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About Shelley Fishel

Shelley Fishel has 18 years’” experience in helping people to get more from their computers. After working
for an IT training organization Shelley decided to ‘do her own thing’ when she realized the limitations

of delivering standard courses.

“Why waste time and money on training people in areas that are not relevant to them? It's common

sense to invest that time and effort on what they really need”

That was the ‘light bulb moment’ and the IT Training Surgery’s unique approach has resulted in a growing

business with a team of highly qualified IT trainers.

“If trainees get bored they forget most of what they learn. We like to offer a range of training approaches

to suit different people and, most of all; we aim to make training fun!”

Shelley and her team have worked hard to achieve accreditation by the Learning and Performance Institute

for the IT Training Surgery, as a recognized high quality provider of IT training,

To find out more about our training give us a call on 020 8203 1774 or visit our website

www.theittrainingsurgery.com
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About Excel 2016 Core Part One

This user guide will take you through all the things you need to know when using Excel at a simple level.
You will learn how to:

« Get around Excel 2016

o Add text and numbers to spreadsheets

o Use Autofill to copy formula and create series
« Create a basic formula

o Use Average Minimum and Maximum

«  Work with Worksheets

e And much more
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1 First things first

1.1 Starting Excel

Excel 2016 can be started from the Start Screen, the desktop or the Task Bar.

1.1.1 The Start Screen (Windows 8.1)

Figure 1 - Windows 8.1 start screen
Click or Tap (if you are using a touch screen) on the Excel Tile.

1.1.2 The Start Screen Windows 10

Figure 2 — Windows 10 start screen

Click or Tap (if you are using a touch screen) on the Excel Tile.
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Excel 2016 Core Part One First things first

1.1.3 The Desktop

Figure 3 - Desktop shortcuts
Click on the Desktop Icon to launch Excel 2016.

114 The Task Bar

Figure 4 - Taskbar shortcuts
Click on the Excel Icon on the Task bar to launch Excel 2016.

1.2 The Excel Window

The Excel Window is arranged with the title of the workbook along the very top edge, the Quick Access
Toolbar top left, the Minimize, Maximize and Restore icons top right and a grid in the middle, with

vertical and horizontal scroll bars.

The Quick Access

Toolbar

Figure 5 — The Excel window

13
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1.3 The Ribbon

The Ribbon sits across the top of the screen and is made up of several Tabs. Each Tab is arranged in

groups and each group consists of icons that go together.

1.3.1 The Home Ribbon

Figure 6 — The Home Ribbon

Here you will find the most common icons - all about formatting adding rows and columns, editing

and finding things.

1.3.2 The Insert Ribbon

Figure 7 — The Insert Ribbon

Add a Pivot Table, Pictures, Charts and Shapes here.

133 The Page Layout Ribbon

Figure 8 — The Page Layout Ribbon

Change the way the page is laid out using the icons on this Ribbon, Margins, Orientation and Scaling.

134 The Formulas Ribbon

Figure 9 - The Formulas Ribbon

The Formulas Ribbon has categories for all the formulas in Excel and this is where you will find Auditing

and Named Ranges.
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1.3.5 The Data Ribbon

Figure 10 - The Data Ribbon

If you want to Sort, Filter, Subtotal, analyze or bring data in from other sources - the Data Ribbon is

where you want to be.

1.3.6 The Review Ribbon

Figure 11 - The Review Ribbon

Here you can Spell check, Translate, add Comment and Review the workbook with others.

“I studied
English for 16 P
years but...
...I finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download
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1.3.7 The View Ribbon

Figure 12 - The View Ribbon
Change the way you are viewing the workbook here and customize what you are looking at.

14 Customizing the Quick Access toolbar

The Quick Access Toolbar is one of the most useful things in Excel. There is also a version of it for each

of the Office packages so you can apply this lesson to Word, Excel, PowerPoint and Outlook.
The Quick Access Toolbar is situated at the top left of the screen above the File menu. It holds shortcuts
that you use frequently. When you first load up Excel there are only a few icons on the Quick Access

Toolbar. You can customize the toolbar with the icons that you use most frequently.

The Quick Access Toolbar can be moved to sit below the Ribbon which then gives you plenty of space

to keep adding icons.

