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The	diagonal	lines	are	instruments	used	to	separate	the	headers	representing	different	columns	from	each	other.	Unlike	Microsoft	Excel,	there	is	no	integrated	function	for	creating	diagonal	lines	in	Google	sheets.	Therefore,	we	will	improvise	on	some	ways	to	insert	diagonal	lines	in	the	cells.	There	are	three	known	methods	used	to	insert	diagonals
into	the	cells	and	each	method	would	be	explained	in	detail	to	improve	understanding.	The	sample	worksheet	below	has	no	headers	To	indicate	the	data	set	in	column	A	to	column	M.	We	would	insert	the	diagonals	in	A1	to	separate	the	headers	of	each	data	set.	Method	1:	Insert	a	diagonal	line	using	the	tilt	function.	This	function	is	used	when	you
want	to	split	your	cell	into	two	parts.	For	example,	if	a	cell	contains	two	headers	or	titles	and	you	want	to	separate	them	to	represent	the	respective	columns,	the	tilt	function	is	used.	Step	1:	Select	the	row	you	want	to	dissect.	Step	2:	Press	Alt	+	Enter	simultaneously	On	the	keyboard.	This	causes	a	break	in	the	line	between	the	two	headers.	Step	3:
Type	multiple	lines	of	the	dashboard.	Step	4:	Press	Alt	+	Enter	new	:	Select	cell	A1.Step	7:	Click	the	format	on	the	toolbar.	Go	8:	Click	Rotation.	Pass	9:	You	can	click	the	inclination	option	upward	or	inclination,	depending	on	the	direction	you	want	the	diagonal	to	do.	10:	Click	Inclined	and	produce	results	as	shown	below.	Alternative:	You	have	to
follow	the	previous	step	6,	then	start	7	from	Herestep	7:	click	the	three	horizontally	arranged	points	on	the	toolbar	8:	you	can	click	The	cell	rotation	icon	on	the	toolbar.	Styles	9:	You	can	select	the	inclination	option	towardso	tille	down	or	click	on	the	icon	of	grade	to	select	the	angle	of	inclination	and	the	direction	in	which	you	want	to	face	the
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adrauG	.teehstramS	ni	elaer	opmet	ni	oroval	led	enoitseg	al	noc	issecorp	e	ittegorp	,maet	out	li	etnemecaciffe	¹Ãip	eritseg	ioup	emoc	eredev	rep	omed	al	adrauG	oteehsdaerpS	id	erotadnof-oC	,nnamgnaL	over	400	functions,	Excel	is	more	or	less	the	most	comprehensive	spreadsheet	option	when	it	comes	to	pure	calculations.	It	also	has	strong
visualization	abilities,	including	Ã	Âconditional	formatting,	Pivot	Tables,	SmartArt,	graphs,	and	charts.	Home	and	business	users	alike	can	create	powerful	spreadsheets	and	reports	to	track	data	and	inform	their	decisions.	One	powerful	Excel	feature	is	Macro,	little	scripts	and	recordings	you	can	create	to	make	the	program	perform	different	actions
automatically.	While	no	other	spreadsheet	program	has	this	type	of	feature,	it	is	complex	and	can	pose	difficulty	for	beginners.	Excel	also	has	close	tie-ins	with	Microsoft	Access,	a	database	program,	which	can	add	power.	In	general,	Excel	integrates	best	with	databases	and	any	dataset	requiring	many	calculations	per	workbook.	When	you	first	open
Excel	in	Office	365	or	a	newer	version	of	Microsoft	Office,	you¢ÃÂÂll	see	a	basic	screen.	Here	are	the	key	features	in	this	view:	A.Ã	ÂBasic	App	Functions:	From	left	to	right	along	this	top	green	banner	you¢ÃÂÂll	find	icons	to:	reopen	the	Create	a	Workbook	page;	save	your	work;	undo	the	last	action	performed	and	display	which	actions	were
recorded;	redo	a	step	that¢ÃÂÂs	been	undone;	select	which	tools	appear	below.	B.	Ribbon:This	grey	area	is	called	the	Ribbon,	and	contains	tools	for	entering,	manipulating,	and	visualizing	data.	There	are	also	tabs	that	focus	on	specific	features.	Home	is	selected	by	default;	click	on	the	Insert,	Page	Layout,	Formulas,	Data,	Review,	or	View	tab	to
reveal	a	set	of	tools	unique	to	each	tab.	We¢ÃÂÂll	cover	this	more	in	the	¢ÃÂÂNavigating	the	Ribbon¢ÃÂÂ	section	later	on.	C.	Spreadsheet	Work	Area:	By	default	the	work	area	is	a	grid.	Along	the	top	are	column	headers	A	through	Z	(and	beyond),	and	along	the	left	side	are	numbered	row	headers.	Each	rectangle	in	the	spreadsheet	is	called	a	cell,
and	they	are	each	named	according	to	their	column	letter	and	row	number.	For	assets	allen	ilgof	isrevid	id	itad	i	ehc	iton	iS	.isem	21	olos	etnenetnoc	osrevid	onna	nu	adehcs	ingo	eredner	ioup	,elatnozziro	ni	odnerrocs	e	oilgof	nu	onouges	is	iuc	ni	onna	olognis	ingo	erenetnam	id	ecevnI	.aseps	id	opit	nu	¨Ã	agir	ingo	e	annoloc	anu	¨Ã	esem	ingo	iuc	ni
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allec	anu	,"O"	otacrec	iah	es	,oipmese	dA	.attase	atitrap	anu	eresse	eved	noN	.erolav	leuq	itnenetnoc	ellec	el	ettut	eraiznedive	rep	eravort	aredised	is	ehc	erolav	li	etnemecilpmes	atigid	:acrecir	id	arraB	.E	.etlov	¹Ãip	elumrof	ertla	a	otnemirefir	eraf	onossop	elumrof	eL	.1	+	3A	=	4A	noc	)2A	+	1A(	3A	id	alumrof	al	alipmi	©Ãhcrep	,4	a	elaugu	ebberas	,1
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alumrof	alled	arrab	al	am	,"3"	ebberertsom	oroval	id	oilgof	out	len	3A	allec	al	arolla	,2A	+	1A	a	elaviuqe	ehc	3A	ni	alumrof	anu	aerc	is	eS	.2	=	2A	e	1	=	1A	a	omaicid	,oipmese	dA	.allec	allen	¨Ã	ehc	olleuq	ad	osrevid	¨Ã	alumrof	id	arrab	allen	idev	ehc	²Ãic	iuc	ni	isac	onos	iC	.alumrof	id	arrab	allen	ehcna		Ãrirappa	allec	anu	ni	artne	is	ehc	ecilpmes	otset	lI
.alumrof	id	arrab	allen		Ãrirappa	"1"	,erolav	nu	emoc	1Å	¬â	¢Ã	otiresni	otats	¨Ã	1A	allec	allen	eS	.etaiznedive	ellec	id	ammag	anu	o	allec	alognis	anu	ni	etunetnoc	inoizamrofni	el	artsom	alumrof	id	arrab	al	:alumrof	id	arraB	.D	.3A	¨Ã	iuq	atanoizeles	allec	aL	eratrop	eratrop	itsertop	,2oilgof	e	1oilgof	,ilgof	eud	iah	es	,oipmese	dA	.elumrof	el	rep
itaiznerefer	eresse	onossop	oroval	id		Ãrednerp	onucsaic	e	,ellec	id	ammag	aretni'nu	eraiznedive	elibissop	idniuq	¨Ã	,otamroF	us	cilc	eraf	e	allec	anu	anoizeles	is	odnauQ	.atanoizeles	allec	anu	id	enoizattamrof	alla	otagel	¨Ã	ehc	²Ãic	ottut	aipoc	tamroF	ollennep	lI	.allec	allen	otartsom	elanif	erolav	li	acilpud	,ataipoc	allec	anu	id	alumrof	al	eracilpud	id
ecevni	ehc	odom	ni	,olos	irolav	emoc	otaipoc	iah	ehc	²Ãic	erallocni	ehcna	iouP	.enigammi'nu	emoc	otaipoc	iah	ehc	²Ãic	erallocni	elibissop	Ã	.etsaP	anoci'lla	otnacca	¹Ãig	aiccerf	allus	cilc	odnecaf	itseuq	a	eredecca	elibissop	¨Ã	:oiggallocni	id	inoizpo	id	azzehccir	anu	ah	lecxE	,aivattuT	.otamrof	li	e	alumrof	al	,erolav	li	oserpmoc	ottut	eneitnam	ereneg	ni	e
,atanoizeles	allec	allen	draobpilc	len	asoc	isaislauq	erallocni	²Ãup	allocnI	otnemurts	oL	.olracilpud	ehc	otsottuip	enoizanitsed	avoun	anu	a	ellec	elled	enoizeles	al	atsops	tuC	otnemurts	oL	.otnemucod	ortla	nu	ni	enigammi	emoc	iaresu	ehc	oloclac	id	oilgof	led	aera'nu	eraipoc	o	,ellec	id	oppurg	nu	o	atanoizeles	allec	anu	eraipoc	²Ãup	aipoC	otnemurts	oL
.oloclac	id	oilgof	len	otamrof	id	ilits	ilg	e	itad	i	etnemadipar	eracilpud	rep	itnemurts	itseuq	erazzilitU	:itnemurts	allocni	e	aipoC	.A	.ongosib	erpmes	eterva	ehc	icilpmes	elumrof	enucla	da	emeisni	,oilgof	led	ottepsa'l	e	enoizattamrof	al	ecsitseg	is	evod	¨Ã	emoH	adehcs	aL	.ericsu	o	eridnargni	rep	artsed	a	o	artsinis	a	erosruc	li	anicsarT	.ollevil-mooz	o
alacs	rep	¨Ã	osse	id	us	â+â	e	â-â	li	noc	erosruc	lI	.inoizatsetni	eregnuigga	id	enoizpo'l	noc	,otapmats	odnauq	ebberas	emoc	a	onailgimossa	ehc	enigap	ni	oroval	id	oilgof	li	edivid	ehc	,anigap	id	tuoyaL	¨Ã	artsed	anoci'l	e	,arpos	enigammi'llen	erappa	emoc	oroval	id	oilgof	li	artsom	ehc	elamroN	¨Ã	artsinis	id	anoci'L	:	Ãtilibisiv	id	inoizpO	.G	.itad	i
eraudividni	id	amirp	otnemirefir	id	etnedecerp	oilgof	li	amaihc	ovitamalcse	oihcram	lI	.â1A!2teehS=â	:1A	ni	alumrof	atseuq	ecsiresni	is	,2teehS	ni	1A	elaugu	rep	1teehS	ni	1A	allec	al	ehc	aredised	is	eS	.1teehS	ni	itad	original	cell	formatting,	without	changing	their	values.	B.	Visual	formatting	tools:	many	of	these	tools	are	similar	to	those	found	in
