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UNIT-IV

MS Excel:

MS Excel Spreadsheet Basics & features
Concepts of Workbook & Worksheets
Getting started

Creating a new worksheet

Using Wizards

Various Data Types

Selecting cells

Entering and editing text

Entering and editing Numbers
Removing & Resizing of Columns & Rows
Entering and Editing Formulas
Referencing cells

moving cells, copying cells

sorting cell data

inserting rows, inserting columns
Inserting cells

deleting parts of a worksheet

clearing parts of a worksheet

different view of worksheets.

Formatting:

Page setup

Cell Formatting

changing column widths and Row heights
Auto format

changing font sizes and Attributes
Centering text across columns

using border buttons and Commands, changing colors and shading

hiding rows and columns
Working with Data & Ranges
Column Freezing

Labels

Hiding

Splitting

Merge Cells

Charts:

P

Chart parts and terminology
chart wizard

different types of charts
printing charts

deleting charts

linking in spreadsheet

rinting of Workbook & Worksheets with various options.
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TFAT 2013 F4T § 3R s RAdwane

TFA 2013 FAT § (What is Excel 2013)

THAS 2013 Teh TSMNE DA & S 3T SRl 1 TR, gaffyrd 3R favevor & i1 segafd
e g1 SIafh 3T AT Fehdd & o Uadel hael o @Il GaRT Siieel ST I FAId el & fou
39T fohar SITeT §, S ot gfeda I & grame @ rfFasimel At Hr oy 356 & ol dw
ThdT §| TR 3T Solc WA &, U TTAGTT a7 IMANTAT R I &, IT el 1 I ¢, Tl fafdesT
YR & 3¢T & AT FHIH HLAT A FATT g

File Menu Quick Access Title Bar Help Icon
‘ Toolbar Ribbon y
| + |
=] = Book] - Excel ? H - O %
HOME  INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS Foxit Reader PDF =
& Calibri - | == = =2 General - %Cond\tional Formatting ~ E“’Insert - #
. g BT U~ A a === - -9 »  [FFomatas Table~ E# Delete - it
aste Lo iting
¥ i DA EE=E W 8 8 [Z7 Cell Styles~ & Format~ | -
Clipboard 1 Font & Alignment & Number & Styles Cells ~
Al - Jx -
A B [s D £ F G H J K -
i ]
2
3
4 Column Headers
5
6 4+—— Row Indicators
7
3
9
10 .
Sheet1 @ [ v

Status Bar Worksheet Area View Buttons Zoom Control

THTH TFAd 2013 1 fAANare (Features of MS Excel 2013)

A New Look for Excel

S 3T Excel 2013 @reldT & 3T9ehT Tk blank Workbook & ST TeTe3TT Fhi fe@rs &aft| left pane &,
39T 3791 recent GEATASI & ATY-ATY FTARFT HISAl PN Wielel HT [Ahed G@S ¢IM|  right pane H,
3T &HelsT, G, AR $$ 3T I IoT Tohd &, Y & AGHIATC HT 3eAsa cFqoed H
ABSRT WISl Tohd gl TG T o AT doh THIA 3ANPhdl ¢, af Ig AT oAfser def 39 forw
3YIRT &1 ThdT &, oifchel 319 TCIEIT T TTATHSAT & ST § ar 30 37877 ( disable) Ram ST Fehdr
€13 IelTaT, ShEesl o H Teh w137 ScUhd § Sl U 9= ST deh Ugdal Higd 39 e 3R
WSl et fashedl deh ool & UEY YeT FRll gl

Sign in to get the most out of Office

Excel

Recent

@ Open Other Workbaoks

Expense Report
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Flash Fill
TFAS H Hthor GIAem weh a1 Time saver &, dfshel ARG Workbook & SiTg, 1 Hadl wTefdlel el #1$

Flash Fill gfaem § S 3mdeh fow 319aT e $T 39T Sect 81 S & Flash Fill 39 3eT # U deat
T 9T @l § , T§ 3MIhT AV SATHARRT Fl Th FT  enter AT o 3G & faT |, FHedar & &
39k 9 First name 3X last name & HTY contacts &I Teh HIciH §| TS & el Versions H 3TIeh!
TES! AATH HT GEX Pl T I7elT el o [T Ueh FF @A TSl § We] MS Excel 2013 & Flash Fill
% @TY, adjacent column F TgelT ATH €8T HL| AT & 35 Gidd H 39Tl Ugel oI 8T dhich gy
3R Q¥ e & AT Yeot 3R formatting T 3TCeIehe FXAT & TG MS Excel 2013 1 o Flaensit & & v
gl

G H

~ Supervisor Last Name B
Broccoli, Betty Broccoli
Grape, Gina Grape
Cilantro, Carrie

Melon, Mary

Banana, Bruce

Lettuce, Lola

Lime, Larry

Melon, Mary

WAt Ay e’

Recommended Charts

%S TFHT 3UANEThdl GART U= ST & ToIT §EASS  Chart type =81 TeT 9T &1 Recommended Charts
gfaur & @y, e Tafad sar & v gane v A geRt @ dag Yefia aar g1 3T uw
preview 2T & 3TIehT STT 3elaT-3eT wret A &ar wdr ¢ 3R 38« aic 58 g aRomA g1 it
3 aROTAT T gefia #Xar &1 gTefifh  Recommended Charts effaelel 3UANTehaliait &l ¢ =C
oI H HeE FT Tohd & o SeT T IIEAT R & 3R Tl A 9fAT a8 _a &, Ig Tt vaaeT
ITAETRATHT & T T 3T T g

B H S L

R | B

\_____J Yy

New Charting Tools
Recommended Charts Fatm & 3faRerd, Todiel 2013 AC fdehedl &l Telihd I god Reel 3R 31w

Aol are fashodl & WY U AT &9 f&AT 9T | AT 2013 H 3MShed & Teh A< AC & FUY
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g fhaIR & STeX fe@rs &ar &1 additional chart formatting options @ Jehe et & foT o7l & foralt oiY
SeA-AIE ded, UIE T AT AC Whoed W [Fefeh Y| AT AC HWeT S °E oed HT T AL |, TSe-
fForeh @Y, 3N 919-377 A @ WK YoA| 747 format Pane STgs & & 3oT Tdehoul & HIY Tehe BT &
S Tafad I dca & T R fer A g

Instant Data Analysis

AT cael faRelSuT 3UROT ( Quick Analysis tool) T 3R 3e(sTdl TFAST SULIThcI3 I TEr Al &
seT fe@es & ey Tieel # Acg Hdl ¢l a9 37 ST & ITal Y oI T faRevor delr agd &
3R 3T% a1 39 TAfAT 3T & ge gv 9T H @S ¢ arer caRd faReivor et ( Quick
Analysis button) T f&eres &Y (IT [Ctrl] + Q &aTU)| conditional formatting, Sparklines, tables or charts & forw
39eT 3T &1 preview W AR 39 JHG Al TFerh |

=
677 603 835 %.938

_| FORMATTING CHARTS TOTALS TABLES  SPARKLINES

I [T

5O E
o e = [>] t=[%]

Data Bars  Color Icon Set  Greater Top 10% Clear
Scale Than Format

Conditional Formatting uses rules to highlight interesting data.

Instant Answers with PivotTables

T fUale eqed 39 3eT & IR & TdTal &l [G2evor | &89 3R 3¢k ¢ & v uah arfFasmelr
3YROT § olfehel SO SUAITRAN I 3o¢ ool HRehel ofaTcl &1 Recommended PivotTables fashed, 3mq
Fad Th Fodsdh & T T T§ Waleead g7 ohd &l

Expanded Slicers

TATSEX &l Tgall IR Tadel 2010 H fUdicesd 3T heed el & folU T Scifded oallh & &9 H 9T
T a7 AUT| 3 TFAS 2013 H, TASE TFH cdol, FA eaaT 3R 3177 32T &aol H 3er off hoex
I Thd &l JT JT Il AR 3TN Tl H A |, TABI AT fheex fg@rad § drfer 3mT Tose
T A AT GF 6 3T dleT A 37 2w @

Timelines

T TBHATSS IR Tl eaal 7 Rapls fhoed A S §-T€ Th TAST & TATH H1H Rl &
Afhed 3T date T e FX THhd ¢ | WAl oo T F d1G |, TSHASA NSl T gl TIH T8l
fOaleeae 1 og= &Y 3R T contextual Analyze tab Foi| e g @, insert timeline WX ek #Y|
ST ST &, 39 date field T A L fSFGHRT 3T 3YAIT FIAT T8 ¢ IR TSHAAST i Raeead
& WY TFISS | TSHASS T 3UANT el & v, Thlel aR @i a1 @7 gfg & A1Y 3H9e 3T &
fiheey ael & T T3 W Foasd |

Power View

TS & oo FEROT & fIU 3Tt qraR o 0S-5e , 31 TFAe 2013 & 37eX Uehlhd g1 TR o
T I FFET 1Y 22T Fial A ATT T 32T hr T AT T [IAVT ey & v fFar Srar g
S8 ITA & AT, 39aT 327 o 3R insert> Power view Tt
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2 3 4 5 6 7 8 9 10

JobHistory | _Power Viewl

One Workbook, Onindow
T 7S FiauT Ig g fh T JdH vrdel 2013 workbook T AT TR 3refer TSt g Ig FUR &

THIH R TH HY FIH FIAT A TAT §, HR G AT & Hisfiex H1 3921 X 7 & &
=

Sheet!

THTH TR 2013 F FHgH I g@efcH @ aeUrome (Concepts of Workbook &
Worksheets in MS Excel 2013)

Teh Trlel Bgel TSIl 3FeX ahgsh o & & S el &, § U A1 30 eosefied a1 aehe anfde
g &1 ahelle & g diFg T A ( Cell) & FT F ST ST &1 Tedsh A ( Cell) H T T Iar
(Cell Address) 81aT &, ST shiel® FeeT ( Column reference) 3T GfFd TeEey ( Row reference) & =T glaT B
grelie & 2fiY WX Ato Z 318 Column reference =TTt €1 3R a&hefic & &1 31X 0 to 9 HEATT dfFd dgel
(Row reference) SATAT &1 MS Excel 2013 & 1,048,576 Ufaar 3iX 16,384 Ficte gl &1 PN AdAT ¢ Toh
T THH gelic H 17 3R & ATWS Cells gar &l

fSwice &9 &, MS Excel 2013 Teh Blank a&hefic & &Y Teh o5 dehgeh Tieldl g1 39 TaRTehcdlIdR
ahgeh & iR gehelie Sits, e AR a1 geo Fahd &

Ster oY 3T fohell Excel BTgel &1 39e] HPeX T Save A &, I1 Tohdll 31T AT 1 3u2er oieh
Save X €, dl 38 Thgsh & &I A Save [ SITaT &1 ahelic & U gohgs =15 1S &1 q@r real &,
Worksheets workbook # HaTEId Tgcil &, 3R asheeh 3 Wisel & Toeg 3T aead & save A &
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gdefle Fa1 2 (What is Worksheet?)
o ghflT 1 UGN 3T I TR A, P ol 3R TR el & v fhar s gl
o Tl H 3 & AU FT TR FHS Toh HAATR 3HR A Tl § S Yodeh geehiec & s
Yoot 3 cgafeyd g &

o 3T A Fiadd IR A & HIRYT IR Ffod FFar T g N AT Tt s & |- 3 Al
B15|
o ufd adale 1,048,576 Rows

o Hfa gafe 16,384 Columns
o 9fa gefic 17,179,869, 184 Cells

Quick Access Toolbar Ribbon Formula Bar
@ e ! : Book - Excel ? E - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEY VIEW Office Tester -
o X Calibri 11 v === E |Genert - [ ConditpnalFomattings E=lnset + X - v~
- B B IU- A x EE=EH- §-% 1 FromafsTable- T Delete - [T]- b~
T - DA == - o 2 Cell Styles - (= Format -
Cliy 4 Font g b Styl Cells Edi A
A fe ~
A B D E F G H 1 K L
i ]
4
s
6
7
8
s
10
11
12
13
14 -
Sheetl C) v v
_ B ElEy e
Status Bar Your spreadsheet
work area

Google Sheets
o ufa efT 256 FresT
o WIBa H T ahllew & fow aa v 3ifeds d@xar 400,000 §
o T wisa ufa 200 aHhfed

Worksheet name

AT TFA 3R Google TsMew a1l #, UcAsh ghellc & 17 gidr g1 Bwice &7 & |, ahefiew
1 efic 1, efie 2, e 3, 30T =T aRE AT Far Srar &, dfeheT 319 3 ATAT & Scol dohd &l

g&qa FIT 82 (What is Workbook?)

H = Bookl - Excel ?T H - O X
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER |+
-B.D kS Calibri -1 - = % %Conditional Formatting = @ i
Em- B I U- A A [Z7 Format as Table -
Paste - B - A A Alignment Mumber 4f Format as lable Cells  Editing
Lo . e A - - [P cellstyles - - -
Clipboard Font [F} Styles Pes
Al - S v
A B C ] E F G H 1 e
i ]
=
2
4
5
[
7
8
9 -
Sheetl (O] [l 5
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o UE TH WFTS BIS Bl &1 T 3w F$ ghde g 1 e srer A TR R Srar
gl

o FaA Me T F A A context menu AT VS AMe 3MSHA (ST HS) FH 3UAT e dhaeh
# ghelic g aFa £

o THgH H HF-37elT ghefic &I gerar AT DUt Hara g

e Context menu T 3YATT Feh TheMT H TFT-379T feq FI Ygdd HIAT HHA Tl & forw
ghefie & 39T 31eeT & W 3R gehelic FT 3TeRT-37619T ATH ded Thd gl

o TR & A ofie ¢ W Fosh wtd T adhelic & qadl adefle & o7 ¥hd ¢ |

o THAS H, gheficy & dra Rad wel & fAv e aidhe FHolt skl H1 39T X
Ctrl + PgUp (page up) — move to the right
Ctrl + PgDn (page down) — move to the left

Google T2Med & foT, ahelicy & i o el & fov Aléhe ol T ¢

Ctrl + Shift + PgUp — move to the right
Ctrl + Shift + PgDn — move to the left

TATH THFAA 2013 F W FH FF Y& F (How to Start work with MS Excel 2013)
Excel 2013 Tsh T9selic WIams § Sl 39hT SITeTehT &l TR, safeyd 3R favavor et &1 rqafa
&ar Bl S 39 AT Fhd § 6 Excel Fael $© @l qaRT Sfed ST A FEIRAT e & fow
39T FRaT SITeT B, i T cgfeha Wame Y QAfFaiTel Fiaunsi &1 o1y 3o/ & alieh e & 9w
THhaT g1 TE 39 Foic IWJ &, Teh UTRIGTOT offeT AT X I &, 1 Ireliel a1 7 &, Excel fAfdeT
YR & 3T & AT HIHA P AT T g
TFEA 2013 & ST (Getting to know Excel 2013)

Excel 2013 Excel 2010 & THTT gl Ife A9 Uger Excel 2010 &7 39T fohar §, A 39l Excel 2013 9
FIH F H R A& 819 I 31T Excel F T AT § A 3mIshr Excel 2013 3e3%hd & IRRT g
H FT AT o]
THTE TR 2013 HF/ qE FX (How to Start MS Excel 2013)

MS Excel 2013 & &%t & forT-

o HEH Ug FIC As W ToFeleh &

e All Programs &T TJeT Y|

q LIVE

e )
Q Advanced IP Scanner

Q LIVE LOCAL
m iVMS-4200 Client
»

| Calculator

ST
' I-if:'-"' programs and j Opens a list o&c:ur |

1

e Microsoft Office T TIeT HY|
e 3 H Microsoft Excel 2013 T TIeT H{|
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H = New Workbook - Excel 7 E - O %
HOME  INSERT ~ PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW Javier Flores Q

X |Calibri -l - General  -| [ Conditional Formatting = #=Insert = | gg
Ea- BT U- AW - $-9% » [FromatasTable- B Delete ~

Paste bl Editing
¥ - DA == - ) [7 Cell Styles ~ [#) Format =

Clipboard 1 Font ] Alignment G Number & Styles Cells ~

AL M 3 v
A 8 C D 3 F G H 1 ] K -

]

2

3

4

5

H

7

8

9

10

11

12

13

14

15 .

Sheetl | Sheet2 | Sheet3 ® < v

59 39 Excel 2013 T 9gell I Gield 8, @ Excel TIE Thiol fow@rs &alf| Tt &, 319 U #S aohaeh
T T ¢, SFIAIC T WA § 3R A aEHTH H GUR W FHA
e Excel T ThIeT &, Excel $eXhd deh Tgd«l & flw Black Workbook option 1 ffelere &y

search for ondin

: o Javier Flores p

Excel

Soppmit s, Budgncica Calands Ry |
Expense  List Loan  Schedule
Recent
Budget
A B C
. Take a
(@ Open Other Workbooks . tour
Blank workbook k Wi Excel

Oscars ballot predictor app

The Quick Access toolbar
Rea & 8% IR Pyd, [Fae vada gl (Quick Access toolbar) 3Tl FTHATY HaS dh Ggdal Sl

€ 38U IS B AT ISl & T @1 o AT a7 §| Biee &9 &, $HA Save, Undo 3R Repeat HATS
fow & §1 37 3wl gRwr & MUR W 3T HAS s Fhd B
fFa® taw e # FA F/ AT (How to add commands to the Quick Access

toolbar)
= [ﬂ New Workbook - Excel
HOME 1l Customize Quick Access Toolbar LA DATA REW

ey O Calibri | Mew =neral -| FZFcaond
D Bz - B I '- Open - -~ % EFUI’I’TI
pa.ste ~ . 4 v Save ER EFcens
Clipboard Fc Ernail dumber m
Quick Print
AL -
Print Preview and Print %
A B | Spelling [ F G
I:l + Undo
+ Redo

Sort Ascending

Sort Descending
Touch/Mouse Maode
More Commands...

Show Below the Ribbon

O U B W R

=
= O
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e Quick Access toolbar & g8 3R YA 3MU-3131 dR R Falsd FL|
o 3H FHAS F TAT B O T FI-3134 Aol § Ssewr gt §1 3F AT TS & A,
More command T TIeT Hl
*  Quick Access toolbar & HHIS g ST
Backstage view
SehECST &g 3Tl BISel Save, Open, Print el 3 3791 workbook &I Share &%et & foIw fafdest faered
Y&l & gl

dFEEST g FT ITANT HFA F (How to access Backstage view)
o Rea wX fUT File Tab R Feeh HY| Backstage view f&@IE 3| Excel

H -

HOME IMSERT PAGE LAYOUT
ﬁ e -

D Calibri 11 | A A
Egy -

Paste " B I U- i« @3,.&7

-

Clipboard = Font Ma
Worksheet views

Excel 2013 # faffieet YhR & 2WA & fdehed gl § i JTIhT Thqgeh Sl TN el FeRid i 2l
39 Normal view, Page Layout view, IT Page Break view H 1S 87t aéhaeh S@el Il Tohl &1 I TEah
affee Ft & fov 39aRl & @od §, @aet Ifg 3T s e &t I At a1 7 8l

e worksheet view &I SGelel & ToIT, Excel fd3r & fagel-gIv &t # aifdd worksheet view SHATS a1

RiCETACTY
Page Page
H:T Layout Break
view view

THATH TFAA 2013 F THGF FW qAT¢ (How to Create a Workbook in MS Excel 2013)
TFAS BISell I Workbook FeT STTell &1 SId 81 3T vardiel & Ueh 1S IRATSIAT Y& X &, Al 3HTIeh!
Teh 7S Workbook &ieilel &l 3HTaRIshall &lcll &1 Excel 2013 Workbook & &Y &IH HTl Y& Hlel
S e &1 3T Th 7S Workbook STiet & @ — a1 & Blank Workbook 3T qafaefifitd Template option
ol TH § |
TF I Wlell ahga F8 FT0 (How to create a new blank workbook)

e File Tab&T TdaT Y| Backstage view fe@rs am|
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H -

HOME IMSERT PAGE LAYOUT
& - L
- 11 A

D Calibri
Eg -
Paste " B I U~ ¥+ &v_&v

-

Clipboard Font P

o TG W T&UT New option W Fesh ¥ BT blank Workbook TR Fersh &Y |

New

Search for anline templates

Suggested searches:  Budget Invoice Calendars  Expense List  Loan

A B c

S — >
Take a
. . tour
e TF AS Wrell Workbook fe@ms &3fr|
SFYAT HT 3YANIT FIAT (Using templates)
FgeIe Te qafaeiRa sele § fSaer 39Aler 39 v 7§ Workbook 31 STedl &ellel & faw & et
g1 TFueleH & I HEeA formatting AR q@TFUIRA Formulas emfdrer g1 €, St &1$ aRSEm & e

HY 3l g THT IR TAH § 9 Fehol B
FYAT ¥ @ FHGFH W FATT (How to create a new workbook from a template)
e Backstage view o Iguel & fIT File Tab W feoreh &1

H v

HORE INSERT PAGE LAYOUT
s . -
D Calibri =11 A
Eg -

Paste ” B I U - . &,ﬁ,

-

Clipboard Font

F
o gl WX f&UT New option I fFereh @, blank workbook fased & i & TrFuae s &an
o fRE T AT FT T FL

MNew Workbook

New

Search for online templates
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o TFIUCIC F 3YANT A fhaT ST Thar § 50 IR & faRked =il & AT TFdelc & TH
Preview f&@rs ¢am|
o  TIMAT TFIAT FT IYINT It F AT Create R Foashr FL|

My financial portfolio

Provided by: Microsoft Corporation

LiNg FNaNCE

FORTFOIIO  NEWS L iy

| Loler security symbal 2 PROVIDER DESCRIPTION

MICROSOFT CORFORATION
WSED ZHEBD @ 000%

This template contains an Excel app for Office that
connects to internet data. It allows you to add and
track the stocks and funds in your investment
portfolio. Itincludes quotes, charts, and all the
latest news on your positions courtesy of Bing
Finance, Customize the fields you'd like to see in
the table using the drag and drop feature, Take
control of your investments,

Download size: 60 KB

Rating: % vr (169 Votes)

4 More Images 4

]

Create

o TIAT TFIAC F ATY TF A5 Workbook e@ms &3ft
39 Category & YR T CFIAC S39f Y Hehol & I1 $& AR fafkise @iead & e Search bar
3TANT I Thd &l

New

£% Home family budget pel
= Category
Budget a2
Monthly .
College Budget Business 46
....... J— Calculator 45
s2,45 0 52,233
f— L Industry 33
e - —— . Expense 31
— Fi B -
S S inance - Accounting 29
T —
== Personal 25
Family budget - Monthly college budget Small Business 22
Chart 20

THTH TFAd 2013/ °91€ F& F4T0 (How to Create Chart in MS Excel 2013)

TFAST Tehqeh T TTEAT AT HFER HIRhel 81 Teohll ¢ [SI@a aga 31T Ser giar g1 =1 3Taeh!
AMhehel T T 3T Tehqeh 3cT T AT ol &1 IFATT o &, @@ Jorear 3R F=Art &1 agar
3T B ST B

Understanding Charts

THAS H &g IIN-37elT YhR o <€ Bl &, Torad 3T 3(9=l 3T T Hafedd olish § Telol & IeTATT
& &1 € T gAY ST F IYANT FA F [T, TR IE FHST I 3MaeThar g fr [ are
HT 3YIRT HY RAT 1T &

Types of Chart

T & 99 [affied gerR & ar¢ § a8 @ 93 & A9 BIS &1 ¢ YhRI & 3eTdT, 39! Tdh
IE F TGt F P HT THSA I 3TATRdT gRN| T F F 3eTaT-37el9T ded T HEN @1 &, S 3eT
Y AT FIT H YT TEr—IdT ) Thd ¢l
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Sales Team Epsilon: Net Sales per Quarter

$6,000.00

$5,000.00

$4,000.00
@
£ $3,000.00 B Robert Johnson
A
I u Don McAllister
=z

$2,000.00 ¥ June Dewinter

$1,000.00 I

$0.00

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Sales Quarter

g€ FF 3T (How to Insert a Chart)

e Column titles 3T row labels g, 37 Cells T TIA FY Toleg 3T TIEC H ST Ied &1 I Cell
¢ & foIw | SeT (source data) 813T| §HIX 3GT8X0T H, A Cell Al: F6 ST Tl hidl|
e Inserttab & &, 3eod AC FAE W Foldh HL| AN 3CIEIVT H, §H HiclA HI Il D]

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

SEl & i UEx

nded Table Pictures Online Apps for  Recommended .
iles Pictures &4 ™ Office~ Charts L AR
INustrations Apps Charts

SI9-3131 Aol A FTeod U JhR el |
o TIfAT TC Fehefie & ST U]

i WEEE- k- g

5 2-D Column

Recommended [ower
Charts Miew
"Hl_h [} |:| H l:l H eports
3-D Column
; dn Jaf o7
11 B 20
$10,017 '
349’985 M
571,009
i
$11,355 i More Column Charts...
516,065 e ]
A B c o] E " s "

1 vl_ 2009 2010 2011 B2 2012 ~
2 |Classics $18,580 $49,225 $16,326 $10,017 $26,134
3 |Mystery $78,970 $82,262 $48,640 $49,985 $72,428
4 Romance $24,236 $131,390 $79,022 $71,009 481,474
5 |Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
& |Young Adult 435,358 $42,685 $20,893 $16,065 $21,388
7

8

5 Chart Title

10 5140,000

RIINIE)

11 5120,000

1z 5100,000

13 20,000

P 580,

15 560,000

16 540,000

” == ol [ :

- . Il il nflel ofRan NOHND

2009

2008 2010 2011 2012

21 mClassics ®Mystery mRomance mS5ci-Fi& Fantasy M YoungAduk
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e 3ma giafed =gl § & fha Geh 1 a1¢ 39ANT % ¢, ar Recommended Charts TS &idl €T
& IMUR WX S 3Tel@T-37eleT TTE FSTI|

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
DI ’ = - =- )Lf* [
H ldd @ B @ & 1?7 - Nz
Table  Pictures Online Shapes Smarthrt Screenshot  Appsfor  Recommended . PivotChart
Pictures - - Office = Charts % ', b~ -
Nustrations Apps Charts P

