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Learning Objectives (1 of 2)

1.1 Explore the Excel Window

1.2 Enter and Edit Cell Data

1.3 Create Formulas

1.4 Manage Columns and Rows

1.5 Select, Move, Copy, and Paste Data

1.6 Apply Cell Styles, Cell Alignment, and Font Options
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Learning Objectives (2 of 2)

1.7 Apply Number Formats
1.8 Manage Worksheets
1.9 Select Page Setup Options

1.10 Preview and Print a Worksheet
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Introduction

Spreadsheet—electronic file consisting of a grid of columns
and rows that:

« Organizes related data
 Displays results of calculations

* Enables interpretation of quantitative data for decision
making
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Exploring the Excel Window (1 of 4)

» Worksheet—spreadsheet containing:
— Descriptive labels
— Numeric values
— Formulas
— Functions
— Charts

 Workbook—collection of one or more related worksheets
contained within a single file
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Exploring the Excel Window (2 of 4)
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Exploring the Excel Window (3 of 4)

' Name Box shows active cell hr' o . . j 7.95 —(Fo;mub Bar shows content of active cell Cé)
\ ' A it 0 £ ¥ 6 . u |
: Column C }  Celebrity Musician's Souvenir Shop
2 9/1/2021
e : 3
Cell Cb;"’u‘: J‘E";ﬁ'&ﬁ Markup Markup  Retail [Percent sale | profit  profit
K] Product Cost Rate  Amount Price off Price | Amount Margin
5 Apparel
Lel Hat (6 795] 1095% § 871 § 1666| 15% S 1416|$ &2  438%
7 | MHoodie $ 27.25 1250% S 3406 $ 6131] 20% S 49.05|% 2180 44a%
8 T-shin $ 710 3155% $ 2240 S 2950| 10% S 2655|S 1945 733%
9 Souvenirs
10 Mug $ 500 2000% $ 1000 $ 1500] 15% S 1275|$ 775 60.8%
11 Souvenir Program S 995 1010% S 1005 S 2000] 25% S 1500|S5 S.05 33.%
12 Travel Mug S 700 2000% $ 1400 S 2100] 15% S 1785]|$ 1085 60.8%
13

Pearson Education, Inc. © 2020

@Pearson Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved



Exploring the Excel Window (4 of 4)
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Conditional Formatas Cell immert Delete Format
Formatting = Table~ Styles - - - . & Clear » Filter = Select ~
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foe r 5 Display menu |

Gote: 4 containing GoTo |
| Costs . ‘ |
markuphates - List of range names
RetailPrices

A Beference:
8s : ( Enter cell reference '
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Entering and Editing Cell Data (1 of 7)

« Text—combination of letters, numbers, symbols, and

spaces

« AutoComplete—searches for and automatically displays
any other matching text

( Enter J

Previous texﬂ
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Class Section Deys Start Ind

\s'orting with SpJ

Spresdiheet Apen '0(‘1

[ Text starting with ‘. 5

| Sp being entered

Compuler Apps l ‘001 MW B20am. 245am

MW 10000 am. 1S am
™ 353pm &45Sp.m
J

el e ]
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Entering and Editing Cell Data (2 of 7)

| Spelling tool '__

Cell containing detected
misspelled word

| Misspelled word 'P

Select correctly

- Home Insern Page Layout Formulas Data — Review
abc M =% i+
R O 8% O
Spelling Thesaurus Check Smant  Tramlate New Dyt
Accessbiity  Lookup Conument
Proofing Accertibinty  inuights  Language Commenty
L a . f | Retaile [ Review tab h
A 5 c (¥) £ F G
| |Retaile |
3 Spelling: Englesh (Unded States) ? X
4 | Not m Qictionary
3 Retalle [ lgnore Once ]
6
Ignose AN
7 Changes current word
8 to selected word  4ddte Dictionary |
)

spelled word
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Entering and Editing Cell Data (3 of 7)