Microsoft	Word.	You	can	use	use	Tools	to	change	the	character,	size	and	color	of	the	words	digit,	and	make	them	bold,	Italian,	or	underlined.	It	also	has	a	pair	of	leafy-specific	formatting	options.	It	is	possible	to	choose	which	sides	of	the	cell	to	obtain	additional	edges,	and	their	style	and	thickness.	It	is	also	possible	to	change	the	highlight	of	the	entire
cell.	This	is	useful	for	creating	captivating	edges	visually	or	differentiating	lines	or	columns	on	large	sheets,	or	to	highlight	a	particular	cell	that	you	want	to	accentuate.	C.	Position	formatting	tools:	Align	the	data	of	the	cells	at	the	top,	below	or	in	the	middle	of	the	cell.	There	is	also	an	option	for	the	insertion	of	the	displayed	values,	which	can
facilitate	reading.	The	lower	line	has	family	options	for	left,	central	and	right	alignment.	There	are	also	the	right	and	left	buttons.	D.	Multi-cell	formatting	features:	This	section	contains	two	very	important	functions	that	solve	common	problems	for	new	Excel	users.	The	first	is	the	text	of	the	envelope.	Normally,	when	entering	the	text	in	a	cell	that
extends	beyond	the	size	of	the	cell,	it	is	poured	into	the	next	cell.	For	example,	if	you	type	"cooked	objects"	in	A1,	some	of	the	words	"the	enemies"	are	poured	into	B1.	Then,	if	you	type	in	B1,	it	covers	all	the	characters	of	A1	that	extended	to	B1.	The	extra	text	of	cell	A1	still	exists,	but	now	it	is	hidden.	If	you	do	not	want	to	expand	the	cells,	click	the
icon	of	the	icon	of	the	envelope	on	A1	-	this	is	divided	"budget	objects"	into	two	stacked	lines	instead	of	one	inside	A1.	This	makes	the	whole	line	higher	to	host	the	content.	Now,	typing	in	B1	do	not	cover	the	existing	text.	The	other	tool	in	this	section	is	Merge	and	Center.	There	are	instances	when	you	can	want	to	combine	different	cells	and	make
them	act	like	a	long	cell.	For	example,	you	could	An	header	for	an	entire	table	to	be	clear	and	easy	to	read.	Select	all	the	cells	you	want	to	combine,	click	UNIVE,	then	type	the	header	and	format	it.	Even	if	the	default	default	al	:annoloc	alled	enoizattamrof	e	gnidloH	.3A	e	2A	,1A	ni	artne	is	ehc	²Ãic	a	esab	ni		Ãreibmac	ehc	,ovitagen	oremun	nu	=	ossor
e	ovitisop	oremun	nu	=	neerG	iuc	ni	ovisiv	otnemirefir	odipar	nu	iah	arO	¬â	¢Ã¢Ã.deR	4A	aiznedive	idniuq	,0<	4A	es"	ecid	ehc	aloger	artla'nu	eregnuigga	itsertop	,idniuQ	."neerG	4A	eraiznedive	idniuq	,0	>4A	es"	ecid	ehc	aloger	anu	noc	4A	us	enoizattamrof	al	eranoizisop	itsertoP	.ellec	ert	etseuq	id	ammos	al	eneited	4A	e	3A	a	1A	ni	itad	noc	annoloc
anu	iah	ehc	omaicid	,oipmese	dA	.ecilpmes	acigol	anu	noc	etaerc	onognev	ehc	,ilanoizidnoc	eloger	el	onos	etnatropmi	¹Ãip	asoc	aL	.ehgir	esrevid	id	eroloc	led	acifidom	al	o	otnematelpmoc	li	o	otats	ol	eratneserppar	rep	evisiv	enoci	ilitu	eriresni	emoc	,inoizpo	id	ammag	anu	ad	eranoizeles	rep	asecsid	a	unem	li	erazzilitU	.asselpmoc	¹Ãip'	op	nu	¨Ã
elanoizidnoc	enoizattamrof	aL	.enoizattamrof	al	erazzidradnats	rep	elits	onu	ilgecs	e	itad	id	ammag	al	anoizeleS	.)etaiznedive	enoizatsetni	id	errab	e	itanretla	agir	id	iroloc	noc	,oipmese	da(	ellebat	el	erazzilanosrep	o	inoizatsopmierp	i	erazzilitu	id	onotnesnoc	allec	id	ilits	e	allebat	emoc	otamrof	:oilgof	led	o	allebat	alled	enoizattamroF	.F	.odom	ossets
olla	onitropmoc	is	airogetac	anu	ni	itad	i	ittut	ehc	¬Ãs	raf	rep	ennoloc	eretni	us	itnemurts	itseuq	erazzilitu	elibissop	¨Ã	ossepS	.)ehciremun	ezneuqes	"XXXX-XXX	)XXX"	enoizattamrof	al	odnegnuigga	o	iseap	ied	etulav	esrevid(	ilaiceps	osu'd	isac	¹Ãip	erenetto	rep	asecsid	a	unem	lad	iremun	id	itamrof	¹Ãip	eranoizeles	elibissop	¨Ã	am	,esab	id	otamrof	id
inoizpo	el	onos	etseuQ	.atad	ad	inoizpo	,¬â	¢Ã%05"	ni	½Â	o	5.	arig	elautnecrep	al	e	,"00,0	$"	otamrof	nu	ni	inoizeles	ehc	²Ãic	ottut	anoizisop	atulav	al	,oipmese	dA	.iremun	ied	enoizattamrof	al	rep	inoizpo	ah	asecsid	a	unem	nu	:iremun	us	otasab	otamrof	ni	inoizatsopmI	.E	.etnenamrep	non	e	enoisuf	id	inoizpo	esrevid	eranoizeles	rep	asecsid	a	aiccerf
allus	cilc	etnemecilpmes	iaf	,otset	lus	otartnec	¨Ã	inoizatsetni	el	©ÃhcreP	Inserting	-Dawn	Menu	puts	cells,	lines	or	columns	before	or	after	a	selected	area	on	the	sheet	and	eliminate	the	removes.	The	descent	of	the	format	allows	you	to	change	the	height	of	the	lines	and	the	width	of	the	columns.	It	also	has	options	for	for	i	eredner	rep	elovehgeip
ehgir	eredulcni	onossoP	.allebat	aut	al	etnemadipar	eriurtsoc	rep	elranicsart	e	elranidro	,eredulcni	rep	ennoloc	el	eranoizeles	a	atuia	it	ehc	,elbaTtoviP	id	erotturtsoC	li	aicnal	ossecorp	otseuq	osrevarttA	.avisiv	enoizacilppa	id	allebat	anu	etnemadipar	erareneg	elibissop	¨Ã	,elbaTtoviP	us	odnaccilc	e	itad	id	ehgir	eud	onemla	odnanoizeleS	.inoisulcnoc
errart	e	eznednet	el	erazzilana	,itad	iout	i	ittut	erazzilausiv	rep	odipar	odom	nu	â,stroperâ	emoc	selbaTtoviP	a	asneP	.lecxE	enoiznuf	etnatropmi'nu	,selbaTtoviP	onallortnoc	itnemurts	itseuQ	.A	.iroloc	e	otset	ertlo	onnav	ehc	lecxE	id	oroval	id	alletrac	alla	artxe	itnemele	eregnuigga	rep	icsiresnI	adehcs	al	erazzilitU	.ongosib	iah	iuc	id	itad	i	olos	eicifrepus
al	onatuia	oiggartlif	li	e	enoizeles	aL	.anoci	o	eroloc	rep	eranidro	ehcna	²ÃuP	.otla	¹Ãip	a	ossab	¹Ãip	ad	iremun	itnenetnoc	ellec	el	e	,Z	a	A	ad	otset	itnenetnoc	ellec	el	anidro	otnemurts	otseuq	,esab	id	ollevil	A	.enidro	elauq	ni	e	,erazzilausiv	asoc	ereilgecs	id	onotnesnoc	itnemurts	irtliF	&	anidrO	.allec	alled	enoizattamrof	al	erallecnac	id	etnemecilpmes	o
,erolav	li	erallecnac	id	etnesnoc	allecnaC	etnaslup	lI	.aiv	¬Ãsoc	e	,2B+2A	a	elaugu	¨Ã	avisseccus	al	,1B+1A	a	elaugu	¨Ã	allec	amirp	al	eS	.allec	avoun	ingo	rep	avitaler	enoizisop	aus	al	oloclacir	,alumrof	anu	eneitnoc	eS	.etlov	¹Ãip	e	¹Ãip	erolav	li	aipoc	etnemecilpmes	lliF	,erolav	nu	eneitnoc	allec	al	eS	.iouv	ellec	¹Ãip	etnauq	rep	enoizerid	isaislauq	ni
ilrednetse	e	allec	anu	id	otunetnoc	li	erednerp	rep	ipmeiR	erazzilitU	.itanoizeles	iremun	id	oremun	li	o	ominim	li	,omissam	li	erazzilausiv	,aidem	al	eraloclac	rep	enoiznuf	al	eracifidom	rep	asecsid	a	unem	li	erazzilitu	elibissop	Ã	.otanoizeles	itad	id	otnup	omitlu'lled	artsed	a	etnematterid	o	ottos	iuq	oirporp	atautis	allec	allen	ammos	al	eriresni	id	e	ellec
id	aicsaf	anu	eranoizeles	id	etnesnoc	ehc	,muSotuA	¨Ã'c	,artsinis	a	otla'llad	eritrap	A	:itnemurtS	eiraV	.H	.inoizes	enucla	gnidihnu	e	interactive	and	incomplete.	There	is	also	a	button	for	recommended	pivottables,	which	can	help	when	you	don't	know	where	to	start.	The	table	builds	a	simple	table	that	includes	any	number	of	selected	columns.	Rather
rather	placing	the	table	elsewhere	on	the	worksheet,	it	turns	the	data	into	a	table	on	the	spot,	and	applies	customizable	color	formatting.	B.	This	section	lets	you	insert	visual	elements,	like	picture	files,	pre-built	shapes,	and	SmartArt.	You	can	add	shapes	and	resize,	recolor,	and	reposition	them	to	create	intuitive	data	sets	and	reports.	SmartArt
objects	are	prebuilt	diagrams	that	you	can	insert	text	and	information	into.	They¢ÃÂÂre	great	for	representing	what	the	data	says	in	another	place	on	your	workbook.	C.	These	tools	are	for	inserting	elements	from	other	Microsoft	products,	like	Bing	Maps,	pre-built	information	cards	about	People	(from	Microsoft	accounts	only),	and	add-ins	from	their
store.	D.	Use	these	tools	to	create	charts	and	graphs.	Most	of	them	work	only	if	you	select	one	or	more	data	sets	(numbers	only,	with	words	for	headers	or	categories).	Charts	and	graphs	function	like	you¢ÃÂÂd	expect	-	just	select	the	data	you	want	to	visualize,	then	select	your	desired	type	of	visual	(bar	charts,	scatter	plots,	pie	charts,	or	line	graphs).