¢ J33e AR A (Chart layout and style)
e 3Telel & a1, WAl 5 diel § foieg 3T 379aT 3T Ueid el & dllh & aX & dgolel digd ol
Design Tab & II¢ & oI3T3C 3R TS HI UG AT AT
o TFHW 3HUdh AE P Ugal H AT ATl & foIT chart titles, legends, 31X data labels S a1¢ dca
Ssr fr gAY & B
o TIC dcd S & foIT, Design Tab 9 Add Chart Element F#A1s WX faae &Y T 3a-33a A &

aifed ded o
e
- — —
5] —

BE | |0 = Bl .
Add Chart Cuick Change | = u_l___._!.. w il
Elerment = Layout — Colors — —
{dh Axes -

Idh Aocis Titles - =
dh Chart Title - [—

; IAE® | Mene
(=15 Drata Labels -

- —
[f=15% Data Table |_|j]|:|:L Aboue Chart
ety Error Bars - [}.
R =
dh Gridlines Ls |.|j:|.|:|:|_ Centered COhwoerlay:
e Legend -
PAore Title Options...
= Trendline >

T

pRel

e TIE dcd &I FUIfeT (editing)aw‘{?r & AT Coldgiest @l sao-fFelsh Y 3R ST & A

Chart Tltle

5140,000
5120,000
S 100, 000
as m Classics
= 580,000
: iy stery
£ 560,000
=< m Romance
540,000 m Sci-Fi & Fantasy
520,000 I u m Young Adult
=]
2008 2009 2010 2011 2012
BAocis Title

o I 3T Jrerer-3rer9T AIC edl H SNSAT G B 8, Al AT THAS & qafeiled d3mse & &
TS 1 3UART I T &1 TH Quick Layout FATS T fFerer &Y, R M9-33 A & aifod

AT |
- =
nE IME™ Te® | =~
Add Chart | Quick Change | = T =
Elerment =~ Layowut ~ Colors ~
Chart L —_
=M f= |II |||
Chart 3 i ol s
Lﬁj_ﬁi S=0E _d]:ﬁi: =
1 E—— |
= 2
2 | | legiem | (Cille=| B
2 iz
- La. =
= Layout 7 -
° TR B e = =
= =
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o TN H HS -3 AC Fersed o anffer € S TR I WE & TR IR e @
caRd ®7 & @M el AT 3eTATT St §1 TE I dcelel & T, Chart styles group &
ST TCBd F TIT HL|

CHART TOOLS L22 Screens - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM FORMAT

I
i

Chart Styles
f
C D E F G .
| 5000 B 2010 B 2011 ~ 8 Select a style or click the
0 49235  $16326  $10,017  $26134 drop-dr:vourg asr';?; to see
0 82,262 $48,640 $49,985 $73,428
€121 200 ¢70 72 ¢71 nna éQ1 A7A

ma@ﬁﬁ?ﬁawﬁmmmmﬁmwéﬂwmaﬂﬁvm&wﬁa
fehe geoT & o 3TN X Tha

Book Sales 2008-2012 E

$140,000
$120,000

$100,000

u Classics

Mystery Chart
formatting

$80,000

460,000 m Romance

shortcuts

= Sci-Fi & Fantasy

$40,000
= Young Adult
$20,000 I I I
1 I 1l

2008 2010 2011 2012

Ly

TATH THFAA 2013 H 32T YR (Data Types in MS Excel 2013)

ST 3T IS 75 BISA S &, dl ahAe F T3 a7 THT YhR & gld &1 ST 37 IJg & & 5«
3T I AT AT STeld g, AN TFAel Ig AT ol 1 TAH Xl § & 39 v o &1 earee
gol T TTEd & S| — Text, Number, Currency, Date, Time Scafe|

B2 ~ I 0.8
Calibri  ~ |11 A A s B
4 A 2 |SSSE — cen e g Lo om
il B I = dv- A -0 -5 M
2 | I o.sl
3 2 Cut
= | Em Copy
2 %, Paste Options:
6 | <
7 A
8 | Paste Special...
EN Insert...
10— Delete...
e
12 | A o
13 Filter 3
11 Sort »
i ¥ Insert Comment
16
17| Eormat Cells...
18 Pick From Drop-down List... N
19
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Rl e ghdllc H F$ YHR & 3T X ST Tohd ¢ dhellc & Rl o 7 Fdr v yaR &1
3T T & AT g 39 AT & 9 3T TR e AR S Rg & @t & fav wide aar gzar §
Tal & Bidc FA T Tgal S1ET BT A S T THST AT 3TATF g

e J{IH YA 3T 3T Cell F Bolge Y fFTH 39T Data type SEolalT I8 8|

e 3& a1 cell W Right click Y| Drop down menu & Format cells option T Tl |

e Format cells SIIT S8 @S &3M 31 31T it Y Format Seoi=TT dT8d & 39 9 T HY
TS H IRE YHN & SICT ST Bl ¢l Afdhel 3o § FS 31T <159 &1 s Agcaqor § v 7
ALY fAeATai@d srer esy 39T # a1 Sid § S foe gl

General
9 3¢T T8T &7 FAT T3 YR & STel & TR el & foiv fRAT ST §1 I§ U PIOHA STl 8T
TS — Ato Z 38T, 0 to 9 R, Reg, fetrh, @aer 3 |

| 1/1/15 12:00 PMII
~
Format Cells M
Number | Alignment | Font | Border | Fil | Protection
Category:
o] sampte ¥
Mumber | 42005.5
Currency
Accounting General format cells have no specific number format.
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custam

[ OK i [ Cancel ]

Text
CFEC TFHA H THATT 3T YhR & oif Bhlec & & 3YTsH 8IdT &1 ST 3T 8T Hl YANT aee o
FFEfAd Bide # deaa & o fFar srar § 3@ f0dy o J€r 1 ST dhdar g

Number

Y 3T TISY T YINT Fdel 37T (0T 9 dh), SAFAT & I A VT I & o0 Far srar &1 s
YR & ST # qUileh ( integers), 31T (fractions), TfelereT (percentages), HaT (currency), 3R 3 TR &
3RS AT &1 AT ghelicd F I T 3 3T YR 2

Format Cells (2] == ]
Humber | alignment | Font | Border | Fil | Protection |
Category:
General | - | Sample
250
Curren =
Sx“”“"g Decimal places: |0 5
Time [] Use 1000 Separator {,)
Percentage
Fraction Megative numbers:

Number is used for general display of numbers. Currency and Accounting offer spedialized
formatting for monetary value.

Currency
3 3T TISY T T H! H FIATST BIHC Fl dgelel o [T fhdT ST § STH FAT & 3 Td
FET RAeg F AT HET 8T &1 S — Rs. 15,000, $500, Rs. 1500.00, Rs. 15000
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Date

39 3CT TIST &l JANT 3¢ ¥ FeaTdd BIHC I dcoled o [T fHAT ST § 38H 3¢ &
AeieFe AT 81T &1 S — dd/mm/yyyy, mm/dd/yyyy, yyyy/dd/mm, 23-July-2016, 23 july.

Time

Format Cells

Mumber Alignment

Categorny:
General
Mumber

Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

Fant Border Fill Protection

Sample

50.80

Decimal places: |2
Symbol: | S

Megative numbers:

51,232.1
(51,234.10)
(51,234,190}

Currency formats are used for general monetary values. Use Accounting formats to align decimal

points in a column,

Cancel

Format Cells

? =
Mumber | Alignment  Font  Border Fill Protection
Categony:
General sample
Number Thursday, June 23, 2016
Currency
Accountin Type:
EE*. ~3/14/2012 ~
Time 1 e
Percentage nesday. March 14, 2012
Fraction ,
Scientific A
;:‘:{ial 14-Mar
Mar- v

e em 14-Mar-12

Locale location}:

English [United States] ~

Date formats display date and time serial numbers as date values.
an asterisk (%} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Date formats that begin with

Cancel

Bl @l

S 3CT TIST &l T TeH U JFaTAd BIHC Pl dcoled & ToIT [HAT ST § 3THA c8H & WIoHT &l

Helge T BT ©l

Format Cells

Alignment

Category:

General
Mumber
Currency
Accounting
Date
Percentage
Fraction
Scientific
Text
Special
Custom

7 =
Fant Border Fill Protection
Sample
800
Type:
*1:30:55 PM ~
»
Locale (location):
English {United States) -

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk (*} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by aperating system ssttings.

Cancel
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Percentage
3 3T TISY &1 YA Percentage § TFETAT HidHe &l Sl & [oT FaAT STar & 38 gerded &
37T T 8 qe AT e &1 3@ Percentage RIeg 31T B

=7

Mumber |Nignment | Font I Border I Fill |Probechon |

Category:

General
Number
Currency
Accounting
Date
Time
Fraction
Scientific
Text
Spedal
Custom

Sample

-

Decimal places: |2

Percentage formats multiply the cell value by 100 and displays the result with 2 percent symbal.

Scientific
3H 3T TRT H AR YR & 3MeT A TR AT SATar §1 SHH SAAGT & 3PN Sl AT HLeT gidT g
Special

3 3T TSY T Tl fAAT YhR & 3MET Fl TR del & v fohar Srar g1 FT 15 v vl da%
3fe @ TR fohar ST g

Format Cells ? X
Mumber  Alignment Font Border Fill Protection
Category:
General Sample
Currency (987) 779-1977
Accounting Type:
.IEEEE Zip Code
me Zip Code +4
Percentage
Fracten. Sodial Security Number
Text
Custom
Locale (location):
English (U.5.) b
Special formats are useful for tracking list and database values.
(o1 o

Accounting

3 3T TSY T YATHIEC T I 31eT T TER FA & v fham J1ar &1 5@ e
HI YT AT GIcTT & Ud HET o7 e Fofell TSl g

Custom

$H 32T TST A IALTHAT & AN 31T & TSR H U F Thl §

Format Cells

& 3T

I
?

x

Number  Alignment  Font  Border  Fill  Protection

Category:

[General Sample

Number

Currency

Accounting Type:

Date [S-en-US]d-mmm-yy; @

Percentage General ~
Fraction o

Scientific 0.00

Text ===0
\SBg: =,#50,00

». &80 );(=,##0)

===0_);[Red](=,==0)
#,2#0,00_);(#,#20.00)
#,#20.00_);[Red](®,#%0.00)
$=,=#0_J;(5=,==0)

Se ##0 ) [Red](S=,##0)
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TATH TFAd 2013 H AT & WY FHH ST (Working with Cell in MS Excel 2013)

S T 3T Excel & TTY FH I &, dr 31T fRdT 8 information IT content T Cells & eI A g| Tl
aefic & e building blocks §1 Excel 7 SeT &t 10t faversor 3R gaffyd axet & faw 3nuer aa

3R qa e T AT aTd W@t g

Understanding cells(@« & $& FAs))

gcdeh aehefic Rl HAAHRT Sl & gl &, e Cell &gl ST §1 Teh ¥l T Row 3R T
Column & fAE®T &t gdr &1 Columns FT 78R (A, B, C) EaRT IgdT=T ST &, STafeh Rows T TE&AT3T

(1,2, 3) GaRT YgaT=AT AT g
Ho -

HOME E LAYOUT FORMULAS

c8 - ‘ﬁ:
A B C D E F

| :u——ﬂ

YRS AT T 39T H AT A Udl- 38& Column 3R Row 9T 3TemRd @1ar &1 37 3T &, wafad
JT Column C 3R Row 5 WX &, 3ATIT Il T 9aT C5 81 Tl HI IdT AH sSigd 7 @S ¢ gl
H 7

kummnmmn—n

Y] Cell address appears
in Name box

e

7

Y T & TAT A F$ Aol & TIA FX Thd gl Cells HT Th FHg T IoT ( Cell range) & & H
ST ST §1 Ueh Il 9o (Cell address) & FoT3, 3T AT {7 (Cell range) 7 gger 3R 3ifa# Cells& aa
ga (Cell address) T 39INET &eh Teh Tl Yof ( Cell range) T 3oold H HHd g , AT Ploled GART e
frar arar 81 3ameor & fow, Cell AL A2, A3, A4, 3R A5 efAe T dd I &1 AL A5 & &9 H ferar
STt |
A &1 IS images #, & 3TeT-37e9T T ATORT TAfAT &

o WU I ALA8
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D@ = o R WM e
O =l N ohs WK e

o ¥o IF Al: B8
Ife 3maehr TUsefic & Column 3&RT & ST TEATHT & TTT ofdel T T §, dT 3MIer Excel & forw
f3Wiee reference style T Seole ST TTTHAT BIIfT|

How to Select a Cell (¥« &T T FI )
HoT e Fl input AT edit FIA & TIT, TP Tgol A BT TUT el T TIIHAT g9
. T T & T U A W e H
o TIfAT T & IART IR TH border f&@E oM, 3R Column heading 31k Row heading & gi8eTse
fRaT JTTeT| A A9 de AT WM S a& o 3T genefic &7 T 39T cell R Feeh o Al

B3 -

1
2

3 | [ ]
1
3T 39 FIES GT Arrow keys FT 3TINET I o o T TIT I Thd &l
How to Select a cell Range(de IsT HT TIA Fd )
afl-aefl ITUh! Cells ST Teh &7 FHE AT Aol ToT I [foleFe el T HTEIHAT Bl &
o 39 A3 ¥ Fosh A 3R ABH F qIT §U 98 o9 WA STl o T Cells T el diar
AR & 3T HT & #ASH P o1 Cells 5I$(>;I$C G RGELE
o 9 do 31T genelic A fRET 3T cell R Fareh €T R € a9 & Cell highlight 33|

Al -

7, I R TR S
L4

Cell Content(®eT &e< )
wisefic 7 9% aRT gof & S atell &g 3T STy Aol 7 HIEIT T SITUelT| Jeddh Tl 7 Text,
Formatting, Functions 3iR Formula @fgd faffiead 9o & &ee enter W THhd gl
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o Text :Cells H cae, o1& 18RI, IEamsit 3R fafdar & aedr 81

A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 78 0.78

4 |5/8/2013 112 0.86

5 |5/9/2013 34 0.28

6 5/10/2013 99 0.49

7 |5/11/2013 189 0.65

8 5/12/2013 120 0.57

9

e Formatting attributes

Cells F Formatting attributes &Y A AT ST Thar § S 316RT, FEam3tt 3R At & yefa ==
& % F geod &1 3eEI0T & AT, gfaerd 0.15a115% & §9 H @ & ¥ahd &1 3T T dAeT &1
dearr3s @1 Y 9o Tha

) Percentage of Total

2 Monday, May 06, 2013 5 65.00 71%
e Tuesday, May 07, 2013 5 78.00 7854
4 | Wednesday, May 08, 2013 5112.00 Ba%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2013 5 99.00 49%
7 Saturday, May 11, 2013 5 189.00 6554
g Sunday, May 12, 2013 5 120.00 57%,
2

e Formulas and functions

Cells & Formulas and functions &I i fFaAT ST Tehdr § ST AT HATAT T IVEAT Hd &1 FAN 3ETEI0T
#, SUM (B2 : B8) @el IaT B2 : B8 # wcdeh Al &l AT Sisar & 31T total ¥l BI 7 wefRia sear &1

2] | i fe | =SUM[B2:EB)
A B C
Date Sales Percentage of Total

1

20 Monday, May 06,2013 $ 60 71%
3 Tuesday, May 07, 2013 S 78.00 78%
4 | Wednesday, May 08,2013 $ 1200 36%
5 Thursday, May 09, 2013 5 54,00 28%
6] | Friday, May 10,2013 5 %s00 43%
7 Saturday, May 11, 2013 5 189.00 65%
8 | Sunday, May12,2013_$ 12000 000 57%
9 ]Weekleales | 5 717.00 | J

How to Insert Conte'nt
o 38 o & AT TH JoT W fFesh H|
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[ G

2

o TIMAT T A S BT Y, R I HEIS W TeX gaTv| shee Aol 3R Formula bar H s
&I 39 WiHel d) H &He & input 3N edit T F Fehvet &

I First

Content appears in
cell and formula bar

How to Delete Cell Content(¥ef & #ee HI ¥ fBelic )
o 3 Hc & Y VT H TIA F Y 31T ger=T ded &

A B C
1
2 |First Mame Middle Mame Last Name
3 |Heidi |Lauren gE .lLEE

4 losie Marie Gates
5 |\Wendy Anne Crocker
o |Loretta Susan Johnson

A B C
1
2 |First Mame Middle Name Last Mame

3 |Heidi | |Lee
| |

4 |losie Marie Gates
5 'Wendy Anne Crocker
& |Loretta Susan Johnson

e 3TUaY IS UT Delete AT Backspace key GaTT| TS T e e SITAI|
3T T F 31MAF Cells T Fee I gt & faT 3797 HES W Delete key FT 3YANT X Hohd

&1 Backspace key Uh THT H shad Tk Aol I geTdT 3
How to Delete Cells(@e #T F& germ)

AT & e &l gele 3N Aol AT e & AT Ueh Ageaqul Ha¥ gl I 39 @ Al &I gerd §,
sg% A &Y Cell geT & STwaft 3R gerw v A F gfaewfa FT &l

o 33U A & TS Y Y AT g aga Bl

A B C

¥

1

2 |First Name Middle Name Last Name
3 |Heidi Joy Lee

4 |Josie Marie Gates

5 'Wendy Anne Crocker
6 |Loretta Susan Johnson

A & IS Cell SgoT AW

g7 9T Home tab & Delete command &T TaeT Y|

. ':Sx E=2h 2 AutoSum v AY
B EI % Fill - -

Insert Delete”Format Sort &
- - - £ Clear~ Filter =
Cells Editing
Delete Cells

Delete cells, rows, columns, or
o sheets from your workbook,

F¥I: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete.
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A B C
1 |First Name Middle Mame Last Name
2 |Heidi loy Lee
3 |losie Marie Gates
4 |Wendy Anne Crocker
5 |Loretta Susan Johnson

How to Copy and Paste Cell Content(¥er FTHY &dt 3R 9¥e FI )
TS 3T 39 Tsefe & ugar ¥ of &7 91$ dhee 1 YfAfafd el 3R 37 Hée F 3T Cells
# Paste el T AT o AT &, ST 39T FAT R T Sl T Hehell B

e 3T AT F IIT HY fS® 3T Copy FIT a8 &l
D E
Friday, March 01, 2013 Friday, March 08, 2013
P |
| |

Home Tab WX f&ad Copy command WX TFeleh &Y, AT 39l dhials W Ctrl + C gaT0 |

FILE HOME IMSERT PAGE LAYOUT 5 £
alls
d6 Cut Calibri -1 Friday, March 01, 2013 Friday, March 08, 2013
ER Copy - :x oo I
Paste L&a B I U - i« B T
- ~ Formit Painter - -
Clipboard T Font
D2 Copy (Ctrl+C) «
Put a copy of the selection on the F
Clipboard so you can paste it Copied cell destination
1 somewhere else,
1 |Fir
o 3 U H TIA HY ST8T 31T FHee Paste FIAT AR gl PrdT T 75 Cells H 3 3oToh IRT 3R
T dashed ST fe@ms &am|

e 3U% d1¢ Home Tab W Paste command WX fFeleh &Y AT YA dhiais W Cirl + V o |
FILE HOME INSERT PAGE LAYOUT

e
EBE}E) Cut Calibri -ln
R Copy -
Paste - | B
- ¥ Format Painter B I U -
Clipboard Fa Font
Paste (Ctri+V) £

Add content on the Clipboard to
your document,

1 |FirstName LastName Email

o @ec TIfAd Cells 7 paste g S|
D E

Friday, March 01, 2013 Friday, March 08, 2013

1

X X
!— —————————————— ! ]
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How to Cut and Paste Cell Content(del #ee HI Hh¥d &e 3 dre )
39 Copy 3iX Paste ¥l & faudid, Ry Cell & &de T cut T paste I Fehd g 3R Cells & =T
HeT P TAGATART HX Tehe 81

o 3 U & TIA HY I 31T Cut FAT I8 &l

D E FILE HOME IMNSERT PAGE LAYOUT
. . o
Friday, March 01, 2013 Friday, March 08, 2013 & % L) Calibri .
Em Copy -
X X Paste B I U - -
- * Format Painter -
X Clipboard M Font
X £ Cut (Ctrl+X) L
d} Remowe the selection and put it on

X H the Clipboard so you can paste it

— somewhere else,
1 |Fir

e Home Tab WX Cut FHATE W fFeleh Y AT 37U dhidls W Ctrl + X 91T
o 3 Cells ST IIT L @7 3T Hec Paste AT d8d &1 Cut Cells H 319 3% IR 3T Teh

dashed STere fG@Ts &am|
D E
Friday, March 01, 2013 Friday, March 08, 2013 FILE HOME INSERT PAGE LAYOUT
X ol
Ehgs’ Cut Calibri -l
i Copy
Paste - | o,
- ¥ Format Painter Iy -
Clipboard Ta Font
Paste (Cirl+V) £
Add content on the Clipboard to
destination your document.

1 |FirstName  Last Name Email
e 3% d1¢ Home Tab W Paste HHAE W TFeleh HY AT 3T s W Cirl + V G|

o Cutshec Hel Cells ¥ ger faar Smdem 3R wafd Cells & Paste g1 STwam|
D E
Friday, March 01, 2013 Friday, March 08, 2013
X X

X
X
X

How to Access more Paste options(d4¥e affieet faseq &1 galor F3 =)

319 additional paste options ceh 8 Tg< Wehdl &, ST formulas IT formatting aTel’ Cells & AT 1A HIA
T fady &0 @ glaursws gid §1 310 Paste Fhodl d& ugeel & fAT, Paste #Ais W Py gio-
33 dR W e |
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H <- | =
FILE HOME IMNSERT PAGE LAY OL D E F
alie Friday, March 01, 2017 —— - -
[ % Cut Calibri - Calibi (11 ~| A" A" % - 9% 9
Ez Copy -
Paste - | onmz B I =&~ MR I
= %" Format Painter B I u i | A *
Paste F] Font
R 7
ool = By Copy
o i i 1}-}' B Copy
ad o, .
= &P Keep Source Formatting (K P ry Paste Options:

o o

=4 =

Paste Values
o il ‘:4
e

123 123 123
Oither Paste Options

-l
Paste Special...

HoOox X K X M XK XK X XK X

ﬁ‘ o, o, i Insert..

e oy

= Lo sl Delete...
Paste Special... x Clear Contents

R & HATS Tolel & FoN1Y, 3T Uge-Theleh HTh HATS H Sledl T TFAH H Tohd &1 99 38 AT

& ThT Y T 39 Format H&AT T8 &, T ABH W Use-fFeleh Y| T 3M9-813+ Asf fe@rs 2am,

SIgT 39 Read W ua &5 A HeT|

How to Drag and Drop Cells(¥er ®1 & 3 3ilx 319 ¥ )

Cut, Copy T Paste & TSI, 3T 3TeiT e Pl TARIRT FlaA d T Cells F drag 3R drop off T

ghd gl

o 3T TA F IIA I HH 3T move FAT I8 &1

o HB3H & TAAT Ao &I border W FAY S Teh b HET Fhe R F IR RN & ATY Th Hrel
P # gRafda 1 g S|

F G F G
Friday, March 1, 2013 Friday, March 8, 2013 Friday, March 1, 2013 Friday, March 8, 2013
X bt
x : r\
X X
X oy . ¥ 1
X b X FaFs |
X X

o TIfST TATH WX Cells FT Folsh Y, garv 3R G|
o HR3H & BIS &, 3R Tafad TUT & Cells #r dropped F ez Smwam|
F G
Friday, March 1, 2013 Friday, March 8, 2013

oM M M | X

What is Cell Formatting in MS Excel 2013(THTH TFdel 2013 & dor WiHfer a1 § )
Tl AT e T & Formatting T 3TANT FA &, ST 9gd ARY STAhRT & AT Teheeh N TGt o
qgd HRES T §1 HA Formatting I Thgeh & FIET 3R I HT Iefhfold F Fahell 8,
S 39 N & 9gd Feahd § 3R THST Tehd 81 3T Fehgeh A YA fhU ST @ 3T A T
o ST A Fehd 8, S FfaRId (%), T ($) 3T
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wiee $¥ Tga (How to Change the Font)

fShice &7 @, Ucdeh 7S dehdeh T Wlec Shidigar (Calibri) TR FT gIAT &1 glelifeh, Tl H3 3T
HlecH YeTel T § ToledehT 3TN 3T 37TeT Tl T hl FECHSS el & [olT T Tohd &1
f&T 1T 3EEROT H, g7 AU title cell T 37T ThMT H 3Tl Flel H TeAAT & ToIU TTHAT HT|
o 3T A F TIT F A 3T FART FeT e E

A B
1 |Wehinar Training Log I:"}i_
2 |Email Address Last Mame
o Home Tab ™ T Font HATS & FaTel # AT U813 N W TFereh | Font ST9-313+ A
fe@rs gam|
o TS Font & I Y| AT Biec &I olsd Jalacliehsl o [G@S SIM ST T 3elar-3707T
faehedl O AT3E #T GATUIT| AR 3T6X0T A, 84 Georgia font T TeT T |
G Wl |k < ==E A a
Egy -
‘. {} Garamond
Clipboard T 0 s e
{} Bero
Al (' GEoManCY
} Georgia
T Ceostar'Fill s .
O Gestica Three 1 Webmar Tramimng Log
1 |Webinar } @Faaguegfa
2 |Email Add € Sigi ]
2 Emat ‘ 2 |Email Address Last Name

3 |heidi.leeg (F Gill Sans MT
o Text T Blec H T&el ST

Blee 3P HA d&a (How to Change the Font Size)
o 33U A H TIT Y O T TMNAT AT a8 gl

I'_;f.;" Georgia 15 = Y
A B _l;_E: - B I U - [ 3 - B -
Zlipboard = Font 10 =
11
i i - 12 W o
A 14
16 I}
1 |Webinar Training Log o .
. 1 | Webinar Training ==z
2 |Email Address Last Name S P 2a La
e Home Tab9X &I Font size HATS & 91T & AT 319- 33 AR W Feer Y| Font size 3r9-
313+ A fawrs gam
o Tifdd Fontsize T TJF H| AT Font size HT o3d Jddeilche GWS I FAifh 3T 37eTT-31eTeT
fashedt T ABH F AT §1 GAR 3ETEIT H, §H text F I9T T & [T 16 1 AhT FHE|
A B

1 |Webinar Training Log <

2 |Email Address Last Name
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o text IITAT Wiee IHR H Scol ST
AE:- 3T BV HT HTHR dcolel & T FHEea font size type T Thd & 3R Increase font size 3R
Decrease font size T JA9T 3 T Fohd gl

"D EE ) Calibri

Past
aste B I

-

= Wrap Text

Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands
H
1]
Biee WM $F g (How to Change the Font Color)
o 3 U & TIA I I 3T FTT AT I8 &l
A B
1 [Webinar Training Log < |
2 Email Address Last Name
e Home Tab 9X & Font color H#TS & &l H U 319-83A AR W faFereh &1 color A+ fewms
gl
o @ifdd Font color T T &Y| AT Font color T Ueh olsd Yaldailehel fG@rs &M Fifeh 319
fafdes faehedl o A3 HT AT &1 §AR 3STEI0T A, §H green HT =TI HLIT|
E‘x’ |Ge0rgia 'llﬁ '|A‘ N === % |
Ry -
Paste. & B I U~ H- @m@ggg &= |
Clipboard & Font Automatic
Theme Colors
Al N 2l m ammmmmEm
A

Webinar Training Log | Standard Colors

Email Address L - Li[,g. 11
Recent Colors

heidi.lee@vestainsurance.com Green

josie.gates@vestainsurance.com
wendy.crocker@vestainsurance.com

text TITAT Wlee T @1 &l SATTIT|

g.f More Colors...