“ B ] C D 3 F [
! Panuary Jan Qirl Monday Mon
2 |Febeuary Feb  Qtr2  Tuesday  Tue
Incremented § | |march  Mar  ate3  wednesday wed
values filled in = |3T  Apr Q@ Thusdsy Thu
5 |May May Qrl Friday Fri
& June Jun Saturday Sat
e ; 1“‘:}‘“ :::j i B { Fill handle '
1 uto Fi phonsr > TSatieru e g
10 ‘October Oct
2 N . | 11 (November Nov ['n i
Fill options ¥t tecember bec O Fill Ecrmatting Ony
13 O Fll Withgut Formatting
14 L-.‘ Flach Fl
15
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Entering and Editing Cell Data (4 of 7)

. = AutoSum *
Filcommond | | B PR 0 O &R B Zioiv O #
on ribbon Conditional Formatas Cell Insert Delete Format Cact By Cad 81 Ideas
Formatting = Table = Styles« . . . Down
Styles Cells B Right ideas ~
First name entered A w =
to set pattern [ Len
M o » S T+
‘Full Name
Senes
Penny Sumpter '
Original data Makynlee Thompson MaKynlee fostiy
Peyton Ubert Peyton 5 BashFa
Tenley Varner Tenley
l Rest of first names filled in ' l Flash Fill option !
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Entering and Editing Cell Data (5 of 7)

A B D D

1| 9/1/2021 2:30 PM

2 | Wednesday, September 1, 2021 2:30:00 PM

3 | 9/1 14:30

4 9/1/21 14:30:00

5 | 09/01/21

6 | 1-Sep

7 | 1-Sep-21

8 | September 1, 2021

9
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Entering and Editing Cell Data (6 of 7)

Clear in the

—

& =

Insert Delete Format

> AutoSum + A
A 4

Sort & Find & |deas

Editing group

| Clear options r
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Cells & Clear Al Ideas
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Clear Contents
s T

Q Clear Comments - !

Clear Hyperlinks
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Entering and Editing Cell Data (7 of 7)

: . Find and Replace
( Displays Format dialog box ':
Fingd Replace

( Data to find } el >

v

v [ Match case

No Format Set

( Expands or collapses options r Within: | Sheet
' Search: By Rows

?] (] Match entire cell contents

K3}

s : Look in: Formulas
( Displays next occurrence '=

Pearson Education, Inc. © 2020
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| Eind Next

Options <<

Close
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Creating Formulas (1 of 4)

i 1l . ] | §F s
Active cell £2 o | =828 Formula Bar
A 8 | ¢ D £ F displays formula

Formulas in
1 Description Values Description Results Column E
2 |Firstinputvalve 10 sum of 10and 2 [12 l-sasms
3 Second Input value 2 Difference between 10 and 2 8 =82-83
4 Productof 10and 2 20 =B2"8B3
5 Results of dividing 10 by 2 5 =B2/B3
6 Results of 10 to the 2nd power 100 =B2"83

Pearson Education, Inc. © 2020
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Creating Formulas (2 of 4)

Order Description Symbols

1 Parentheses 0

2 Exponentiation A

3 Multiplication and Division *and / (respectively)
4 Addition and Subtraction + and - (respectively)
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Creating Formulas (3 of 4)

A 8 C D E F

1 _tnput | |Formula sequence Description Result
2| 2 =A2+A3*A4+AS 1 3(cell A3) * 4 (cell AQ) 12
3 3 2 2 (cell A2) +12 (order 1) 14
2 4 3 14 (order 2) + S (cell AS) 19
5 5
6 | ={A2+A3)"(A4+AS) 1 2 (cell A2) +3 (cell A3) 5
7 2 4 (cell As) +5 (cell AS) 9
8 | 3 S (order 1) * 9 (order 2) as
9
10 =A2/A3+AS*AS 1 2(cell A2) /3 (cell A3) 0.666667
" 2 4 (cell AR) * 5 (cell AS) 20
12 3 0.666667 (order 1) + 20 (order 2) 20.66667
13
14 =A2/(A3+A4)"AS 1 3 (cell A3) +4 (cell A4) 7
15 2 2 (cell A2) / 7 (order 1) 0.285714
16 3 0.285714 (order 2) * 5 (cell AS) 1.428571
17
18 | =A272+A3"Ad% 1 4 (cell A4) Is converted to percentage 0.04
19 2 2 {cell A2) to the power of 2 4
20 | 3 3 (cell A3) * 0.04 (order 1) 0.12
21 B 4 (order 2) +0.12 (order 3) 4.12