Creating	one	will	bring	up	formatting	options	where	you	can	change	the	color,	labels,	and	more.	E.	Sparklines	are	more	simplistic	graphs	that	can	fit	in	as	little	as	one	cell.	You	can	place	them	next	to	data	for	a	small,	quick	visual	representation.	F.	Slicers	are	big	lists	of	buttons	that	make	your	data	more	interactive.	You	can	select	a	PivotTable
you¢ÃÂÂve	created,	and	then	create	a	slicer	from	it	-	this	allows	a	viewer	to	click	on	buttons	that	correlate	to	the	data	they	want	to	filter.Ã	Â	G.	This	hyperlink	tool	allows	you	to	make	a	cell	or	table	into	a	clickable	link.	Once	a	viewer	clicks	on	the	affected	cell(s),	they¢ÃÂÂll	be	taken	to	whatever	website	or	intranet	site	you	select.	H.	Recent	versions	of
Excel	allow	for	better	collaboration	-	insert	comments	on	any	cell	or	range	of	cells	to	add	more	context.	You	can	open	or	close	the	comments	so	the	worksheet	doesn¢ÃÂÂt	get	too	I.	A	text	box	is	useful	when	you	are	creating	a	relationship	and	you	don't	want	to	write	words	to	behave	like	cells.	It	makes	it	easy	to	move	the	text	around,	rather	than
cutting	and	pasteing	the	cells	(which	could	potentially	fit	the	formatting	of	real	data).	The	next	area	is	for	Headers	&	Footers,	which	brought	you	to	the	Layout	display	page	-	here	you	can	add	header	and	more	page	for	the	entire	page.	Wordart,	on	the	other	hand,	allows	you	to	embellish	the	text.	Object	insert	allows	you	to	insert	entire	files	(Word
documents,	pdf,	etc.)	in	the	work	sheet.	J.	This	section	allows	you	to	insert	equations	and	symbols.	Use	equations	to	write	a	mathematical	equation	with	fractions,	variables	and	more	that	it	is	possible	to	insert	in	the	sheet	as	a	text	box.	For	example,	this	can	be	useful	to	explain	how	a	part	of	a	table	has	been	calculated	in	a	relationship.	The	symbols,
on	the	other	hand,	can	be	inserted	directly	into	the	cells,	and	include	all	non	-standard	characters	from	most	languages,	as	well	as	emojis.	The	page	layout	card	has	everything	you	need	to	change	the	structural	parts	of	the	work	sheet,	in	particular	for	printing	or	presentation	purposes.	A.	Use	these	buttons	to	quickly	adjust	the	visual	style	of	the	entire
sheet.	It	is	possible	to	adjust	the	fonts	and	colors,	and	use	the	themes	section	to	apply	it	quickly	to	each	table,	pivottable	and	saglitart	element	for	a	clean	and	well	-designed	sheet.	B.	These	are	printing	options.	It	is	possible	to	change	the	margin	for	the	print,	if	you	want	a	vertical	or	horizontal	printing	alignment,	which	cells	in	the	sheet	you	want	to
print,	where	you	want	to	interruptions	in	the	page,	and	if	you	have	a	background	(to	insert	the	name	of	the	company,	for	instance).	You	can	also	start	giving	each	page	a	item	using	the	titles	button	printing	and	the	order	to	print	each	section.	C.	This	allows	you	to	choose	how	many	pages	and	how	many	pages	you	want	to	print.	Q.	This	section	allows
you	to	activate	if	the	automatic	grids	appear	to	work	on	the	sheet	and	e	Print	it,	together	with	the	lines	and	column	header	(A,	B,	C,	1,	2,	3,	etc.).	The	formulas	memorize	almost	everything	that	concerns	everything	to	the	reputation	of	Excel	as	a	"complex".	Because	because	"because	the	complex".	Because	"because"	because	"because"	because	the
complex	".	Because	because"	because	the	complex	".	This	article	is	intended	for	beginners,	we	do	not	cover	every	function	is	thoroughly	this	section.	A.	A.	The	Insert	Function	button	is	useful	for	those	who	do	not	know	all	the	stenography.	Cié	raises	a	lateral	formula	section	that	describes	every	function	and	you	can	select	what	you	want	to	use.	B.
These	buttons	divide	all	the	functions	by	category.	The	Autosum	It	works	in	the	same	way	in	the	home	card.	Recently	used	is	useful	for	making	used	formulas	appear	to	save	time	to	look	through	the	menus.	Financial	includes	everything	that	concerns	everything	that	concerns	the	currency,	values,	amortization,	yield,	rate	And	more.	Logic	includes
conditional	functions,	such	as	ã	¢	âvelop	"I	if	the	text	functions	then	Y.	A	cell	(useful	for	post	on	Twitter),	which	combines	two	different	lines	via	concatenate	or	extracting	numerical	values	from	V	texts	of	text	that	are	not	formatted	correctly.	Like	"TODAY",	which	enters	the	current	date.	The	research	and	reference	functions	help	to	draw	information
from	different	parts	of	your	work	folder	to	save	you	â	€	â	€	â	€	‹Problem	of	looking	for	them.	The	functions	of	mathematics	and	trig	are	just	like	they	sound,	involving	any	type	of	mathematical	discipline	that	you	can	imagine.	More	functions	include	statistical	and	engineering	data.	C.	This	section	contains	labeling	options.	If	there	is	a	range	of	cells	or	a
table	to	which	it	is	often	necessary	to	refer	in	the	formulas,	you	can	define	its	name	and	tag	it	here.	For	example,	we	suppose	we	have	a	column	that	contained	the	entire	list	of	products	you	sell.	Could	The	names	in	that	list	and	define	the	name	as	"Productlist".	Every	time	you	want	to	refer	to	Column	in	a	formula,	you	can	simply	type	â	€
œproductlistâ	€	(instead	of	finding	that	collection	of	data	again	or	memorizing	their	cellular	positions).	D.	This	contains	errors	control	tools.	With	Trace	Precedent	and	Trace	Dependents,	you	can	see	which	cells	contain	formulas	that	refer	to	a	certain	cell	and	vice	versa.	It	shows	the	formulas	reveals	the	formulas	within	all	cells,	rather	than	their
display	values.	Errors	control	automatically	finds	broken	links	and	other	problems	with	the	calculation	sheet.	E.	If	you	have	a	large	sheet	with	a	massive	series	of	interconnected	formulas,	tables	and	cells,	you	can	use	this	section	to	activate	calculations,	and	also	to	choose	which	types	of	data	are	not	performed.	A	good	example	is	a	mortgage	or
patrimonial	amortization	sheet.	The	data	card	is	for	the	execution	of	more	complex	data	analysis	that	most	beginners	need.	A.	These	are	database	import	tools,	which	allows	you	to	import	data	from	any	web,	file	or	server-based	database.	B.	This	section	allows	you	to	correct	database	connections,	update	data	and	adjust	your	own	properties.	C.	These
are	the	sort	and	filter	options	similar	to	those	for	the	data	you	have	inside	the	sheet,	applied	to	data	feeds.	They	are	particularly	crucial	here	as	a	database	is	sure	to	have	more	data	of	what	you	can	or	the	care	to	use.	D.	These	are	data	manipulation	tools.	It	is	possible	to	take	a	single	long	string,	such	as	those	separated	by	quotes	or	spaces,	and	divide
them	into	columns	with	column	text.	It	is	possible	to	search	and	remove	duplicates,	consolidate	the	cells	and	validate	whether	the	data	meet	certain	criteria	to	evaluate	its	accuracy.	What-Iph	Anaysis	helps	you	to	fill	gaps	with	incomplete	data	using	existing	data	and	trends	for	orol	orol	al	noc	anungo	,elovehgeip	elredner	e	ehgir	o	ennoloc	id	ammag
isaislauq	ereilgecs	elibissop	¨Ã	am	,enoizeles	alla	elimis	Ã	.oirassecen	agnetir	ut	oiretirc	isaislauq	noc	ilrappurggar	e	etnemaenaropmetnoc	eraf	ehc	a	iah	itad	itnauq	eritseg	a	onatuia	it	itnemurts	itseuQ	.E	.iranecs	ivoun	rep	ilibaborp	itatlusir	i	rep	odom	ortla	nu	¨Ã	otseuQ	.C	.onarvos	li	e	alumrof	id	arrab	al	,inoizatsetni	el	,eilgirg	el	eredev	aredised	is
es	ereilgecs	rep	itnaslup	itseuq	asU	.B	.itsopmi	it	ehc	itazzilanosrep	idom	ni	e	apmats	al	etnarud		Ãredraug	emoc	,otinifederp	oilgof	lus	atsiv	aut	al	eredev	ioup	iuc	ni	esab	id	atsiv	aut	al	¨Ã	atseuQ	.R	.eraf	o	eredev	ioup	ehc	²Ãic	a	evitaler	inoizatsopmi	el	eracifidom	rep	azzilausiV	adehcs	allen	itnemurts	ilg	asU	.irotaroballoc	ilognis	i	odnanoizeles	e
etnaslup	otseuq	odnazzilitu	otiuges	ni	inoizazzirotua	el	eratimil	elibissop	¨Ã	,oroval	id	alletrac	anu	osividnoc	iah	odnauQ	.E	.oilgof	lus	ottaf	otats	¨Ã	ehc	²Ãic	ottut	eredev	ioup	ehc	acifingis	etarotinom	ehcifidom	noc	oilgof	nu	eredividnoc	,droW	rep	emoC	.enoizubirter	orol	al	onaloclac	ehc	ellec	ella	non	am	,onavaroval	iuc	ni	ero	ella	evitaler	ellec	el	olos
eracifidom	id	erotatlappa	nu	a	eritnesnoc	itsertop	,oipmese	da	,ossecca	id	illevil	isrevid	etnemlaunam	erangessa	elibissop	Ã	.oilgof	led	itrap	etanimreted	a	ossecca'l	eratimil	e	irotaroballoc	i	erativni	id	onotnesnoc	it	itnemurts	ilged	enoisividnoc	al	e	enoizetorp	aL	.D	Ã	.	oilgof	led	onretni'lla	"klat"	id	irotaroballoc	ia	onotnesnoc	otnemmoc	id	itnemurts	ilG
.C	.avitiutni	onem	enoizagivan	al	eredner	onossop	ehc	ilgof	ied	imon	i	rep	etinifederp	inoizatsopmi	el	odnazzilitu	iats	ehc	o	tla	otset	li	acnam	oilgof	out	la	ehc	erirpocs	ebbertoP	.aruttel	id	opocs	a	etnemecilpmes	o	immargorp	irtla	ni	itad	ia	eredecca	eliciffid	eredner	onossop	ehc	irorre	ilg	animile		Ãtilibissecca'l	erallortnoC	.B	.suruaseht	li	etimart
etairporppa	¹Ãip	elorap	eravort	id	o	aifargotro	id	irorre	noc	ellec	el	eraudividni	id	onotnesnoc	it	ehc	)droW	ni	emoc(	otset	lus	itasab	illortnoc	icilpmes	onos	itseuQ	.A	.illortnoc	azzetarucca	e	eredividnoc	a	atuia	ehc	ortsan	led	etrap	af	enoisneceR	adehcs	aL	.iraiznanif	ilgof	i	rep	elitu	¨Ã	ehc	li	,eirogetac	esrevid	rep	itad	id	tes	nu	ognul	icitamotua	iloclac
eraerc	rep	elatotbus	li	erazzilitU	.attehcite	the	zoom	inside	and	outside	the	cells.	D.	The	controls	of	the	freezing	box	are	an	important	part	of	the	creation	of	a	usable	spreadsheet.	Using	these	tools,	you	can	freeze	a	series	of	lines	and/or	columns	while	it	flows.	For	example,	if	the	first	line	had	all	the	column	header	and	remained	frozen,	frozen,	Always
know	which	column	you're	looking	at	while	you're	going	down.	E.	Macros	are	a	way	to	automate	processes	in	Excel.	It	is	well	beyond	Excel	101,	however.	Now	that	you	learned	about	Excel	tools,	we	practice	doing	our	spreadsheet	from	scratch.	This	guide	will	cover	the	basics,	with	some	intermediate	techniques	to	make	you	more	comfortable	with	the
spreadsheets.	Step	1:	Create	a	workbook	â	When	you	open	Excel,	you	will	be	presented	a	screen	like	this.	Create	a	new	workbook	by	clicking	the	new	tab	on	the	sidebar.	The	recent	tab	below	that	will	make	appear	all	the	workbooks	you	recently	opened.	Below	is	the	shared	tab,	which	shows	the	workbooks	that	other	Excel	users	sent	you	directly
through	the	app	(we	don't	focus	right	now).	The	final	tab	is	open,	which	opens	a	file	browser	so	you	can	select	an	existing	workbook.	In	the	new	tab,	you	can	see	a	number	of	models	available,	which	can	help	you	jump	directly	to	realize	specific	types	of	spreadsheets,	such	as	budgets	and	task	lists.	In	this	example,	however,	we	build	from	scratch	a
spreadsheet.	Click	Blank	Workbook	in	the	upper	left	corner,	and	then	click	Create.	Step	2:	plan	the	necessary	data	before	you	can	create	any	type	of	spreadsheet,	you	need	to	plan	what	it	will	include	so	you	can	structure	it	and	format	it	accordingly.	Although	it	is	possible	to	change	the	structure	of	the	spreadsheet	later,	the	more	data	you	added,	the
more	it	becomes	uncomfortable.	Moreover,	moving	around	entire	files	and	columns	increases	the	chances	of	accidentally	changing	formulas.	In	this	example,	we	are	making	a	monthly	budget,	so	we	will	use	a	monthly	time	stamp.	As	we	explored	above,	we	can	use	other	sheets	inworkbook	to	track	other	time	increments,	such	as	weeks	or	years.	Of