[ I e W R N N

A E

1 |Webinar Training Log
2 |Email Address Last Mame

Five: ~3ifaRera o7 et @ GEI & T A & A More color T
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?
Colors g

Colors: Cancel

e e

Current

dies, sefaw 3 3sTaTST FATS FT 3TAT FA FI (How to use the Bold, Italic, and

Underline commands)
o 33U A H TIT Y O T FANAT AT e Ll

A B _
b Cut Georgia -8 A A ==
E‘@ Copy - o L
¥ Format Painter B[:EI u- - O A- ===
- » P Clipboard [ Font IF]
1 |Webinar Training Log Bold (CHr1-B)
. oz
2 |Email Address Last Name R Make your text bold. )
B L

e Home Tab 9 YT ses (B), scIfeid (1), AT 38 (U) S TR T HT| AR 36807 H,
gH Tafad ¥ dies X 4Nl
o T style CFEC W o[E] T ST

1 |Webinar Training Log
2 Email Address Last Name

m:-mmﬁﬁmmﬁasﬁvmmwCtr|+BaaTW%,tra:31§Tang;ram]\mﬁ
& fow sefaea o) & & AT Crl + 13 Crl + U 8 gaT #ahd B

Text alignment (CFEC TATSAHC)

fewice 7 &, 3M9sh adlic & g FIs M Taee A & g 90 3R @ &ar § Jefe #is o
FE&T A X A W dg aird-are 3R fE@g &ar §1 39T el e & TedlRGH Dl dgeled & 3T
Ig gl Tehd ¢ T e fhall o Ao & 5@ vef¥d g gl

gifasr are W@or FA Fe (How to Change Horizontal Text Alignment)

A QU 9T gAR 3eTEOT H, §H U title cell F TXWOT H 3R AT Gifeler ofh ool & fow
N HET AR 38 AT FRTFH § AT HET|

o 3T AT F TIT H AW 3T FART e amed g
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’E”' - E_!-' Wrap Text

3= [&= Merge & Center -

Alignment a

Center

3|Webinar TrainingLog % |

4 Emailﬁddress Last Name Center your content.

=] T ||
 Home Tab W & dIsT Horizontal alignment commands & & el Teh &1 Joi| AR 3aTe0T H, g4
Center alignment &T T HLAT|
o textcenter ¥ fe@S ¢ @M

“
—
]

m

3 Webinar Training Log

gféder e @I FF Tga (How to Change Vertical Text Alignment)
o 33U A H TIT Y O T FANAT AT a8 Ll

3 Webinar Training Log «
| |
4 |Email Address Last Name

 Home Tab WX T&dd &= Vertical alignment commands & & Tl T &1 Ioi| AR 3601 &, 684
Middle alignment T TIeT |

[

L % Wrap Text

|
11|
1
i
#

€= 3= MergE&Center -

Alignment P

Middle Align

Align text so that it is centered
E between the top and bottom of the
1 cell.

;Log

o text Middle 7 fe@ms &= or@am|

Webinar Training Log

4 |Email Address Last Mame
aAte:- 39 fordll 8 Aol 9T Sdad (Horizontal) 3R &ifdisT (Vertical) alignment §fETd St o] X Hehcl
gl
HE&AT IR F4T &2 (What are number formats?)
TR # Had ATl 3Tl H & Th  Text 3R Numbers & v fafise  formatting @Te] et
AT &1 FeN Aol WA HT 3AT TG TR A&l o o, 39 fe=ieh, T, qerdera, Fiaid (%), Hal
($),3ﬂ¢a§?r§m$rﬁuﬁaﬁaaﬂﬁa‘»%m formatting ST 39IRT & Tohd ol a8 i 3T TsAMT
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& | HH HT I Bl &, dAl 3T 39T 3T & fT IUFFA  number formats &1 STATT AT ISl gl
number formats 3TT9ehr TWSME ST FdTd & foh 3T T YR FT 37 39IRT X W} &, o gfara (%),
e ($), e, fardr, anfe|

TEAT YRAAT T 3YIRT FAT FI? (Why use number formats?)

number formats &hdel 39T TIsefe Y Yo H T A8l Selld Sfedh 3UAT Hlad & o 3T Fa1d
€1 ST 319 Hg number formats SR F §, Al 3T 39+l TsMe 1 a1 W@ & 6 AT 7 vy vR &
AT TIET P S §1 3o & faw |, RAle Format Tsefie & garar § & 3ma fafdse Seist
ARl &oT a2 @ &1 I TSN &l 39 e &l Tl G31 § HAS AT &l & , S Ig
AT el H HGRIAT Y Fehell & o 3T ST FHIT Igell & 3R 3Maeh AT T I HEr &1
T &7 AT g1 Ffe g R [3ftse gwar  Format & 39T @ T 3TaTSAT 6T § , dF Tse
HAAR 9T f8wiec & & General Number Format ofT3] &aiT| gTefifeh , General Format 39 3T # F&
BIC Formatting IRaclel o] &Y Hehell B

TEAT TTRAUT HF BN #Y (How to apply Number Formatting)

AR 3CTE0T H, §H T&aTiehl I UGTId el & dlleh ol T el & oIt &5 Ted & folT  Number

Format S¢eT ¢ar|
o 3 Cells&l TIT FY g 3T FMAT FAT T8 &l

3/1/2013 3/8/2013 3/15/2013 3/22/2013 3;29;20131
X X
e Home Tab X Number Format HHE & Tl H TIT 3I-3131 X I [Folh | Number Format

319-313e7 e fe@rs e

L) - - —
R 3 Calibri -1 A AT = = S =3 General -

Em ~

Paste & B I U~ |- D-A- =S===3x= EH- $-% ° 3%

Clipboard = Font ] Alignment M MNumber ]

Al = I 21
A B C D E F G H 1

1 21

2 33

3 16

4 29

5 15

o Tifdd formatting AFed & TIT Y| AR 3ETEL0T H, §F formatting ST Long Date. F seeT S|

— =
IR | = =N
2 €S =l >
== ro spaecific Fforrmat Ll

Fles s e
A == O

e =

SN == 00

e T
S0, =2 000

S ot DDhate
S, 201 =

Loarmay Dot e
Friclay, PAdarckh OO0 EGlB
W

e IS=BY o B o SIS |

e rcaemtaoae

A = OO OO S

a L@ o e =
| /’2 an == =
= = = ie ki Fie -
s 4L DE O

Pl re Floarmiber Forrmats...
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=T Cell @S new formatting style 7 SgeT ST F&  Number Formats & o, 3T JefRid gl arel
EHAT TATAT ST AT Hl d&odel & T Increase Decimal 3 Decrease Decimal T 39T T T &1
aAte:- 39 IS cell T =TT 8 T Tehdd & 3R more number -Formatting fashedl T Tgael & forw
397 HIEIS I Ctrl + 1 aT Fohd gl

Percentage formats (9faerd ®i#<)

HEE 39ARET Number Formats 3 & Teh SiaRrd (%) Format 81 Ig Hedl I Sfaerd & &7 7 Y&l
AT &, 5 F 20% TT 55%|

I':#\ Calibri 1 AN E= = - %Wrap'l’ext |Percentage v|
Paste % ’ B I U~ [« &v A === &= EMerge&Center LR JEI A T
Clipboard Font [F] Alignment [F] Number [F]
Bl A Fe 15%
A B C D E
1 15%

foshr &3 a1 foq &t omerd ST DSt T 0T IR FAY Ig TAAY FT F GE¥IH @IT gl ST 3T
reT T®ar & a1g ufaerd ”Rea (%) T8 &d &, dr Ifard &A1 Format Taaifold §9 & 39 dd W
o] TR STTEaTT| SiET 7 39 10 a9t & I Y Fehed €, Teh TR 1 gedeld & &9 & ot foram
ST GehdT &1 a 15% 8T §1d 0.15 8, 7.5% 0.075 &, 20% 0.20 &, 55% 0.55 &, 3iX 38T gl & &3 I’ g
g 59 wfaerd Formats 39aei gram|

Date Formats(3€ wia<)

ST& 8 379 Dates & T HIH T 1§ &, @ 3T 15 5ff, 2018 TsMe T aa= & fIw  Date Format T
39T AT AgaT| Date Format Tl Teh ATFAATN HE o ATY hIH el T AT off T g
381E0T & AT, AfE 3mq fRe AT 7 e’ <3y X §, a TS A St areelt 6 39 v fafy
gol X I ¢ FAIfh 98 30 had Teh 3T caee FASEN 3TP I , o9 1T &5 fafd & g
g, ar 3muer 39 Tosie F FAS & v ve ST Format T 39ART SHTAT 8191, S month/day/year
(@ day/month/year)| I fRT T 3EEIOT & |, &7 6 STeTadl, 2018 & T 06/01/2018 ST 31| FARY
Tisefic a9 ol & v f&eieh &A1 Format Faaifeld &7 & ofE] gl

D E F

= %+ EfWapText Date -] 10/12/2014
= &35 EMerge@Center -~ $ - % G050 10/13/2014
Alignment Tu Number la 10/14/2014
10/15/2014
10/16/2014

D E F G
10/17/2014
10/12/2014 10/18/2014

3 o9 gAY fAfy TEr T & formatted §, A &9 3T 3T & TATY FS T-37c19T ool HT Thd &l
3ETEX0T & foIU, §H I & ATEIH & dri@l I IR 3@ & fAT  Fill handle &7 397197 X Jhd & ,
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3HfAT Y% Vol H T 3rerer oA fqwrs &ar & IfE Date Format Taanfard &9 & @ w7gT glar &, ar
saT 37T I ¢ 5 Tslic 39F ganr gof fFw 7w ser & §HST H Agr 3T a7

Other date formatting options
3= Date Format fdshedl deh dgeel & foIw, Number Format ST9-3T3+T #s] T TdeT &Y 3R More Number

Formats To¥ & aTORT 1 3TeRT-316T WefRid et & fed ¥, 3 fF wodE ¥ R a1 a¥ & o
e el Lo N—
= = =

tas
Paste B T U- H- H-A- = ABC General

-
w

23 No specific format yles

Clipboard = Font 5 Alignment ~ st
Number

—
N

A2 - £ | 2/3/2004 41673.00

]

Currency

A B c $41,673.00 L

s
!

Shipping Date Expected Arrival Date Accounting

541,673.00

Short Date

2 2/3/2014/ 2/10/2014 Py

Long Date
Monday, February 3, 2014

T

Time
12:00:00 AM

#

5 Percent tage
;O 4167300.00%
G 1 Fraction
/2 41673
7 2 Scientific
10 A417E+04
ABC Tt

41673

More Mumber Formats...

Is
Format Cells STIaleT Sfeq fw@rs 29| JgT &, 39T difdd Date Format fded T Tha £
rFDrmatCeIIs @g

MNumber |Nignment I Font I Border I Fill IPrctecﬁon |
Category:
General |  Sample
Number
Currency
Accountin Type:
EE* 4/900 -
Time
Percentage ?ﬂ.]l':dnesday, March 14, 2001 El
Fraction 3;14101
Scientific 03/14/01
Text 14-Mar
Spedial =
Custom 14-Mar-01
Locale {location):
Engish (U.S.) [~]

Date formats display date and time serial numbers as date values. Date formats that begin with an

asterigk (*) respond to changes in regional date and time settings that are spedfied for the
operating system. Formats without an asterisk are not affected by operating system settings.

Increase and Decrease Decimal(GRererd # gig AR F)

Increase Decimal 31X Decrease Decimal 3MT9ehl g 4TI ohiel &1 3TATT & € o dor #H fovcter
GIAET T G &1 &1 ¥ HAS A & AT FI A& dGald & ; 3T I, I 7o F GAHAAT
e 1 v AfRTd T & wefta g

Calibri -1 A A== B =3 Currency -
B I U- - oA EE=EE B 85-% 2 |68
Fant [ Alignment = Mumber [
~ I 19.95
F G H [ J K ¥

L
0.08  B800% | $19.951
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EAAAT Pl FH e ¥ 3T AT TATT W Il AT Y&Ad 81 |, Afehed AT H aredfas AT 3rsfr
o formula bar & weia grm|

Calibri -1 - A A === %- = | Curengy -
BIU- H- D-A-=S==EEHEH- $-%° {BH?%
Font M Alignment P MNumber P
- £ | 19.95
F G H | J K L M

0.08 800% | 520.0_|

#1e:- Increase/Decrease Decimal TS $&r Number Format & &A1Y &IH =gl $Xd &, ST Date 31X Function.
THTH TR 2013 H &iad d9is$ 3R 9fFd Fa$ FF aga (How to Change Column
Width and Row Height in MS Excel 2013)
fBthlce &9 &, Teh oI asher &I Tcde Row iR Column T & Fams R =isi$ W @< gar &1 vardel
3maeRt faffiee adiel & Column &1 @ts$ 3 Row dT Famg o1 @M et 1 3e7AfT &ar 8, Torwad
wrapping text 3R merging cells §1
Fiad A Fr FAMRAT FF FT (How to Modify Column Width)
A R 7T §AR 3eTeXT 7, Column A F 3MTH F& Hee T&Rd & W & 3N Fo veiRid e & @
€1 & Column A &#r T8 &I Sl 30 hec HI 6@ Tohd gl

e 3T S & Column heading & Column A8 X AT3H &HI of ST IH & ATIDI Teh HIA P

s9d R fe@rs am|

H18 - k H1g Width: 10.29 (77 pixels)
nod B C A C

1 |First Na Last Name 1 |First Na Last Name

2 |Amand: Ryan 2 |Amand: Ryan

3 Tricia Matthews 3 |Tricia Matthews

4 | Josefin: Woodard 4 |Josefini Woodard

3 3

3] &

e Column Tis$ se IT gel & AT AT & Foasd N, gav 3R i)

3T S & A F DI 83| Column F TlsS Fger & st

H18 - 2
s+ B C

1 First Mame Last Name

2 |Amanda Ryan

3 | Tricia Matthews

4 |losefina Woodard

]

5]

Are:- afe 3T fRdy e F 9138 Toha (pound signs) (#iHHH) 2@ &, A SHET Adad & & Column T
HT Pl YT A & v gaTeq AgT g1 F hee @ & fw s&@ Column Tis$ Serv|
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Hrad =i 3efhe FF FT (How to AutoFit Column Width)

HeIfthe FiauT Ul 379el shee S Taaiad §9 & e #a & faw Column &1 =lsis de it &r
At &t

e 3T S & Column heading & Column TSl UX AT3H HI of ST IH & ATIDI Teh I HEX
s R fe@rs ¢l

D1 - J Cell Phone

A B C D+ E F G
|Fir5tNamE Last Name Position(s) |Cell PhlStreetAddress

[

58]

Amanda Ryan Pitcher, Seci 513-558 8300 Round Table Drive

[*¥]

Tricia Matthews Catcher 808-55: 4721 Arron Smith Drive

4 |Josefina  Woodard Outfield 714-55:2152 Liberty Avenue
o HTRY ¥ sTd-[Falh | Fee e A F AT Column TisS Taanfod &7 & s & et

D1 - Je Cell Fhone
A B C D +« E F
1 |First Name Last Name Position(s) |Cell Phone _lStreetAddress
2 |Amanda  Ryan Pitcher, Seci513-555-4477 200 Round Table Drive
3 |Tricia Matthews Catcher B08-555-6397 4721 Arron Smith Drive

4 |Josefina  Woodard Outfield  714-353-4306 2152 Liberty Avenue
AlE:- 3T TF & FHAT H ds Column & fow igg 3ifeifthe off T Tohd §1 §8 3 Column T TI=T
A Seg 39 Hfhe T =gd §, Y Home Tab 9 YIFT S19-313 Ae] ¥ AutoFit Column TS T
T Y| Rowh faw & 58 fafr &1 3uier foRar S @ehar g
E:':' Insert — g
&Efi Delete Editing
=1 Format — -
Cell Size
T Row Height...
LSutoFit Row Height
Il Column Width...
AutoFit Colurmn Width I::?
Default Width...
Wisibilityr
9fFd Far$ 1 AT F ST (How to Modify Row Height)
e 3T S & Rowline W AT3H Fl of JAA 3H & TP Th hid HA 39T dR @S 9|
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Al - £ Bull Team Roster: Al h Je Bull Team Roster:
. e c D E
Height: 41.25 (55 pixels)
A B C D E |Bull Team Roster: Co-ed Softball 2013
1_1-_|.BU||TEBI"I'1 Roster: Co-ed Softhall 2013 - First Name Last Name Cell Phoni Street AdcPosition(
3y s T T T
2" |First Name  LastName Cell PhoniStreet AdPosition( 2 +
3 3

e Column TisI$ o=t IT Hel & T AT F [Folsh Y, garv 3R o)
o 3T S & A3H & OIS &I Row F FaT5 deal & SIual |

Al - J Bull Team Roster:

A B c D E

1 |Bull Team Roster: Co-ed Softball 2013
First Name  Last Name Cell PhoniStreet AdcPosition|

3
st gfFaal ar Tt A HF FAR™T FIT (How to Modify all Rows or Columns)
fFderd T & Rows 3R Columns T 3R Seolal & Folld, 3T Tsh & IHT H Tcd% Row 3R
Column &1 Fa1s 3R @i & TAMRAT & Tohd &1 I8 /Y 3mge 7= ghefic & g3+ Row 3R
Column & fIIT Tsh FATT R VT el HT AT Gl &1 GAR 3cTe0T H, §H Teh HAT Row F1S
feRa &
o THAMT H GAF Vol T ITA HA & TIT Bloell I & & Select All button T fFereh Y|

H14 - I

= : i -

[

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone Street Address

3 |Aamanda Ryamn 513-555-4477 300 Round Table Drive

4 | Tricia Matthews B08-555-6397 4721 Arron Smith Drive

5 |losefina Woodard 714-555-4506 2152 Liberty Avenue

& |Rodney Ross 310-555-8862 3503 Prospect Walley Road
7 |Leigh Dizomn B07-555-7816 1483 Frosty Lane

8 |Mark Grant 914-555-5592 1663 Taylor Street

2 | Mildred Persinger 601-555-0175 3329 Washington Avenue

e B & Row line W W dIfh The T FI o AT
e RowFdTS o AT Te & fav AT & Fas Y, garv ik di)

Al - Je Bull Team Roster: Co-ed Softbh

| A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 T L o Mame Cell Phone Street Address
Height: 33.75 (45 pixels)
Aamanaa [Hyan 513-555-4477 | 800 Round Table Drive

3 |Tricia Matthews B808-555-6397 (4721 Arron Smith Drive

4—I Josefina Woodard |714-555-4506 2152 Liberty Avenue

5 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
Leigh Dizon 607-555-7816 1483 Frosty Lane

7 |Mark Grant 914-555-5592 1663 Taylor Street
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o gHMe & fIT 7S Row 318 & HISC gl W ASH H Bl &

Al v 5 Bull Team Roster: Co-ed Softh

A A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name  Last Name Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive

4 |Tricia Matthews B808-555-6397 4721 Arron Smith Drive

5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

THUH T 2013 7 BiHar F& qar¢ 3T Fuifea &Y (How to Create and Edit
Formula in MS Excel 2013)

TS H HIY ATl FIAUTT & & Toh ol 1 ITANT Fleh HCIIcHD SR T I Hkel
&THCT &1 holeheleX T e, Trlel SIS Hehell &, BET Hehall &, I[OT & Fehall &, R faenfoid & devar
T H 3T Tl FF (Formula) Sl & T Tel HeHT T 3TANT et & i fe@mdan

AT 3HTIET (Mathematical operators)

THAS AT & AT At SOt 1 39T wAr §, S AfdRed cow W@isd (+), "erd (<) & fAv uw
FHOT fesT, 3qom (+) & v e ariw |, faemere (/) & fow e 3mr woler | 3R uE e (1) mfedt F
forT)

Addition

Subtraction

Multiplication

Division

Exponents

TS & Ff Al Al SR TIE (=) @ U g wiRv| vEr safavy Fifn Cell # gF (Formula),
3R 3FF AT & N ¢, AT 396 T gl

d "t H AT (Understanding cell references)

39 Excel # #=g3Tel §9 & Tl FA (Formula) ST Tehd & (3&TGI0T & fIT, =2 + 297 = 5 * 5), 7ferprer
AT AT A ( Formula) ot & TIT  cell addresses T 39T | 3@ cell reference Fllel & & #H
ST ST &1 cell reference T 3Tl &l FiARET Ham 6 3M9sh FF ( Formula) AT Téh g &
Fifeh 3T AT T B & for@a & 9= Reference Cell & ATl &I SGol Hehd ol




1PGDCA2- PC PACKAGES

10

1%

1

: The formulain cell A3
I ENNYIR el rEfers to the value in cell
4 A1 plus the value in cell A2

A | B
1 10
2 5 The formula calculates and
displays the answer to the
: 15|§ equation A1 plus A2

A B
15 :
\ The formula automatically
5 recalculates when the value of

20 ‘__.,__— a referenced cell is changed

oo pry

cell reference & &TY IO TR T HATSAT Heh, 3T Excel 7 fafd¥est g & & g (Formula)
ST Hehd &1 FAT A Aof el 3N T w1 FhoA o AT 8 FWehaT &, S T S faw amw
3CTEX0T # 8

=A1+A2 Adds cells Al and A2

=C4-3 Subtracts 3 from cell C4

=E7/)4 Divides cell E7 by J4

=N10%*1.05 Multiplies cell N10 by 1.05

=R5"2 Finds the square of cell RS

BIAAT HF& qaT¢ (How to create a formula)
A f4T 1T AR 3GTEI0T H, §H Tl &N AVET Fel & AT Tk Wl HF (Formula) 3 el HeHT
YT |

o 3¥ U & TIA H fFEH A (Formula) R AR 3GTE0T H, §H Al B3 & ThA HIT|

B3 | Jx
A B C
1 [June Budget $1,200.00
2 [July Budget $1,500.00
3 |Total Budget W
4
5
o TN e TBY N (=)| €O & & Ig Cell 3R Formula bar a1 & & @S aar 1
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SUM - X K| =
A B * C D

1 |June Budget | $1,200.00

2 July Budget | $1,500.00

3 |Total Budget|= |

Formula will appear
B in both the cell and

the formula bar

8
o 3H A H cell address TBT H fHA 31T Bla{ell H gl HEAA HEGAT a8 5 AN 3GEL0T A
del Bl| HGfAd AT & IRT 3R T el J1AT G@s ol

SUM - > ~ I =B1
A B c
1 |June Budget 5$1,200.00
2 |July Budget 51,500.00
3 |Total Budget 51| I
A
5

o 39 7 IO 3HTIReX &1 3YART HIAT AR & 39 BT Y| TAR 3G1EI0T H, §A addition
sign (+) TBT HLIT|

o 3" Aol F cell address T3 Y oA 319 g (Formula) 7 GEY Hefdid & a8 & §AN
3CTEX0T & Tl B2| Hefdid Ao & IRT 3R U ot AT fem@rs &3

SUM M X  [f | =Bl4+B2 B3 v Je || =Bl+B2
A B C A B

1 [June Budget | 51,200.00 1 June Budget | $1,200.00

2 |July Budget $1,500.00 2 |July Budget 5$1,500.00

3 |Total Budget |=B1487| ] 3 |Total Budget | $2,700.00

4 4

5 5

o 379 HIEIS W T aT¢| A (Formula) T I0TAT T FT0al, 3R Fed T H waRia frar seem
uﬁmﬂg(Formula)wmﬁmeﬁmﬁma?ﬁvagﬁaﬁ% ,dl I8 AT & ST
UT35 Tohd (#HtH) F & F WS ¢ Thar &1 ST Adad & & Hiod Ao TR A IS wiey

& o gaieq w181 §1 O @l @ & v s9 Fla#d disg serv|
T HF& Furfga Y (How to edit a formula)

hefT-ahsll 3T HIS[er FF (Formula) I TRMET FAT =g Tehd &1 i QT 1T 3erexor &, gAaA 3719
A (Formula) 7 Te Telcd Vel UdT Gof T §, 3AAT 87 38 WEl o &1 3raeTshar gram|
o 38 gF (Formula) T =aeT X TS a8 g (Formula) § TS 39 Fufe (edit) = =g &

AR 3ST8I0T H, 7 T B3 FT I HdT|
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B3 - Je =B1-C2

A B C

1 |Budget Total $1,050.00
2 |Inventory Cost | $315.23
3 |Total Remaining 51,[}5[}.[}@}_

o A (Formula) T HUTE (edit) el & TIT FF (Formula) IR WX fFereh Y| 3T el & e g
(Formula) & &=t 3R Ui (edit) el & foIT AT F1 sda-TFasp 3t & Tha 1

B3 - £ | =m1c2 |
Formula Bar
C D

A B

Budget Total $1,050.00
Inventory Cost | $315.23

Total Remaining| $1,050.00 To edit a formula, double-click the
selected cell or click the formula bar