Taten, b © 10
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Creating Formulas (4 of 4)

ES v S =C5*(1+D5) ~{ Results of formulas ’

A j#&| e | = : F G @ | 1 |
Markup Retail | Percent  Sale Profit Profit

4 Product Code Cost Rate Price Off Price  Amount Margin

5 |Hoodie 102 $ 2725 120.0%[$ 59.95| 20% $ 4796 S 2071 43.2%

6 SouvenirProgram 104 $ 995 101.0% $ 2000 25% $ 1500 $§ 5.05 33.7%
7 'Soundtrack CD 105 S 8.00 87.5% S 15.00 30% S 1050 S 250 23.8%

Pearson Education, Inc. © 2020

ES *| i fe | =C5"(1+D5) r—‘ Formulas displayed in worksheet l
A B C D E F G H I
Markup Percent Profit Profit
4 Product Code. Cost Rate _Retail Price Off  SalePrice Amount Margin
5 lHoodie 102 127.25 11.2 1=c5'(1+05)_o.2 =ES-(ES*F5) =GS-C5 ={GS5-CS5)/G5
6 Souvenir Program 104 9.95 1.01 =C6*(1+D6) 0.25 =£6-(E6*F6) =G6-C6 ={G6-C6)/G6
7 Soundtrack CD 105 8 0.875 =C7%(1+D7) 0.3 =E7-(E7*F7) =G7-C7 ={G7-C7)/G7
Pearson Education, Inc, © 2020
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Managing Columns and Rows (1 of 4)

E meERE w0 §
Conditional Formatas  Cell L' Delete Format Sot& Find&  idess

Formatting =~ Table = Styles « . - . & Clear - Filter « Select +

Insect Ceillg ‘l £dating Idess A

Insert options

¢ Insert Sheet Bows [ Display the Insert menu i v

‘!‘ Insert Sheet Columng

b S T L=
@ Ingert Sheet [ ]
Insert ? X
Insert
() shift cells right
(®@):Shift cells down
() Entire row

() Entire column

[ ok || cance
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Managing Columns and Rows (2 of 4)

I b | 4 : 2 AutoSum = A
m m w % -f'7>.(.; [;jrau- z? /O ;
Conddional Formatas  Cell Insert  Delete Sont& Find& Ideas
formatting~ Table Styles~ - JUEN - & Cleat- Filter = Select =
Stytes (55 Delete Cels... lit:ng 1 ideas A~
: g | Display the }
} , §~ Delete Sheet Rows v
CITTED = e (i)
M N 0 , L=
- : LE;} Delete Sheet ™
Pwn Fauaton, e © 2000
Delete ? X
Delete
(®@)Shift cells left
() Shift cells up
(O Entire row
() Entire column
| oK | Cancel

T— bu § -
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Managing Columns and Rows (3 of 4)

@ Pearson

e me—a 2. AutoSum ~
s = -
insert  Delete Format

';H‘.“? & Cleae

v O &

Sot& Find& Idess
Filter ~ Saject -

Cells  Coll Size

1] Row Heght,

Ideas

~

( Display Format menu '

AutoFit Row Height

{Set row height )

[1 Column Widh...
Autofit Column Width
Def autt Width...

Visibility
Hide & Unhide L

f1Sel column width '

Organize Sheets
Rename Sheet

Move or Copy Sheet..
Teb Color ’
Protection
BT Protect Sheet
B. Lock Celt
E] Format Cgils.

