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1. Getting Started with Excel 2016

Learn your way around the Excel 2016 environment.

Excel is aspreadsheet programthat allows vyou to store, organize,
and analyze information. While you may believe Excel is only used by certain
people to process complicated data, anyone can learn how to take advantage of
the program's powerful features. Whether you're keeping a budget, organizing a
training log, or creating an invoice, Excel makes it easy to work with different types
of data.

1.1. The Excel interface

When you open Excel 2016 for the first time, the Excel Start Screen will appear.
From here, you'll be able to create a new workbook, choose a template, and access
your recently edited workbooks.

. From the Excel Start Screen, locate and select Blank workbook to access the
Excel interface.

i = [m| X

Search for online templates O Javier Flores '}(:;\

xce javier flores238@gmail.com =]
Suggested searches:  Business  Personal  Industry Switch account \’

Small Business  Calculator  Finance - Accounting  Lists

Recent

Older

Woo

Javier Flores's OneDrive » Documents —~

] ( :
Roster 2 v 9
Javier Flores's OneDrive 3 |
Utilites Budget 2 Ta ke a
Javier Flores's OneDrive » Documents 5 |

6 tour

i

E Open Other Workbooks Blank workbook Ds‘ Welcome to Excel
. a August
My Cashflow Fr——————
il 1 I
|

Business analysis feature tour Academic calendar (any year)
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= Bookl - Bxcel Ay sanjay Satapathy ﬂ (=l
ACROBAT Z  Tell me
LT Y Genera 1 - itional Formatting ~ B lnsert - > - Ax
[ By B I U - | A A = g9 " s Table F Delete  ~ - o~
Paste = E
= -~ PR e | Do A~ 58 28 [Z¥ cell styles ~ =1 Format ~ &

Clipboard = Font = MNumbe = Style Cells Editing o~
Al = o =
A B < (] E F G H [ J K L ™M

] 1

2 il

3

4 il

5

6..

7

g il

=3

10

11

A [~|
Sheetl (> <1 1 I*]

Ready 3 Accessibility: Good to go B {zag| B E——T .

1.2. The Ribbon

Excel 2016 uses atabbed Ribbon system instead of traditional menus. The
Ribbon contains multiple tabs, each with several groups of commands. You will
use these tabs to perform the most common tasks in Excel.

. Each tab will have one or more groups.

2l =5 O

Bookl - Excel Table Tools

& Tell me... Javier Flares 2_ Share

Insert  Page Layout Formulas Data Review  View Design
1

=2 General ¥ E%ConditionalFurmatting' E“Insert 7 P

sy ¥ || Calibri - - = .
PESE e B LU~ K A===E $ 0% EFormat as Table = @ Delete = Editing

. L e A - = 3= | - 00 ECE” Styles - EI Format - -
Clipboard | Font ) Alignment ' MNumber & Styles Cells ~

Some groups will have an arrow you can click for more options.

Calibri =ar ~

-

@ Tell me.. Javier Flores f-}_ Share

Home Insert Page Layout Farmulas
= |_ s A Y Clear &
RE am Y e - .
% Reapply : .
Get External Mew Refresh z| Sort Filter Textto : What-If Forecast Outline
) Vo Advanced | columns 55 - Analysis~  Sheet

Data - Query ~ D’:‘; Al
Get & Transform  Connections

You can adjust how the Ribbon is displayed with the Ribbon Display Options.

Sort-&. Filter Data Tools Forecast -
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Table Tools

@ Tellr

View Design W' Tell rjieeeees Auto-hide Ribbon

L Hide the Ribbon, Click at the top

E% Condxmanal Farmatiing. of the application to show it.

EFurmat as Table F Show Tabs
7 Cell Styles - Show Ribbon tabs only. Click a

3 Styles tab to show the commands,

— | Show Tabs and Commands

== Show Ribbon tabs and

commands all the time.
5] H . , e

Certain programs, such as Adobe Acrobat Reader, may install additional tabs to the
Ribbon. These tabs are called add-ins.