[= BN BN TV R OV I

o TRET 8 Reference cells & ART 3R teh AT fe@s &aft| AR 30T &, &7 Tl C2 & I Tl
B2 & Hefdd e & fow g (Formula) & q@X #19T 1 dger &el

SUM - X « k| =B1cy I

A B C D

1 |Budget Total _Sl,[}SD.DD
Inventory Cost | $315.23
Total Remaining|=B1-C2

B W

Ln

o SI¥ Y FATT F o, Al 39 FEIS W TeX gaIT AT Bl I H dhaAlh R Foash Al

SUM - * ﬁ f =3;_53| B3 M Je || =B1-B2
R

A c A B C

Enter

Budget Total $1,050.00
Inventory Cost | $315.23
Total Remaining|=B1-B2

—

Budget Total | $1,050.00
Inventory Cost | $315.23
Total Remaining| $734.77

L o

[T IR S PR

o FF (Formula) 39S¢ T STUam, 3R &7 A AT # YefRNd fhar S|

IS 39 39T AT deerid &, a6 39 39a Bleell & el ¥ Feod Al & qoe & AT 39a Hars
W Esc Fofl &aT Hehed &

T & @ofr @t &1 @ & fow, 3ma Cirl ol o Fehd & 3T (grave accent) EsT Hehd &1 grave
accent ol MHAR WX &S & FUA-AW A F TAT giell 81 39 AT £27 R q9F S & fow
Ctrl + T & &ar | Bl
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How to Use Cell Reference in MS Excel 2013(THTH TFae 2013 & Rafea Rewa &1
IYAIET FF W)
TS ol Teel frdl adeflic X AT a1 Vel 7 TF AWl HT Fafdd ol § AR 36 I 7 39T famaw
ST |ehdT § ofh Microsoft Office Excel 3s HIsll AT ST Hl G Hh foleg 3T 0T & A6 &1 MS
Excel 2013 # &I YR & JeT TGH ( Cell reference) §: relative 3iR absolute| ST& @TdT (copy) S8 SATT &
ar relative 31 absolute HG8T (Reference) 3eTel-37c19T SYAgR Xl ¢l S1d fohdll §F 1 fohdll 30 Cell 7
SIUT fRaT SITaT & dr |t Hest (- Reference) dcel STd &1 GEY oW , qoT He#T (absolute Reference)
&R & €, 308 HIg B o1 Usar fob 3eThT shidl (copy) SIS 18§l
What are Relative references?( Reifea Reyew Far §2)
Swiee ®T &, T TeT TG (Cell reference) TTIET TS (relative Reference) g1 &1 519 &g cells 7 ardr
oIS ST &, df & gfFaar 3R Taer S amer Rufa & 3muR X seadr §1 3o & fov |, afg sma
BIAAT = Al +BL @& GfFd 18 Ui 2H Hidl aXd &, I = A2 + B2 & S| 59 81 39! &5
iFadl a1 TAHT H TATA 0T GIglal I TaRTRAT &Il &1 d« ATIET TeeT ( relative Reference) faQy
9 O giaursiesh gid &
How to create and copy a formula using relative references(¥a # Refes Re=w Fa
a1 3R H1dr M)
fAFAffad 3emeRor &, g7 U FF ool IEd § Sl Tcdsh HIgCH HT HIAT H AET F I[OT H3M|
g% 9fFd & U T A1 FF a6 & ST, FH Al D2 H U HF &l Fahd @ AR R @ e
qfedal & HIdr F Hhdl 81 &H AUET HEHT ( relative Reference) ST 3TN 3l dlfeh BIHCT Tl
3MgeH & TIU TEN &I ¥ Pol UG HX Teh|

o 3T Ul F TTA H SHH gF 8 §AR 3EEI0T H, §H Fel D2 HT TG il

D2 e
A E c D E
1 Menu ltem Price Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 h
3 |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
s |Tamales: Chicken Tinga 52.29 20
& | Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas 52.89 10
& |Arepas: Queso Blanco $2.49 20
s |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 Beverages: Lemonade 51.89 35
1z |Beverages: Tamarindo $1.89 10
13 Total
14
o TIfDT Heg T AU FA F AT FF qof FY| AR 3GI0T H, §H = B2 * C2 (Y e
c2 - *x fe | =B2*C2
A B c D E
1 Menu Item Price Quantity Total
2 [Empanadas: Beef Picadillo $2.99 151=B2%C2 T
3 Empanadas: Chipotle Shrimp $3.99 10
4 Empanadas: Black Bean & Plantain | $2.49 20
5 Tamales: Chicken Tinga 52.29 20
& Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas 52.89 10
8 Arepas: Queso Blanco $2.49 20
o Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
11 Beverages: Lemonade 51.89 35
12 Beverages: Tamarindo $1.89 10
13 Total

14

o YN FHEIS W UK GAU| FF &I A0 i rwet, 3R aRkome Jar 7 wefia frar sweem|
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aifed ¥ & fFae-ard a1 & fill handle T 9AT RMT| §AR 31830 H, g7 A D2 & faT fill
handle &T 9dT of9mMuar|

D2 - Je =B2*C2
A B c D E
1 Menu ltem Price Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 $44.85
3 |Empanadas: Chipotle Shrimp $3.99 10
2 |Empanadas: Black Bean & Plantain | $2.49 20
5 |Tamales: Chicken Tinga 52.29 20 l
& |Tamales: Vegetable $2.29 30 [
7 |Arepas: Carnitas $2.89 10 The fill handle
& |Arepas: Queso Blanco $2.49 20
¢ |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 |Beverages: Lemonade 51.89 35
12 |Beverages: Tamarindo $1.89 10

13
14

e 3o Tall W fill handle R el FY, garw 3R T e 3T T TR &1 FHAR 3GIEI0T #H,
& Cell D3 : D12 &T TIT HLT|

2 ' LBIBe DI )iy 10id and drag the fill handle to
A copy the formula to adjacent cells

1 Menu Item P

2 |Empanadas: Beef Picadillo $2.99 15 $44.85

3 |Empanadas: Chipotle Shrimp $3.99 10

2 |[Empanadas: Black Bean & Plantain | $2.49 20

5 |Tamales: Chicken Tinga $2.29 20

& | Tamales: Vegetable $2.29 30

7 |Arepas: Carnitas $2.89 10

& |Arepas: Queso Blanco $2.49 20

o [Empanadas: Apple Cinnamon $3.19 40

10 |Beverages: Horchata $1.89 25

11 |Beverages: Lemonade $1.89 35

12 |Beverages: Tamarindo $1.89 10 N

13

T ABH HIBIS & I A AT Hgil # qeT Heoif (relative Reference) & HIY HidT FaA15
SATTE, 3R AT AT I0EAT GAF Tl H HT ST

D2 - fe || =B2*C2

A B c D E
1 Menu Item Price | Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 $44.85
3 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
2 |Empanadas: Black Bean & Plantain | $2.49 20 $49.80
5 | Tamales: Chicken Tinga $2.29 20 $45.80
& | Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas $2.89 10 $28.90
3 |Arepas: Queso Blanco $2.49 20 $49.80
9 |Empanadas: Apple Cinnamon $3.19 40 $127.60
10|Beverages: Horchata $1.89 25 $47.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo $1.89 10 $18.90 |
13

TERAT & T 9= AT &1 S & T 31T 8 §U cells T Socl-feleh T Fehel &1 TTIET Al Hest

(Relative Cell reference) cdeh Uferd & TIT 3TeT9T-37619T GBIl AT, 3oTehl Gl o YR W
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suUM - X « f | =B3*C8
a B c D E
M Item Price | Quantity Total
Empanadas: Beef Picadillo $2.99 15 544.85

1
2

3 |Empanadas: Chipotle Shrimp

4 |Empanadas: Black Bean & Plantain Cell references in row 8
5 |Tamales: Chicken Tinga . are relative to row 8
6

7

8

g

Tamales: Vegetable

. 70
. Carnitas £2 29 10 428 an
repas: Queso Blanco B 52.49 20|=B8*C8

Empanadas: Apple Cinnamon S319 qU STZ760
10 |Beverages: Horchata 51.89 25 547.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo $1.89 10 518.90

13
4

What are Absolute references?(3re®tee Reewr Fa1 § ?)
FS S AT & ThdT & oid 3T Cell IR THIT AT TS (Cell reference) T SGolall Ael dEd gl TTIET
Tieet (relative Reference) & TAORYeT, &Il AT #eT OX qUT el ( Absolute Reference) gl dgord g1 39
T dfed a1 TaH R W@ & fAT vs qul |68 (Absolute Reference) &l 3TN X Hevel & |
Teh Slo’ & fOEeT ($) & AfARed T T # Toh Qo7 HasT ( Absolute Reference) TR faram arm g1 I
Pl TG (Column Reference), Ui TET (Row Reference), IT GleAT & Ygel &1 TohdT gl
qUT s ( Absolute Reference) aTel HF Sellel o GNTeT 3T MHAAR W $ A $ 2 IIKT T 3YANT HaT|
3 & Ul T 3UANT ggd HH IR AT Sr g1 Bl forga FHg, 319 @vet AR qor der dent
& o Faa aa & fAT 39a HI§S W F4 Folt gl Fehed &1 T8 T o1 Heel (- Absolute Reference)
STodl H STelel HT Teh 3T T gl
How to create and copy a formula using absolute references
FAR 3CEI0T A, 67 HiciH D H Hel a&g3il & v fashr &7 T 10T &t & fow dor E18 7.5% farshr
&Y T 1 3TN H| §H 30 GF A qUT AT HGeT (Absolute cell Reference) $ E $ 1 3T 3UNeT lel dhr
HTARIFAT ol | Ak Tcdeh FF T & X &L & 3UANT & W@ &, 6F a6 & 1 ofd gF hr ol
FAS ST AR FlerdT 3 H 3T FIRASBT T N I TEa7 (Reference) W @

o 3T U FT TTS HY foraH FF M| FAR 3GTEXUT H, §H Tl D3 & T HT|

D3 M Fe
A B c D E
. salesTx | 7% |
2 M Item Price | Quantity | Sales Tax Total
3|Empanadas:BeefPicadillo $2.99 15] @
4 |Empanadas: Chipotle Shrimp 53.99 10
5 |[Empanadas: Black Bean & Plantain | 52.49 20
& |Tamales: Chicken Tinga 52.29 20
7 | Tamales: Vegetahle 52.29 30
s |Arepas: Carnitas 52.89 10
o |Arepas: Queso Blanco 52.49 20
10 |[Empanadas: Apple Cinnamon $53.19 40
11 |Beverages: Horchata 51.89 25
1z |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo 51.89 10
14

15

o TIfDT Hed T 0T A &F fAIU HF of | AN 30T H, §A €8T HY31 (B3 *C3) *$E S
1
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SUM AA R SRV A = =(B3*C3)*5E51

A B C D E

-

2
3 |Empanadas: Beef Picadillo -S2.99 i T =(B3*C3)*SES1
4 Empanadas: Chipotle Shrimp $3.99 10

5 Empanadas: Black Bean & Plantain | $2.49 20

6 Tamales: Chicken Tinga $2.29 20

7 Tamales: Vegetable $2.29 30

8 Arepas: Carnitas $2.89 10

5 Arepas: Queso Blanco $2.19 20

10 Empanadas: Apple Cinnamon $3.19 40

11 Beverages: Horchata $1.89 25

1z Beverages: Lemonade 51.89 35

13 Beverages: Tamarindo 51.89 10

14

o 3T FIEIS WX T aT¥| A AUEAT HM, R GRomH AT F e grem|
o TIfdd ¥ & fATa-gTT A & Fill handle ST IAT RPNT| §AR 3¢18I0T H, g7 A D3 F faw
Fill handle &T 9dT famMUar|

D3 -] F2 =(B3*C3)*SESL
A B C D E
1
2
3 |[Empanadas: Beef Picadillo $2.99 15 $3.361
4 |Empanadas: Chipotle Shrimp $3.99 10
5 [Empanadas: Black Bean & Plantain | $2.49 20 f
& |Tamales: Chicken Tinga $2.29 20 I
7 |Tamales: Vegetable $2.29 30 14
3 |Arepas: Carnitas $2.89 1
s |Arepas: Queso Blanco $2.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
12 |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo $1.89 10
14
15

e 3 Hal W Fill handle X fFeIsh Y, gaT0 3R TR Seg 3T 9T I8 & §AR 368307 &
Jed D 4: D13]

D3 M fe || =(B3*C3)*3ESL
& old and drag d 0
; op e fo o ad
2
3 |Empanadas: Beef Picadillo 52.99 15 $3.36
4 |Empanadas: Chipotle Shrimp $3.99 10
5 [Empanadas: Black Bean & Plantain |$2.49 20
& |Tamales: Chicken Tinga $2.29 20
7 |Tamales: Vegetable $2.29 30|
5 |Arepas: Carnitas 52.89 10
o |Arepas: Queso Blanco 52.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
12 |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo $1.89 10 __'
14

o H3H N BIS &I FA H qUT AT (Absolute Reference) & Y TATAT cells H hIdY F=A1$ TN,
3R 9% AT # FeAl A A0ET T ST
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D3 - fe ={B3*C3)"SESL

A B C D E
1
2 -
3 |Empanadas: Beef Picadillo 52.99 15 53.36
4 |Empanadas: Chipotle Shrimp 53.99 10 $2.99
5 |[Empanadas: Black Bean & Plantain | 52.49 20 $3.74
& |Tamales: Chicken Tinga 52.29 20 $3.44
7 |Tamales: Vegetable 52.29 30 $5.15
8 |Arepas: Carnitas 52.89 10 $2.17
9 |Arepas: Queso Blanco 52.49 20 $3.74
10 |Empanadas: Apple Cinnamon 53.19 40 $9.57
11 |Beverages: Horchata $1.89 25 $3.54
12| Beverages: Lemonade $1.89 35 $4.96
13 |Beverages: Tamarindo $1.89 10| $1.42
14

HERAT & THT 9= AT T ST & T 39 1 §U cells T ST-[Fefeh FX Hehdd &1 Tedeh Hasl
(Reference) & foIw quT &esl (Absolute Reference) HHTST &loil T1f8T, STafeh 31w HeeT (Reference) Hel I
gfFd & amer g

SUM |z x v K =(B9*C9)*SESL

B

Empanadas: Beef Picadillo . .
- - Relative cell references in row 9 are
Empanadas: Chipotle Shrimp R S i Ee A e S

L B - T 3 R e B

Empanadas: Black Bean & P| cell reference remains constant
Tamales: Chicken Tinga o v .
Tamales: Vegetable $2.29 30 $5.15 ’
- Carnitas ——\ I £ o0 10 t”'l_1—1 1 I
Arepas: Queso Blanco ‘I 52.49 T=(B9*C9)*SES1 I'
10 |[Empanadas: Apple Cinnamon . 53.19 a0 S0.00 »
11 |Beverages: Horchata 51.89 25 $3.54
12 |Beverages: Lemonade $1.89 35 $4.96
13 |Beverages: Tamarindo 51.89 10 51.42

14
15

TATH TFAA 2013 H A & WY HH FIT (Working with Cell in MS Excel 2013)

S 8 3T Excel & ATY HH HIA &, dr 31T fHET 8 information TT content T Cells & T FA §| AT
gelic & Hel building blocks 81 Excel # SeT &I 10T, faeavor 3R gaffyd #a & faw 3mue o
3R A e AT FT a1 WA g

Understanding cells

Sde gHAMe IRl HAAHRT Sl ¥ gt &, Tofleg Cell &gl STal 81 Th ¥el T Row 3R T
Column & fA®T &&ir il &1 Columns T 318 (A, B, C) GaRT Ygdlell STl &, SAafdh Rows I HEATIHT
(1,2, 3) EART YgAT=T AT &l

B S o
rome  SRERIEUUE LAVOUT  FORMULAS Cell address appears
. . ‘ . in Name box
A B C o} E F
1
2 A B | € D
a 1
5
. 2
7
¢ B
| o I
6
7
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Jcdsh QT I 39T AF AT T IdT- 3HF Column 3T Row T MR 8T &1 37 30T &, Tafad
AT Column C 33X Row 5 WX &, 3GTIIT Il T 9aT C5 &1 Al FT IaT A1F sSigg &§ @S &ar B
HY Teh & AT A S Yol 1 IqA A Hehdl ol Cells T Ueh FHE AT I ( Cell range) & &7 &
SATAT ST &1 Teh Aol 9 (Cell address) & &S, 3T el o7 (Cell range) & uger 3R 3ifasr Cells & der
gd (Cell address) T 3UINT &Ik Teh Tl ¥of ( Cell range) T ool FX HHd ¢ , Si Pleled GART 3cTel
frar Smar &1 3ameRur & AT, Cell AL A2, A3, A4, 3R A5 efAe T 8ol I & AL A5 & &9 H forar
ST |
AT &1 IS images &, &T 37eET-3769T Ao A0 Tafad §:

o U T AL A8

Al M Al M

[T R - T R SR R
W o0 =] o U e I R e

o ¥ IF Al B8
Ffg 3 Tsefie F Column 3ERT & ST TEIATT & TTY ool FT T §, A It Excel & forw
f3Wiee reference style T Seole ST AT BrIfT|

How to Select a Cell(¥ef FI F& TdFe )
Tl e Fl input AT edit FIA & TAIT, TP Tgol Tl P TUT el I TIIRAT g9
. S T & BT A W e
o TIMAT Tl & TRT 3R T border iG@E M, 3 Column heading 31X Row heading & gTgeae
fRaT JTTeT| A d9 de TATAT @I S ad foh 3T genefic 7 Rl 319 cell R fFees o
|

B3 -

1
2

3 | ]

4
39 39T IS T Arrow keys FHT 3TIRT deh T Tod T I H Thd &l
How to Select a cell Range(qe IsT #1 HhA FdFe )
-l IR Cells FT Teh T3 T AT Vel 1T I [AAFC FIA F HTGRIRAT gl &
o 39 A3H ¥ Foeh Y 3R ABHE F I §U 95 A9 WY 6l e T Cells H Rolere e
qIEd § 3T HH & A3 B BIger Cells EIEATST gled Taral|
o 9 d® 3T ghefic # R 3170 cell W et st X & a9 & Cell highlight &M




1PGDCA2- PC PACKAGES

LU R SR
7

Cell Content(@e &ec )
TIsMe 7 3T9% EaRT gof HT A aTell FIS Y AR T H FIET T el TdF T H Text,
Formatting, Functions 3iR Formula @fed faffiea 9o & e enter WX THhd gl

o Text(eFET )
Cells # ToFEe, S 31&RT, Hean3it 3R fafdan gr |l &
A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71
3 |5/7/2013 78 0.78
4 |5/8/2013 112 0.86
5 5/9/2013 34 0.28
6 |5/10/2013 99 0.49
7 |5/11/2013 189 0.85
& |5/12/2013 120 0.57
9

- Formatting attributes(®rATfeeT wfesge )
Cells & Formatting attributes &t QAT fFaT ST Tehar & ST 37&RY, FEamsdt 3 Ayt & wewitia &=
& % FY dead &1 3¢ & AT, gfderd 0.15 3T 15% & &7 & @ ¢ dod §1 3T Ue AT &I
SHIT3S T Y doT Tohd &l

A E C
Date Sales Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 S 72.00 78%
4 | Wednesday, May 08, 2013 5 112.00 B6%
5 Thursday, May 09, 2013 S 54.00 28%
6 Friday, May 10, 2013 % 99.00 49%
7 Saturday, May 11, 2013 5 185.00 65%
2 Sunday, May 12, 2013 5 120.00 57%,
9

« Formulas and functions (®TIeT 3R werere)
Cells & Formulas and functions &7 Qf&er fohaT ST ThaT & ST AT ATAT ST I0TAT IR & FHAR 38T
&, SUM (B2 : B8) &el I5T B2 : B8 H Wcdsh Al ol AT Sisdm & 31X total el B H UeRia &ar &1
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B3 - § 2 =SUM(B2:B8)
A B C
Date Percentage of Total
1
2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 5 78.00 T78%
4 | Wednesday, May 08, 2013 5 112.00 B86%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2012 S 99.00 49%
7 Saturday, May 11, 2013 S 189.00 65%
g Sunday, May 12, 2013 5 120.00 57%
9_]WeeklySales I S ?1?.00_' .
How to Insert Content(Fee H¥ S=HE HY )
o 3 YA & fAU T o W Foh |
A B C
1wl
2

TIAT Tl H Fee 3T A, Y 39 S W UeX gav| e Tl 3R Formula bar & @ms
&AM 3T BIET a) 7 e H input IR edit 37 F T &

Al - Fe First

First | I
——

Content appears in

cell and formula bar

= o W ke

How to Delete Cell Content(def & ®ee F& fFellc #Y)

3T & & Y T HT IUT HY o8 31T g I8d gl
A . B | C A B C

o LN s ka2
|

First Name Middle Mame Last Name
Heidi |Lauren QE |Lee 3 |Heidi | |Lee

First Name Middle Name Last Name

fd

| | | |
losie Marie Gates 4 |losie Marie Gates
Wendy Anne Crocker 5 |Wendy Anne Crocker
Loretta Susan Johnson & |Loretta Susan Johnson

3797 FIEIS W Delete IT Backspace key &aTU| Tl T FHee ge S|

3T T F 3P Cells T Fce AT gt & [T 3797 HES W Delete key FT 3YANT X Fahd

&1 Backspace key Ush THT H shad Tk Al H gerdT g

How to Delete Cells(@e #I f3elle & #Y )

¥ & e A gele AR AT # gl & 919 TF Agea ol AR gl I 319 QP ¥ & gerd &, ar
g% A Fr Cell ger & STUIT 3T gerw a0 AT & gfaeafa w1 i

3 Al & IIT HY oY 39 gel=T A8 gl
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A B C [ ':S)< = > AutoSum - %Y
SSHN== Fill -
I Insert Delete”Format Sort &
1 ED . - - - & Clear~ Filter =
2 |FirstName Middle Name Last Name 'C;"Is — =diting
elete Cells
3 HEidi JU‘!I" LEE Delete cells, rows, columns, or
i ; e sheets from your workbook.
4 JUEIE Marle GEtEE FY1: To delete multiple rows or
5 WEHd‘y’ Anne CFDCREF columns at a time, select multiple
rows or columns in the sheet, and
& |Loretta Susan Johnson R

e &7 9T Home tab & Delete command T TTT |

o AN & IS Cell IgoT ST

A B C
1 |First Name Middle Mame Last Name
2 |Heidi Joy Lee
3 |losie Marie Gates
4 |Wendy Anne Crocker
5 |Loretta Susan Johnson

How to Copy and Paste Cell Content(¥ef & #ee F& Frdt A dFe )
TFAS 3T 390 Tsefe 7 ugar ¥ gof T 1S dhee T YAty el 3R 37 Fe F 3T Cells
# Paste el T AT o AT &, ST U FAHT AR GAE SAl T Hehell B

o 39 U H IIA HY [GF 3T Copy FIAT AR gl

D E FILE HOME IMNSERT PAGE LAYOUT
; . .T__bl ‘_;E’C"'t Calibri <11
Friday, March 01, 2013 Friday, March 08,2013 ' &= »
- - B I U - i
- ' Eormat Painter - _
¥ | Clipboard = Font
i D32 Copy (Ctrl+(C) u
Put a copy of the selection on the
Clipboard so you can paste it
1 Fir; somewhere else.

e Home Tab WX A Copy command WX Feleh Y, AT 319a dIels W Ctrl + C gaT0|
o 3T TS N TIT Y ST@T 3T e Paste FIAT TG gl HIUT T IS Cells H 37T 3% IRT 3R

TS dashed STy fe@rs gam|
D E FILE HOME IMSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013 o Y ocut
:x d} I Calibri 11
- == Dot ‘& Copy -~
aste v
- ~ Format Painter B I U -
Clipboard P Font
Paste (Ctrl+V) £

Add content on the Clipbeard to
your document,

: Paste
e an destination
1 |[FirstName  Last Name

e TP &1 Home Tab WX Paste command WX f&Feleh &Y AT 319aT HES W Ctrl + V U]
o @cc TIfAd Cells H paste g S|

Email
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D E
Friday, March 01, 2013 Friday, March 08, 2013
1% IX .I

How to Cut and Paste Cell Content(¥el & Hee I F& Fe 3 ITT M)
3T Copy 3R Paste aet & faudid, fFEY Cell & Fde &l cut aah paste X Thd 8] 3R Cells F &=
Hee P TURAART I Thd &l

o 3F Ul & TIT Y A 3T Cut AT G g

D E FILE HOME INSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013 ""D 36 = Calibri T
X X paste B COPY ~
aste - | EED 4
- ** Farmat Painter B I U -
X Clipboard ] Font
X E3 Curt (Crll+X) N
LJI::J Remowve the selection and put it on
X = the Clipboard so you can paste it

— somewhere else,
1 |Fir

e Home Tab WX Cut FHATE W fFeleh Y AT 37U dhidls W Ctrl + X 91T
e 3 Cells T IIT L @7 3T Hec Paste HAT d8d &1 Cut Cells H 319 3 IR 3T Teh
dashed ST fe@TS am|

D E FILE HOME IMSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013
s W Cut

2 Calibri |11
Eﬂ;r@ Copy +

Paste S e
~ Format Painter B I U -

Clipboard P Font
Paste (Ctrl+V)
I

Add content on the Clipboard to
desﬁnaﬁon your document.
1 |First Name  LastName Email
e 3% d1¢ Home Tab W Paste HHS W Feleh T AT 3T dlals W Ctrl + V S|
o Cutshec Hel Cells ¥ ger faar Smdem 3R wafd Cells & Paste g1 STwam|
D E
Friday, March 01, 2013 Friday, March 08, 2013

X

X
X
X
X

How to Access more Paste options

39 additional paste options ek 8 Tgd Fehd &, ST formulas AT formatting aTel Cells & AT HTH FA
AT A9 &9 & glaersis g &l

37 Paste fdshedl d& q’g"ﬂﬁ % foIT, Paste HATE W YT 3MT-3134 IR W Foldh Y|
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ReeT & FATS ol & T, MY AF-Feldh FIh FATS F ol & THFAH W Tohd &1 96 39 qel
FN TG Y T 39 Format HAT a8 &, T ABH W Use-fFoleh Y| T 3M9-313+ Aef fe@rs am,
ST 3l Rad W TUT 5 w5 Heim

=H = - = = D E F
HOME INSERT PAGE LAYOL Friday, March 01, 2017 —
Calibri  -[11 - A" A7 $
=== % Cut - L
Calibri - B I = M-~ A €0 00 o

Pt Emxy Copy - X Ul ]

aste -

- * Forrmat Painter B x u — X I

Paste = Font X 36 Cut

i, .y i i X B

= By Copy

[ < o . h@ Py

e N ?EI [y Paste Options:

iz L L&F | Keep Source Formatting (K) P x e

Paste Values X %.‘ =

- . - _

aay Ll L X Paste Special...