NG00 E0B000, e D J0X0
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Managing Columns and Rows (4 of 4)

( Double horizontal line
indicates hidden row

A L C D E F G ( Double vertical line '
1 |January 2021 indicates hidden column
2 |February 2021
[4 April 2021
5 |May 2021
6

Pearson Education, Inc. © 2020
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Selecting, Moving, Copying, and
Pasting Data (1 of 3)

Enter range in Name | | i P
Box to select o range
Y L C D £ F G M ] _3

Celebrity Musician's Souvenir Shop

1
A + Rectangular
( Singlecell range ),7_.__91112021 Range in a column range :{9 cells

3
4 Product Code Cost Markup Ri Retall Pric Percent O Sale Price Profit Ma
b

Hat 101 785  1.095 16.65525
& Hoodie 102 2735 125 613125
Range in a row - -Mug 103 3 2 B
C—) 8 SouvenirP 104 995 101 19.9995
9 'Soundtracl 105 8 0875 15
10 T-shirt 106 71 3155 29,5005

1

Pearson Education, Inc. © 2020
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Selecting, Moving, Copying, and
Pasting Data (2 of 3)

AutoSave €D [ - - =

Home Insert Page Layout Formulas

Cut selected data

. -t 2 b
( Paste data "—ﬁ B A Cut Calibri 11 < A" A
: Paste ECW', B IU- H-&6-A-
| Copy selected data ’L =/ & Format Painter
Clipboard = Font M

Pearson Education, Inc. © 2020
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Selecting, Moving, Copying, and
Pasting Data (3 of 3)

AutoSave CID [ 6 -

Home insert Page Layout Formulas

){Cm

. [B Calibri - ;n el A" AT
T Copy -
( ).._ - - v A+
Paste arrow -‘-"‘ ¥ Format Painter B I U — a-&
Paste s Font r
El P[ Ff ‘ £
lﬁi' FIH ﬁ" Keep Source Formatting (K) ? E

s e t | | (ScreenTip when you
@; @2 @ point to an optfion
Other Paste Options

7 3 & &

Paste Special...

Pearson Education, Inc. © 2020
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Applying Cell Styles, Cell Alignment,
and Font Options (1 of 7)

 Cell style—collection of format characteristics that provides
a consistent appearance

* A cell style controls:
— Font
— Font color and size
— Borders
— Fill colors
— Alignment
— Number formatting
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Applying Cell Styles, Cell Alignment,
and Font Options (2 of 7)

Titles and Headings

1 4‘8 :g Conditonal Fom\nu insent Delete Format Sont& Find&  |deas
Formatting = Table~ Siyles . v e & Clea - Filter = Sebect ~
Good, Bad and Neutral
' Normal - Bad Good Neutral
Data 2and Model

[(n(ul.ﬂimv | m Explonatory Input Link=d Call Note

[Output ] Wamning Text

Headln‘ 1 Heading2 Heading 3 Heading 4 Title Total

i E=E iy O &

Themed Coll Styles

(B Mew Celt Styte..
ﬂ Merge Styles

20% - Accentl 20% - Accent2 20% - Accentd  20% - Accentd  20% - AccentS  20% - Accents

Comma Comma [0] Currency Currency (0} Percent

40% - Accentd  40% - Accentd  40%- AccentS  40% - Accent6
2 60%-Accentd ¢
i ST

NG BN, C. © 2020
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Applying Cell Styles, Cell Alignment,
and Font Options (3 of 7)

Option Results

Merge & Center Merges selected cells and centers data into one cell.

Merge Across Merges the selected cells but keeps text left aligned or
values right aligned.

Merge Cells Merges a range of cells and keeps original alignment.

Unmerge Cells Separates a merged cell into multiple cells again.
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Applying Cell Styles, Cell Alignment,
and Font Options (4 of 7)

« Alignment—indicates how data are positioned in the
boundaries of a cell

« Horizontal alignment—specifies the position of data
between the left and right cell margins

 Vertical alignment—specifies the position of data between
the top and bottom cell margins

« Wrap text—word-wraps data on multiple lines within a cell
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Applying Cell Styles, Cell Alignment,
and Font Options (5 of 7)

( Vertical alignment ' ( Orientation ' ( Wrap Text applied to active cell .