1.2.1. To change the Ribbon Display Options:

The Ribbon is designed to respond to your current task, but you can choose
to minimize it if you find that it takes up too much screen space. Click the Ribbon
Display Options arrow in the upper-right corner of the Ribbon to display the drop-
down menu.

Table Tools

View  Design 0 Tell s Auto-hide Ribbon

T Hide the Ribbon, Click at the top
of the application to show it.

E% Conditional Farmatting |
E Format as Table -

: r.a: Show Tabs
l-_p;':e” styles = Show Ribbon tabs only. Click a
3 Styles tab to show the commands,

~ | Show Tabs and Commands

== Show Ribbon tabs and

commands all the time.
G H , . -

There are three modes in the Ribbon Display Options menu:

. Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode
and completely hides the Ribbon. Toshow the Ribbon, click the Expand
Ribbon command at the top of screen.

 ————

v

T | v [ v | w | X[«
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. Show Tabs: This option hides all command groups when they're not in use,
but tabs will remain visible. To show the Ribbon, simply click a tab.

s Book1 - Bxcel
Home Insert Page Layout Formulas Data Review View
AL I, J
A B & D E F G H
I
| |
3 |
. Show Tabs and Commands: This option maximizes the Ribbon. All of the

tabs and commands will be visible. This option is selected by default when you open
Excel for the first time.

1.3. The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you access common
commands no matter which tab is selected. By default, it includes the Save, Undo,
and Repeat commands. You can add other commands depending on your
preference.

1.3.1. To add commands to the Quick Access
Toolbar:

1. Click the drop-down arrow to the right of the Quick Access Toolbar.

2. Select the command you want to add from the drop-down menu. To choose
from more commands, select More Commands.

H : Book1 - Excel
File Home Customize Quick Access Toolbar Data
Calibri Mew Seneral u

LT
g-r B I Sin Add to Cuick Access Toolbar %

2 2 it
Clipboard f Email Number 1
Al - CQuick Print
Print Preview and Print
._lA ! : Spelling F
1 = v Undo
v Redo

|

| Sort Ascending

| Sort Descending

| Touch/Mouse Mode
i More Commands...
|

Show Below the Ribbon

(7= TR - BT = T T T R % R
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3. The command will be added to the Quick Access Toolbar.

Book1 - Excel
Mew (Ctrl+M)
ol c;{) Calibn Create a document. al -
DE@v BIU-TA A =E==EH"5%"%"
Dot

1.3.2. How to use Tell me:

The Tell me box works like a search bar to help you quickly find tools or commands
you want to use.

Data Review i 2@ Tell me what you want to do... I
=== &- S Wrap Text General -
e —— o = «.0 .00
=== e&3= [EMergefiCenter - $ - % h0 30
Alignment [F] Mumber [F]

1. Type in your own words what you want to do.

g 1 Insert Column ar Bar Chart O
iy Insert Statistic Chart ¥

i :i:}f{ Insert Line or Area Chart ¥
|:“-  Insert Scatter (X, ¥) ar Bubble .. + ||

gl Create Chart

9 Get Help on "add & chart”

I ,(D Srnart Lockup on "add a chart”

2. The results will give you a few relevant options. To use one, click it like you
would a command on the Ribbon.

i 1 Insert Column or Bar Chart ¥ 2-D Column

flie  Insert Statistic Chart 14
¥ Insert Line or Area Chart 4 H—H—h ‘ H H ‘ H H

|2+ Insert Scatter (X, V) or Bubble .. *

3-D Column
1l Create Chart

@ Get Help on "add 2 chart’ Jﬂm J@Hl ﬂﬁl hmﬂﬂl

}D Srnart Lockup on "add a chart” -0 Bar

T 1
1 1

= 5=

il More Column Charts..,

i

W
=]
==
[
2

o

Microsoft Excel (Expert) e-Book Page: 12 Visit us: www.tallyprimebook.com



SWAYAM EDUCATION
A Practical Hands-on Self-Study Approach Book

1.4. Worksheet views

Excel 2016 has a variety of viewing options that change how your workbook is
displayed. These views can be useful for various tasks, especially if you're planning
to print the spreadsheet. To change worksheet views, locate the commands in the
bottom-right corner of the Excel window and select Normal view, Page Layout
view, or Page Break view.