1.4.1 The Quick Access Toolbar at first

Figure 13 - New Quick Access Toolbar

Here is the Quick Access Toolbar when you first load up Excel. The only icons are

o Save
« Undo
« Redo

o Touch - this changes the Ribbon giving more space between icons for use with a touch device
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14.2 Adding Icons to the Quick Access Toolbar

Figure 14 - Add icons to the Quick Access Toolbar

Click the drop down arrow on the right of the Quick Access Toolbar and select from the list of frequently

used icons. Whatever you select will be added to the toolbar.

o If you would like the Quick Access Toolbar to be shown below the Ribbon pick this option

o For more shortcuts click More Commands

143 Add an Icon with Right Click

Figure 15 - Add icon with Right Click

When you find an icon that you use all the time, you can save yourself a little time by adding it to the

Quick Access Toolbar using the Right Mouse button.
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144 More Commands

Figure 16 — Find more commands

There are hundreds of icons in Excel that can be added to the Quick Access Toolbar. As we all work

differently we will have different requirements.

« Click the Drop down to the right of the Quick Access Toolbar
o Select More Commands

» Now you can choose from the different selections of icons available.

1. Here is a drop down list of different categories of icons, have a look through what is available.

2. The column on the Left shows the available icons in the category displayed — double click an
icon to move it across to the Right hand column

3. The column on the Right shows the icons currently on the Quick Access Toolbar

4. You can move the icons up and down the order with these spinners

5. Click OK when you are done
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1.4.5 Show below the Ribbon

Figure 17 - Show the Quick Access Toolbar below the Ribbon

Here I have clicked Show Below the Ribbon and added the New document icon and the Print Icon.

1.4.6 Remove an icon from the Quick Access Toolbar

Figure 18 - Remove icon from Quick Access toolbar

If it is one of the frequent Icons, you can remove the tick from the drop down list and the icon will be gone.

1.4.7 Right Click to remove an Icon

Figure 19 - Remove an icon with a right click

Just like adding, you can also right click to remove an icon from the Quick Access Toolbar.
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1.4.8 Use More Commands to Remove an Icon

Figure 20 - Remove via more commands

1. Select the icon you wish to remove in the right hand column
2. Click Remove
3. Click Ok

DENMARK
IS HIRING

Mireia Marre, In Denmark you can find great engineering jobs and

Advanced Engineer from Spain.  develop yourself professionally. Especially in the wind
Working in the wind industry — sector you can learn from the best people in the indu-
in Denmarkesince 2010. gy, qnd advance your career in a stable job market.”
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1.5 Customizing the Ribbon

In Excel 2016 it is now possible to customize the Ribbon itself. This means you can have a whole ribbon

tab with your own icons and groups of icons, or you can just change one of the pre-set Ribbon tabs to suit.

1.5.1 Customize the Ribbon

1. Click File
2. Click Options
3. Click customize the Ribbon

Figure 21 - Excel Options

Figure 22 - Customize Ribbon Options

You now have two columns, on the left are the available icons that can be added to the Ribbon (1)

On the right are the different Ribbon tabs (2) and groups of icons (3).

You can choose commands from the list of Popular Commands or from one of the other drop down options.
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1.5.2 Create A New Group On an Existing Ribbon Tab

Figure 23 - Create a new group of icons

1. Click on the Ribbon you wish to customize
2. Click New Group
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153 Rename the new group

Figure 24 - Rename a group of icons

. Select the New Group (Custom)

. Click on Rename

. Type in your new name
. Click OK
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30 desktop.
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1.54 Add Icons to The New Group

Figure 25 - Add more icons
1. Click on the icon you want to add from the list on the left
2. Click Add
3. The icons now appear in the group you selected

When you have finished adding icons, click OK to go back into Excel.

1.5.5 See The Group On the Ribbon

Figure 26 - See the new group on the Ribbon

My new group Columns and Rows is now on the far right of the Home Ribbon.

This means that you can customize one or two Ribbon Tabs with your favorite icons and then they are

always there at your fingertips.
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1.5.6 Create a new Ribbon Tab

/

Figure 27 - Create a new Ribbon tab
If you wish to create a brand new Ribbon Tab rather than modify an existing one, click New Tab.