Other Paste Options X Insert...

== o= e, . X

B oo s s X Delete...

Paste Special... X Clear Contents

How to Drag and Drop Cells(de ?’JT 3k ST )
Cut, Copy T Paste & &SI, 3T 3HUsil dhec Pl TARTART Hlad b ol Cells F drag 3R drop 8ff T
" gl
o 3H AT F ITT N FH 3T move IT AR &1
o HABH & IAS Aol FI border W AN S e fF HE Ahe R @ IR dRT & @Y TH
Tl 1 H gRafdd =7 g S|

F G F G
Friday, March 1, 2013 Friday, March 8, 2013 Friday, March 1, 2013 Friday, March 8, 2013
X X
: Y S
X X
5 —n L u
. % X FaFs | W
X ¥

o Jifdd T W Cells F Fefer &¢, gard 3R diw
o AT &I BIS ¢, 3R Tafad T & Cells &I dropped & f&ar mwem|
F €]
Friday, March 1, 2013 Friday, March 8, 2013

oM M M | X

TATH THFAA 2013 H 3T FF A€ HT (How to Sort Data in MS Excel 2013)

S & 3T gdefe # U dde Sisd €, dF 30 ARl @ saffud He AV ®9 & Agcaqul g
ST 1 39 3797 3T I HIE leh aehelic I caRed §T § YIS Y Hehd 1 a0 & o, 3m9
Last Name & HU% STefeh{T T Ueh el cTAEUT AT Hehd & Hec I qUIIsha ( alphabetically),
TEATHAS (numerically ) ¥ & 3R ®5 3eg all & HATE fhdT ST Thdl &
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Hifesr & YR (Types of sorting)

ST AIC A FHY, FEH Ueel TG 0 el Ayl & foh 3T HYUT ghelie A1 hde AT ToT W Fie
AT B &

Sort Sheet 3T9e ashelic # HeY 3T HT T HiolH GART SAATTAA HAT g1 HIC o] 8l W FeAH Row
H Fafdd SRY T @Y @ S §1 A QT a7 3ereor # | Contact Name &Tefd (column A) &t
JUTHTST S H ATH JGd el & fov waeg fhar 1 gl

Sort Range ST &1 Teh @l H ST T Y T ¢, Sl S ol drell e & ATY HH A AT
TG g ThaT &1 R Aol & FE W ¥ gdhellc W 3T Hice Fofad A1 giar &

A B

Customer Contact List

C

bl CONTACT NAME  BILLING ADDRESS PHONE EMAIL ADDRESS

3 | Bell, William 2201 Treasure Court  206-555-2303  wbell@bishopresearch.com

4 |Dean, Hank 3034 Foggy Wharf 308-555-1050  hdean@venturebrewing.com

5 |Figgis, Mallory 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
& |Finn, Jake 1407 Dusty Fawn Ln  605-555-6435  jake@adventureoutfitters.com

7 |Kinkade, Chris 1028 Quiet Dale Rd ~ 443-555-4942  chriskinkade@placervilleins.com
g |Lawson, Miranda | 5316 Colonial Pkwy  575-555-9255  mlawson@massairlines.com

g |Reyes, Felicia 8544 Lazy Bluff Ave  316-555-3256  felicia@everlypublishing.com

10 | Sebastian, Lil 9060 Easy Evening Ln  207-555-7225  lil@knopeequestrian.com

11 | Silva, Vivica 8595 Thunder Brook ~ 360-555-4289  vivica@rileygardensupply.com
12 | Stark, Katie 971 Cinder Butterfly St 603-555-2460  katie.stark@ariarealestate.com
13 | Torrance, Jill 3160 Amber Gate Rd  605-555-4495  jtorrance@overlookinn.com

14 | Yuen, Phillip 5108 Crystal Gate Blvd 913-555-5928  yuenp@corepharmaceuticals.com

% ofic FF HATE FL (How to Sort a Sheet)

BAN 3aEI0T A, A Last Name (HeTH C) SaRT duliefsh (alphabetically) ¥ Ter &1-er& ST wia @ie

FHLT|
o 3 FIIH H Uh ol H TUA I oI 3T FIC FAT A8 &1 TAR 3GIeI0T H, §H del C2 FHT
TIT HGT|
c2 - Je Chen
A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
7 105 Christiana Chen =] _Medium Cash
3 105 Melissa White Small Debit Card
4 105 Esther Yaron small Check
5 135 Anisa Naser Smaill Check
& 135 Chantal Weller Medium Cash
7 220-A Juan Flores *-Large
8 220-B FAalik Reynolds Small Cash
9 220-B Avery Kelby Medium Debit Card
10 105 Derek MacDonald Large Cash

e RET W Data Tab T T Y, T AT ZTC FA & AT Ascending, I1 28 ATIE FA &

fIT Descending ##13 X fFere $L| AR 38T H, &7 Ascending HHTS WX [Feleh HLaT|

FORMULAS DATA REVIEW VIEW
||; L] Connections &) [TTR Y. Clear
D.- ‘ lk
. 5=| Properties . i Y- Reapply
Z ort iter
M, [} Edit Links Al Yo Advanced
Connections Sort & Filter
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o THMT F TIWT FiH CART HATE [hdT JATT| FAR 3aEXVT H, g2l AT Last Name &

HASG ¢l
c2 - I Ackerman
A B C D E F
|l Homercom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman _Lorge Money Order
3 105 Mathan Albee Medium Check
4 220-B Samantha Bell Medium Check
5 110 Matt Bensaon Medium Morney Order
& 105 Christiana Chen Medium Cash
7 110 Gabriel DelTorao Medium Cash
a8 220-A Brigid Ellison Small Cash
2 220-A Juan Flores X-Large _
10 220-B Tyrese Hanlon X-Large Debit Card

TF I FH HAGE HY (How to Sort a Range)
AN 30T H, g7 37e19r-37e19T fafdal 9 3meer U 71w eref it I&ar & FFag e & v AR
-2 T WIH H Teh 3eTeT dTfolehl I T hdl|

o 3T cell range T TIT HY T 3T Hic FAT e &1 AR 31807 H, & cell range A13: B17

HT TYT BT

5Rx%2C | £ | Date

A B C D
|l Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albee Medium
4 220-8 Samantha Bell Medium
5 110 Matt Benson Medium
& 105 Christiana Chen Medium
7 110 Gabriel DelToro Medium
8 220-A Brigid Ellison Smmiaill
9 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon A-Large
1
12 Tetal Orders By Date
13 [T I
14 | Friday, April 05, 2013 4
15 |Friday, April 12, 2013 7
16 |Friday, April 19, 2013 10
17 |Friday, April 26, 2013 b
18

o R&a 9 Data Tab &T TIT &, T Sort FATS W Fela Y|

FORMULAS DATA REVIEW WIEW

||= 2] Connections %l Y;:CI-:—ar

Properties Y Reapply
. . z| Sot Filter e
A”, [} Edit Links A Yo Advanced

Connections Sort & Filter
o Sort SRIAT dferq fEWIS oMl 3/ Fie A T o 31T WIC FET a8 §1 FAR a0 H,

§H 3¢T &l &I-AE AT FT TE&AT T AIE FT I8 g, SATAT g AT FH TIT AT
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| "glgdd Level || )(Qelete Level || E@ Copy Level | Al My data has headers
Column Sort On Order

SortbY | orders |\u"a|ues E| |5ma|lestto Largest El
Date

Orders [:

o TIfETr M IT AL (IT A IR AT HRIEN) | §AR 3STEI0T H, g7 TN O ¥ T a3
3TN FHLAT|
o UHh SR 5§ Y HU I § HJSC & Y, ol Ok W TFefeh Y|

| ";lﬂdd Level || )(gelete Level || E@ Copy Level | AW My data has headers
Column Sort On Order
Sortby | ircers [w] |values [v] |smallest to Largest [v]

o [ I FI IIAT HlH IR HHAIE [HAT STAT| AR 3BT A, ST Hierd A At &
3TIdH deh HAdg [T STee|

B17 M 3 10

A B C D
|l Homeroom # First N\ame Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albes Medium
4 220-8 Samantha Bell Medium
5 10 Matt Benson Medium
& 105 Christiana Chen Medium
7 110 Gabriel Del Toro Medium
8 220-A Brigid Ellison Small
e 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon *-Large
1
12 Total Orders By Date
12 I T
14 | Fridlcry. April 05, 2013 4
15 |Friday, April 26, 2013 6
16 |Friday, April 12, 2013 7
IT] Friday, April 19, 20'\3' '\0_|
18

gfFaqar 3t Faet Fr afEAfed, geeT, TueaRa &« 3T 9w FJ (How to Insert,
delete, move, and hide or unhide Rows and Columns)
T AT & AT 39 s & TTY HH F & G, 3YH! 7T HIeH AT Rows insert el T, F&
Rows IT shied &I §elel T, 3¢ aehellc A el @ T WX o S &Y, I 3¢ U I 3Taedehel
HEGH & Fehll
gfFaar & F8 gfFafad ¢ (How to Insert Rows)

e SIgT 39 A% Row fe@Er agd § 39 Row heading ® f&oiee a1 36T & faw, Ife 3mT Rows

73R 8% &I TH Row 3Tl I8 &, df Row 8 I Il &Y |
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5 Neil Crawford  908-555-2234 2312 Stonepot Road = Ep < ZCg2v ik
6 Anthony  Keel  26RSSSOM SBSprnghvenie SV o ST e st
7 Ryy Logan  256-555-2475 2439 Ritter Street e e o e

B|Tricia  Matthews 808-555-6397 4721 Arron Smith Drive e —
9 leola  McNew  580-555-8177 2182 Cody Ridge Road Fows or columns i he shock. and

10 |Joshua Milliman  213-355-1117 2166 Zimmerman Lane B 7 e monc

e Home Tab W f&IT Insert command W &Feer HY|
o 3Ud A Row TIIT Row & I @S &aF ool

5 |Neil Crawford 908-353-2234 2312 Stonepot Road v -

& |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter Street . Format 5ame As Left
8 |_ 23 Format 5ame As Right
9 |<¥ria Matthews B808-355-6397 4721 Arron Smith Drive ©  Clear Formatting

10 |Leaola McMew  580-353-8177 2182 Codv Ridee Road

Ale:- A5 Rows, column TT Cells T insert X AT, 3T Insert cell & §3Tel A AT Insert option W FeTeh
| Tg T YR g il hT AT &l § T Excel 37 Cells I H& format HIaT &1 3T fashot
e ggHel & TIT, 3= ATSH @ insert option T fFeleh Y T MU-3131 ok W feferen Y|
HiadA H¥ FFEATAT HFT (How to Insert Columns)
o I 319 AT Hiadd @R AEd &, 38 &5 3R AT column heading T TIT Y| 3T8I0T &
’r?»ltra"ré:m Column D 3iR E& &I Tsh HictH STl=ll I8 8, al Column E T IIT HY|

¥ E F <3| -

5P B < > 2y M
Cell Inse Delete Format Sort & Find 8

street Address Position(s) Styles — i N N — 7 Filter~ Select~

300 Round Table Drive Pitcher, Second base Cells Editing

4721 Arron Smith Drive Catcher

2152 Liberty Avenue Outfield Insert Cells

3503 Prospect Valley Road [First base Add new cells, rows or columns to

1483 Frosty Lane Third base vour workbook.

1663 Taylor Street Shortstop - —_—

3329 Washington Avenue |First base, pitcher FYl: To insert multiple rows or

1736 Broad Street DL celumns at a time, select multiple

2937 Earnhardt Drive fzeaini ez rows or columns in the sheet, and

232 Timber Oak Drive Right field click Insert.

1072 Nelm Street Third Base

2182 Cody Ridge Road Pitcher e Tell me more

1001 Cerullo Road Second base

e Home Tab W f&UT Insert #ATS WX Folar |
o T HIAH IIAT PaH & a5 3R @S am|

Street Address
800 Round Table Drive

Position(s)
Pitcher, Second base

4721 Arron Smith Drive Catcher
2152 Liberty Avenue Qutfield
3503 Prospect Valley Road First base
1483 Frosty Lane Third base
1663 Taylor Street Shortstop

3329 Washington Avenue
1736 Broad Street
2937 Earnhardt Drive

First base,

DH

pitcher

Second base

232 Timber Oak Drive Right field
4072 Nelm Street Third Base
2182 Cody Ridge Road Pitcher

1001 Cerullo Road

Second base

9 Tenmile Road Third base
13286 Patterson Street Qutfield, catcher
3990 Pretty View Lane Left field
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#Ale:- Rows 3R columns &1 insert shic &, FlAfRHT Y 3R

Heading 9X fereh &¥eh gt Row a1

column T TIT Y| Jfe 3T Row AT column F shdel Teh Vel T TIT ad &, dl insert command shdel

Teh AT ol STeldm|
qfFaal # FF e (How to Delete Rows)

S Row &I 39T HTGTHAT A6l & 30 Row Sl glAT 3TATT g

Home Tab WX T&UT Delete FATE X Feleh |

38 Row FT TIA Y T 31T glol Aled &1 §AR 3GT80T H, §H Rows 6-8 T T HidT|

5 Josefina ~ Woodard 714-555-4306 2152 Liberty Avenue = == Eyg{} i é: A i
6 [Rodney Ross 310-555-8862 3503 Prospect ValleyRoad ~_cett  insert DeteFormar T serts Find
T |Leigh Dizon  607-555-7816 1483 Frosty Lane cens Editing

£t Mark Grant  914-555-5592 1663 Taylor Street o o e e o

9 Mildred  Persinger 601-555-0175 3329 Washington Avenue B

10 Dwayne  Patnode  205-555-3783 1736 Broad Street columins at o time, celect mutiple

11 Bonnie  Bemjamin 502-555-1212 2937 Eamhardt Drive chickDetere

Tafad Row geT & Suel, 3R s Rows o ST §HAR 3¢T8I0T &, Row 9-11 Rows 6-8 Rows & |

5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Mildred Persinger 601-555-0175 3329 Washington Avenue
7 |Dwayne Patnode  205-555-3783 1736 Broad Street

& |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive

9 |Eva Ramer B05-555-8514 232 Timber Oak Drive

10 |Carol Fena 571-555-0704 4072 Melm Street

11 |Lecla McMew  580-555-8177 2182 Cody Ridee Road

HIAH H¥ g (How to Delete Columns)

3 PITH T TTT HY foleg T ECT I8 &l FANR

D E 4 F
Street Address Zip Code|Position(s) D
800 Round Table Drive 27606 |Pitcher, Second base
4721 Arron Smith Drive 27704 |Catcher Cell
2152 Liberty Avenue 27615 |Outfield Styles -
3329 Washington Avenue 27513 |First base, pitcher
1736 Broad Street 27613 |DH
2937 Earnhardt Drive 27606 |Second base
232 Timber Oak Drive 27704|Right field
4072 Nelm Street 27615|Third Base
2182 Cody Ridge Road 27513 |Pitcher
1001 Cerullo Road 27613 |Second base
9 Tenmile Road 27606|Third base
1336 Patterson Street 27704 |0utfield, catcher
3990 Pretty View Lane 27615 |Left field
533 Spring Avenue 27513 |Shortstop, pinch runner
2723 Nelm Street 27613 |Left field, Center field

Home Tab WX f&UT Delete HHATE W Feleh L]

31« column E &1

3ET8Y0T &, §H column E &1 T FaT|

gl IR S

Insert Delete Format Sort & Find &
- - - — 7 Filter - Select -
Cells Editing

Delete Cells

Delete cells, rows, columns, or
sheets from your workbook.

F¥l: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete.

TIfAd P geT RU STuar, 3R ST e a0 TATATTRT & SIU3T| §AR 3&18I0T H, column F

#Alc:- Row IT Column Y g 3R $H e &I HH Hlel & s AR H A Ageaqor &l IS
HY IR I FAAARA FhT a1 fdr Row AT column & &hée @l gelAT TEd &, Al Heading W Irse-

feFeter &Y, Y S1U-313e1 A & Delete content T Tl Y|
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o E ¥ 10 [Rodney Race 21n.555-8862
z M. 10 P
street Address Position(s) 11 Leigh E e B=ED
12 |Mark F®  Copy 155-5592
200 Round Table Drive Pitcher, Second base 'é— Sy -
13 Mildred Paste Options:  155-0175
1721 Arron Smith Drive Catcher 14 |Dwayne 155-3783
2152 Liberty Avenue CQutfield 15 Bonnie i55-1212
3329 Washington Avenue |First base, pitcher 16 |Eva 155-8514
17 |carol s i55-0704
1736 Broad Street DH 8ro Insert
18 |Leola St 155-8177
2937 Earnhardt Drive Second base 19 |Annie Z| Comtenss 1550190
232 Timber Oak Drive Right field 20 |Joe CETEORETE N i55-9659
1072 MNelm Street Third Base 21 Josephiffe | [E] FormotCells. _js5.6401
3187 Codv Ridee Road Pitcher 22 |Nicol 9 Josefina Woodard 714-555-4506
¥ g 23 |Anthon 10
1001 Cerullo Road Second base 24 [sally 11
3 Tenmile Road Third base 25 |Joshua 12
1386 Patterson Street outfield, catcher 26 |Ray 13Mildre Persinger  1601-355-0175
_ _ 14 |Dwayne Patnode 205-555-3783
3930 Pretty View Lane L=tim=lz 15 |Bonnie Benjamin 502-555-1212
333 Spring Avenue Shortstop, pinch runner 16 |Eva Raner 805-555-8514
2723 Nelm Street Left field, Center field 17 |Carol Pena 571-555-0704

9fFd AT FIaA FA TAAEIRT HY (How to Move a Row or Column)

def-anefl 3T 39 aehelie T content T TAAGTEUd el & TIT Column IT Row I TATATAR =T
g Thd &1 FAR 3CTEI0T H §H Th hladd of TGN, dfeheT 3T 3T T8 T Row T TATATART &
ghd gl

Column heading FT T Y T 3T TAART FLAT T8 g, T Home Tab R FEIT Cut FATS

[ ]
W Fe Y IT 39 S W Ctrl + X a7
H - & = Bulls Sotfball Team Roste
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
6 ori s = = =
[y |Calibri 11 | A A == &~ = General -
Ez®
Paste B I U - M- A =S === BH- $-% » w98
Clipboard = Font = Alignment = Mumber =
E1 Cut (Ctrl+X)
Remove the selection and put it on
the Clipboard so you can paste it o E E
somewhere else.
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Name Cell Phone Street Address Position(s)
3 |Amanda Ryan 513-555-4477 800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive Catcher
5 |losefina Woodard 714-555-4506 2152 Liberty Avenue Qutfield
Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base
o HIAH FI F?ﬂ?-ﬂﬂﬁ?r A & AT a8 3R AT Column heading FT TIT | 3&EI0T & v, Ife

39 Column B 3iR C & &g &l o ST d8d 8, af Column C T TaeT & |

H - Ei = Bulls Sotfball Tearmn Roster -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REWVIEWW WIEW
= - - —
D I Calibri 11 | A A === ¥~ = General -
Ez -
Paste & B I U - - DA === &= - % - 9% o $8£8F
Clipboard = Font = Alignment = Mumber =
C1 - I
A B 2 c m E F
1 |Bull Team Roster: Co-e[d Softball 201:
2 |First Name Last Name |Cell Phone Street Address Position(s)
3 |Amanda Ryan 513-555-4477 |800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews |808-555-6397 (4721 Arron Smith Drive Catcher
5 |[Josefina Woodard |714-555-4506 (2152 Liberty Avenue Cutfield
6 |Rodney Ross 310-555-8862 |3503 Prospect Valley Road [First base
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 Home Tab W f&UT Insert HHTS W fobeleh &Y, BT STT-313a1 AL @ Insert Cut Cell &Y el |

CCl 3 .
D = ESX = 2 AutoSum -
& [Co B ;I [T] Fill -

Cell Insert Delete Format
Styles - = - - & Clear~
EI' Insert Cut Cells Editir
LR Insert Sheet Columns
K 8]

|;|_In;&rt5heet
o  FHIH FI TIAT TUTH W of SR—AT STTIM, 3R ST HIdH U TAHATIRT @& ST6aT|

H - & =
HOME INSERT

PAGE LAYOUT FORMULAS DATA REVIEW VIEW
*®. - | =
b Cut Calibri -l A A == e = wWrap Text
E@ Copy ~ -
~* Format Painter B I W - - J- A === & = Merge 8 Center ~
Clipboard = Font = Alignment I
c1 - 3
A B c D E F

1 |Bull Team Roster: Co-e|i Softball 2013

2 |First Name Last Mame | Position{s) Cell Phone Street Address

3 |Aamanda Ryan Pitcher, Second base |513-555-4477 300 Round Table Drive

4 |Tricia Matthews |Catcher 808-555-6397 4721 Arron Smith Drive

5 |[Josefina Woodard |Outfield 714-555-4506 2152 Liberty Avenue
Rodney Ross First base 310-555-8862 3503 Prospect Walley Road

Are:- mm*mwmm #ff & Cut 3R insert command & 9gT Fehol &1 3R AT

3I9-ST3+0 As] & AifSd 3MeAT T TFA HT Fhd &
D E

Softball 2013 2% Cut
Street Address g

——————y

Copy

3990 Prett\r Wiey

1

1

:

1

800 Round Table -D Paste Options: base i
4721 Arron Smit - :
2152 Liberty Awve 0 !
3329 Washingto , er i
1736 Broad Stre i
2937 Earnhardt | ima SRR s :
232 Timber Oak Delete :
4072 Nelm Stre¢ Clear Contents :
2182 Cody Ridge 1
Y e Eormat Cells... 1

1001 Cerullo Ro. :
9 Tenmile Road Column Width... :
1386 Patterson ! Hide r !
|

1

1

Unhide

uffd AT FlAH FT FA T (How to Hide a Row or Column)
Fa-paflY, 3T 379 gHMe 35 TS T deel T4eT HB Rows IT Columns & Jefell AT °E Thl &
TFHSA AT IARISATAR Rows R Columns I f&aTat T AT T &1 §AR 381601 H, §H
Column A, B, 3iR E &1 el &3l 3TETT §llel & T Column C 3R D gardar|
o 3 P T TTT HY o 3T BuUTer agd 8, #A3E W Tse-Feash 1, T Formatting menu &
Hide option =11
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A B @ D ¥ cu | A E E
1 |First Name Last Cell Phone |Street Address _ ) 1 |First Name Last Position(s)
2 |amenda  Ryan  [513-555-2477 800Round Table| B Copy r 2 |Amanda Ryan Pitcher, Second base
3 |Tricia Matthews |808-555-6397 4721 Arron Smith [ Faste Options: 3 |Tricia Matthews |Catcher
4 |Josefina  Woodard |714-555-4506 2152 Liberty Aver 4 |Josefina Woodard |Outfield
5 |Rodney Ross 310-555-8862 3503 Prospect Val 5 |Rodney Ross First base
6 |Leigh Dizon  |607-555-7816 1483 Frosty Lane 6 |Leigh Dizon Third base
7 [Mark Grant  |914-535-5592 1663 TaylorStree  11°¢7 T |Mark Grant Shortstop
8 |Mildred  Persinger |601-555-0175 3329 Washington ~ Delete b 8 |Mildred Persinger |First base, pitcher
9 |Dwayne  Patnode |205-555-3783 1736 Broad Streel  Clear Contents 92 |Dwayne Patnode |DH
10|Bonnie  Benjamin |502-555-1212 2':)3?EarnhardtD| Formmat Cale 10 |Bonnie Benjamin |Second base
11|eva Ramer  |805-555-8514 232 Timber OakD — 11 |Eva Ramer Right field
12|carol Pena  |571-555-0704 4072 NelmStreet =o' idth- 12 |carol Pena Third Base
13 |Leclz McNew  [580-555-8177 2182 CodyRidge]  Hide 13 |Leola McMew  |Pitcher
14|Annie Muro 502-555-0190 1001 CerulloRoac  Unhide 14 | Annie Muro Second base
15]Joe Rodriguez | 781-555-9659 |9 Tenmile Road [Third base 15 |loe Rodriguez |Third base

° ﬁﬂﬂgﬂ'ﬁﬁﬁl

o B FIAH ST T HiorH 1 T ST L ¢
gfFaal 3t Tt F F_ 3IPR FT (How to Unhide Rows and Columns)
Column AT Row & Unhide #X & AT, Hide Row/column & aTT 3R 10 &fer# 3R I &1 79t &Y (GAY
sl #, BT HiaA & gl fFaRT W) | AR 3&TeX0T #, A Column B 3R E &1 T4t {3

o R W Use-Faldh &Y, T Formatting menu & Unhide T T3eT &Y |

. oY gu F AT A B A R &

A B E a G
1 |First Name |Last Mame |Position(s) db Cut o
2 |Amanda Ryan Pitcher, Second By Copy
3 |Tricia Matthews Catcher Paste Options:
4 |losefina Woodard Outfield
5 |Rodney Ross First base
6 |Leigh Dizon Third base
7 |Mark Grant Shortstop Insert
8 |Mildred Persinger First base, pitche Oelete
9 |Dwayne Patnode DH -
10 |Bonnie Benjamin Second base Clear Contents
11 |Eva Ramer Right field Forrnat Cells...
12 |Carol Pena Third Base Column Width...
13 |Leola McMew  Pitcher
14 |Annie Muro Second base Hide
15 |Joe Rodriguez Third base Unhide
16 |Josephine |Carter Qutfield, catcher | I"\"’

Worksheet views in MS Excel 2013(THTHE TFad 2013 # el =ga)

Excel 2013 # Taffieet JhR & WA & aohed gld § ST JTUhT Tehqeh I 3T 3Teldl el Hd gl
3m9 Normal view, Page Layout view, IT Page Break view # &I & aehgeh W1 Tl Hehol &1 T T
affee Ft & fow Ukl & @od § |, @ Ife 319 Tisie BT it $r Aeier a1 | &1 39
A TEHAR W &g & AT Y 3T W Fohdl & worksheet view &I d&olel & folT | Excel fasr &
fTel-gTre @l H qIfSd worksheet view FATS & f@eiede Y|

Page Page
Layout Break

view view

Vi
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MS Excel 2013 # i SR & < 8Id & 31dTd gH adhefic & i awg & 3@ dahdl 3

e Normal View
e Page Layout View
e Page Break View

FAYRETHT & T e Ugda & AU View tab IR TFefeh Y 3Tehl worksheet view group fa@rs 23|
Normal View
Ig Tl H Biee o giar § THdd # 3UANThdl g1 HHT FHA FANT X § IR IR g
B HS 2@ R -
PRl oM INSERT  PAGELAVOUT  FORMUL

l i3 I_ Lj \_ . Ruler | Formula B:

Normal Page Break | Page | Custom | 77 Grdlines (V] Headings
Preview [Layout Views

Workbook Views Show
Normal View .
Je
See yvour document in Normal view.