course	we	want	to	add	all	our	different	expenses	together,	but	we	should	also	think	about	categories	for	comparison.	We	may	have	one	for	need	and	one	for	We¢ÃÂÂll	need	subtotal	rows,	along	with	a	comparison	of	budget	to	actual	spending.	At	the	end,	we¢ÃÂÂll	also	want	to	easily	compare	the	different	parts	of	the	budget	together.	Now	we	know
the	elements	we	need,	and	can	organize	them	accordingly.	Step	3:	Create	Headings	Since	we	know	we	want	to	compare	month	to	month,	we	should	use	months	as	our	column	headings	-	horizontally	is	usually	best	for	time	comparison.	Since	we	know	we¢ÃÂÂll	also	have	categories	of	spending	to	label	and	sublabel,	we	should	leave	the	A	and	B
columns	open,	and	start	at	cell	C1.Ã	Â	Ã	Â	Here¢ÃÂÂs	a	useful	trick:	if	you	type	a	number	or	timestamp	with	a	logical	next	entry,	you	can	click	the	lower	right	corner	of	that	cell	and	drag	in	any	direction	to	autofill	the	rest	of	the	sequence	as	far	as	you	want.	For	this	example,	after	typing	¢ÃÂÂJanuary¢ÃÂÂ	in	C1,	you	can	drag	it	across	to	N1	and
watch	it	fill	in	the	rest	of	the	months.	To	create	the	diagonal	names	in	the	screenshot,	navigate	to	the	Home	tab	and	find	and	click	the	formatting	option	with	a	diagonal	rising	appearance.	This	makes	the	headings	stand	out	without	changing	the	column	width.	We¢ÃÂÂll	also	need	an	area	on	the	sheet	where	we	can	get	row	totals	for	more	useful	data,
so	create	the	heading	Total	in	cell	O1.Ã	Â	Step	4:	Label	the	Rows	Create	three	blocks	of	entries	on	column	B.	Name	the	first	block	Necessities,	which	will	include	everything	you	see,	and	end	with	a	subtotal.	Name	the	second	block	Luxuries	and	include	a	few	categories;	also	end	with	a	subtotal.	The	last	block	will	have	our	Total,	the	budget	to	compare
it	to,	and	the	difference	between	the	two,	which	we¢ÃÂÂll	call	Saved	(this	amount	represents	the	difference	between	the	expected	and	actual	spent).	To	makes	them	stand	out,	use	the	Paint	Bucket	tool	and	select	a	color	(grey	in	this	example).	For	column	A,	we¢ÃÂÂll	create	labels	that	clearly	line	up	with	our	grey	blocks,	and	position	the	writing
vertically	so	it	doesn¢ÃÂÂt	take	too	much	To	make	the	column	width	smaller,	grab	the	right	edge	of	column	A	and	drag	it	to	the	left.	To	combine	all	cells	for	our	category	labels,	highlight	A2	through	A7,	and	Merge	&	Center.	To	get	vertical	writing,	switch	to	Home	tab,	find	formatting	option	and	click	vertical	writing.	Finally,	choose	the	alignment	of
the	height	as	centered	so	that	the	vertical	text	will	appear	in	the	middle.	Repeat	this	with	A9	cells	through	A13.	Step	5:	Add	comments	Add	boundaries	to	the	spreadsheet	using	the	icon	in	the	graphics	above.	Select	each	collection	of	cells	and	do	not	adjust	the	spaces	between	gray	blocks	groups.	Click	All	borders	to	draw	distinct	grids.	Now,	make	the
outer	boundary	of	each	block	more	often	by	selecting	the	entire	area	and	choosing	Thick	Box	Border.	Finally,	do	the	same	around	the	inner	row	of	each	Subtotal	labeled	box,	to	make	these	visually	distinct.	Apply	a	Thick	Box	Border	to	column	O,	Total	and	leave	spaces	between	each	row	group.	All	this	improves	the	legibility	of	the	spreadsheet.	Step	6:
Create	a	result	table	Use	the	well	formed	spreadsheet	side	to	create	the	contours	of	a	simple	table	that	will	contain	the	main	results.	This	information	will	help	you	create	a	chart	later.	Give	him	an	appropriate	label,	and	label	his	lines	for	the	total	from	Necessities,	the	total	from	Luxuries,	and	the	total	Saved	for	the	year.	Step	7:	Format	and	Write
Formulas	This	is	where	the	spreadsheet	gets	much	more	powerful.	This	is	a	series	of	steps:	A.	First,	select	each	cell	that	will	contain	a	number,	under	C	columns	through	O,	and	also	in	the	table	for	Budget	portion.	Now	click	on	the	“$”	on	the	keyboard	to	format	the	cells	with	the	standard	dollar	format	withdecimal	for	cents.	B.	Select	the	C2	cells	via
C7	and	click	Autosum.	This	creates	a	formula	that	adds	everything	in	this	column	and	inserts	the	sum	in	C7	(the	last	selected	cell).	C.	use	your	yours	To	grab	the	bottom	right	corner	of	the	cell	C7	and	drag	it	right	to	column	O.	This	will	duplize	the	formula	along	the	entire	subtotal	line.	This	means	that	while	C7	=	sum	from	C2	to	C6,	d7	=	sum	from	D2
to	d6	and	so	on.	Repeat	the	process	for	mourning.	Q.	For	the	total	area,	budget	and	saved,	the	process	is	a	little	different.	Click	the	cell	C15	and	enter	this	formula:	=C7+C13.	This	is	the	two	subtotals.	As	you	did	with	other	formulas,	drag	it	and	duplicate	it	through	column	O.	â	F.	Click	Cell	C17	and	enter	this	formula:	=C16-C15.	This	will	make	the
saved	line	equal	to	the	difference	between	budget	and	total.	E.	Finally,	add	formulas	to	each	blank	cell	of	your	part	of	the	budget	table.	Q3	=	O7,	which	will	bring	the	annual	subtotal	of	all	necessities	in	the	part	of	this	table.	Do	the	same	for	the	subtotal	annual	lumps	table	and	the	annual	total	saved.	FASE	8:	Conditional	script	formatting	Before
entering	data,	there	is	another	configuration	bit:	conditional	formatting.	To	do	this,	click	the	drop-down	arrow	on	conditional	formatting	and	click	Manage	Rules.	Then,	click	+	to	add	a	rule,	which	leads	you	to	a	new	pop-up	menu.	Click	the	style:	Classic.	Then	choose	only	the	cells	that	contain	and	click	the	cell	value	greater	than	0.	Format	this	with	a
standard	option,	green	fill	with	dark	green	text.	Now	you	will	be	returned	to	the	Manage	Rules	section,	where	you	can	select	which	cell	range	you	apply.	Choose	from	C17	to	O17	to	make	it	affect	only	the	saved	line.	Now	repeat	steps,	but	this	time	format	only	cells	that	contain	the	cell	value	equal	to	or	below	0.	Use	red	filling	standard	option	with
dark	red	text	and	Apply	it	to	the	same	range	of	cells.	Now	you	have	a	conditional	format	for	all	voices	of	thesave	calculated	finals.	If	it	is	greater	than	0,	it	becomes	marked	green	and	if	it	is	0	or	less,	it	is	marked	in	red.	When	your	data	is	entered,	you	can	see	in	which	months	you	saved	money	and	you	didn't.	Step	9:	Enter	the	data	and	watch	the
Calculations	First,	enter	into	a	budget	assumed,	and	copy	it	through	the	budget	line	dragging	it	from	its	bottom	right	corner.	In	this	case,	the	budget	assumed	is	$3,000.00.	Subsequently,	enter	your	data	for	each	month	of	last	year,	totaled	by	receipts	and	bank	statements,	and	classified	accordingly.	Now,	for	the	magic	of	spreadsheets:	as	you	insert
every	bit	of	data,	you	will	see	your	Total,	Save	files	that	fill	up,	as	well	as	the	Portion	of	Budget	table	-	all	calculating	and	updating	in	real	time.	Step	10:	Create	a	Pie	chart	Create	a	simple	view.	Select	the	entire	Portion	of	Budget	table,	then	click	the	Insert	tab	on	the	tape	and	choose	Chart	cake.	Because	of	how	the	table	is	set,	the	chart	will	be	titled
Portion	of	Budget,	and	each	dollar	amount	will	appear	as	a	percent	of	the	pie	chart	with	the	label	necessary.	Do	not	forget	to	click	Save	at	the	top	left	of	the	Excel	app.	Now	you	have	an	incredibly	useful	spreadsheet	that	tells	you	exactly	how	well	you	stuck	to	your	budget	every	month	while	also	getting	a	sense	of	where	your	money	went	last	year
overall.	You	can	copy	and	use	this	spreadsheet	year	after	year.	If	you	want	more	help	to	start	creating	a	budget,	check	the	top	Excel	budget	templates.	Also,	increase	speed	with	this	complete	list	of	keyboard	shortcuts	in	Microsoft	Excel.	Discover	all	the	basics	to	make	a	spreadsheet	with	Microsoft	Word.	Word	is	the	most	popular	word	processing
application	in	the	world,	with	countless	ways	to	format	text-based	documents,	but	also	with	simple	tables	and	spreadsheets.	Like	Excel,	the	application	comes	as	part	enoizatigid	enoizatigid	al	rep	enoizacilppa'nu	am	,oloclac	id	oilgof	enoizacilppa'nu	orevvad	Ì	Ã	non	droW	,ittafnI	.563	eciffO	ni	elibinopsid	droW	tfosorciM	id	enoisrev	al	azzilitu	lairotut
otseuQ	.caM	e	CP	rep	inoisrev	ah	e	,563	eciffO	e	eciffO	tfosorciM	Distribute	text	documents.	It	is	much	easier	to	format	phrases	and	paragraphs	in	words	than	in	text	boxes	available	in	Excel,	not	to	mention	cells	inside.	For	this	reason,	the	word	can	be	used	to	create	convincing	reports	or	to	insert	semi-mixed	data	into	a	heavy	text	document,	such	as
an	article.	Word	has	two	methods	of	creating	spreadsheets:	create	simple	tables	in	the	program	itself	or	Inserting	sheets	and	charts	from	Excel.	Unlike	Excel,	where	everything	in	the	tape	is	essential	to	create	a	spreadsheet,	only	a	few	items	are	relevant	in	Word.	To	begin	with,	almost	everything	you	need	is	in	the	Insert	tab.	Here	are	the	tools	of	the
relevant	Insert	tab:	A.	Table:	Click	this	button	to	create	basic	tables	in	some	ways.	When	you	click	on	the	table,	a	grid	is	displayed	that	you	can	pass	and	click	to	choose	the	number	of	vertical	and	horizontal	cells	you	want	for	your	spreadsheet.	If	you	click	Insert	Table,	you	get	a	pop-up	window	that	lets	you	specify	the	size	of	the	spreadsheet	by	typing
the	number	of	rows	and	columns	for	the	table	as	well	as	setting	the	width	of	the	cells.	Finally,	you	can	select	Draw	the	table	to	drag	and	create	all	the	cells	you	want.	Despite	how	simple	it	is,	the	drawing	table	is	not	actually	the	best	or	easiest	way	to	create	a	spreadsheet	in	word.	B.	Chart:	A	drop-down	menu	appears	when	you	click	this	button	which
has	the	same	types	and	styles	of	graphs	-	and	even	the	same	interface	-	of	Excel.	You	will	see	scatter	charts,	pie	charts,	lines	charts	and	more.	C.	Design	and	layout	of	the	table:	when	you	click	any	table	in	Word	document,	two	additional	tabs	are	displayed	at	the	center	of	the	tape.	Both	tabsOnly	for	the	tables	and	contain	further	tape	menus	explained
below.	D.	Object:	It	is	possible	to	bring	Excel	elements	directly	to	your	Word	document.	Insert	a	Microsoft	Excel	graphic	or	a	Microsoft	Excel	work	sheet.	Select	one	of	these	options	open	Excel	so	you	can	create	and	e	a	fully	functional	spreadsheet	that	will	appear	as-is	in	Word	document.	These	spreadsheets	and	charts	behave	as	images	in	Word,	so
you	can	move	and	resize	them,	and	also	double-click	them	to	open	Excel	and	update	their	data.	You	can	also	insert	an	existing	Excel	file.	To	do	this,	click	From	File,	then	move	to	Excel	file	location	and	open	it.	Initially,	only	the	primary	sheet	appears,	but	double-click	it	to	allow	anyone	to	access	the	entire	workbook	unless	it	protects	it.	Let's	focus	on
Table	Design.	These	options	are	only	for	tables	created	within	Word,	not	those	imported	from	Excel.	E.	Use	these	keys	to	choose	some	table	layout	elements	such	as	column,	row	or	header	color.	F.	These	are	the	style	presents	very	similar	to	table	styles	in	Excel,	with	a	wide	range	of	colors	and	varieties.	In	addition,	with	the	Paint	Bucket	icon,	you	can
customize	the	shading	rather	than	choose	one	from	the	drop-down	menu.	G.	These	tools	allow	you	to	design	the	edges	of	each	single	cell,	and	the	whole	table.	You	can	choose	thickness,	color	and	type	of	line	(dotted,	right,	corrugated,	etc.).	So	let's	take	a	look	at	the	Layout	tab.	Again,	this	only	works	for	tables	created	in	Word.	H.	Use	these	tools	to
select	rows	and	choose	whether	to	show	or	not	network	lines.	You	can	also	open	the	Properties	window	and	edit	various	items,	alignment	of	the	table,	or	as	the	edges	and	shading	appear.	Me.	This	is	another	home	for	the	Drawing	table	and	Clear	table	tools.	Use	these	tools	to	drag	the	mouse	and	draw	each	cell	and	delete	them,	one	side	at	a	time.	J.