1 Vs o __cln cxx[S=go- N oo | E B B
C o -
Pn.uo "::"mm Eﬂl g - 8. Q'A' ;g; == an&(mhv 1 s.% s 9 Condtional Format m  Cell

Formatting = Table s Styles ~
Chpbomo . fent e Agrement - Numnber

" . % et Horizontal alignment b
& C D ¢ H | i K ( n I; ‘e‘d d ed .
‘ Main title merged and center '
: Celebrity Musician’s Souvenir Shop with Headin gle ell s!yie
2 3/1/2021
3

Markup Markup  Retail [Percent  sale | Profit Labels centered horizontally
4 Product Cont Rate  Amount  Price ot Price | Amount ond wropped
S Appared

: fMerge & Center

3 Hat S 755 1095% S5 871 S 1666] 15 S 14365 621 43N
? Hoodie S 1250% S 306 S 6131 0% S 2905|S 2180 43a%
3 T-shirt $ 730  3155% S 2240 S 2950] 10% S 2655]S 1945 733N

Pearson Education, Inc. © 2020
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Applying Cell Styles, Cell Alignment,
and Font Options (6 of 7)

- 25 Wrap Text

Merge & Center ~

Alignment

Apparel

Hat j
Hoodie

_—

(Indent options '

Indented

T-shirt
Souvenirs

Mug _]

cell contents

Souvenir Program
Travel Mug _J

Narsue tlutation, Ing. © 20X
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Applying Cell Styles, Cell Alignment,
and Font Options (7 of 7)

Ba. = e Teme A [ WL
Lre PO s e = A . OB Biewtine e 5 | F—— b :
Border command bt e ——red } Qi - — (Numborfocmors,
Fill command - : — 2.
Coladativg Muaician's Souvanic Shop
: Ve
. . L Ll T B
(F'" color applied to labels )’T‘- - PR - BT pes—
| At
ol - s s s oan flem]| v 5 un]s o [Geld 1(Pefcenlogefomatopp|ied’
' - amn S aw fun /o tam|) e s
Border SU"OU““\Q b e tm usm tus sawl m I aw|sne nn
. T Sy
sale information ;Mg s mmew s e snml on tunls m oen
s o e s wm sxa]l my g el aw oun (Accounﬁng Number
Tewg AL J AN L ME PO (85 L UMt am s
L Formot applied

Pearson Education, Inc. © 2020
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Applying Number Formats (1 of 4)

General The default number format.

Number A number with or without the comma separator and with any
number of decimal places. Negative numbers can be displayed with
parentheses and/or red.

Currency Format A number, the dollar sign immediately to the left of the number, a
comma for every three digits on the left side of the decimal point,
and two digits to the right of the decimal point. Negative values are
preceded by a minus sign. Zero displays as $0.00.

Accounting A number, the dollar sign on the left side of the cell, a comma for
Number Format  every three digits on the left side of the decimal point, and two digits
to the right of the decimal point. Negative values are enclosed in
parentheses by default. Zero
displays as a dollar sign and a hyphen.

Comma Style The Comma Style formats with a comma for every three digits on
the left side of the decimal point and displays two digits to the right
of the decimal point.

Date A serial number formatted as a date.
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Applying Number Formats (2 of 4)

Time A number formatted for time.

Percent Style The Percent Style formats a value as if it was multiplied by 100 and
with a percent symbol.

Fraction A number formatted as a fraction.

Scientific A number as a decimal fraction followed by a whole number exponent
of 10; for example, the number 12345 would display as 1.23E+04.

Text Treats data as text, even if it contains numbers.

Special A number with editing characters, such as the parentheses and
hyphen in a phone number, hyphen in a Zip Code+4, and the hyphens
in a Social Security number.

Custom Predefined customized number formats or special symbols to create
your own customized number format.
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Applying Number Formats (3 of 4)

A B C D E F
1 General 1234.567 Original Value 9171234567
2 Number 1234.57 Phone Number Format (917) 123-4567
3 |Currency $1,234.57
4 Accounting S 1,234.57 Original Value 102821234
5 fComma 1,234.57 Zip +4 Number Format 10282-1234
6 Percent 123457%

Pumn Education, Inc. © 2020
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Applying Number Formats (4 of 4)

Format Celis ? X

Number  Alignment Fomt Botrdet Fil Protection

Sategory: =
General Sample
Number
Currency
A(COUM’\Q :
Make changes here to Date !:p:.o T
create a new custom format Ve : :
Percentage General A
Fraction (]
Scientific 0.00
'Tﬂt ® #a)
S al = #2000
('Custom category }-—h
| »,#20_;[Redj(®, ##0)
# #9000 );(#,##0.00)
®,650.00_ ) (Red](»,#=0.00)
SO'“O_]; ‘sﬁ' ..q
Se =20 | [Red]iS* #=0) v
( Selected custom format 'L 7
Delete

Type the number format code, using one of the existing codes as a starting point.