1.5.7 Rename the Tab

Figure 28 - Rename the tab

Click on the New Tab (Custom)

Click on Rename
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158 Type a Name for The New Ribbon

Figure 29 - Type in the name
Type in the name
Click OK

Then rename the New Group (Custom) as above

1.5.9 Now Add Icons to The New Ribbon and Group

Figure 30 - Build tab up with icons

Find the icons you want and add them to the group you renamed - I am adding my favorite Sorting

and Subtotal features.
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1.5.10  See your new Ribbon

Figure 31 - Here is the new Ribbon tab

Here is my new Ribbon.

1.5.11  Moving Tabs around

Figure 32 - You can move the ribbon tabs around to suit you

1. Click on the Ribbon you wish to move
2. Click the Move Up button or the Move Down Button
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1.5.12 Remove a tab

Figure 33 - Remove a tab

1. Click on the tab you wish to remove
2. Click Remove

DUKE

= THE FUQUA
SCHOOL
OF BUSINESS

L, 1B

Learn More »
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1.6 Using Zoom

When working with a large worksheet, you may not be able to see everything on your screen. This is
because when maximized to 100% many worksheets are larger than the screen. To view more or less of

the detail you need to use the Zoom tools.

1.6.1 Zoom Slider

Figure 34 - Zoom slider

The Zoom slider sits at the bottom right of the screen. To change the magnification drag the slider right

to enlarge and left to reduce. You can also click on the plus and minus signs.

1.6.2 Show the Zoom dialogue box

Figure 35 - Zoom dialogue

Click on the 100% which is in the bottom right corner

The Zoom box will appear where you can change the magnification or fit selection.

29
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1.6.3 Use the Zoom group on the View Ribbon

P Y |

tlf‘*ﬁ- ;_En !_{‘—gyi
Zoom 100% Zoomto
Selection

Zoom

Figure 36 - The Zoom group

Zoom - this opens up the Zoom dialogue box
100% - returns the worksheet to 100% magnification if you have changed it

Zoom to Selection — this will zoom the current selection in view

1.7 Assigning shortcut keys using The Alt Key

Office 2013 including Excel 2016 comes with built in keyboard shortcuts that you access via the Alt Key.
Press the Alt Key and some letters and numbers pop up on screen. Now press those letters and numbers

in sequence and you have a keyboard shortcut.

However, if you wish to create your own keyboard shortcut you can add your shortcut to the Quick Access

toolbar and then when you hit Alt,a number appears — hey presto you just customized a keyboard shortcut.

1.7.1 Add Your Icon to The Quick Access Toolbar

Figure 37 - Add to Quick Access Toolbar
Right click and then click on Add to Quick Access Toolbar.

1.7.2 Here is my Quick Access Toolbar

Figure 38 — New additions are added to the right

My new addition shows up on the far right in position number 8.
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1.7.3 Press Alt

Figure 39 - Use the Alt key to get the visual shortcuts

When I press the Alt Key - the numbers which indicate the position of the icon on the Quick Access
Toolbar appear.

Now to use my Subtotal icon I just press 8.

So Alt + 8 is my new keyboard shortcut for Subtotals.

Alt + 1 would be Save, Alt +2 would be Undo etc.
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1.7.4 Change the order

Figure 40 - Change the order of the icons

Click File
Click Options
Click customize the Quick Access Toolbar

In the list on the right, select the icon you wish to move up or down

ok » D

Click on the Move Up or Move Down arrows to change the position

1.8 Adding values to workbook properties

Workbook Properties allow you to add information about the Workbooks. Add an Author, a Title, Tag

the workbook so that it can be found easily.

1.8.1 Where do | find Properties?

Figure 41 - The Workbook Properties

Click on File and then see Info

Properties are on the right
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1.8.2 Add an Author

N -\..n.l. |-
413

Last Printed 25/02/20 49

Related People

Manager

Shelley Fishel

mecife the Fmana
L= S ] i riarta

nacger

m

Author

Shelley Fishel

Helen]| B EE

Last Modified By

Figure 42 - Adding an Author

You can type the name of another person to have them the Author or you could pick them from a list
in the address book.

Properties will show you when the document was first created, last printed or modified and who the
Author is.

1.8.3 Advanced Properties

Figure 43 - Show advanced properties
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1.9

The Advanced Properties Dialogue box

/ Complete the fields to add

information that will help find
the workbook.

Figure 44 - Fill in the box in Advanced Properties
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2 Saving

2.1 Saving a Workbook for the First Time

There are several ways to save your work in Excel 2016. The icon on The Quick Access Toolbar, The File

Menu and the Keyboard.