These	are	tools	to	delete	rows,	columns	or	whole	tables.	You	can	alsohighlighting	a	cell,	by	clicking	with	the	right	mouse	button	and	selecting	to	delete	these	portions.	K.	Insert	lines	or	columns	where	you	like	in	your	table	with	these	tools.	Once	again,	you	can	access	these	tools	by	highlighting	and	clicking	with	the	right	mouse	button	on	different
parts	of	the	table.	L.	L.	o	artsinis	a	,artsed	a	asU	,	"	.)arpos(	ammos	=	Å	¬â	¢Ã	alumrof	al	eraf	e	allec	amitlu'l	eranoizeles	,allec	amitlu'llen	alrettem	e	annoloc	anu	ni	ellec	el	ettut	id	ammos	al	erecsonoc	iouv	es	:enoizisop	rep	eramaihc	ehcna	iouP	.ilrazziromem	etnemecilpmes	o	eratnoc	ived	idniuq	,itattehcite	onos	non	itseuq	,aivattuT	.cce	,1C	,1B	,1A	-
1	agir	al		Ãras	allec	ingo	,alognis	agir	id	allebat	anu	iah	eS	.elorap	ni	eliciffid	¹Ãip	odom	ehclauq	ni	ehcna	¨Ã	elumrof	ellen	elullec	el	eramaihC	.iop	e	es	ehcigol	inoiznuf	id	oiap	nu	noc	ehcitametam	etnemlapicnirp	onos	ehc	ilatnemadnof	inoiznuf	81	onnah	elorap	id	ellebat	eL	.inoiznuf	el	onos	ic	,enifnI	.inoizacilppa	ertla	ni	itad	id	enoizatropmi'l	rep	o
otiuges	ni	ofargarap	id	amrof	ni	itunetnoc	ied	acifidom	al	rep	elitu	eresse	²Ãup	²ÃiC	.izaps	o	elogriv	ad	atarapes	,allebat	anu	aznes	otset	led	erolav	len	elrettem	e	ellec	id	isaislauq	oremun	nu	eranoizeles	id	etnesnoc	otset	ni	eritrevnoC	.allebat	al	erazzitebafla	rep	elrasu	e	annoloc	anu	ni	ehgir	¹Ãip	eranoizeles	id	odnetnesnoc	,odom	ossets	olla	anoiznuf
anidrO	.lecxEââ	ni	ivort	ehc	alleuq	emoc	etsubor	¬Ãsoc	onos	non	e	onoviv	oloclac	id	oilgof	led	esab	id	inoiznuf	eL	iuq	evod	¨Ã	evod	¨Ã	iuQ	.R	.elacitrev	o	elatnozziro	ais	otset	li	ehc	aredised	is	es	ereilgecs	ehcna	²Ãup	Ã	.).cce	,ortnec	la	,artsed	a	ossab	ni	,artsinis	a	otla	ni(	allec	ingo	id	otunetnoc	li	eraenilla	emoc	eracificeps	a	onatuia	it	otnemaenilla	id
itnemurts	ilG	.P	.elanoisseforp	e	atilup	allebat	al	eredner	rep	anigap	al	osrevartta	etnememrofinu	ilriubirtsid	e	ennoloc	o	ehgir	¹Ãip	eranoizeles	rep	itnemurts	itseuq	asU	.O	.otnemanicsart	li	erasu	©Ãhcizna	,etnemaciremun	ennoloc	e	ehgir	id	azzehgral	al	e	azzetla'l	eralogeR	.N	.ehgir	eud	art	allebat	al	eredivid	elibissop	ertloni	Ã	.olovat	len	arutaizaps	o
inoizatsetni	id	enoizaerc	al	rep	elitu		Ãtilanoiznuf	anu	¨Ã	atseuQ	.lecxE	ni	emoc	,elullec	el	eracirani	e	erinu	iouP	.olovat	out	led	enoizazzinagro'l	eraibmac	id	onotnesnoc	it	itnemurts	ilG	to	call	everything	in	those	directions.	Â	The	other	relevant	element	for	spreadsheets	which	can	be	created	in	word	is	thefunction.	On	the	Insert	tab,	click	the	Insert
Chart	button	to	access	this	feature.	Once	you	choose	a	style,	it	will	open	Excel	so	you	can	change	the	chart	data.	The	functionality	works	exactly	as	in	the	Excel	tutorial	above.	However,	once	the	chart	is	in	Word,	two	new	tabs	in	the	tape,	instead	of	Table	Design	and	layout.	They	become	Graphic	Design	and	Format.	A.	Use	these	tools	to	add	extra
important	elements	to	the	chart,	either	individually	with	Add	Chart	Element,	or	all	at	once	using	the	useful	presets	with	Quick	Layout.	B.	Use	these	tools	to	adjust	the	chart	style	without	changing	its	layout	too.	You	can	adjust	colors,	fall	shadows,	background	and	more.	C.	Manipulate	data	in	the	chart	with	this	set	of	tools.	Line/Column	Switch	allows
you	to	change	the	X-Y	axes	of	the	chart.	Select	Data	reports	you	to	the	Excel	session	to	choose	the	set	of	data	you	want	to	represent	in	the	chart.	Edit	data	in	Excel	allows	you	to	change	anything	you	like	data	in	Excel.	You	can	also	go	to	Excel	by	double	clicking	the	chart.	When	you	return	to	Word,	click	Update	Data	to	update	the	chart	to	reflect	any
changes	made	to	data	in	Excel.	D.	Change	table	The	type	allows	you	to	switch	from	a	pie	chart	to	a	line	chart	and	so	on,	using	the	same	data	set.	Now	look	at	the	Format	tab.	E.	The	selector	tool	allows	you	to	choose	which	part	of	the	chart	you	would	like	to	edit	so	that	you	do	not	accidentally	click	elsewhere.	You	can	select	the	Trama	Area	where	the
chart	is	stored,	the	Graphic	Area	where	all	axis	labels	exist,	or	any	other	element.	F.	Use	this	to	insert	shapes	into	the	chart,	just	like	inserting	any	other	object	in	Word.	G.	Use	these	toolscolor	each	item	on	the	chart,	which	can	include	how	you	want	to	fill	lines,	text	color	and	more.	h.	These	are	all	style	options	for	text	in	charts	that	manage	adding
wordart,	a	fill	color	and	more.	I.	Positioning	tools	workto	the	positioning	of	other	objects	in	word.	You	can	make	the	text	by	wrapping	the	chart	with	the	wrapping	text	and	place	it	behind	or	in	front	of	any	other	element	on	the	page.	J.	Use	these	tools	to	change	the	height	and	width	of	the	entire	chart	numerically.	You	can	also	adjust	the	height	and
width	of	the	chart	by	grasping	the	angle	or	side	and	adjusting	it	with	the	mouse.	K.	This	opens	the	format	pane,	which	has	some	of	the	same	tools	found	in	the	tape,	but	are	larger	and	easier	to	access	some.	Now	that	you	have	learned	about	spreadsheet	tools	in	Word,	you	can	practice	some	different	ways	to	import	an	existing	spreadsheet	in	Word.