Pearson Education, Inc. © 2020
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Managing Worksheets (1 of 2)

13 ]
14 Insert..,
@hortcm mem}—
15 - / B8 Delete
16 Rename
17
18 Move or Copy...
19 [Q] View Code
20 BZ Protect Sheet...
Renamed sheets | | 27 bor bel Tab Color N

29 reen par W

and colored tabs | | 22 a?tiiz kil no?n 4 ide lhsatt airew
>3
23 | worksheet
24 y -

Sheet Gah Select All Sheets

il bl October | Novemue
buttons

Pearson Education, Inc. © 2020
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Managing Worksheets (2 of 2)

Move or Copy

Move selected sheets
To book:

' Book6

X

Before sheet:

October
November
December
(move to end)

|

[] Create a copy

oK

Cancel

Narson £Aulen, C © 00
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Selecting Page Setup Options (1 of 5)

Auto&ntm ﬂ:‘ ‘ ) v Souvers Shop - Saved 10 Onelive -
_ Home Insen Page Layout Formulas Data Review View Help J Tell me what you want 1o do

é:] I Colors - S [{‘-_\3 [E [:n,—‘ @ L FIwith Atomatic *| Grdines  Hesdings i 4 & .&
Themes

f 4 -
{AFonts * Hoght Atomatic * /A Vew [ View
& 1 r— " ' Demng Send  Selection Algn

- Maegina Ovdertation  Sox Print Background Prent o - - HX o
@ ety - - . . Ases ~ Tdes o Sale s . LiPont L Pt Forward ~ Backward~  Pane
Themes Page Setup . S<ale to It . Sheet Option) fo Alrange

Pearson Education, Inc. © 2020
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Selecting Page Setup Options (2 of 5)

Page Setup ? X

Paqe_ Margine  HeadeyFooter  Sheet

Onentation
( Example of portrait orientation ' E @® Porprait AB O Landscape
Scaling Example of landscape oriemotiﬂ

[@ Adjustto: 100 5 % normal size

(Sm'i"g options for pr i"m") —LO Ftto: 1 % pagesjwideby | % tal

Faper sige: Letter
Print guality: 600 dpi

K3 K3

Figst page number:  Auto ‘

Preview how the worksheet will print

 pont.. Print Previesw | Qptions...

ox ;Cmcd

Pearson BEducation, nc. © 2020
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Selecting Page Setup Options (3 of 5)

Option 1o center worksheet
data between the margins

Paarsen Educaton, Inc. © 2000

@ Pearson

Page Setup

Left

Center on page
[ Horigontany
(] yerticaly

07 |

Page lMu—pu—ws Header/Footer  Sheet

Jop: Hepdern
0.7 % 03 %
Bight:
0.7 &
Bottom Footen:
0.75 5~ 0.3 =4
| Ellﬂt.-.

Print Previeyy Options..

[ ]

Cancel
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Selecting Page Setup Options (4 of 5)

Page Setup ? X

Hepder

{none) _—i}——{ Display list of preformatied headers ’
Gustom Header... | | Cystom Footer... { Creote o custom header or footer ’

Footer:

inone) EI

] Ditterent 0dd and even pages
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Previewing and Printing a Worksheet

- Backstage view—displays print options and the worksheet
In print preview mode

— You can specify the number of copies to print and
which printer

— You can specify what to print
= Print Active Sheets
= Print Entire Workbook
= Print Selection
= Specify which pages to print
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Copyright

This work is protected by United States copyright laws and is
provided solely for the use of instructors in teaching their
courses and assessing student learning. Dissemination or
sale of any part of this work (including on the World Wide
Web) will destroy the integrity of the work and is not
permitted. The work and materials from it should never be
made available to students except by instructors using the
accompanying text in their classes. All recipients of this work
are expected to abide by these restrictions and to honor the
intended pedagogical purposes and the needs of other
instructors who rely on these materials.
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