Page Layout View
Page Layout View H 3T efflc &l TISC §T & ST Thdl & SUT & T STH 3T Header 31X Footer T

¢W Hehd ¢ 3R 31T 3HA Fhelie &I HUMET T Fohd § 3 @ T &1 39dleT T Havd §1 IS
HT O 3B W Fordh ad § a TART 72 W a9d Fes &Y, A9 @ fF 91 9 Ao
@ & g &1 Page Layout view deh Ugdsl & ToIT, 3T9el aehaeh & To¥eol-aTu &lel # &Ud Page Layout
view HHATS FHI Il FIMT 3R |

- Page Layout - '

H A - ——+ 0m
Page Break View

g &g Ucd% UG I dlcTATS & WY Y56 HEAT 3 el & v fa@rer g1 39 3 & # ser off
HuTied #X Tohd § AR @3l it &1 39AET T Feh &1 38 ITARFT 319 goa &1 F37 A1 BIer
S & U 9T deh @ TARAART AT Fehd g1 I TR HST-37619T Uil & 30T Tohaeh & AT
BE@r I e e T 3MTTHhdr g, ar 3T Teh U1 s 3T o &1 MS Excel # @ ¥R & U s
8la & oidgad 3R &3S (vertical and horizontal) | Sedd ST 37T Sield dlSdl &, St &ifdel Ul

376197 RowdT &l dlsdT §1 AR 3CIeI0T H, 87 Uah &ifdel Ual & Sreld|

How to Insert Page break View
e Page Break view TS &I UaT ofa¢ AR Tei| aehelic Page Break view & fe@rs gam|

.F'age Break Preview r

e oI &Y IS Row & T HY STgT T Ul F G@ET agd &1 3ereor & forw, afe 3ma 28 31k
29 Rows & &I Ueh Uof sieh STolell dI8d &, df Row29 T IdeT Hi|

o R&A W Page Layout tab T TFeleh FY, Breaks HHTS HI T Y, BT Insert Page Break T Feleh
HY|UST b STl ST, ST Teh X aitel 19T 6T 3@T & 2T Srar gl

IMSERT I PAGE LAYOUT I FORMULAS DATA REWIEW

H O O R =R

Margins Orientation  Size Print |Breaks Background Print

- - - Area - = Titles k] ¢
Page setup Insert Page Break
f= Remowve Page Break

Reset All Page Breaks
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THTH TFAA 2013 H 99 S3M3< (Page Layout in MS Excel 2013)

fifear 3R MEww Export & fIT 39e ahgeh (IR & & v 39 fSier 3meet & suder s & . a
Page Layout Tab 9T UTT ST &1 ¥ &#ATS 3Tl page orientation 3T margin size g e 957 9T M9
shee & alich @l [@aEd e &1 3ATT &d €1 379 99 o3Ee Aoy | o & e eged AR ae
Sieh, YT Teheleh & Ugal H AT Foll Fohel &

Page Layout view

Thgeh & Yol A3MSC I TANT Fel & Ugel, 3T Page Layout view H deheeh i ST=IT TTE Hehdl ©, ST
3k IREdAT HT S H TR TR F Hehell & Page Layout view deh Ggdel & ToIT, 30+l aehgsh
& feer-aId S 7 &I Page Layout view HHTS T Ial oIl 3R Tl |

- Page Layout '

FHH h M -—3—+ 10
Page orientation

TFHT & page orientation fdhed UereT HTaT &  landscape 31X portrait | oisFhT &fasT 91 Fr 3iRIC
T &, STdieh UIEC UST &l oadd Jolidm gl Gée Ay &7 & gdheficd & v sgd @it Rowdl & faw
39N &, Stefeh dsehy ahelicd & fT agd @R Ficd & Y F&d 30T g @ U v 3ereor
&, portrait orientation Fafccld HRT FIAT § Fifeh aehelic & Hicte HT Jolell H fUH A erffier gelr &1

Portrait

Landscape

gs5 HiAfA=Ire #¢ &ga (How to Change Page orientation)
o R&sT X fUT Page Layout Tab W fFelah Y|
e Orientation H#ATS & T Y, T SMU-313 A & Portrait AT Landscape Tl |

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

. ¥ || o Width:
[ag) Bees- T O O (& = S o e

Fonts - ; . . : ! :
Themes Margins [Orientation  Size  Print  Breaks Background Print
- @ Effects = - - - Area~ - Titles @ Scale: g
Themes Setup P Scale to Fit
D Portrait
117 -
D Landscape

e Thqsh T page orientation el feT FTTAM|
g5 afdfar ¥ @ga (How to Change page margins)
Wﬂﬁﬂmﬁﬁ?ﬁa%m%%aﬁm%l%ﬁﬁmﬂ,mw*mﬁﬂ
AT W e B & 3 dhee 3R 99 & 9AF eI & 1T T 59 7 98 oled &l Hel-al
YT UST W 39T 3T &l 38® 3IRHA T e W & v Ao &1 gamafaa axa 1 smaegesdrn
g Tl §1 e A qEfuiRd Al smeRt T ve e anfaa

o ResT W fUA Page Layout Tab R Feleh &Y, T Margin HATS &I TIA H|
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o 3MU-S3A A ¥ ST AT AR &1 TIT F| FAN 3G H, §H U W AN 3HfUF dce
F e T & T Narrow &1 TIT HAT|

IMNSERT PAGE LAY OUT FORMLULASS
T e
-
LI [ T L
Plargins Orientation Size Primt Breaks Bz
. - - Area - -
Last Custorn S.ettimng
T o p: O 75" EBottorm: O.75"
=1 == oI  Emerer
Header: 0.2 Footer: O.3"
Mormal
T o 0. 75 Bottorm: O.75"
| c== 87 gmeresm
Header: 0.2 Footer: O.3"
o Wl e
= T op: e Bottorm: 1™
= Lefi: i Fight: -
= Header: 0.5" Footer: O.5"
=]
E Far rower
= Top: o.Fs" I} Bottorm:z: O.75"
E Lefi: 025" Right: o225
= Header: 0.3 Footer: 0.3
=
=
g Custorm PMMargins...

o HIST # TIAA WHR H Feo f&Ar Aream|

FEcH HAlfofeT T 3yFhT #d HT (How to use custom margins)

TFAST TR ST HEIY ST dirq H 37Tel HATfolel o TR N HECHSS Hal I AT Sl &
e Page Layout Tab &, Margin 9 f&Fefd &Y| 3M9-3137 Ae ¥ Custom Margins. .. T I |

INSERT PAGE LAYCOUT FORMMULAS
e T | |
>
LS % 19 L
hlargins Crientation Sizre Primt Ereaks BE=s
- - - Srea — -

Last Custorm S.ettimg

Top: 0. 75" Bottorm: 0. 75"
E Left: 0.25" Right: o7
Header: 0.3™ 0.3

Footer:

Mormal
Top: 0. 75" Bottorm: 0.75"
E Left: o7 Right: o7
Header: 0.3" Footer: 0.3"
o WWid e
= Top: L Bottorm: 1"
= Left: e Right: e
- Header: 0.5" Footer: O.5"
=
E Mlar rowwr
= Top: 0. 75" Bottorn: 0. 75"
g Left: 0.25" Right: 0.25"
= Header: 0.3™ Footer: 0©.3™
=
=
= -
= Cwustorm Margins... I}
19
e Page Setup ST SiFq @S 29|

o  URAF AT & HAT & FARNToIT Y, T Ok 9T Folar Y|

‘ Header/Footer | Sheet |

Top: Header:

0 2]

Left: Right:

o 5]

Bottom: Footer:

0.75 [+ 03

Center on page
[ Horizantally
D Vertically

Print... | ‘ PrintPrevieﬂ| | DOptions... ‘

o [ane |
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deheeh o Aol Sgol QU ST

e ergear F& eamf@ar #¥ (How to include Print Titles)
IfE 3T 319= ghefic F title headings T 3T T ABT & ar 3T s goheflic & 93+ UaT W
T headings T eMTAST AT HgcaquT &1 Heading Hael Tgal UoT W G@m$ &t W BT adhgs &1 qeal
Al raM| Print Titles HATS 3Tl Gedeh 95T W fe@rs &t & faw fafdse Rowat 3R diod goel

T AR & &

ReeT 9X U Page layout Tab T f&Fereh Y, T Print Titles FATS T T Y|

IMNSERT I PAGE LAYOUT I| FORMULAS DATA REVIEW

L o = —

05 Dls= & &85

Margins Orientation Size  Print  Breaks Background Print ;;R

- . - Arear - Titles |\ i
Page Setup N

Hohd &1 §AN 3¢TeI0T H, §H Tsh Row aglIuar|

Rows to repeat at top & s9TeT #H Collapse Dialog §¢sT WX [Ferer &: Hles|

Page Setup ST SieFd @S 23| IgT &, 31T I 95 W aledl & v A a1 e g

Print area: |

Print titles

Rows to repeat at top:
CoTamns to repeat al

Print
[ Gridlines
Dﬁla(k and white
D Draft guality

Page order
@ Down, then over
O Ower, then down

[] Row and column headings

[ %-
Comments: (Mone) :I
Cell errors as: | displayed :I

Print... | | Print Preview | | DOptions... |

Cancel

[ oK

FUT Th BT IIT dR d S0 3R Page Setup STIATT Sird €a¥d & ST Tcdeh e ot

F MY W g F AT sfoad Row T I Y| AR 3STEI0T H, g7 Row 1 T TIA 3T |

Al

Time

Location

Bears Marlins

Saturday Saturday, July 02, 2011

2:00PM

Rows to repeat at top &I RowdT H SST ST $res| T & Collapse Dialog ¢ W fFeleh &Y |
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e Page Setup ST SIFd P fGTAR BN Ok W Fesh Y| Row 1 9cdeh dor & Y W e fomar

Page Setup ?

Page Margins Header/Footer Sheet
Print area: =5
Print titles

Rows to repeat at top: 51:51 s
Columns to repeat at left: e
Print

[] Gridlines Comments: (Mone)

[] Black and white
[] Draft guality
[[] Row and column headings

Cell errors as: | displayed

Page order

() Down, then over

() Ower, then down

Print... Print Preview DOptions..

OK L\\’ Cancel

Formatting Cells in MS Excel 2013(TH TH TFA 083 & e HiATRT)

Tl qor e T & Formatting T 3TANT I &, ST Igd TR SIAHRT & Y deheeh I TG &
9§ AR T & @FormattingMaW%WﬁTWﬁWﬂW?
@ 39 I & 9gT Fohd § IR THF TR §1 3T dhgd H ITAT e S ® 3T Hi FEdr
T o] X Tehd €, S ufderd (%), HaT () 31

Bieec $¥ Tga (How to Change the Font)

fSWhlce &9 &, Tedeh 7S dehqgeh HT Hlec hiafsdr (Calibri) T FC gIaT &1 gTelifh, THie &S 3=
PlecH YTl AT & Toledehl 3T 3T Tl el SFEC Pl HECHZA Fld & foIT & Thd &1 A
U 1T 3STEI0T H, §H 319 title cell T 3T gehefe T 37T et H AT & [oT Grefd |

o 3T A FT IIT N 7 3T GNfOT =T Ied gl

A E
1 |Webinar Training Log {L_
2 |Email Address Last Name
e Home Tab X T8 Font FATS & Fo1el # FUT Z19-313e fX W TFeleh Y| Font S19-313eT He]
fe@rs <am|
o TS Font & TTT F| AT Blec H 13T Ydldollehe] dd fE@S SIM ST 37T IelaT-370797

fehedl o ABE HT AT gAR 3eTe0T H, g7 Georgia font I el HaT|
| calibri Pl -|A & = =2

Em ~

- F Saramond
Saummi Dk T
Clipboard = l:}
F Eep
Al (} GEOMANCY
} Georgia

T ISeostari—ill
€ Geotica Three
1 |Webinar € Giddyup Std
2 |Email add €F Shigi
3 |heidi.leseg fF Gill Sans MT
o TextTAAT Bicc H el SATTAM|
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1 Webinar Training Log
2 |Email Address Last Mame
Blee 3P HA dga (How to Change the Font Size)

o 3 Ul & Tl Y o 39 GN™T = e &
A _ B

1 |Webinar Training Log op !
2 Email Address Last Mame

e Home Tab X f&UA Fontsize FAE & Tl H YT 3M9- 334 dR W Feldh Y| Font size 379-
13 Ay fe@rs &am|

o TS Fontsize T TAT HY| AT Font size FT 1S YaTaellehel GWTS SIM AT 3T 3TeTaT-370197
faehedl o A3 # AT &1 FAR 3STEI0T H, §H text B FT &ellel & ToIT 16 HT TFA Hial|
a6 - - -
I Eay - |Georg|a -Illsﬁ :IA ~ A | B
Paste - B Fa u - EE o - -& -
Clipboard = Font 10 =
AL - 1; Wekb
A 1 - . -
it | 1|Webinar Training Log &
20 | |
: i‘iﬁi‘:i‘;Tralmng - ——= 2 |Email Address Last Name

o text IIAT Wice TR H ol ST
AC:- 3T BT T PR Scolel & foIT HEcH font size type FT Tehd & 3R Increase font size 3R
Decrease font size ST 92T 3 T Tohd gl

s

D‘}E’ |Ca|ibri
p -

t

asie \’ B f

-

|
¥

%Wrap Text

&= = Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands

1
Biee T F& g¢a (How to Change the Font Color)

o 3 U & TIT Y o 3T GN™T & e &
A _ B

1 [Webinar Training Log ¢ |

2 |Email Address Last Name
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o Home Tab 9X & Font color 18 & Ferel H & 3M9-33a AR W e &1 color A f@rs
&am|

o Tifda Font color T Tt &I AT Font color T Uk oIS Ydldailshel fa@rs 3am Fifed 3ma
ﬁ@ﬁrmwmaﬁﬂmﬁ%lmwﬁéﬁgreenﬂwml

6 |Georg|a vIlt:'} v| AN == = B - i
Bz -
Paste e Blr u- H- & - = == &= 3=
Clipboard = Font Automatic
Theme Colors
at - i EEEEe ..
) I I
1 |Webinar Training Log Standard Colors
2 |Email Address I@}- ..
S ~ Recent Colors
3 |heidi.lee@vestainsurance.com Gresn
4 |josie.gates@wvestainsurance.com -
5 |wendy.crocker@vestainsurance.com "% .
) .
o text TIAT Wlec T T dgel AT
A B

1 |Webinar Training Log
2 |Email Address Last Name

. -yfafed G Redt aF wgas & AT A F A More color 5|

Standard Custom

Colors:

Current

dies, garfas, 3T HSTATST FATS FT 3TAT FF HY (How to use the Bold, Italic, and

Underline commands)
o 33U A FH TIT HY O 3T FMNAT e amga g
A B & Cut

ER Copy = B
¥ Format Painter B%I U~ M .E.v

A A

|Georgia -8 -

Clipboard 1 Font fa

1 'Webinar Training Log : Bold Ctri) :
Make your text bold, 2

2 Email Address Last Name
o A I B C
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e Home Tab 9 Y dles (B), 3eifelsh (1), IT 3SR (U) FAE W Fold Tl gAR 30T #,
gH TIfd Ul dles I GaTl
o AT style CFre TR AL HT FTCEAT

1 [Webinar Training Log
2 |Email Address Last Mame

AT T TARIT e dfes I F AT IO FEE | Ctrl + B &ST Hehd &, Ueh 3{STellSel A1) it
& fov sefoed ae #a & faw Crl + 131 Curl + U 8 a1 Hevct &

Text alignment (SFFE TATSAHT)
fSthiee & &, 39 ahelic & gof FIg off Toe A & fATer v 3R T@E &ar §, ot FIg o
HEIT HI §eX el T Jg Ard-all AR @S & §1 I el e & TedRGH &l dgeled & 3T
TE T T § 6 e fhEr o dor 7 FH yeid gl B
&ifasr 916 WXWr HA Fger (How to Change Horizontal Text Alignment)
A fOT 9T §AR 3eTE0T H, §H U title cell F TXGOT A IR AT Gl o =l & faw
MRAT T 3R 30 AV FRTTH T 3797 |

o 3 A F TIA W O 39 FMT T e g

£ - % Wrap Text

& 3= & Merge & Center ~

Alignment Fa

1 Log Center

3| Webmar TramingLog @

4 En'lﬂil Add[’ESS Last Name Center your content.

] T [
o Home Tab @ & e Horizontal alignment commands & & fohell Tsh T Tel| AR 3eTe0T H, §H
Center alignment T TJeT LT
o textcenter § fR@S & wdam|

3 Webinar Training Log

gféda eFre @I FF Tga (How to Change Vertical Text Alignment)
o 3F ¥ F TIST B OTH T FAMRAT HET AR B

£+ E¢Wrap Tet

N

5= & Merge & Center -

Alignment P

3| Webmar Traming Log % Loy Midde i

i Align text so that it is centered
between the top and bottom of the

4 Emil Address Last Name cell,

m
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 Home Tab W f&Ud It Vertical alignment commands & & fohell Teh &1 Toi| GAN 3areor &, g4
Middle alignment ST TIT |
o text Middle 7 f@$ o o@1am|

Webinar Training Log
4 |Email Address Last Mame
ste:- 39 fodll #ff el 9T Sead (Horizontal) 3R &ifdsT (Vertical) alignment Afead &t o] &Y Hehcl
el
THTH TR 2013 H &iad d9is$ 3R 9fFd Fa$ FF aga (How to Change Column
Width and Row Height in MS Excel 2013)
fBthlce &9 &, Teh oI asheer &I Ycde Row AR Column T & Fams 3R =isi$ W @< glar &1 vardel
3mae fafdes st ¥ Column T =tst$ 3R Row & F=m$ T FAMRT et & gl &ar 8, forwst
wrapping text 3R merging cells §1
Fiad A Fr FAMR—T FF FT (Ho to Modify Column Width)
A YT 7T §AR 3eTEXT 7, Column AF 3MTH F& Hec T&Rd & W & 3N Fo veiRid e & @
&1 &7 Column A &I SIS & STt 39 Fee FI @ Tohd &l
e 3T S & Column heading & Column A8 X AT3H &HI of ST IH & ATIDI Teh HIA P
g9d dR fe@rs ¢am|

H18 - k H1g '-.=‘."i§th: 10.29 (77 pixels) F
nod B C A C

1 |First Na Last Name 1 |First Na Last Name

2 |Amand: Ryan 2 |Amand: Ryan

3 Tricia Matthews 3 |Tricia Matthews

4 | Josefin: Woodard 4 |Josefini Woodard

3 5

3] &

e Column Tis$ se AT gel & AT AT & Foasd Y, gav 3R i)

3T S & AT S BIF 31| Column Fr TieS ST & STUa|

H18 - Je
s+ B C

1 First Mame Last Name

2 |Amanda Ryan

3 | Tricia Matthews

4 |losefina Woodard

]

5]

Are:- afe 3T fRdy e F 9138 Toha (pound signs) (i) 2@ &, A SHHT Adad & & Column T
HT Pl YT A & v gaTeq AgT g1 F hee @A & v s&@ Column Tis$ Serv|
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HIad TS 3efhe FI FI (How to AutoFit Column Width)
HeIfthe FiauT Ul 379el shee S Taaiad §9 & e #a & faw Column &1 =lsis de it &r
At &t
e 3T S & Column heading & Column T8l U AT3H &HI of AT IH & ATIDI Teh I P
zaal R fe@rs &am|

D1 - Je Cell Phone

A B C D& E F G

1 |Fir5t Name Last Name Position(s) |Cell PhiStreet Address

2 |Amanda  Ryan Pitcher, Seci513-558 800 Round Table Drive
3 |Tricia Matthews Catcher 808-55:4721 Arron Smith Drive

4 |losefina  Woodard Outfield 714-55: 2152 Liberty Avenue
o 3T ¥ sd-[Falh HL| Hee e A & T Column Tisg Taarfod &7 & o & STl

D1 - I Cell Phone
A B C D + € F
1 |Fir5t Mame Last Name Position(s) |CEII Phone I!;treetJi-'iu:ldres',!,
2 |Amanda Ryan Pitcher, Sec 513-555-4477 800 Round Table Drive
2 |Tricia Matthews Catcher 208-555-6397 4721 Arron Smith Drive

4 |Josefina Woodard Outfield 714-555-4506 2152 Liberty Avenue

AT:- 39 T & THT H &5 Column & fow diss 3ifeifthe Y T Iod &1 9 3 Column &7 TIA
F e 3T 3ifeifhe @ awd §, T Home Tab TX 9% 319-3731 #e] & AutoFit Column TS T
TIT FL| Row F T st s@ R F1 393er fvar o Ihar &1

E"Inseﬁ: - -k
E;x Delete - | @ g
=1 Format - -
Cell Sie
IC Row Height...
SoutoFit Row Height

1 Column Width...
AutoFit ':.:fﬂul"l'll"l Width %
Drefault Width...
Wisibriliity
gfFd Far$ 1 FAMR™T FF S (How to Modify Row Height)
o 3T S & Row line WX AT3H &l of S I/ & IR Ueh Hig HIX 39l dR @S 3|

Al v fe Bull TeamRoster: | AL T Je || Bull Team Roster:
Height: 41,25 (33 pixr:ls]B ¢ o E
A B C D E |Bull Team Roster: Co-ed Softball 2013
1 BuIITeam Roster: Co-ed Softball 2013 FirstName  Last Name Cell PhoniStreet AdcPasition(

+

2" [FirstName  Last Name Cell PhoniStreet Ad:Position(
3

wa M
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e Column Tisi$ o=t AT Tel & T #A3T # [Folh Y, garv 3R o)
o 3T S & A3H T BIE &3 Row FI FA8 seel & Sualr |

Al - J Bull Team Roster:

A B C D E

1 |Bull Team Roster: Co-ed Softball 2013
First Mame  Last Name Cell Phoni Street AdiPosition|

3
it afFaat a1 Tt F1 FF FAR—T HIT (How to Modify all Rows or Columns)
FAIT T Rows 3R Columns T 3R dedde & ST , 3T Teh & 7T H A% Row 3R
Column &1 Fa1$ 3R disg & FAifd & Fd g1 I8 AT 379er 9elr ahelic # 9d®  Row 3R
Column & AT Tsh HAH MR AT A HI AT &l &1 §AR 3ST6I0T # |, §H Teh FAW Row Fa1S
fuRa w3
o THAMT H GAF Yol T ITA HA & TIT Bloell I & & Select All button T fFereh Y|

[

H14 e fe Al - fe Bull Team Roster: Co-ed Softh
E A B C D A A B C D

1 | Bull Team Roster: Co-ed Softball 2013 1 |Bull Team Roster: Co-ed Softball 2013

2 |FirstName  Last Name Cell Phone  Street Address 2 I_T.__Gt..a_j__s_ 55 .__ll “lame |Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive aPLECOEY l“r'éfar]‘ 513-555-4477 | 800 Round Table Drive

: JT”C'?_ Eﬁﬁze‘zs iiigggj;i; :E;‘:_EG” S:'th Drive 3 [Tricia Matthews 808-555-6337 4721 Arron Smith Drive
omere godar T oerty Avenue jYosefina  Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

7 |Leigh Dizon 607-555-7816 1483 Frosty Lane 5 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

8 |Mark Grant  914-555-5592 1663 Taylor Street 6 Le'g: Dizon 1607555 /816 11483 Fmi't“a"e

9 |Mildred Persinger 601-555-0175 3329 Washington Avenue 7 |Mar Eiran_t ?:}4'?{’?_?5?% 1??31—3\' t.)TSt_reet_

. ST F Row line I I TR Whe HE FE §oF 1T
e Row 3T dg IT 9Tl & foIv #A3H &l fFeleh &Y, gau AR |
o a&fie & faT 7§ Row F41$ @ AJC 19 W ABH & 8IS &

Al - Je Bull Team Roster: Co-ed Softh

A A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive
4 |Tricia Matthews B08-555-6397 4721 Arron Smith Drive
5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue
Rodney Ross 310-555-8862 3503 Prospect Valley Road
THUH TFdS 2013 H 31121 BIHC T ITANT HA FL (How to Use Auto Format in MS

Excel 2013)
MS Excel 2013 & geheflc Bide & H1H I TIT T I Ueh THS T iferpide [Feed a1 39aer

HAT gl ahe B 3D e & fow wiAfEer gl i Selr &1 gessfA T, wiee e, Biee 3R, 3R
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3T BT Aheal i qdE 3eT &l g H IAA §aAT Fohell &
SATARRT ST 3T g

TFS # 17 A Teged 3UeH §| I Tged OF HET BIACI &1 Hl Fidd Hdl &
Number formatting

Borders

Fonts

Patterns and background color

Alignment
Column and row size

fFae veaw Taar # Wi A F/ T (How to Add Auto Format to the Quick
Access Toolbar)
glellfeh QRIeT HEROT T 2007 & oTe & 3fieipidfe Reet & fordl off Ta ox 3qarstr a1t &1 3ifeimise
@I 39T el o T, [Fash TFdd geldR & add Auto Format 3TSehel TR Feleh dhieh STe 37TaRTeh &
ar 39 THaE fRAT ST AT § | I8 Teh aR T IR g1 3 SIS & d1g , Auto Format 38l caikd
TFHH Tela’ (Quick Access Toolbar) TR &gl &1

o 3IU-SE3 A Woed & ToIv caRd T TR (Quick Access Toolbar) & 3id #H & dX W

3R Tsie % Wy Ageat

Forem Y
H ™7 @ -] €— Quick access toolbar
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEY
& - - jp—
B E}E’C”t Calibri -l cla sy = #-
i3 Copy ~
Paste S i - - === &=
- ¥ Format Painter ru - O — - - — ==
Clipboard P Font P Alignmn

+ &% dG More Commands T

o SY-S3 Ao Wieldl & AT oflged & Yol HaAIS & 3 & A IR R Foboleh AL

e Choose commands from s & & All Commands ?:F'rl

*  AutoFormat &S @il & foIT 58 JuiATer ¥ & ACAH & Tolel

o 3% dc [Fah THAH AR A BT geof S5 & fv FAS 4T & @ Add e |
et

o 3d #H Ok W fFae &Yl

Excel Options

R

[6D]

% Customize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Tog

Trust Center

Resources

E=f Advanced Dogqument Pr...
[Z, Al Text...