4 k
F A = 1 + 100%
. Normal view is the default view for all worksheets in Excel.

Cookie Sales - Excel

Home Insert Page Layout Formulas Data Review View Q Tell me... Javier Flores ,0_', Share
% Arial - T =1 = General ¥ %Conditional Formatting - E‘“Insert v | B ;2‘1"
- B I U- A A === - %% » [FrormatasTabler X Delete + [ O+
@ oA =3 - WS (7 Cell Styles - & Format- & -
Clipboard & Font F} Alignment ' Number R Styles Cells Editing ~
129 = e ~
| C D | E | | ]
: rontier Kids Cookie Sales
7 .Name Address Gingersnaps Lemon Drops Mint Whistles | Macaroons Total
3 |Chris Keller 1167 Coberly Way 1 1 1 1 4
4 |Diane Whitley 1605 Bing Street Apt. 2 1 1 1 3
5 |Nick Gunderson 54 N. Kentucky Avenue 2 3 b
g |Leilani Mathis 200 Markham Street 5 b
7 |June Ford 3788 Lake Wales Lane 1 1 2
g |Marisol Colon 918 Banyan Boulevard 3 4 7
9 |Lee DiMartino 1600 Bing Street Apt. 1 2 2
10 |Wade Schultz 3132 Doctors Drive 2 4
11 |Lance Cano 180 Denver Avenue 1 1 7
12 |George Howard 3826 George Street 1 1 1 3
13 |Eric Lombard 1012 Spruce Drive 2 3 5
14 |Joseph Trammell 2004 Thompson Drive 5 5
15 |Manuel Gallo 3237 Willow Oaks Lane 1 1 24
Sheetl | @ i 4T v
Ready ﬁ& m - -1 +  100%
. Page Layout view displays how your worksheets will appear when printed.

You can also add headers and footers in this view.
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Cookie Sales - Excel = == O

Hame Insert Page Layout Formulas Data Review View Q Tell me.., Javier Flores }:_"_ Share
=t &; Arial G :11 S = | General T Conditional Formatting = EI' Insert - z ¥ %'I' v
5 "t 'Em+ B I U+ A a $ - % » [EFFormat as Table - B Delete - TP
- ¢ i e X5 A - 50 @Cell Styles = Format~ & -
Clipboard & Font Mumber N Stytes Cells Editing -
129 ~ | : & | 3
A B G D E l“
9 j—"—'\-j I }.I ~ '.-
-, Frontier Kids Cookie Sales
B 2: Name Address Gingersnaps |Lemon Drops | Mint Whistles | Me.
- 5 Chris Keller 1167 Coberly Way | 1 1| 1|
= 4 | Diane Whitley 1605 Bing Street Apt. 2 1 1 1
i 5 | Nick Gunderson 54 N. Kentucky Avenue 2 3
- 6 | Leilani Mathis 200 Markham Street | 5 |
- 7 June Ford 13788 Lake Wales Lane | 1
e it | Marisol Colon 919 Banyan Boulevard 3
- 9 Lee DiMartino 1600 Bing Street Apt. 1 | 2 | i
sheet! | @ - o)
fendy — ! : T - P
. Page Break view allows you to change the location of page breaks, which is

especially helpful when printing a lot of data from Excel.

