. Each search should result in 12
replacements.

When you have finished the employee replacement, type “Employee Name” in both the
“Find what” and “Replace with” fields. Click Format next to the “Replace with” field:

Find and Replace ? x

Find Replace

Find what: |Emp|nyeeName | Mo Format Set | | Format... v|

Replace with: |Emp|nyeeName | Mo FormatSet| | Format... v|

Within: | Workbook L] Match case
|:| Match entire cell contents

 ReplaceAll | Replace | FindAl | [ FindNet | | Close |
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31. The Replace Format dialog will now be open. Click the Font tab, and then choose Bold
Italic for the font style. Click OK:

Replace Format ? x
Mumber  Alignment Font Border Fill Pratection
Font: Font style: Size:
Bold Italid

T Calibri (Headings) ~ Regular B8 -
T Calibri (Body) Italic 9

T Agency FB Bold 10

T Algerian b | E0ld Halic 11

T Arial 12

T Arial Black hd 14 v
Underline: Color:
| | Automatic

Effects Preview

[m] strikethrough

[m] superscript AaBbCcYyZz

|:| Subscript

Choose Format From Cell... | oK %I | Cancel |
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32. Ensure that “Workbook” is still selected from the Within menu and click Replace All:

Find and Replace ? x

Find Replace

Find what: |Emp|nyeeName | Mo Format Set | | Farmat... v|
Replace with: |Emp|nyeeName | Preview |

Within: | Workbook L] Match case
|:| Match entire cell contents

|Replaﬁﬂll | Replace | | Find All || Find Next | | Close |

33. Excel will inform you that it has made 12 replacements. Click OK:

Microsoft Excel >

o All done, We made 12 replacements.
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34. Close the Find and Replace dialog by clicking the Close button:

Find and Replace ? x

Find Replace

Find what: |Emp|nyeeName | Mo Format Set | | Farmat... v|

Replace with: |Emp|nyeeName | Preview | | Format... v|

Within: | Workbook L] Match case
|:| Match entire cell contents

| Replace | | Find All ||findhlext| | Close H?

I Replace All :

35. Save your work as Activity 3-3 Complete and close Microsoft Excel 2016.

Spell Check a Worksheet

THE SPELLING DIALOG BOX

To start checking the spelling and grammar in your workbook, first open the Spelling dialog by
clicking Review - Spelling:

-

Home Insert Page Layout Farmulas Data

3: =T ﬁ) E%' D P €« > £ Show/Hide Comment
a%,

’|=|__p|5how All Comments

Spelling Thesaurus |~ Smart | Translate MNew Delete Previous Next g
-5 Show Ink

Lookup Comment

Proofing Insights ' Language Comments

(Note that you can also open this dialog by pressing F7 on your keyboard.)
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You will likely be prompted to begin checking spelling at the beginning of the sheet (A1). Click
Yes to continue:

Microsoft Excel -

o Do you want to continue checking at the beginning of the sheet?

LYes [N | mwo |

Any misspelled or unrecognized words will be displayed in the Spelling dialog box. Here’s an
example:

A B | C [ D [ E [ F G | H | |
1 |Wedesday
2 Spelling: English (United States) ? d
3 | Mot in Dictionary: |
4_ Wedesday | | lgnore Onece | L
5_ L
8_ Suggestions: L
9 _
10 Wednesdays
n cmsenr |
12_ AutoCorrect L
13
14_ Dictionary language: |Eng|ish (United States) I
1t5_ T T T T T T T

As you can see, the word “Wednesday” is misspelled and shown at the top of the dialog. There
are two suggestions listed in the lower half of the dialog and a number of other commands:

Ignore Once Ignore this particular instance and keep checking the rest of the
worksheet.
Ignore All Ignore all instances of the misspelled word and keep checking the

rest of the sheet.
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Add to Dictionary

Change

Change All

AutoCorrect

Options

Undolast

Cancel

Add this particular word to Excel’s dictionary so each subsequent
entry is listed as correct. This is useful for proper names.

Change this particular instance of the misspelled/unrecognized word
to whatever is currently highlighted in the Suggestions box.

Change all instances of the misspelled/unrecognized word to
whatever is currently highlighted in the Suggestions box.

Click this button to have AutoCorrect automatically change this
instance of the word to whatever Excel feels is correct.

This will open the Excel Options dialog to the Proofing category. Here
you can change AutoCorrect options and set additional corrective
actions.

If you accidentally changed something with the previous
misspelled/unrecognized word, click this button to revert that
change and then continue checking the worksheet.

Stop checking for spelling errors and close this dialog.

When the checking is complete, click OK to return to your work:

Microsoft Excel >

| Spell check complete, You're good to go!
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AcCTIvVITY 3-4
Spell Checking a Worksheet

You have started constructing a worksheet. You want to make sure the spelling that you are
using is correct.

36. To begin, open Activity 3-4 from your Exercise Files folder:
. Activity 3-4
X Microsoft Excel Warksheet
21.0 KB

37. Ensure that you are on the first worksheet of the workbook. Click Review = Spelling:

=

Home Insert Page Layout Farmulas Data

ﬁ) Eﬁ}a E'V:] x €« 2> A Show,."Hie Coment

Spelling Thesaurus ~ Smart  Translate New  Delete Previous Next g

[% Lookup Comment
raofing Insights ' Language Comments

ABC
v
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38. The word “Equipment” is spelled incorrectly. The Spelling dialog has selected the correct
spelling, so click Change to continue:

Spelling: English (United States) ? *

Mot in Dictionary:

Equipement || lgnore Once |

| lgnore All |

| Add to Dictionary |

Suggestions:

Change |\
| ChangeAl |
| AutoCorrect |
Dictionary language: ‘English [United States)
Options... ‘ Undo Last | Cancel |

39. Correct the next two errors in the same way:

Spelling: English (United States) ? x

Mot in Dictionary:

gratooties || lgnore Once I

| lgnore All |

 Add to Didtionary |

Suggestions:

gratuities’
Change All
| AutoCorrect |
Dictionary language: ‘English [United States)

Options... ‘ Undo Last | | Close |
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40. When Excel has finished checking the current sheet, click OK to close the spell checker:

Microsoft Excel >

| Spell check complete. You're good to go!

41. Now let’s check the Income sheet. Switch to it by clicking its tab:

3[] Transportation $100.00

\—_Ex& W| Profit - Loss Summary

Ready

42. Click Review - Spelling to check this sheet:

H ©- .

File Home Insert Page Layout Formulas Data

‘3: |j:" | ﬁ) an & ] P €« > 4 Show/Hide Comment
» ||=|__,|Show All Comments

Spelling Thesaurus  Smart  Translate New  Delete Previous Mext

Lookup Comment -5 Show Ink

Proofing Insights ' Language Comments
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43. “Boths” is the only misspelled word on this sheet. There are several instances of this
word on this sheet, so click Change All:

Spelling: English (United States) ? *

Mot in Dictionary:

boths | | lgnore Once |
| lgnore All |
| Add to Dictionary |

Suggestions:

Al | change |

baths

both

booth's Change All

broths

booths’ W AutoCorrect

Dictionary language: ‘English [United States)

Options... ‘ Undo Last | Cancel

44. You will see a dialog stating the spell checking is complete. Click OK to continue:

Microsoft Excel X

| Spell check complete. You're good to go!

(If you are prompted to start checking at the beginning of the sheet, click No.)

45. Save your work as Activity 3-4 Complete and close Microsoft Excel 2016.