2.1.1 Saving your workbook for the first time

When you save the workbook for the first time, you will be prompted for the location you wish to save

in and for the name of the workbook.

2.1.2 Save a Workbook Quick Access Toolbar Method

Figure 45 - The Save icon

Figure 46 — Choose save location

In Excel 2016 you will see a list of all the available locations that you can save to. Whether they are

Online locations or locations on your PC.
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Click the Save Icon on the Quick Access Toolbar
Then navigate to the folder you wish to save in
Type a name for the workbook

Click Save

L e

2.13 Save using the Keyboard

Press Control + S

This keyboard shortcut will save the workbook just like clicking on the icon. You will be prompted in

the same way.

214 Saving with File As

Figure 47 - Save as - use this to choose a different location or save a copy

Click File

Click Save As

Click This PC

Select the folder from the list on the right

AN

If you cannot see the folder you want to use, you can click Browse to navigate to the one
you want

6. Type a name for the workbook

7. Click Save

2.2 Saving Your Workbook Once It Has A Name

When you save a workbook that has already been saved before, all you are saving is any work you have

added to it, since it was last saved.
You can use any of the Save options to save your work. Use the Save Icon, Control + S or File -Save As.

If you want to save a copy of your workbook in another location, then you will need to use File and Save

As so that you can pick the folder where you wish to save the workbook.
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23 Save as different file formats

Most of the time, you’ll probably want to save your workbooks in the current file format (.xlsx). Although
sometimes you might need to save your spreadsheet as a PDF, a text file or an XPS file. Bear in mind
that if you save your spreadsheet in another format, some data and features might not be supported and

so will not be saved.

If you need to save your work in a format that an older version of Excel can open, then any features

which are new in Excel 2016 may not be available in the older version.

2.3.1 Save As

1. Click File
2. Click Save As

3. Navigate to the folder location you wish to save in
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23.2 Decide On the Type of File

Figure 48 - Select the file type

Click Save as type

Select the type of file you wish to create
Type a name for your file

Click Save

L .

24 Saving Files to remote locations

Office 2016 is a standalone product and also part of Office 365. You can save your files to different

locations apart from your local computer or your workplace network.
Office 365 comes with Onedrive for Business and Sharepoint. If you are using a stand-alone version of
Office and you have a Windows Live or Microsoft Account you also have a personal One Drive storage

location in the cloud.

2.4.1 Save to OneDrive

Figure 49 - Save to OneDrive
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24.2

243

M

Ll

Click File

Click Save As

Select the OneDrive

Then select the folder to save in

Name and save

Save to SharePoint

Figure 50 - Save to SharePoint

Click File
Click Save As
Click on the SharePoint icon with the organization’s name

Select the folder to store in from the recent folder or click Browse to find the folder to save in

Save To Your Personal Folder on The SharePoint Site

Figure 51 - Save to your personal folder — OneDrive for Business
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Excel 2016 Core Part One Saving

Click on File and then Saved as
Then select the OneDrive@theittrainingsurgery folder with your name in my case

shelley.fishel@theittrainingsurgery.com

Then navigate to the folder you wish to save in.

25 Maintaining backward compatibility

When newer versions of Office programs come out, there is new functionality which is not available
in the older versions. Specifically, if you are working with someone who is still using Office 2003 then
you will have issues as the file format changed with Office 2007 which is the release after 2003. In later
versions new features keep being added so it becomes necessary to save the workbook in a 2003 friendly

way. This is called Compatibility Mode.

You can set your workbooks to be saved in this mode all the time - beware though you will lose
functionality. Or you can save workbooks individually if you know you need to send them to someone

with the older version.

v---vv-------v---v---vv--vv--vv--vvv--vv--ov--vv--vv--vvv--vv-cv---o--coAlcateluLUcent @
www.alcatel-lucent.com/careers

l"

o

One generation’s transformation is the next’s status quo.

In the near future, people may soon think it's strange that
devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift".
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Excel 2016 Core Part One Saving

2.5.1 Compatibility Mode

Figure 52 - Keep compatibility with older versions

When you have a file that has been saved in compatibility mode it will tell you at the top of the screen.