T Are '
= AutoFilter
[f& AutoFormat...

@ Back

Proof p

''''' ? 3) &< Commands Mot in the Ribbon El For all documents (default]
Y Save / |

Advanced ¢ 3D onsor | - = save

- | ¥} Undo
[Feastomize (2} ¥ 5-Paint Star o onee
AddIns... (5
Add-Ins

Bright

[T] show Quick Access Toolbar below the Ribbon

\

(0

L] »

3ifeY wife Terma F/ @R[ FY (How to Apply Auto Format Style)
o gpMe FH 3T 3T F g5dSe ™ T 3T BiFe T TET &
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o Auto Format STl died &1 o & foIv caRd T TIaR W Auto Format §eof W fFersh &l
o 3USY TBed H ¥ Th W Feleh il
o TS HI ] P HR ST SiFH FY §g el & foIv Ok R Fereh Y

Formatting Cells in MS Excel 2013

Tl Aol e TH & Formatting HT 3TN & &, ST 9§ TR SAFHRT & TTY Toheeh H ool &

9§ ARl TN &1 A Formatting U Thgeh & FTa®Y 3N I &I IeThiod F Fehel ©
a3 3EeEN & 9gT Tohd § 3R FHS Fehol &1 3T Tehgeh H 3UTNT U ST @ SeT il F&dn
3 oY IR T &, Sl (%), TqeT ($) ]

Biee Fd dga (How to Change the Font)

fSWhlce &9 &, Tcdeh 5 Toheeh & Biec Hidiaar (- Calibri) T FC g | grelifch , Tl &S 3
BlecH YTl T & ToleAehl U 3T YT el SFEC Pl HECHZS Fld & folT Y T g A
feU 7T 3ETEI0T H, §H 319 title cell Y 37T ghefic T o{T Y A TERIAT & AT grvig FEar|

o 3T TA F IIA R F 3T NIT AT I8 &l
A B

1 |Webinar Training Log If‘l_

2 |Email Address Last Name

e Home Tab X & Font FATS & Sorel # fFUT 319-313e1 X W fFereh &I Font 319-313eT Ae]
s gam|

o TS Font & AT Y| AT Blec & o15d alaelehel dd fG@TS SIM ST 31T 3relaT-3701T
faehedl oY AT3E T AU AR 3eTeX0T H, A Georgia font T TTeT |

. | = '
C— Sl A :
€} Saramond

() saummi Fuaria B

¢} Een
Al ) GEOMANCY
¢} Georgia
T Ceostar'F=ill I ' a
0 Geotica Three 1 Webinar Training Log

Webinar €} @iddyup $td
fmaiadd O 7 Email Address Last Name

heidi.leeg¢ ¢} Gill Sans MT
o A= N
e Text TATAT Wlee H FcoT SITTIT|

Blee HTHR HW g (How to Change the Font Size)

o 3T A FT IIT N ¥ 3T GNT F=T Ied gl
A B

Em ~
=

Clipboard

w orM

1 |Webinar Training Log e
2 |Email Address Last Mame

e Home Tab X YU Font size FHATS & FITl H YT 3M9- 33 R IR [Feleh HY| Font size 319-
33 A fe@rs &am|
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o TS Fontsize F TJT FX| AT Fontsize FT ST Jaaalee G@Ts &I FAieh 3T TelaT-37e19T
fashoul T A3 HT gAT 81 AR 3GTEI0T H, §H text I 5T Folld o ToIT 16 1 T LT |
E‘_gb |Georgia -1|16 —I,q* A A E
Paste % B I U -~ =] g I- _& - I
Clipboard = Font |10 =
11
Al - 15 Web
A 14 , .,
ok 1| Webinar Training Log &
20 i
Webinar Training 2 | 7 Email Address Last Name
Emnail Address . La

o text TIAT Wice 3THR F o ST
Ale:- 31T BV T THR gl & T e font size type T Thd & 3R Increase font size 3R
Decrease font size ST 99T 3 T Fohd gl

"D ;;’ ) Calibri

Past
ESE" B I

L4

—— 'ﬁ‘ - %Wrap Text

i
i
i
i

€= = Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands
H
1
Biee WM $F dga (How to Change the Font Color)
o 3 U & TIT I [ T FNMAT AT I8 &
‘fx} |Georgia '|16 '|AA N == ®
h - P‘E%vsru H- &- == = | &= 3=
Clipboard ra Font Automati
Theme Colors
AL - Cd E EEEESEN
A
- . |I|I||||I|
1 WEblnar Tralnlng Log d} 1 |Webinar Training Log Standard Colors
2 |Email Address RecentCOIQrs%- EEE
. 3 |heidi.lee@vestainsurance.com
2 Emall Address Last Name 4 |josie.gates@wvestainsurance.com - " ol
5 |wendy.crocker@vestainsurance.com vay DLfore Lolors...

e Home Tab 9 & Font color TS & Farel H fEUA 3MT-313a X W fFerar &1 color A 1%:@1?

A
o Tifdd Font color T T &I AT Font color T Uk o1sd Ydldaiiehel fa@rs 3am ifd 3ma
faffieeT fashoul o AW @I gATT &1 AR 3cTeX0r #, §H green & TTel |

o text TITAT Biee I T Sl SATTIT|
A B

1 |Webinar Training Log
2 |Email Address Last Name
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wite: —3faRed W1 fashedt T Tgaa & fov Ae] & = More color T+
Colors ?

Standard | custom

Colors:

e e

dies, geIfae®, 3T ETATST HATS FT 3TAT FT HY (How to use the Bold, Italic, and

Underline commands)
o 3T A F TTT H o 3T TR FeT Amed &
%Cut

A E Georgia 18 AN FE=
e Copy ~
¥ Format Painter B%I - 2- A T E=EE
Clipboard T Font 1
1 |Webinar Training Log . Bold (C+B) .
2 |Email Address Last Name A Make yourtet bold, i

.o o] L
e Home Tab oY f&Ud &teg (B), seiferer (1), AT 37Tz (U) FATS IR [Folh Y| AR 3GIEI0T A,
gH I ¥ des X &Il
o T style CFEC W o] T ST

1 |Webinar Training Log
2 Email Address Last Name

AT 3T TR 2 Wos I F AT Y FAE T CHrl + B TaT Feheh ¥, T TS ] oY
& forw stforma o) & & T Curl + 131 Curl + U 8 gar #ad €1

Text alignment

fSwice & &, 3m9s a@slic & g FI5 Y T Ao & g 90 3R @ &ar § e g o
TEAT FI X A W g AMd-aI0 3R G@E <ar §1 IR AT e o TeINRGH &l dgoled I 3T
g gl Fehd ¢ T e fhall of Ao & 5@ wef¥d gl gl

gifasr are W@or FA Fe (How to Change Horizontal Text Alignment)

A QU 9T gAR 3eTEOT H, §H U title cell F TXWOT H 3R AT difeler ofh ool & fow
N HET AR 38 AT FRTFTS § AT HE|

o 3T I F TIT H A 3T FARAT FeT Amed g
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’?}" - % Wrap Text

3= [ Merge & Center -

Alignment P

Center

ILog

3|Webinar Training Log @ |

4 EmaiMddrESE Last Name Center your content.

R v T
e Home Tab W f&ua dIsT Horizontal alignment commands & & el Teh &1 oi| AR 3aTe0T H, g4
Center alignment &T T HLAT|

o textcenter § fe@S ¢ @M

3 Webinar Training Log

gféder e @I FF Tga (How to Change Vertical Text Alignment)
o 33U A H TIT Y O T FAAT AT a8 Ll

- % Wrap Text

(i

Ls

MMerge & Center -

Alignment =

3| Webinar Training Log ¥| g Middic Aign

Align text so that it is centered

between the top and bottom of the

4 |Email Address Last Name B can
 Home Tab @R f&Ud 1T Vertical alignment commands & & fohell Teh &1 Toi| §AR 3are0T &, g4

Middle alignment T TJeT ST
o textMiddle 7 @Tg &t reram|

Webinar Training Log

-

-

4 |Email Address Last Mame

sle:- 39 fohdr 8ff def W oidad (Horizontal) 3R &1fdisT (Vertical) alignment @f¢aq alat o] T Fehc
gl
THUH TFAd 2013 & der AT 3 @ ¥ (Cell Borders and Fill Colors in MS Excel
2013
Cell b)orders 3R fill colors 3T 319sT ahefie & faffea gaif & fow Tose 3R aRena daw sa@=
T ITAfT & B
d18T H¥ S (How to Add a Border)
o 3 A F TIA Y o 3T FMUT T Iga 2
o Home Tab 9 Borders TS & s9Tel H & 39-313e1 AR W fFeleh Y| Borders 3I-313e1 e
fe@rs gam
e 3 border style T TIT FY TR 3T YA FIAT B ol AR 38T H, 87 All Borders &l
T YT e
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alls " - =
B 3 Calibri lu KA ==
Emy ~
Paste B I U-|H-|d-A- === &
Clipboard F, Borders ig
#4  Bottom Border -
A2 -
Top Border
Left Border I
i+l Right Border
"\TEblllﬂ.r TI' i+ Mo Border
1 All Borders -
2 |Email Address Cutside Borders gl
3 |heidi.lee@vestainsuran [EF] Thick Box Border
4 |josie.gates@vestainsurs -

TITAT border style fe@rs &3

Draw Borders

Webinar Training Log g S

3 A  Erase Border

4 Email Address Last Name  |First Name L# Line Color ,

5 |heidi.|ee@vestainsurance.com Lee Heidi Line Style *

b |josie.gates@vestainsurance.com Gates Josie HH More Borders...

e 3119 borders &I 3T HT Fhd & 3R borders F 319-313eT Hef & 1 Draw Borders & Tol &
a1y line style 31 color &t d&e T &

T A I (How to Add a Fill Color)

o 3T UA & TIA H Y 3T TAMRAT =T TR

e Home Tab 9X Fill color FATS & §9Tel # AT Z19-313a7 I W Fereh H| Fill color A fEw@rs
|

o Fill color T TIT &Y T 3T YA FIAT AR g1 T 3T 3Tcl3T-37c9T [dhoul W ATZH &l
gATT & o Fill color &7 S8 Wy fa@r$ am AR 3cTe0T &, §4 Light Green. T Tgel $idT|

&Dgé- |calibri -lu A =E=E -

Pavste B I u- [@- A - === &= 71 '

s sl e Al Webmar Tranmng Log

A
Webinar Ty Standard Colors 4

! i — "

2 e vgntcreen| B 5 e oo @vestainsurance.com e Held

s et crockermenainsurancl & More Colors. b sl gates @vestainslrance.com Gaes  Josie

FHTS T YT H ohd 8l 9 3T

Tafed Fill color TAAT Cells H R@Ts a7 orarem|
wree YeX (Format Painter)
I 3T Tk T T g@ Gol A formatting T AT ST =gl & , @ 39 Home tab 9T Format Painter

Format Painter R [Feler & & , df I8 TaIfad A & Tl
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formatting T HIdT FAREM| R 31T FET off o W Ferh FXh 39T X Tohd & oI 3T

formatting 9€C HTAT AT &l

X Cut
D F Copy ~

Paste
- ~ Format Painter

Clipboard M

THTH TFAd 2013 7 9fFd 3 Frad F Fd& T #1 (How to Freeze Row and

Column in MS Excel 2013)
ST S AT T AN ST K WY FH B W @A &, A HIR Tohgeh H AN A Joledl T

ARG & bl §| WHTT {, Tl H F$ T AMAA § T HGH dhgs & [Afdes ped & qeref

F T & GAT F SWAT T T §, T T A BT Feer 3T 319elr ahelie & Fenfaa aa &

&TH |

qfFaal #1 WsT FF Y (How to Freeze Rows)

39 39 ghelic A 999 &9 F 8T AT # & Rows I Columns T W1 A6 Hehd &1 Rows IT

Columns T Freeze &Th, 3T STH §U Cells T ST & ERTT Tl WHIA HT Thioh A 8 5@ Tohd

gl

e 3¥ Row & AT Row &T T Y ol 3T Freeze 31T Ied &l AN 3&T80T 7, 4 Rows 1 3T
2 T WSl el TEd &, SATIT 7 Row 3 &l Tel hidl|

A3 - Je || Albertson, Kathy
A B (3 D E F
Westbrook Parker Sales Data

Salesperson May June July Aug. Sept.

]
2

-3 |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00 $8,237.00
4

Allenson, Carol  $4,411.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00
s Altman,Zoey  $2,521.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00
6 Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00
e 3% 9 R W View Tab R fFereh |

o Freeze Panes AS &I TFA Y, T SI-ST3T A & Freeze Panes T |

REVIEW VIEW
=1 @ 1 split View Side by Side i
R 5 . i
_______ Hlde Synchronous Scrolling i
FZoom to Mew  Arrange | Freeze Switch
Selection  Window All Panes - Unhide Reset Window Position Windaows ~
Freeze Panes
Iil Keep rows and columns visible while the rest of
the worksheet scrolt:ébased on current selection].
Freeze Top Row
E F I;l Keep the top row visible while scrolling through K
the rest of the worksheet.
)
Freeze First Column
Aug Sept D Keep the first column visible while scrolling

through the rest of the worksheet.  —
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o gray line Hehel & 37TAR, Rows T STaT6 # Freeze fahar Siwamm| oY oX Freeze U Rows &I &a &
a1 39 TheiT HT FhId FX Tohd ol AR 30T H, §H« Row 18 deh Fhiel < f&aT &l

:l D Ruler [V Formula Bar O\ [E)ﬂ @ |_—|E E

ormal Page Break Page Custom [ Gridlines [ Headings Zoom 100% Zoomto MNew  Arrange
Previe : Selection  Window  All

LI Rows 1 and 2 are frozen Eaam
above this line

H6

Westbrook Parker Sales Data

z |Salesperson
18 Hodges, Melissa $5,667.00 $4,798.00 $8,420.00 $1,389.00 $10,468.00
12 Jameson, Robinsi $4,269.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00
20 |Kellerman, Franc $3,502.00 $4,172.00 $11,074.00 $1,282.00 $2,365.00
21 Mark, Katharine $5,853.00 $2,011.00 $3,807.00 $1,348.00 $11,110.00

HITH B BT HA HL (How to Freeze Columns)
o FHIAH & S IR TIT FIdH T TIT HY [ST 3T Freeze IT AEA &1 AN 3807 7, g9
FITH AP BT FAT TEA ¢, SHTIT §H HIcTH B FHI TIeT |

B2 - I

Salesperson . Sept.
Albertson, Kathy $3,863.00 $1,117.00 $8,237.00
Allenson, Carol |5$4,411.00|51,042.00 59,355.00 51,100.00 $10,185.00
Altman, Zoey $3,072.00 $6,702.00 $2,116.00 $13,452.00
Bittiman, William| $4,752.00| $3,755.00 $4,415.00 51,089.00 54,404.00

e 3TP g Rad W View Tab R Felh |
o Freeze Panes S &I T Y, Y SI-ST3T A & Freeze Panes I |

M nm B W R -

REVIEW VIEW

@ ,_—E E gl Split [ View Side by Side EE

T iHide [B] Synchronous Scrolling

Zoom to MNew  Arrange | Freeze . o o Switch
Selection  Window Al Panes - I:lUnhlclc— B Reset Window Position Windows *

Freeze Panes
gl Keep rows and columns visible while the rest of
the worksheet scrol%(based on current selection).

Freeze Top Row

I;I Keep the top row visible while scrolling through _K
the rest of the worksheet.

Freeze First Column

I;I Keep the first column visible while scrolling
through the rest of the worksheet. —

o I TSI CART STTd fhT T Fied T G # Freeze [FAT JATTIMM| aE 3R Freeze HictH HI @
U 319 worksheet 7 Thiel T Hehd &1 AN 3cTe0T &, §HA hicre EH Thiel fahar g

Sept.

K19 - e

A

Dec.
a47.00 $3,947.00
Allenson, Carol 1.00 $4,411.00
Altman, Zoey 1.00 $2,521.00
Bittiman, William $1,089.00 $4,404.00 $20,114.00 $4,752.00 $4,752.00

dwora

]
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gfFaal 3T Tast Fr 3ThST F/ ST (How to Unfreeze Rows and Columns)
e Rows 3T Columns & 3AHIST FA & ToIT, Freeze Panes S T fFaeh &Y,
o Y SMU-S13eT A ¥ Unfreeze Panes &1 Tl Y|

WIEW
|_—|'__I E Split View Side by Side sy
— — : ==
i iHide Synchronous Scrolling
3 Mew  Arrange Freeze - Switch
1 Windows Al Panes « Unhide Reset Window Position Windows ~
Unfreeze Panes
Iil Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row
| I;I Keep the top row visible while scrolling | M
through the rest of the worksheet.
Freeze First Columm
Dec I;I Keep the first column visible while

scrolling through the rest of the worksheet.

00 $3,947.00
Ife 3maer adefic & Faer MT Row (Row 1) IT IET Hleld (Hicte A) I HIsT el T MARTHT g,

dr 39 SI9-813e7 Hel ¥ Freeze Top Row AT Freeze First Column &Y Hehd &1

VIEW
= E Split View Side by Side gl |
- o _ i
i iHide Synchronous Scrolling )
) Mew  Arrange  Freeze Switch
v Window Al Panes~ Unhide Reset Window Position | wWindows ~

Unfreeze Panes
gl Unlock all rows and columns to scroll

through the entire worksheet.
Freeze Top Row
| I;I Keep the top row visible while scrollingl} N

through the rest of the worksheet,
Freeze First Column

Dec I;I Keep the first column visible while

= scrolling through the rest of the worksheet.
00 $3,947.00

THTH TFdd 2013 & gdeflc & @ f@snfaa &1 (How to Split a Worksheet in MS
Excel 2013)
Sef-anef 3T Teh oA ToST Sl T IUET Uk & dehdeh & Ao quil T T T TR Hehod &
fecore #aAs el ahfc H TS U A fFfaa s f Al Sar § S e & Shfa S
g1 37T U & gwefic Frar wren J Fanfaa o & AT Spilt Aerew &1 w=2er fhar srar
o 3T A FT ITT Y STgl 3T gheilc Hi [Fford FTar Iga &1 §AR 36eI0T F |, g9 Tl C7 &0
TIeT |

C7 - I~ 3152

A B C D E
1 Westbrook Parker Sales Data
2 |Salesperson May June July Aug.
3 Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
4 | Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
5 Altman, Zoey $2,521.00 $3,072.00 56,702.00 $2,116.00
6 | Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
7 |Brennan, Michael 54,964.00'.{}3,152.00_' $11,601.00 $1,122.00
38 | carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
9 Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00

o REA W Viewtab W Fereh &Y, T Split FATS FHT TIT HY|
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REVIEW VIEW
B B
Q ™ T Hid
foom to Mew Arrange Freeze _
Selection  Window  4ll Panes - Unhide

Wi
aéhgeh @1 fafdes U7 A oI fohar SITwem| Ehiel aR T 39T &Teh 3T Gedsh Pane &1
3TCTET-37eTeT Tl X Thel o, fored 3T ahaeh & faffieet qait i Joam a2 a6 &

c7 - I~ 3152

A B C D E
2 | Salesperson o July Aug.
The worksheet will be split into
3 Albertson, Kat separate panes. You can use the 5 E 5
4 | Allenson, Carol individual scrollbars to scroll 355.00 $1,100.00
through each pane 1

5  Altman, Zoey 02.00 $2,116.00
6 | Bittiman, William 54, $4,415.00 $1,089.00 .
28 |Smith, Harold S5, $7,158.00 $1,116.00 =
29 Thomas, Robert s3 $8,406.00 $2,123.00
30 Thompson, Shannon $2 $11,987.00 $1,183.00 _

2013 [Co) ] v [« »

Ale:- Split & 91, 3T Ycdeh TS & 3HR Hl dcold o ToT ddad (vertical) 3R &fast (horizontal)

f3argst W Fers FF TiT Tod gl

e F1 FA g (How to remove Split)

Split T geTet & AT, Split FHS I SORT Foash FL

TATH TFAd 2013 # Fee A 30 AR T F AT HFH FT (How to Wrap text and

Merge Cell in MS Excel 2013)
S & H9h I T & S AT &, dT 3T Plfd Hl HR deoled o Folld cFEC Dl Wrap Hl

AU o AFhd &1 THRE FT Wrap It & hee &l Tl H Taaifod &7 & s G sieam, f5ad fide
FS olgell W Tefid AT ST Fehal €1 Merge 9! &8 Al HI Th WY SIS @1 AT &ar B
eFre F W FT FU (How to Wrap Text in Cells)

A T T §AN 3GTEXT H, A Column D 3 Cells & text 1 wrap FT dlfh QU Tal Y& 1Ad T ST
|

3o Ul & TIT Y SAeg 3T wrap AT T8 &1 5T 361807 H, §H Column D H Hed & TId
HLT|

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Mame Last Mame Cell Phone Street Addres|Position(s)

3 |Amanda Ryan 513-555-4477 | 2800 Round Tak|Pitcher, Second base
4 |Tricia Matthews 208-555-6397 |4721 Arron Sm|Catcher

5 |losefina Woodard F14-555-4506 |2152 Liberty A|Cutfield

& |Mildred Persinger 601-555-0175 |3329 Washingi|First base, pitcher
7 |Dwayne Patnode 205-555-3783 |1736 Broad Str|DH

8 |Bonnie Benjamin 502-555-1212 |2937F Earnhard|Second base

9 |Eva Ramer 805-555-8514 | 232 Timber Os|Right field

10 [ Carol Fena 571-555-0704 4072 Melm Str|Third Base

11 |Leola MICcM ew 580-555-8177 | 2182 Cody Rid|Pitcher

12 |Annie Muro 502-555-0190 | 1001 Cerullo R|Second base

13 lloe Rodriguez 781-555-9659 19 Tenmile RoalThird base

Home Tab 9X Wrap text H#TS HI TTT H|




1PGDCA2- PC PACKAGES

== - = Wrap T General - -
= = P
=== & 3= EMerge&Center - $ - % » % £ Conditional
Formatting =
Alignment = Mumber =

Wi Text
t Address rap e

1 | Microsoft I:I Wrap extra-long text into multiple
D — —m=| lines so you can see all of it.
Microsoft
1 |Excel

>

eet Addres|Position(
} Round Tak|Pitcher, £
11 Arron SijCatcher

32 Liberty AlCutfield

B

o TIMAT cells H text wrap & SITTI|
A B

e Tell me more

C D E
Bull Team Roster: Co-ed Softball 2013
Street
2 |FirstName  Last Name Cell Phone |Address Position(s)
800 Round
3 |Amanda Ryan 513-555-4477 |Table Drive  |Pitcher, Second base
4721 Arron
4 |Tricia Matthews 808-555-6397 |Smith Drive |Catcher
2152 Liberty
5 |losefina Woodard 714-555-4506 |Avenue Outfield
3329
Washington
& IMildred Persinger 601-555-0175 |Avenue First base, pitcher

o TFEC FI unwrap A & forw T & Wrap text FAT8 W Fae H|
Ao AR A FATS F 3TAT FT AeF F AT F& FL (How to Merge Cells using the

Merge & Center command)
AR 3cIeX0T #, g Cell AL ST Cell B1: E1 % ATY §AR dellc & folv heading e & forw faerr
(merge) S|

e 3T cell range FT TIT F fHF 3T AT FAT I8 8l

Al - A Bulls Team Roster: Co-ed Softball 2013
A B C D E

1 |ioster: Co-ed Softball 2013 oo

2 |First Mame Last Name Cell Phone Street Address Position(s)
800 Round Table

3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second bast
4721 Arron Smith

4 |Tricia Matthews B0B-555-6397 Drive Catcher
2152 Liberty

5 |Josefina Woodard 714-555-4506 Avenue Outfield

e Home tab 9T Merge & Center hHIS T TAeT FY|

== = Fr - %Wrap Text General - =
=== &=3= [=Merge&Center ~ $ - % » i M Conditional
e|>s\ Formatting ~
Alignment = Mumber =

M & Cent:
Team Roster: Co-ed Sc erae emter

Combine and center the contents of
D Excel the selected cells in a new larger

" 1| > cell.

This is a great way to create a label

. that spans multiple celumns.
Tee [ 3]
1

ddress Position(
)0 Round
ible Drive Pitcher, S

e Tell me more
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o TIfAA cell merge 8 STWAT, 3R text JveT & 3T AR

Al - I Bulls Team Roster: Co-ed Softball 2013
A B C D E F
i Bulls Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone Street Address Position(s)
800 Round Table

3 Amanda Ryan 513-555-4477 Drive Pitcher, Second base
4721 Arron Smith
4 |Tricia Matthews B808-555-6397 Drive Catcher
2152 Liberty
Josefina Woodard | 714-555-4506 Avenue Outfield

AT 3T F 31?4 fFeal #r FF TFAT FY (How to Access more Merge options)

Home tab 9X Merge & Center HATS & &aTel # T8I 39-313e1 R WX fFeler Y| Aol Z19-313 He]
fewrs &om| Igt @, 39 e fawed g W
Merge & Center: TIfad AT H Th T H Hol I AR THFT T Higd &Y
Merge Across: Tafad Tel I large cell H FST Y dlfeh Ucdeh UiFd ol 37el9T I@T T T |
Merge cells: TIfAT AT F Th T H HAST I olfched T CFEC Dl hg H oIgl W g
Unmerge Cells: Tafad I & AT |
Merge & Center -

i

Merge & Center

Merge Across

Merge Cells

E:II]III!