Step	1:	Create	a	Word	document	When	you	open	the	word,	this	screen	appears.	The	new	tab	on	the	left	side	allows	you	to	create	a	new	document,	recent	surfaces	have	recently	opened	documents,	shared	shows	documents	that	other	Word	users	sent	you	and	APER,	you	can	see	a	series	of	models	that	you	can	use	to	jump	directly	into	creating	different
types	of	documents	such	as	resumes,	blogs	and	research	documents.	Most	do	not	refer	to	the	spreadsheets	at	all,	then	click	the	blank	document	in	the	top	left	corner,	and	then	click	Create.	Step	2:	Save	the	document	once	you	create	the	document,	save	it	by	clicking	the	Save	icon	shown	above	and	select	a	location	to	save	it.	Give	him	a	relevant	name
for	his	purpose,	so	it's	easy	to	find.	Step	3:	Import	an	Excel	workbook	into	the	document,	go	to	the	Insert	tab,	and	click	the	object.	When	the	Popup	Insert	Subject	window	appears,	click	Microsoft	Excel,	and	then	click	the	file.	This	opens	a	file	browser	window,	where	you	can	select	the	simple	budget	spreadsheet	created	infor	example.	Open	it.	It's
passage	4:	resize	the	spreadsheet	to	adapt	to	a	sheet	of	calculation	as	big	as	what	we	have	created	is	too	large	for	a	standard	word	document	to	its	normal	size.	To	reduce	it,	click	once	on	the	spreadsheet,	spreadsheet,	and	hold	down	the	Shift	key.	While	pressing	Shift,	select	a	corner	of	the	spreadsheet	and	drag	it	towards	the	center	of	the	object	a
few	times.	It¢ÃÂÂs	important	to	note	that	spreadsheets	behave	like	a	regular	picture	or	object	in	Word,	so	you	can	drag	them	around	and	change	their	size	as	you	like.	Feel	free	to	add	text	below	the	spreadsheet,	as	well.	Regardless	of	the	spreadsheet¢ÃÂÂs	size,	you	cannot	interact	with	the	data	within	Word.	However,	all	of	your	formulas	and
formatting	will	remain	intact.	You	can	still	work	with	the	rest	of	the	document,	typing	words	and	inserting	pictures	around	the	spreadsheet.Ã	Step	5:	Edit	the	Data	in	Excel	To	edit	the	data,	double-click	the	spreadsheet	to	open	the	spreadsheet	in	a	new	Excel	window.	Here,	you	can	edit	any	data.	It	updates	in	real-time,	meaning	that	as	soon	as	you
make	the	change	in	Excel,	the	change	will	be	reflected	in	Word.	In	this	way,	you	can	bring	fully-functional	spreadsheets	straight	into	Word.	Ã	Note:	When	you	double-click	on	an	inserted	object	like	an	Excel	workbook,	you	have	access	to	the	entire	workbook,	not	just	the	first	sheet	which	appears	as	an	object	in	Word.	If	you	are	sharing	a	document	like
this	with	someone	and	don¢ÃÂÂt	want	them	to	access	other	sheets,	make	sure	to	enable	Protect	Sheet	in	Excel.	The	newer	version	of	Word	lets	you	simply	copy	and	paste	cells	and	other	Excel	elements	from	an	Excel	workbook	into	a	Word	document.	Here¢ÃÂÂs	how	to	do	it:	Ã	Step	1:	Open	Your	Excel	File	Open	the	Simple	Budget	workbook	that
contains	your	table,	chart,	and	spreadsheet	in	Excel.	Ã	Step	2:	Select	and	Copy	a	Range	of	Cells,	a	Table,	or	a	Chart	Highlight	cells	in	the	budget	spreadsheet,	then	press	Ctrl+C	to	copy	the	data.	Alternatively,	you	can	single-click	the	Portion	of	Budget	chart,	and	press	Ctrl+C	to	copy	it.	Ã	Step	3:	Open	Your	Word	Document	and	Paste	the	Selected
Cells	or	ChartÃ	In	your	Word	document,	right-click	on	your	mouse	and	click	To	paste	your	chart	and	contents	of	the	selected	Excel	worksheet	into	your	Word	document,	one	at	a	time.	(Please	note	that	for	this	example,	we	do	not	cover	the	entire	spreadsheet.)	You	will	notice	that	a	cell	formatting	is	lost;	This	is	because	data	enters	words	and	behaves
like	a	table	created	in	Word,	rather	than	as	Excel	spreadsheet.	Step	4:	Format	your	data	charts	in	Word	behave	a	lot	like	graphs	in	Excel.	When	you	single-click	a	chart	to	select	it,	it	opens	the	chart	design	and	format	tabs	so	you	can	manipulate	information	(e.g.	design	and	layout).	If	you	need	to	change	some	of	the	chart	data,	click	Edit	Data	in	Excel
on	the	All-In-One	Bar.	You	can	also	switch	the	mouse	over	areas	of	this	pie	chart	to	emerge	further	information	such	as	the	number	of	dollars	that	the	blue	portion	represents.	On	the	contrary,	spreadsheets	and	tables	do	not	behave	equally	in	words,	because	the	capabilities	of	the	Word	table	are	much	more	limited.	Much	of	the	formatting	as	it	is	kept
intact,	but	you	lose	almost	all	formulas.	For	example,	note	that	the	months	in	the	header	are	no	longer	angled	to	45	degrees	upward.	If	you	click	the	Formula	button	while	keeping	the	cursor	in	any	cell,	the	formula	that	the	cell	contains	should	appear.	The	January	subtotal	by	necessity	claims	to	have	the	formula	=	sum	(surface),	which	means	that	this
cell	is	the	sum	of	each	cell	with	numbers	above	it.	However,	this	is	not	true:	the	modification	of	the	cells	above	will	not	update	the	numbers.	You	can	return	to	this	formula	and	enter	the	new	sum,	but	it	will	treat	the	rest	of	the	text	within	this	cell	as	only	text,	stringing	the	new	sum	with	it.	The	conclusion?	Copy	tables	directly	from	Excel	can	be	a	quick
way	to	put	avisual	in	word.	However,	it	is	not	useful	if	you	need	to	update	the	data	for	the	formulas.	The	graphs,	however,	are	good	to	copy	and	paste	in	Word,	since	they	are	still	modifiable	in	Excel	with	their	full	functionality.	Step	1:	Create	e	e	e	,tnemucod	gnikrow	that	stnele	tsujda	tsujda	tsujda	tsujda	tsujda	tsujda	tsujda	ot	ot	erâ€â₣¢₢€	Retne	ot	ot
ot	nek	nliw	oly	,neht	.tnaw	uoy	ngna	ngna	trahc	fo	epyt	tceles	dna	,Tranahc	kcilc	neht	,bat	tresni	eht	ccilc	ot	dna	,trahc	eht	gnikcilc-elbuod	yb	emit	yna	ta	lecxE	ni	atad	eht	egnahc	nac	uoY	.tnemucod	droW	eht	ni	raeppa	lliw	trahc	eht	dna	,teehs	eno	ylno	htiw	lecxE	ni	yats	lliw	atad	eht	,tnemucod	droW	ruoy	ni	trahc	eht	evas	uoy	ecnO	.	atad	eht	htiw	eno
dna	,trahc	eht	htiw	teehs	eno	sah	taht	elif	lecxE	na	nepo	lliw	trahc	a	gniddA	.strahc	lecxE	gniypoc	no	noitces	suoiverp	eht	ni	debircsed	sa	krow	lliw	strahC	.tcejbo	lanigiro	eht	eteleD	.tcejbO	teehskroW	lecxE	tfosorciM	kcilc	neht	,unem	tidE	Eht	ni	laiceps	Etsap	tceles	dna	kcilc-thgir	,drow	ot	kcab	uoy	nehw	.ypoc	tcele	s	dna	kcilc-thgir	neht	,tnaw	uoy
atad	eht	tceles	,lecxe	nepo	ot	kcilc-elbuod	osla	nac	uoy	,sllect	suoenartxe	evaha	evahas	dnif	uoy	fi	â	â	Niaga	liw	dna	,Atad	Tuoba	GNIHYNA	EGNAHC	TONNAC	uoy	.meht	nihtiw	salimurof	eht	ro	,gnittamrof	redrob	dna	roloc	,sllect	fo	gnacaps	,Lelw	.evoba	lairotut	lecxE	eht	ni	desu	uoy	sa	ssecorp	emas	eht	gniwollof	,ti	otni	tnaw	uoy	noitamrofni
revetahw	retne	nac	uoY	.teehs	lecxE	knalb	a	nepo	lliw	teehskroW	lecxE	tfosorciM	ehT	Â	Ã.lecxE	nepo	lliw	noitpo	rehtiE	.KO	kcilC	.teehskrow	lluf	a	Tresh	Evoba	to	the	yaw	emas	eht	by	Tnemucod	drop	with	an	Etaerc	Tnemucod	drop	yb	tnetnoc	regnol	htiw	sllec	eht	fo	htdiw	eht	eht	eht	egnah	.senil	owt	otni	tilps	ot	ngunac	,lelect	naht	regnol	tgim	txet
simethems	â	s‚	yticilpmis	rof	.ERIGER	YEHT	SRUOH	EHT	DNA	SKrassecen	ruoy	fo	gnitsnoc	,yad	hcae	rof	the	ruoy	retne	:4	pets	â	uy	srue	os	ut	ut	ut	uta	FO	yna	evah	tâ€â€ã¢nod	selbat	dow	taht	etont	.tey	gniylppa	rehtob	tâ€â€â€Tr	.sredaeh	tmuloc	ot	sric	trut	sric	sric	t	strioc	Tes	a	htiw	elbat	knalb	a	evah	ew	won	seddaeh	etaerc	:3	pets	â	.swor	ruof
,seirtne	eerht	htw	redaeh	a	evah	llâ€â€â€Jes	nmuoc	nes	A	Gnikam	erâ€ã¢EW	ECNIS	.htdiw	dna	thgieh	yna	Fo	elbat	a	taerc	taerc	tauqs	llams	eht	revoh	revoh	nac	uoy	.dirg	a	Es	tres	tresni	kcilc	elbat	:2	ht	:2	ã‚	.evoba	detsil	sa	yaw	eht	eht	siht	sâ	â	â	â	Â	tnemucod	dna	evaos	dna	taerc	â	â	â‚	,eludehc	Eseht	.H	,TRAHC	DETRESNI	EHT	DNUORA	epyt	uoy
nehw	.eht	if	erehwyna	tcejbo	eht	pord-dna-gard	ot	thig	kcilc	dna	,txet	parw	tceles	.nobbir	if	tuoyal	eht	kcil	rocc	Elbat	ro	trahc	ruoy	evom	ot	.sresu	esufnoc	dna	ecalp	Fo	edils	edils	tâ€â€ã¢nod	yeht	os	scejbo	if	tnemngila	Ecrof	ot	yllacitamotua	dnuora	hht	hht	hht	hht	hht	hht	hht	hht	hym	Taht	eciton	llâ€â€âuoy	.ZOSIS	erbaeganam	erom	to	sete	noitca
siht	.drawn	the	gnivom	dna	tcejbo	fo	renroc	eht	gnikccilc	yb	trahc	eht	fo	ezis	eht	EHT	the	left	or	right	edge	of	a	cell	and	dragging	it	as	you	see	fit.	Â	Step	5:	Apply	styles	to	visually	appeal	the	program,	apply	fast	style	presets.	Click	on	the	Home	tab.	Select	the	whole	table,	then	choose	a	preset	you	like	from	the	tape.	Since	you	have	a	header	line,	make
sure	you	choose	a	style	that	makes	it	visually	distinct.	Now	you	have	a	simple,	well-designed	table	that	you	can	use	for	daily	planning.	To	extend	it	and	add	other	items	to	the	list	of	things	to	do,	click	a	row	and	then	right-click	and	choose	Insert:	rows	below.	Â	See	a	complete	list	of	keyboard	shortcuts	in	Microsoft	Word.	This	section	will	cover	all	basics