252 To save in Compatibility Mode

Figure 53 - Save in compatibility mode - choose Excel 97-2003

Click File

Click Save As

Navigate to the folder you wish to save in

Type a name for your file

Change the Save as type to Excel 97-2003 workbook
Click Save

A A o
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253 Save all files in Compatibility Mode

Figure 54 - Select the file type for all files

Click File

Click Options

Click on Save

Change the Save files in this format box to Excel 97-2003
Click OK

M

Whenever you save a workbook it will be saved in Compatibility Mode once you change this setting.

254 Convert an Excel 97-2003 file to a later version

Figure 55 - Convert to latest version
If your file is in Compatibility Mode, you will see the Convert button in the Backstage View.

1. Click File
2. Click Convert

Note the explanatory text that mentions that the file will be converted and that this may result in

layout changes.
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Excel 2016 Core Part One Backstage view

3 Backstage view

3.1 The Backstage View

The backstage view is the menu that shows up on the left of the screen when you click on the File menu. This

is where you will find shortcuts for Information about the current file, Save shortcuts, Options and more.

3.1.1 The Backstage View - Showing the Info Panel

Figure 56 - Backstage in Excel 2016

/
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Click on the File Menu
You are now in the Backstage View - in the image above, you can see the Info screen showing:

o Protect Workbook — Control what people can change and what they cannot change when
you send them your workbook

o Check for Issues — Check if there is anything in the workbook that will stop it performing at
its best and check for compatibility issues here

o Mange Workbook - recover unsaved versions of the workbook, check the workbook in or
out if you are working with a shared file.

« Browser View Options — control how your workbook will behave when displayed in a
browser on a SharePoint site

o Properties - set the Properties for the workbook, such as Author, or see when it was created
and edited

3.2 Excel Options

To make changes to many of Excel’s options you will need to get into the Options panel. Here you

can change:

General Options - default font, what you can see etc

Formulas — how Excel calculates and other things pertaining to how Formulas work
Proofing - Auto Correct Options and what Spell Check should look out for

Save - the file format to save in, where auto saves are kept, how Auto recover works
Language - set the language here

Advanced - Editing options, more options than there is room for here!

Customize Ribbon - here you can customize the Ribbon and create new Ribbon Tabs.
Quick Access Toolbar - customize the Quick Access toolbar here

Add Ins - View and Manage Add Ins - extra programs that compliment Excel

Trust Center — control privacy settings
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4 Share the workbook with others

When working in a team or collaborative environment, you will inevitably wish to share your workbook

with others in some way.

You can:
o Share with People
o Email

o Present Online

Figure 57 - Share your work with others

4.1 Share with People

Sharing with others within your organisation and who are using Office 365 can be done in two ways,

from the File - Share menu or direct from within the workbook itself.

4.2 Share with People via File Menu

Figure 58 - Invite others to your workbook
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Excel 2016 Core Part One Share the workbook with others

1. Click the File menu

2. Click on Share with People

3. Click the Share with People button

4. The share pane opens on the right of the spreadsheet

/ Type the email address of

the person or people to
share with and add a
message. Then click send.

Figure 59 - Type the email address to share with

> Apply now
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4.3 Share with People from within the workbook

Click the Share icon at the top right of the screen

Figure 60 - Invite from within

The Share Pane will open - fill in as in the instructions above.

4.4 Share Via Email

When working in Excel you may need to share your workbook with someone who is not on your team,
a client or a colleague. In this instance you may wish to email the workbook/spreadsheet or send it for

shared review. You might also wish to Present it on line or invite others to share it with you.

441 Share Via Email

Figure 61 - Share via email — choose to send as attachment or to share the workbook on line
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4.5

L e

Click the File Menu
Click Share
Select Email

Then decide which option you wish to use

Send as Attachment - starts up Outlook and attaches the workbook to a new email message
Send a Link - starts up Outlook and puts a link to the file in the body of the message

Send as PDF - you can send your workbook as a PDF even without a pdf program on your
machine, so pick this one if that is the case for you

Send as XPS - XPS is a document file format that allows you to save your documents/
spreadsheets electronically and once saved, you cannot edit them - just like once you have
printed a piece of paper you cannot change what is printed. You can send your spreadsheet
as an XPS file. The person who receives it will need an XPS viewer to be able to

read the document

Send as Internet Fax — you can send your document via Internet Fax — however you will

need a Fax Service Provider to do so

Open a Shared Workbook

When you receive an email telling you that a colleague has shared a workbook with you, you will want

to open it. There will be a link in the email. When you click on the li