Unrmerge Cells

THUH TFAA 2013 H € F@ dAT¢ (How to Create Chart in MS Excel 2013)

TS deheeh hT ITEAT el HFER HRehel & Tehell § TSI gl 3T SeT gielm g1 =C 39
Tfhee & § 9 Iohgs ST A AT a6 6 3Afa Sar &, fowd o 3R et & dmer
3T g1 STl Bl

Understanding Charts(aT€ &1 #st)

THAS H &g FT-37elT YehR & dIE I &, @ 3T 379 3T T Hafedd olish & Telel & 3eTATT
2 &1 € T TAT T F IYANT FlA & [T, YR Tg FHSTA 1 HTGThar gen & [Fffesr arc
HT 3UANT Sy fhaT AT gl

What is Chart in excel (aT€ T §)

TS H St 3reT RO & T g fRAT ST § 30 & IE F FT H USRT R Thd § IdIC & T
& SreT geTariel, Ueeh AR FHASA & I &1 STl § ST 37eT T [IRelvor &tlr 3R Jefelr el
AT 8 ST

e YHR & gd & —

o TUFSE |

o Treefie

Embedded Chart (TFa38 41<)
%aﬁﬁ%ﬁﬁ@?@@ﬁ%ﬁﬁﬁmmmﬁﬁ%ﬁmMove,copyresizeEhT
Hehel § SHPT GHW o1 g § 1 3 STl & ATY W1 o Hehol § T SHH &g °IE S=A¢ fohd ST
o ¢ |
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Chart sheet (@€ 2fie)

S Tk A€ oIl & a9 3H IR 37eA9T 37erer are i gt § ST Faol U ac g 8idr & 395
T Insert chart as new sheet fdshed Tead g |

TFAS g afafa# i (Two Dimensional) Ua f3fa#Ir (Three Dimensional) =M€ =il T gfaem aar & |
Types of Chart(a1€ & Y&KR)

Trdd & 9 Affet geR & A §, [TH @ 9% & 39 BRIG g1 91 YhRT & eldT, 39 Teh
gIC Fl Yool P dllch Pl THST HI ATALIRAT gEI| ATC F g 3AI-37e9T ded AT AP 8 & , S 3er
& ST A HF I FETAAT FX Tt 8

Sales Team Epsilon: Net Sales per Quarter

$6,000.00

$5,000.00

$4,000.00
@
< 3300000 B Robert Johnson
@A
kot m Don McAllister
=

$2,000.00 B June Dewinter

$1,000.00 I

$0.00

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Sales Quarter
THAT # 14 9FR F GIE YA @ ¢ forera gHqw e ¥ -
Column Chart(®Tad HTE)
Ig °IE oFaad died (Vertical Column) T Si@ell & &1 glaT & St a1 a1 af & 3iftren Foeifta a&qsit
T ool T gRATer §

Sales over a five week period, by day
of week
50000
45000
40000
35000
30000
25000
20000
15000
10000
5000
0 ; . . .
Monday Tuesday Wednesday Thursday Friday

Bar Chart(¥X dT¢)
TF AC AN Y AT F T @ § SN A A @ ¥ 3 FEAT &N F gaiRa w

Product Life (in Days)

Bananas h
[v] 5 10 15 20

mShelflife mRestock Time
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Line Chart (SITSsT dT¢)
TE E Gedeh ST ATen H Affeet G & Wi A AT ol & @ GaRid wr § |

Units

w0 N

B A1 \

o /: ;v] ;\ >
4 A\

10
]

Units

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

Pie Chart(4m$ 9rc)
TE A T WS &F AT & GAF 3T H FfAT A JAAHAF § F GafT Fr § |

Samsung
18%

Others
40%

Huwaei
11%

XY Scatter Chart (F 91§ TheX dI¢)
sg O1¢ # srer @S & AT X- 38T JAT Y- 3187 F ufdede (Intersection) &t iTdT § |

Scatter Plot 1
40

20 //

10 /a'

TIME

a 750 1500 2250 3000

Area Chart (TR=r =r¢ )
Ig I IRGd & ATAR &l YEiTd aar § T8 U TEF T oS il IIC glaT & Tel oSl & #qLy
wﬂa,ﬁﬁw&ﬁw@mm%aﬁm@___a:mwa?ﬁm%|__

m south
® Midlands ||

M North
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Doughnut Chart(s}se 91e)
I8 @1 Ve ag o i a¥E giar § fAfea 78 a8 e & it st @8 @ vefdla @ar §

Category

Radar Chart(Il8R 4T¢ )
Ig AIC g g U YA Tog & Fraww H s/l & Al H g § Fol srer die, ster orgat &
SaRT ST BT 8

Rating

Constitution
5

Intelligence Strength

Charisma

Dexterity

UIE F HA 3=8qE HY (How to Insert a Chart)
e Column titles 3R row labels Gfgd, 37 Cells T TIT Y [Slee 3T ¢ H =rer=r aed &1 T Cell
e & forw A 3T (source data) geT| §ATX 3aT80T &, §H Cell Al: F6 &I Tl hdl|

e Inserttab ¢ &, 3Toad A FATE W Foldh Y| §AR 3GIEI0T H, §H DIold T TUT HLAT|

alm iR = - plim =g
INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Recommen gea | 2 E Sl er

F F&, ’ ;) TRt |3|_|1|;|1E|m|:|H B e
DGy ¢ It W&l"i‘i' oo - ez A0 0 0

nded Table  Pictures Online Appsfor - Recommended $10.017 '
. T . L] Ilv 549,
iles Pictures @1+~ Office  Charts ", & ri.00m h@f@
511,355 lnll More Column Charts...
lllustrations Apps Charts SELE L e

o 3U-SEA A ¥ sod A THR o |

=) e F <] H
1 B[ >002 B2 2000 [~ B B 2011 B2 2012 =1

2 |Classics 518,580 $49,225 516,326 $10,017 $26,134

3 |Mystery 378,970 582,262 $48,640 $49,985 573,428

4 |Romance $2a,236 $131,390 $79,022 $71,009 $81,47a

5 |Sci-Fi & Fantasy 316,720 $19,720 $12,109' $11,355 517,686

5 |voungadult | $35,358 $42,685 $20,203 $16,065 $21,388|

° =

. Chart Title

o s140, -

1 5120,

580,
14
15 580,

13
17
Y | I 1
= . N Il nlell < H=m ] |
Mysery mAomance mSeEis rarasy mY

19

21 = Classi cs = Young Adult
22
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o TIfAT TC F@efic 7 srar STTe|
e 3 gAfRad 761 § & e ger & =@ 3uier e 8, dF Recommended Charts #HTS &idT SeT
& MUR W HS oH1-379T TIE FST|
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

LY E W 8 1 :.};'i:‘;‘f: I

Table Pictures Online Shapes SmartArt Screenshot  Appsfor - Recommended PivotChart
Pictures - - Office Charts L\) -
lllustrations Apps Charts la

e A3m3e 3w el (Chart layout and style)
IIE STelt & 1, VEY F5 Aol § oo 3T 37T 3T TSRId et & alih & aR H Scolell Ii8d &1
Design Tab & T¢ & oI3T3C 3R TS I UG AT A gl
o TFHA U AIC Hl Ugsl H M ATl & oI chart titles, legends, 3R data labels S @1 dea
Sirset & Aty e 2l

AR |EET e e [Z L , ]"
Add Chart Cuick Change | =/ |k LLul- st Tk o
Element =~ Layout ~ Colors = L————— — — —
idh Axes »
Idh Axis Titles » =
dbh  Chart Title S —
iili Data Labels » I'[[I'[E( Hens
s Data Table " e Abowe Chart
Ly Error Bars [ 3 I'Ij:I'D:L - I}
g Gridlines * E‘ljl]] Centered Ohwerlay
Eﬂ] Legend 3

More Title Options...
|2 Trendline »
10 |
. . " v
e TIC dcd SIS & foIw, Design Tab WX Add Chart Element ®#HTs W faerer &Y Y S19-813e A &

qifSd dca gl
o WIE ded N WUMEH (editing) el & T Corgglest &I sad-fFoeh Y 3R Trsfier &

£140,000 ChartTltIe

5120,000
$100,000
m Classics
5B0,000
Iystery
560,000
m Romance
540,000 | 5ci-Fi & Fantasy
520,000 I d m Young Adult
50

008 2009 2010 2011 2012
Axis Title

Axis Title

o T 3T 3HelaT-37c1T A TAcal I SIS g1 A6 o, ol 3T Tl & YA oI3m3e # 4
TS 1 3TART I T &1 TH Quick Layout FHATS T fFerer &Y, R M9-313 A & aifod
I3 A |
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DL T A E——
Add Chart | Chuick Change | = & — ————

Elerment = Layout = Colors -
Chart Ls

Chart 3

Classi
My site
Roma
Sci-Fi
"r"{:-u Mg

| IR IR I O

(N RN Y T R STV W

. Wﬁﬁmmmﬁmaﬁmﬁaﬁsﬁmmaﬁémﬁwﬁ
caRd &9 & HMAT A T AT el &1 °IE TS deolel o AT, Chart styles group &
qifdd TeBd & I |

CHARTTOOLS L22 Screens - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

Chart Styles
fe
C D E F _
o 5000 Bow Bomn o - l Select a style or click the
0 549,225 516,326 $10,017 526,134 drop-d;‘:rr; as;ryT;: to see
0 582,262 548,640 549,935 573,428
IS <121 20n ¢7a N2 <71 nna €91 A7A

39 I1E deal & caRd &9 & 5o, IIC TCBd Sl AR aIC 3T et ael & folT a1¢ Hlec
Qicehe geol &l &Y 3T T Feha B

Book Sales 2008-2012 E
£140,000
$120,000 - -

$100,000

m Classics

Mystery Chart
formatting

$80,000

460,000 = Romance

shortcuts

= 5¢i-Fi & Fantasy

0,000
w4 | | | ‘ = Young Adult
$20,000 I I I

| I I il ok il

2011 2012

THATH TR 2013 F A€ HF/ FET FX (How to Print a chart in MS Excel 2013)

Ifg 3MaeRr Excel 2013 F #Is a1 Mic FIr I 3MaTHRAT &, dF 3T Bised a8 T e [red F1 3uNeT
FT FH &1 3T 39 FRGRTH § Bie msen & 7éF &9 § BAfcse @ & fow afder a7 &
3T T Thd &

o A THTE F AR AC W Forw HY
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e 3H% dIC File menu W Fareh Y 3R R Print R Forer FY|

Print .
|.='.g Copies: 1 = P rl nt
Print
) O Copies: |1 -
Printer q;ﬁ
Snagit 12 -
L ooy Print
Printer Properties
Settings
1 Print Active Sheets . P ri nter
= Ondy print the active sheets
Pages: s w @ _/ Main Area BW Brother HL-6..,
= Collated .
" 123 123 123 - =2. Ready
™ Portrait Orentation - P”nter propertles

A Bic RAFeT @os & AT 3M9 eiéae, Ctrl + P a7 off 3939 & Thd ¢l

o TieX 3MU-3131 A W fFeed &, 3R 38 WX & 9aa Y fgar 319 39307 e awd gl

e Print™ Foreh HY|

Are: 31 39 fafdse 3mged & ugarT A & o Afder e &1 3uAer T Iod &, fod 3ma
Hod T Aed &1 AREeq SM-813 A W Fefeh Y, 3R dhael UE Fiod A & faw wafera =@
#glod A W Foeh Y, I YT FRYRETR Flod & T dqoT sRIgREds e # w Foh
Gl

Printer

Main Ares BW Brother HL-6...
Ready

L) v
s
—

Printer Properties

Settings

Print Sclected Chart
Only print the selected chart
ccccc

I:I Letter -
B.5" x 11"
@ Mormal Margins -
Leftz 0.7 Right 0.7"

Page Sctup

goefle 321 & R 91€ A FJ T (How to Print a Chart without Worksheet data)
39 9fd gss gl ser & e wh @e e X ahd B

o 3F A€ W Fas T O 319 Bie e aga &

o JfE AE Teh AT AC N W &, chart sheet tab T Feleh FY|

o HASHAMTE hT ded W Fas Y, 30T T Print W Ferer |

o TWice ¥ &, I T H IIA T & dgd fhdm 1T gl

o TAE T gt W FHar @S dam Ig 4@ & fIv 319 Preview W foFeeh T Fhd B

Ae: 319 BT HT F 9gel TIC F Thol Al FX hd gl THE TAY, 3T ARG I & fow ae
& TIC 8T N TAAGRT IR IFER & Thd &

THTH T 2013 7 1€ $FF geI¥ (How to Delete Chart in MS Excel 2013)

Fofl-rsl 3T 3T TIsMe F AC IT IMH FT gl HT ATARTSAT gl & Ife 3T HIs °E gerd g,
al 3MT9eh @RI difelel & Ad & & H I9INT fRAT 137 3T AR Ear gl Ifg 3T e A g
Ued & o T ufshar &Y e -
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o JIY Ugd 3T 37 TIC HI Polde HY O ger=m a8d g
o TP A TIC & WA & fhaR W Fereh X, TIC ISAST &1 S |

Example Chart
SO0

BOOD
700

00
500
400
300
200
100
o — [ | - .

Apples Oranges Bananas

m 2013 m2014 m 2015

o 3T& d1G Home tab T, editing group # &, clear I et &Y 3 31T 3137 A # ¥ Clear all R
et Y]

EI_I E AutoSum IH]

Fill

Insert Delete Format Sort & Find 8
- - - & Clear - Filter - Select ~
Cells & Clear All
1 Clear All
Clear { Clear everything from the selected
W x A

1 cells.

i All contents, formatting, and
comments are cleared from the
selected cells.

e 39T dAC f3ellc & S|
Are: a7 aROMAT & AT, 39 319s HEs 9 gerw o gar Iahd &l
e & g Y FF geTT (How to Delete content from a chart)
ARy T I AE W R Flora, ST AT TS SATHRT FI G TG § A TR 3 AE AR
H FAT S8 g1 3T I ¥ fFer Y RT3 ¥ ger T g

Example Chart

= Bananas

Apples COranges

S00
BOO
700
600
500
400
300
200
100

o

w2013 w2014 w2015

o 37 3ifsslae W Forsh A Y 39 IE F gera T8 &

e 3Ust IS UX Delete key EaTT|

o 3N 5T 3ifeoiae & Aeae fohar a1 ag Belic & IR 3R ardhr &7 ar¢ SRR BT gl
TATH THA 2013 H gIRiA® &1 TART FF HL (How to Use Hyperlink in MS Excel
2013)
gIgWicih SiFgae H T foih g & S Feeh el W Teh 3T g@X sl I1 BIsel W 9gd St &
3FER U Ad UST gidT § , oAfohel 3T fRdY 38T, a1 T A 9T, I1 9 & 3 fols o d@oha B



1PGDCA2- PC PACKAGES

gIsWToleh T SFEC IT Th SHST gl Tl gl 51§ P 3UANIThdl gIeRIileh T [Feldh AT §, Th A
ST, @WeAT AT TATAT AT &1 31807 & fov, fFeh 95 W e geRics 39 S3er § Us fe@rar §,
3R TF AVI BET & AT T geRice Wsd & Af3ar ok F @erdr g1

o THYT W, 3T T W Feeh HL gl T gERoich TAT AR g
3T TR 3ffesiae T T 8 FX ohd &, W Teh I IT A H deg, o 39 grsufois &1
gfafafca aar & foT 3uAer & aEd &)

e 3% §IG Insert Tab I U, Link group #, Hyperlink §ieeT WX Feler &1

o 3 Aol AT Aitheh W Tse-TFeteh # T Hehcl § 3R T ATCHe A T Hyperlink T TeForeh

X Thd &, IT 3T Ctrl + K a1 Tohdt &1

H ©- = techonthenet - Excel 2 ® - O x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW »
"D S A = o5 E2Conditional Formatting~ | 2| | g
By ~ EiF t as Table ~
Paste 2 Font Alignment Number = oo o0 1201 Cells  Editing
T - - - [Z7 Cell Styles - - -
Clipboard 1 Styles ~
Al - Calibri -[11 ~| A AT $ - 0 B e
AB I =D-A-m-way E F =
i 1
2 3 Cut
3 Eg Copy
4 ‘I Paste Options:
5 o
5 A -
» Sh Paste Special... 4 »

Insert... E
4 Delete... ]

Clear Contents

Filter 3
Sort 3

[P Insert Comment

Format Cells...
Pick From Drop-down List...
Define Name...

Link option & dg&d, Create New Document IR fFeTsh &Y |

Insert Hyperlink [ |
Link: o Text to display: | ScreenTig...

I MName of new document
Existimg File
or Web Page
Full path:
‘ﬂ CoUsersAdministratorDoouments, Change... Target Frame...
Place im This
Crocument
T3 When to edit:
Create flew .
Document Edit the new document Later
#®) Edit the new document now

&l

E-mail
Address |

oK Cancel |

e Name of new document W, 7S WISl & foIlT T T IST HY|

e When to edit & aRTeT, I 3T UG & T A BIsd @il Tga & dF Afese = & v
Edit the new document later IT Edit the new document now WX f&Fees &3]

e Text to display STr® &, 37 TFEC HT BT HY o8 3T gISWToleh T FfafdAfded et & fow
393N AT TR gl

o ¥ T gERIeIF T digex H IRH I & o TTH ATRRT TGRId Hel & fow ,
ScreenTip WX fFeleh &Y, ScreenTip text siFd H sfeod e @y F IR R Ok R Fas F|
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THTY THFAE 2013 ¥ Raffeer Rwedl & wrr ahgE F Rie W (How to Print
Workbook with various options in MS Excel 2013)
I AT TS W HIH I & d9 $s IR VAT & ThdT § o9 Il AT 3T ATherrs e 3R
W FIAT T3] Uh IR ST 3T H9A I A3 ARETq T od &, o e dorer 1 3uAaT 7k Excel
¥ gehgsh &1 Weg 3R e FHtem @ giar gl
a&gs F8 e F (How to Print a Workbook)

o Y Yg File Tab ST T HY| IRl Backstage view fe@ms gam|

H ;

HOME ~ INSERT ~ PAGELAYOUT

ﬁ & L)
D Calibri "1 A A
By -

F'EE’[E‘. BIU- H+ Hh-A-

T

Clipboard Ty Font a
e Print Pane & Print option &T T3l & |

e Print Pane W Afade &, R aifdd Biex &1 a3 #1|
o 3o HIUT HT TEAT gof I foleg 3T BT =T ar8d Bl
o IS smaeEs @ A w1s o wfafea afdew o)

o 3d & fic X Fas #I

Frimt

— Co e B = | =

L= ]

i

L&
Frimtenr
. - Lescrmiark =222 (PAS) e
—— e arcing-
Primter Properties

Settimgs

l:——l Primt Sctive Sheets
Ol print the active shhects
Fages: = fr=" =
I—I:I FPrimt Orne Sicded
Ol Eprint on one sicde of EFhe.
== Collated —
1=z 3 123 A==
Ijl Portrait COrientaticr —
I:I Letter —
£2.5" > 11
:I:l:l rorrmal Felargins
Le=Fi=z O FRig bt O

Custorm Scalirma —_—

Page Setup

fic & F& T (How to Choose a Print area)

Excel aéheeh flic a0 @ Ygel, I§ T el Hgcaqul ¢ foh 3T areda H Hisf & SeTehrl e Hite
e &1 3aTe}0T & foIw, I 3 aehqeh # Ui aehelle §, o 3l Ig o e glam o o
3T FYOT e I hdo A Fehelic e F=m aed &1 F$ IR A o giar § ST 319 379
déheeh A dhael e B TAA BT HEAT dBd B
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afra effc F/ AR FX (How to Print active sheets)
o 39 ghelie &1 9T A 8 3T e war aga g1 thifs awfic fic e & fov, ggel
aheflle X fFereh Y, 30T HIS T Ctrl Foft gy, Y el 31w gehelic ) fFoeh Y 5
T AT AR &

March | April [i May o

o T d9a W Afde &3
e Print range 319-813s #As] { Print Active Sheets T Tl H|
Settings

:__I Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets L}

Print Entire Workbook
Print the entire workbook

— Print Selection
Only print the current selection

o Y fic gea o Faa |

Print

Copies: |1 -
=
Print

[
ot FRgRa®r F& ART F (How to Print the Entire Workbook)
o fic dder WX Afdde Fi|
e Print range 319-813+ As] { Print Entire Workbook T &el & |
Settings

Q Print Entire Workbook p r-i nt
Print the entire workbook
lj—_l Print Active Sheets
Only print the active sheets 1 -

Copies:
- ’
FEEf] | Frimt Etive Workbook =

Print the entire workbook %

Print
] S N
o fiT §ead W o &I

Tgfad &1 e FF T (How to Print a selection)

BAR 3CTEX0T H, g7 JoIls H IWmeT Fivredlel Well & fIv Fftrd dieday &1 w3 fHie &
o 3 U FH IIT F e 3T N =T Tgd g
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il Team Opponent Day Date Time :
2 |Bears Jets Friday Monday, June 17,2013 6:00 PM
3 |Bears Cavaliers Saturday  Tuesday, August13,2013  2:00 PME
4 |Bears Colts Saturday Tuesday, June 25,2013 2:00PM|
5 Giants Saturday Tuesday, July 09, 2013

6

1 Buls  saturday | Tuesday,luly1s, 2013

g &

9 |Bears Hawks Saturday  Tuesday, August 20, 2013 10:00 AMT
10 |Bears Lichtning Saturdav  Tuesdav. August06. 2013 10:00 AM!

o fiT Uder WX AfFde Hi|
o T I g19-313a1 A A Print Selection & TJT Y|
Settings

E Print Active Sheets
Only print the active sheets

E Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

o 3MTU% TJT F Preview, Preview panel & f@rg <am|

Bears Giants Saturday Saturday, July 09, 2011
Bears Marlins Saturday Saturday, July 02, 2011
Bears Bulls Saturday Saturday, July 16, 2011
Bears Eagles Saturday Saturday, July 23, 2011

o TiT e W Fald A

Print

Copies: |1 -

et
=
Print

o

- afE 3 wrga €, ar 39 B &8 & 3H 7 o d¢ = g & arfe 39 tedd F FH Fa
AT FiA T Tl [Nc FT 0N §0 39 Tod & I I foleg T e HAT I8 &, Page layout &
R & FY, Print area FHATS HT TIA Y, T Set Print area HS L I TTT B |
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
n Calors = @ @ [E IE% ’% E':é; ?\-‘."itlth: Autnmatf( - Gri
Fonts = ) [l Height: |Automatic *| [+

Themes Margins Orientation  Size Breaks Background Print

- [O]Effects- - - - laea=| - Titles el Scale  100%

Themes Pag [:'éﬂ Set Print Area 7] Seale to Fit )
Print_Area ™ £ || First Clear Print Arez
A B C D E

[} |First Name La Cell Phone Street Address |
7 |Amanda Ryan 513-555-4477 800 Round Table Drive \Pitcher, Second base
€ |Tricia Matthews 808-555-6397 4721 Arron Smith Drive E(:atcher
9 |Josefina Woodard 714-555-4506 2152 Liberty Avenue |Outfield
10 |Rodney Ross 310-555-8862 3503 Prospect Valley Road iFirst base
11 |Leigh Dizon 607-555-7816 1483 Frosty Lane \Third base
12 |Mark Grant 914-555-5592 1663 Taylor Street iShort_r.top
13 |Mildred Persinger 601-555-0175 3329 Washington Avenue  |First base, pitcher
14 |Dwayne Patnode 205-555-3783 1736 Broad Street EDH
15 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive |Second base
16 |Eva Ramer B805-555-8514 232 Timber Oak Drive ERight field
17 |Carol Pena 571-555-0704 4072 Nelm Street \Third Base
18 |Lecla McNew 580-555-8177 2182 Cody Ridge Road iPitcher
19 |Annie Muro 502-555-0190 1001 Cerullo Road \Second base
20 |Joe Rodriguez 781-555-9659 9 Tenmile Road iThird base
21 |Josephine Carter 713-555-6401 1336 Patterson Street \Outfield, catcher
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Team Opponent Day Date
Bears Jets Friday Friday, June 17, 2011
Bears Cavaliers Saturday Saturday, August 13, 2011
Bears Colts. Saturday Saturday, June 25, 2011
Bears ‘Giants Saturday Saturday, July 09, 2011
Bears Marlins Saturday Saturday, July 02, 2011
Bears Bullz Saturday Saturday, July 16, 2011
Bears Eagles Saturday Saturday, July 23, 2011
Bears Hawks Saturday Saturday, August 20, 2011
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Team Opponent Day Date
Bears Jats Friday Friday, June 17, 2011
Bears Cavaliers Saturday Saturday, August 13, 2011
Bears Colts. Saturday Saturday, June 25, 2011
Bears ‘Giants Saturday Saturday, July 09, 2011
Bears Marlins Saturday Saturday, July 02, 2011
Bears Bullz Saturday Saturday, July 16, 2011
Bears Eagles Saturday Saturday, July 23, 2011
Bears Hawks Saturday Saturday, August 20, 2011
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Team O pponent Day L] Time

Bears lets Friday Friday, June 17, 2011 6:00 PM

Bears Cavaliers Saturday Saturday, August 13, 2011 2:00 P

Bears Cols Saturday Saturday, June 25, 2011 2:00 PM

Bears Giants Saturday Saturday, July 09, 2011 2:00 P

Bears Marlins Saturday Saturday, July 02, 2011 2:00 PM

Bears Bulls Saturday Saturday, July 16, 2011 10:00 AM

Bears. Ezgles Saturday Saturday, July 23, 2011 10:00 AM

Bears Hawks Saturday Ssturday, August 20, 2011 10:00 AM