O * Cookie Sales - Bucel &= O
Insert Page Layout Farmulas Data Review View Q Tell me.., Javier Flores }:_}_ Share
= % TrebuchetM!~ 120 || = = — B¢ | General ~-| EZConditional Formatting  &=lnset ~ 2 ~ v~
g -tl (B-| B U~ A& =SEI= 1’ $ - % 1 '%?F{:hrrnatarsTaE:iIf:Y E"Delete i " Fol
aste
~ | e A = - e @Cell Styles » F:}rmat' &~

Clipboard Fant M Alignment ' Mumber & Styles Cells Editing i

Al + [ : f= | Frontier Kids Cookie Sales d

A i =} | o] | o] | E | E | G

& |Leilani Mathis | 200 Markham Street 5

7 |JuneFord 3T8E Lake Wales Lane 1 1

£ Marizal Calon 919 Banyan Boulevard 3 | 4

g |Lee Ditarting 1600 Bing Street Apt. 1 z
1 |wade Schultz | 3132 Doctors Drive 2 2
1 |Lance Cano 180 Denver Avenue 1 1 5
12 |George Howard | 3826 George Street 1 1 1
13_|Eric Lombard 1012 Spruce Orive == Zr 3
14 |Joseph Trammell | 2004 Thompson Biiwsd * 3 G o Y|
15 |Manuel Galla 3237 Willow Dakslane CJ U III 1
16 |Thomas Strong | 4575 Stuart Street el | 3 4 |
17 |Riosanna Bennett | 721 Oliverio DOrive 1 1
16 _|Lena Cohan | 4586 Radford Street 3 +
1a_|Ernest Killion 120 Felosa Orive Z
20 |Gloria Ouplessis 3628 Abner Fioad | | | | 1
21 |BErandy Lunch 4185 Hood Avenus 4
22_ Con Forter | 238 Stanton Hollow Fioad 2
23 |Minnie Spencer | 4088 Meuport Lane 1 1 1
24 |Cynthia McF adden 381 Washington Avenue | | 2 il
25 |Michael Miller 801 Upton Avenue 5
26 |Mary Myers 839 williz Avenue 1 1
27 |Audrey West 838 Caldwell Road. 3 4
25 |Mary Hudzon 2102 FRietreat Avenue | 2 | |
ealGoudnphayes: B8 Sflectieer s o b o o b e 8L o
30 |Riandall Kelly 4143 Berry Street 1 1 5
&1 |BrendaStrange 3427 Cottrill Lane 1 1 1

Clabimesb Disbaisms FATR Do s -zt i
Sheet @
Ready
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1.5. Backstage view

Backstage view gives you various options for saving, opening a file, printing,
and sharing your workbooks.

1.5.1. To access Backstage view:

1. Click the File tab on the Ribbon.

& £
Good afternoon
~ New N
ﬁ WET
A E
L Create a
& Open E Takis a talir Drop-down list
B
. =
: L C L6
Blank workbook Welcome to Excel Drop-down tutorial
Save
Save As More templates —
Save as Adobe
PDF Recent  Pinned
D Mame Date modified
Print ﬁ Erder MNow & Saatinlo
Share
. R
E} \;\u’ebSne Billing # muy
Export !
Publish ﬁ RQ_BA_Z'IAANCMMZDG‘IZV_‘I 24 luly
F: » GST » GST-Prime » Rajeeb » MAHIRA » GST Return = 2021-...
Close o =]
,E EUTSTANDING 2y
ﬁ GST Adjustment- VFM-Summary (21-22) T
SECUEE F: » GST = GST-Prime » VEM » GSR Return v
Feedback ,m Purchase Not Showing in Portal - GAYATRI-2021-... _—_
F: » GST» GST-Prime » Rajeeb » GHData » GST Return o
Options
E‘j GST Adjustment-Gayatri- Summary (21-22) 19 July =
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2. Creating and Opening Workbooks

Excel files are called workbooks. Whenever you start a new project in Excel, you'll
need to create a new workbook. There are several ways to start working with a
workbook in Excel. You can choose to create a new workbook—either with a blank
workbook or a predesigned template—or open an existing workbook.

2.1. To create a new blank workbook:

1. Select the File tab. Backstage view will appear.

2. Select New, then click Blank workbook.
Bookl - Excel
New
Dpen Search for online templates
con Suggested searches:  Business  Personal Industry  Small Business  Calcula
Save As ' AL 8 | cl|
Print 2 | i | 9
4] s || Take a
Export ; 1 Blank workbook tou r
Publish e : : .
Blank workbook Welcome to Excel
Close
3. A new blank workbook will appear.
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2.2. To open an existing workbook:

In addition to creating new workbooks, you'll often need to open a workbook that
was previously saved. To learn more about saving workbooks, visit our lesson
on Saving and Sharing Workbooks.

1. Navigate to Backstage view, then click Open.

2. Select Computer, then  click Browse. Alternatively, you can
choose OneDrive to open files stored on your OneDrive.

Open
(L) Recent

(.\. OneDrive - Personal

javier.floresB3d@gmail.com

=

'ii Other Web Locations

E;l This PC
== Add a Place

Browse [:?

3. The Open dialog box will appear. Locate and select your workbook, then
click Open.
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Open *
o ~ 1 » ThisPC » Documents » Javy's Documents v O Search Javy's Documents pe
Organize * Mew folder iEr M @

Microsoft Excel & @2 family budget
ﬂfjhome loan comparison

W Chelinr @ travel expenses
= This PC

[l Desktop

|| Documents

-‘ Downloads

B Movies

J’l Music

[&=] Pictures

‘ia Local Disk (C:) w

File name: | home loan comparison v| All Excel Files o

If you've opened the desired workbook recently, you can browse your Recent
Workbooks rather than search for the file.

Open

l'/tj Recent ngay

EJ travel expenses
=| Wupsf « Home » Documents » Javy's Documents t}

ﬂ home loan comparison
| W\psf» Home » Documents » Javy's Documents

OneDrive - Personal
javier.floresB38@gmail.com

Y e family budget

t.i_?. Other Web Locations = W\psf» Home » Documents » Javy's Documents

— 17T

D This PC Last Week

ﬁ"_; Cookie Sales
= W\psf» Home » Documents » Excel 2016

2

= Add a Place

Older
Browse ﬂd woo
| Javier Flores's OneDrive » Documents

2.3. To pin a workbook:
If you frequently work with the same workbook, you can pin it to Backstage view
for faster access.

1. Navigate to Backstage view, then click Open. Yourrecently edited
workbooks will appear.

Microsoft Excel (Expert) e-Book Page: 18 Visit us: www.tallyprimebook.com




SWAYAM EDUCATION
A Practical Hands-on Self-Study Approach Book

Book] - Excel

@ Recent Today

ﬁ_" travel expenses
== \\psf» Home » Documents » Javy's Documents
ﬁ OneDrive - Personal

e . Y home loan comparison
javier floresB38@gmail.com P

\\psf » Home » Documents » Javy's Documents

family budget
| Wipsf » Home » Documents = Javy's Documents

';E% Other Web Locations

Elj This PC Last Week
Epor o ==l Cookie Sales
w55 \\psf » Home » Documents = Excel 2016
o= Add a Place

Publizh

Older

Woo
| Javier Flores's OneDrive » Documents

s Browse

2. Hover the mouse over the workbook you want to pin. A pushpin icon will
appear next to the workbook. Click the pushpin icon.

Today
travel expenses 11/9/2015 433 PM
‘W psf » Home = Documents » Javy's Documents L\@

E‘ﬁ“] home loan comparison 11/9/2015 4:33 PM

\\psf » Home » Documents = Javy's Documents

" ik 11/9/2015 4:33 PM

\ypsf » Home = Documents » Javy's Documents

Last Week

'—',*: Cookie Sales

11/6/2015 3:45 AM
\psf » Home = Documents » Excel 2016
Older
miz| WOO _ 8/3/2015 3:25 PM
lavier Flores's OneDrive » Documents
3. The workbook will stay in Recent Workbooks. To unpin a workbook, simply

click the pushpin icon again.
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Pinned

[I) [aue expenses 11/9/2015433PM ¥
W\psf » Home = Documents » Javy's Documents

Today

H & home loan comparison
\\psf » Home = Documents » Javy's Documents

11/9/2015 4:33 PM

E = family budget 11/9/2015 4:33 PM

\\psf » Home » Documents = Javy's Documents

Last Week
= Cookie Sales
X]

\\psf » Home » Documents » Excel 2016

11/6/2015 945 AM

Older
[ _ /3/2015 3:25 PM
Javier Flores's Onelrive » Documents

3. Saving and Sharing Workbooks

Whenever you create a new workbook in Excel, you'll need to know how to save it
in order to access and edit it later.

3.1. Save and Save As

Excel offers two ways to save a file: Save and Save As. These options work in similar
ways, with a few important differences:

. Save: When you create or edit a workbook, you'll use the Save command to
save your changes. You'll use this command most of the time. When you save afile,
you'll only need to choose a file name and location the first time. After that, you
can just click the Save command to save it with the same name and location.

. Save As: You'll use this command to create a copy of a workbook while
keeping the original. When you use Save As, you'll need to choose a different name
and/or location for the copied version.

3.2. To save a workbook:

It's important to save your workbook whenever you start a new project or make
changes to an existing one. Saving early and often can prevent your work from
being lost. You'll also need to pay close attention to where you save the workbook
so it will be easy to find later.

1. Locate and select the Save command on the Quick Access Toolbar.
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-

Insert Page Layout

"D d | ot -1 - A A
2 [l T
Pafte‘. B I U-~-| #H+ HeAs
Clipboard &~ Fant F]
2. If you're saving the file for the first time, the Save As pane will appear

in Backstage view.

3. You'll then need to choose where to save the file and give it a file name. To
save the workbook to your computer, select Computer, then click Browse.
Alternatively, you can click OneDrive to save the file to your OneDrive.

Book1 - Excel

OneDrive - Personal Pinned

6 javier.flores838@gmail.com
Documents
T Javier Flores's OneDrive » Documents
(,‘EE Other Web Locations
Older
E;I This PC Javier Flores's OneDrive
o= AddaPlace
Export
Browse I},

Publish

Close

4. The Save As dialog box will appear. Select the location where you want to
save the workbook.

5. Enter a file name for the workbook, then click Save.
Save As X
« » P <« Docume.. » Javy's Documents v | Search Javy's Documents 2
Organize = Mew folder EE - 0
s Public ki {1 home loan comparison
[ This PC I.a._f:_'_itravel EXpENSES
[ Desktop
E‘ Documents
-‘ Downloads
B Movies -
File name: | Vesta Webinar Log| I v
Save as type: _. Excel Workbook w1
Authors: Javier Flores Tags: Addatag
[ Save Thumbnail
4 Hide Folders Tools ~ . Cancel.
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6. The workbook will be saved. You can click the Save command again to save
your changes as you modify the workbook.

You can also access the Save command by pressing Ctrl+S on your keyboard.

3.3. Using Save As to make a copy

If you want to save a different version of a workbook while keeping the original,
you can create a copy. For example, if you have a file named Sales Data, you could
save it as Sales Data 2 so you'll be able to edit the new file and still refer back to
the original version.

To do this, you'll click the Save As command in Backstage view. Just like when
saving a file for the first time, you'll need to choose where to save the file and give
it a new file name.

Fe Enjoying the Sample!

BiExcel Buy the e-Book Online to continue
. the Full E-Book.

www.TallyPrimeBook.Com
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