to	work	with	Google	sheets.	Google	Sheets	is	a	spreadsheet	app	that	lives	in	the	cloud,	which	means	you	never	have	to	download	anything	and	can	update	the	sheets	from	any	computer	or	smartphone.	In	particular,	it	is	free:	anyone	with	a	Google/Gmail	account	can	access	all	its	features.	Google	sheets	are	not	as	robust	as	Excel	in	terms	of
functionality.	It	has	less	formula	functions,	a	set	of	tools	less	accessible	and	you	can	not	set	any	automation	macros.	What	Google	sheets	have,	however,	is	quite	good	for	basic	users:	real-time	collaboration	skills.	This	means	that	you	can	share	a	sheet	with	other	Google	users,	collaborate	with	them	on	the	same	spreadsheet	and	see	the	changes	and
comments	instantly.	Instant	data	insights	and	also	generates	graphs,	tables	and	automatic	graphics	to	be	inserted	in	a	document.	Â	Sheets	integrates	with	all	other	Google	products,	allowing	you	to	automatically	enter	Google	Forms	data.	The	sheets	you	create	will	be	saved	on	your	Google	Drive	account	and	you	can	enter	.otoF	.otoF	elgooG	ni	iah	ehc
inigammi	el	ettut	,sllec	fo	detceles	yna	tuoba	noitamrofni	euqinu	sareneg	sareneneg	taht	nnahthgir	a	p	pu	sgnirb	siht	no	gnikcilc	.erolpxe	scafrus	nociht	revo	gnirevoh	â	 yltcaxe	noitcnuf	sbat	eht	.tnemucod	steehs	steehs	elpitum	eht	sbat	sbat	Eseht	eru	.g	.	SWOR	DNA	,dnoyeb	dna	z-a	snmuloc	htw	,lecxe	ot	ylralim	yrev	snoitcnuf	The	.Epskwow	ruoo
sig	.sgnittes	decnavda	of	snoissimrep	,	t	tno	t	tno	t	tno	t	tno	t	tno	t	tno	t.	Tel	,the	weiv	meht	tel	rehtie	:htw	gniirahs	erâ€â€ã¢uoy	elpoep	Foe	noissimrep	eht	esoohc	osla	nac	uoy	.to	llfotua	dna	ergoog	elgoog	elgot	ytnot	ytnot	ytnot	ytnot	stent	tnaw	uoy	ENOYREVE	FO	SESSRDDA	LIAME	EHT	of	RETNE	NAC	UOY	,THE	KCIL	c	uoy	nehw	.noitisoporp
Eulav	sâ€â€â€â€â€â€â€â€â€â€âTneH	uoy	stel	osla	to	.sllec	detceles	Fo	ggnar	ro	llec	tnerruc	eht	no	snemmoc	evael	ot	os	swolla	dna	swnemmoc	snepo	not	snub	snemmoc	eht	.d	.ereh	SLLEC	tnorof	tnereffid	tnuffid	rruffid	rruffid	tnuffid	tnuffid	alurof	eht	sloot	sloot	sloot	sloot	sloeb	.sloot	noitcnocnuf	emos	dna	,gniretlif	,gnitnemmoc	,snoitpo	,snoitpo
gnittamrof	empmis	edulcni	riot	riot	snoced	sno	snoc	detacol	siht	erehw	uohs	swohs	noci	reddloc	eht	no	gnikcilc	.dnif	ot	op	resiate	sâTYâ€â€â€âti	os	Teehs	shy	â€â€â€¢€â€T	DNA	Teehsdaerps	Deltitnu	Kcilc	.Teehs	Ruoy	Eman	Ot	Aera	Siht	Esu	.B	,Parw	txet	Noci	driht	eht	.llec	eht	ni	tnmunolf	dna	,mottob	,pots	of	llew	in	,nangila	retnec	dna	,thgir	,tfel
esooohc	nac	uoot	.sloot	.	DNA	,Egerem	Slortnoc	ereh	nottub	tsal	eht	,cte	,enil	thgiarts	,enil	dettod(	Elyts	dna	ssenkciht	gnidulcni	,sredrob	Lereoy	scuit	ward	sloot	scud	scud	scud	scud	tnid-pod.	uoy	.evil	snoitpo	gnittamrof	elyts	lec	erehw	siht	.f	.NALG	THAT	YOUR	SUPATATAS	NESOHC	ruoy	tcelfer	rieht	os	sllec	fo	noitceles	eggnis	otur	suo-ssorc	dto-
ssorcam	,	,Roloc(	gnittamrof	rieht	egnah	ot	snoitddnoc	neht/fierc	dna	sllec	fo	agenar	a	esooohc	ot	ot	ot	ot	ot	ot	ot	uy	sloot	Eseht	.	Rotceles	Roloct	txet	eht	.Roloc	txet	dna	,scicilat	,dlob	ekil	,txet	rof	sloot	gnittamrof	elyttants	yltsomom	era	eseht	.E	.LEC	ONNI	GNIPYT	ERâ€â€ã¢uoy	StretCarahc	sretCarahc	rof	rof	rof	rotceles	edniop	dradnats	that	.llec
REHTONA	NEDDIH	Snoitpo	Rehto	dna	,stamrof	emit	dna	,ycnerruc	ees	ot	nwod	pord	eht	kcilc	.ecalp	lamiced	evomer	ro	dda	ot	aerattub	kciuq	eht	esu	Ekil	Stamrof	RADDATATS	RO	,SORE	SEITNECREP	OTNI	SEIRTNE	REBUM	REBUM	OROOT	SLOOT	GNITTamROF	TXT	ESU	.B	Tamrof	eht	dna	,ader	dna	odnu	,loot	tnir	eht	eht	gnidulcni	,snoitcnuf
cisab	era	era	eraht	.a	.teehs	eroot	teehsdaerps	olt	olt	olno	limnot	Nobbir	Elbairav	evah	tâ€â€ã¢mnSEOD	Elgoog	,Scudorp	tfosorcim	ekilnu	.Selbat	Ro	Text	to	overflow	in	the	next	cell,	wrap	downwards	and	increase	the	height	of	the	cell,	or	â	€	œClliccaâ	€	the	text	when	it	starts	to	overflow.	(The	text	is	still	there,	it	is	only	hidden.)	The	final	button	in
this	area	allows	you	to	angular	the	text	in	a	different	way,	as	in	Excel.	H.	These	are	tools	that	work	for	superior	purposes.	The	first	allows	you	to	make	a	cell	or	a	cell	interval	links	to	a	website	or	file.	The	second	is	the	commentary	options	-	just	highlight	a	cell	range	and	click	it	to	comment.	Others	can	also	respond	to	your	comments.	Next	is	inserted
graphics,	which	brings	a	popup	window	quite	robust	with	numerous	data	display	options.	There	are	more	types	found	in	Excel,	but	there	are	fewer	styles	than	each.	In	addition	to	the	line	graphics,	bar	and	cake,	there	are	maps	that	light	up	according	to	the	position	data	that	includes,	organs	for	companies,	radar	graphics	and	Venn	diagrams,	to	name
a	few.	The	next	icon	is	for	selection	and	filtering,	which	allows	you	to	insert	the	filters	menus	on	top	of	each	column	that	can	be	updated	and	modified	in	real	time.	The	final	icon	is	the	drop	-down	menu	of	the	main	formula.	It	shows	only	some	functions	by	default	-	Sum,	Averal,	Count,	Min,	Max.	The	rest	of	the	functions	are	hidden	in	more	functions,
which	raises	a	new	page	that	has	just	a	list	of	functions.	The	formula	The	bar	also	has	an	automatic	completion	function:	starting	to	type	â	€	œ	=	â	€	and	a	pair	of	letters	to	reveal	a	list	of	functions	with	those	letters	to	select	and	insert	in	the	formula.	All	other	tools	are	hidden	in	the	drop	-down	menus,	which	are	covered	below.	Files	and	edits	contain
basic	functions	to	download,	share,	cancel	and	redo.	The	Edit	menu	also	has	and	replaced,	which	allows	you	to	scan	the	document	for	any	cell	containing	search	criteria.	View	menu:	Freeze:	This	submenu	contains	everything	necessary	to	freeze	the	panes.	You	can	freeze	any	number	of	columns	and	rows	you	like,	so	you	needgnivael	,gnittamrof	lla
evomer	ot	nottub	siht	sserp	dna	sllec	thgilhgiH	:gnittamroF	raelC	.meht	ot	ti	ylppa	dna	sllec	ruoy	tceles	ylpmiS	.snoisrev	motsuc	dliub	ot	uoy	swolla	osla	ti	dna	,tser	eht	morf	tcnitsid	si	taht	roloc	redaeh	a	htiw	emos	,steserp	era	Ekil	Sroloc	Gnitanretla	Htiw	selbat	dliub	uoy	tel	teehs	eht	fo	eht	fo	eht	if	it	is	spraud	rabedis	that	:sroloc	gnitanretla	:sloot
laoot	slas	slaf	t	tub.	PPA	taht	morf	thgiarts	teehs	that	otni	meht	gnirb	nac	uoy	.smargaid	dna	scipmis	elpmis	eterc	ot	spahs	pord	dna	gard	uoy	tht	sbniward	swtniard	:g	.Teehs	ruoy	otni	mrof	egof	:mrof	.tretupmoc	ruoy	ro	,etisbew	,evird	elgoog	,sotohp	Elgoog	Morf	Teehs	elgoog	ruoog	otni	egami	:eganta	llen	sleg	snam	Uoy	.ot	d	Ednopser	Eb	ot	ot	ot
tnemmoc	in	Naht	Rehtar	,sresu	then	the	alpxe	ot	seton	Esu	:eton	.snoitcnuf	dna	,strahc	,stnemoc	dda	Osla	nac	,	tda	tda	roec	Unem	eht	FO	strap	wed	tresrif	eht	:unem	three	.eulav	rieht	naht	naht	rehttar	,sllec	llum	romluf	eht	siding	sauce	wohs	.alumrof	sti	sniatnnoc	yhlautca	llaut	tahh	¢1B+1A=ÂÂÃ¢	alumrof	eht	evah	1C	edam	uoy	dna	,2=1B	dna
1=1A	fi	,elpmaxe	roF	.eulav	a	sa	sevloser	alumrof	taht	revewoh	yalpsid	lliw	ti	,llec	a	otni	alumrof	a	retne	uoy	nehW	:salumrof	wohs	.Elepmaxe	rof	,gnitnirp	nehw	mehw	meht	evomer	ot	yrassecen	eb	tgim	ni	.teehskrow	ruoy	if	sdirg	eht	Ees	ton	ro	rehtam	slorg	uoh	slorg	uoh	uoh	slorg	SAH	tsrif	ruoy	fi	,elpmaxe	rof	.neercs	eht	dnuora	llorcs	uoy	elihw	tup
syates	Naked	cells	with	only	their	content	and/or	values	displayed.	Data	Menu:	Order:	The	selection	options	are	redundant	with	the	selection	tools	on	the	main	toolbar.	These	add	ranges	that	you	can	order	inside.	Protected	leaves	and	blades:	This	allows	you	to	choose	some	cells	or	sheets	you	want	to	prevent	people	from	changing.	PivotTable:	These
PivotTables	work	as	they	do	in	Excel:	select	a	data	group	with	at	least	two	columns	and	create	reports.	The	editor	report	appears	on	the	side,	allowing	you	to	choose	which	data	you	want	to	group	in	rows,	columns	and	which	values	and	filters	to	use.	Data	validation:	For	more	complex	sheets,	this	feature	can	find	missing	errors	and	data	for	you	to
correct.	Menu	Tools:	Create	a	form:	This	launches	a	Google	Form	creation	window,	automatically	linked	to	your	Google	Sheet.	When	the	user	has	entered	this	on	websites	or	sending	it	by	email,	all	the	response	data	will	be	transmitted	in	the	sheet.	Script	Editor:	This	allows	you	to	write	custom	features	and	scripts	to	automate	and	extend	the
capabilities	of	Google	Sheets.	This	function	is	only	for	advanced	users.	Autocomplete:	A	useful	setting	that	allows	Google	Sheets	to	use	what	it	learns	to	fill	the	information.	It	is	recommended	to	keep	this.	Protect	sheet:	This	allows	you	to	protect	the	parts	or	all	the	sheet	so	that	only	the	right	people	you	shared	with	can	access	it.	Personal	Dictionary:
This	is	every	word	your	Google	account	has	been	said	is	a	properly	rejected	word	that	does	not	exist	in	its	main	dictionary.	Form	menu:	This	menu	only	has	some	redundant	features	on	Google	Forms.	Add-Ons:	This	menu	has	links	to	Google	Sheets	add-on	marketplace.	These	are	mostly	non-official	extensions	than	several	developersCreated	to	make
Google	Sheets	more	useful.	They	do	not	always	work	correctly,	and	are	not	recommended	for	elementary	users.	Now	that	you	know	all	Google	Sheets	tools,	practice	doing	your	calculation	calculation	sheet	JEsu	llâ€â€â€â€â€â€TR,	Ehnerefer	eht	Fo	nmuloc	HCAE	ROF	Seman	Etaerc	.B	€âti	€âti	.Teehsdaerps	ruoy	gniman	yb	trats	.a	elbat	ecnerefer
Etaerc	:3	pets	â	â	â	â	tsom	eht	dlos	tcudorp	hcihW	?teehsdaerps	a	morf	niag	ot	tnaw	ediwdlrow	stcudorp	gnilles	ynapmoc	a	dluow	noitamrofni	tahw	,esac	siht	nI	.slaog	lacitylana	redisnoc	,noitautis	nwo	ruoy	rof	siht	ekil	sgniht	tuo	nalp	pleh	oT	Â	Ã	Â	Ã.nigram	tiforp	desab	-toc	ruoy	morf	star	â€TOMâ€â€TROOD	Evomer'	llâ€â€â€âuoy	Neht	.Tor	DNA
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would	also	reduce	the	final	profit.	You	will	need	dedicated	columns	to	monitor	this	information,	then	type	â	€	œPaese	Customerâ	€	in	cell	7f,	â	€	â	emocncn	eht	tamroF	♪	♪	F	nmuloc,	sredaeh	nmuloc	ruo	gniretne	retfa	taht	eton	osl	column	by	highlighting	the	cells	and	clicking	the	%	button	on	the	toolbar.	Add	the	currency	format	to	the	Final	Profit
column	by	highlighting	it¢ÃÂÂs	cells	and	clicking	the	$	format	button.Ã	Â	Ã	Â	Now,	use	the	basic	AutoSum	formula	to	place	totals	counts	for	each	of	the	quantity	columns,	for	the	Profit	from	Sale	column,	and	the	Final	Profit	column.	Highlight	B8	through	B17,	then	click	the	Formula	button	on	the	toolbar,	and	click	SUM.	The	total	sum	will	appear	in
B18.	Now	drag	this	cell¢ÃÂÂs	formula	to	C18	and	D18,	then	copy	and	paste	it	into	H18.Ã	Â	Ã	Â	Step	7:	Add	Styling	Add	styling	to	your	table	to	help	make	it	more	readable.	Click	and	highlight	all	the	cells	in	the	table	(excluding	the	totals).	Then	click	the	Format	menu	and	click	Alternating	Colors	in	the	drop-down	menu.	Then	click	a	Formatting	Style
from	the	sidebar	to	apply	a	style	to	your	table.	Click	the	blue	Done	button.	Ã	Â	Next,	click	and	highlight	the	cells	containing	totals	totals,	and	click	the	Fill	Color	icon	on	the	toolbar	and	choose	a	color.	Quantity	totals	might	have	the	same	color	as	the	product	reference	table	above.	Totals	relating	to	money	might	be	green.	Adding	color	elements	to	help
with	quick	visual	reference	is	a	plus.Ã	Â	Ã	Â	Step	8:	Enter	DataÃ	Â	Now	enter	data	for	all	your	table¢ÃÂÂs	quantities	sold	for	every	product	in	every	sale,	and	the	Ã	Âbuyer¢ÃÂÂs	country.	Feel	free	to	use	the	data	in	the	screenshot	above.	You¢ÃÂÂll	notice	all	the	calculations	are	done	automatically.	Ã	Â	Step	9:	Sort	by	Country	Let¢ÃÂÂs	learn	about
sorting.	To	create	a	table	for	map	data,	we	have	to	have	totals	by	country.	It¢ÃÂÂll	be	easier	to	gather	this	data	if	we	sort	it	by	that	criteria.	You	want	to	be	sure	when	sorting	that	you	don¢ÃÂÂt	cause	any	rows	to	become	disassembled	-	data	has	to	remain	together	to	be	useful.	Ã	Â	Select	A7	through	H17	(this	is	the	entire	table	except	the	totals).	Now
open	the	Data	menu,	click	Sort	range,	and	then	tick	the	Data	has	header	row	box.	(It	Reorganize	the	headers,	just	under	them.)	Then	choose	the	country	of	the	column	customer	from	the	menu	by	menu,	passing	from	to	z.	Now	your	data	is	organized	by	country.	Now	use	the	same	steps	described	above	to	create	a	table	with	Only	the	country	of	the
customer	and	the	final	profit	as	headers.	Each	country	gets	only	one	cell	and	the	final	profit	is	the	added	profit	from	that	country	which	uses	the	formula	â€	œ	=	sum	(cell	begins:	final	cell).	For	the	United	States,	click	the	K12	cell	and	type	the	formula	â	â	â	â	â	â	â	â	â	â	â	â	â	â	â	â€	œ	=	sum	(h15:	h217).	"You	must	manually	add	each	formula.	You	can
also	add	a	style	to	it	if	you	want	it.	Step	10:	Analyze	data	with	Explore	–	Now	that	you	have	your	data	represented	to	answer	all	your	questions,	it	is	time	to	start	analyzing	them.	It	is	important	to	remember	that	on	a	real	sheet	of	sale,	you	probably	would	have	hundreds	of	sales,	not	10,	so	computer-assisted	analysis	would	be	really	advantageous.	Click
the	Explore	icon	in	the	bottom	right	corner	of	your	Screen	to	open	the	sidebar	of	exploration.	As	you	can	see	from	GIF,	there	are	countless	ways	to	analyze	data	by	selecting	a	table	or	the	other	and	exploring	the	graphs	and	graphs	created	automatically.	You	can	also	highlight	all	cells	in	a	table	and	click	the	table.	Now	you	have	a	sales	tracker	working
with	useful	data	analysis	ready	to	go.	Here	is	a	complete	list	of	keyboard	shortcuts	in	Google	sheets.	This	section	will	cover	all	the	basics	you	need	to	know	about	work	with	SmartSheet,	an	automation	platform	and	process	inspired	by	the	spreadsheet	that	you	can	use	to	create	powerful	and	collaborative	spreadsheets.	It	is	a	cloud-based	application,	so
you	never	need	to	download	anything	and	can	be	upgraded	from	any	computer	or	smartphone	and	stays	synced	on	allIt	is	available	on	any	platform	with	a	web	browser	and	you	can	share	spreadsheets	with	anyone.	SmartSheet	has	many,	though	not	all,	functions	Excel	hasa	collaborative	environment	in	real	time.	This	that	makes	Smartsheet	unique	is
that	the	spreadsheets,	known	as	Grid	View,	are	only	the	base	below	for	the	app	skills.	With	Smartsheet	you	can	assign	unique	properties	to	each	column	that	affects	its	behavior	in	different	types	of	visualization.	For	example,	if	you	have	a	column	given,	you	can	view	your	data	on	the	View	calendar,	where	each	line	becomes	an	element	on	a	calendar.
If	you	give	each	line	an	start	date	and	the	end	date	column,	you	can	use	Gantt	View	to	see	where	the	temporal	lines	overlap	from	the	element	to	the	element.	If	you	give	your	lines	a	column	to	descent	list,	you	can	use	Card	View	to	see	the	elements	as	cards	that	you	can	drag	and	release	from	one	section	to	another,	to	indicate	the	category	or	the	state.
Another	unique	feature	of	Smartsheet	is	that	not	everyone	needs	to	buy	the	app	to	access	it.	A	paid	user	can	invite	internal	and	external	collaborators	to	a	sheet,	which	can	all	collaborate	on	the	sheet	in	real	time.	It	is	possible	to	practice	by	making	your	own	sheet	of	calculation	of	the	project	tracker	from	scratch	to	Smartsheet.	This	guide	cover	the
foundations	and	many	of	the	unique	features	of	the	app	to	quickly	produce	a	powerful	collaborative	calculation	sheet.	Step	1:	Create	a	new	sheet	and	name	on	the	SmartSheet	homepage,	click	Create	and	choose	Grille	to	start.	In	the	popup	window,	appoint	the	â	€	â	€	œNuova	project	sheet.â	€	step	2:	appoint	the	primary	column	and	enter	the	data
starts	by	changing	the	name	of	your	primary	column	to	â	€	œTask	Nameâ	€.	Click	on	the	cell	with	the	words	primary	column	to	rename	it	in	the	pop-up	window	that	appears	on	the	screen.	Click	the	Blue	button	ok.	Enter	a	couple	of	activities	in	the	column	relating	to	Cié	you	like.	Step	3:	Create	a	contact	column	now	change	the	name	of	Colonna2	a	a.”
Click	the	cell	with	the	words	Colonna2	to	rename	it	in	the	pop-up	window	that	appears	on	the	screen.	Then,	click	the	property	of	the	Contact	List	column.	Click	Ok.	Now	you	can	start	id	etad	ella	esab	ni	onognopparvos	is		Ãtivitta	el	emoc	eredev	rep	e	,eroirepus	enoizagivan	id	arrab	allad	weiV	ttnaG	eranoizeles	,euD	e	tratS	ennoloc	ellen		Ãtivitta	ingo
rep	etad	el	etiresni	atlov	anU	.idom	¹Ãip	erazzilausiv	e	eraroballoc	ad	elicaf	¨Ã	ehc	oroval	id	ottegorp	led	enoitseg	id	oilgof	nu	eteva	arO	weiV	ttnaG	adrauG	:7	ossaP	.âopmet	niâ	acifingis	edrev	li	e	,âidrat	isauqâ	acifingis	ollaig	li	,âenifâ	acifingis	ossor	lI	.edrev	o	ollaig	,ossor	ais	etaroloc	onos	ehc	,GYR	ellap	el	erazzilitu	,osac	otseuq	nI	.oihcco'd	oploc	a
,agir	aut	allus	inoizamrofni	el	eratneserppar	rep	isrevid	ilobmis	azzilitu	am	,asecsid	a	ocnele	nu	emoc	¨Ã	otseuQ	.ilobmiS	ied	annoloc	alled		Ãteirporp	al	ilgrad	e	,âotatSâ	a	6annoloC	id	emon	li	eracifidoM	ilobmis	id	annoloc	anu	eraerC	:6	ossaP	.âatelpmoCâ	e	â,enoisiver	nIâ	â,ossergorp	nIâ	â,otaivva	noNâ	otats	id	inoizpo	el	eraf	e	,olognis	anoizeleS



eranoizeles	,oilgof	otseuq	reP	.etnemavittepsir	,inoizpo	¹Ãip	o	,enoizpo	alos	anu	eranoizeles	onossop	itnetu	ilg	ehc	acifingis	ehc	li	,tceleS-itluM	o	tceleS	elgniS	inoizpo	eranoizeles	elibissop	Ã	.)atlecs	aut	id	iretirc	irtla	o(		Ãtivitta'lled	otats	ol	rep	ailgirg	alled	atsiv	allad	inoizamrofni	erazzinagro	rep	weiV	draC	erazzilitu	id	ehcna	ettemrep	iT	.eranoizeles
ad	irotaroballoc	i	rep	esrevid	inoizpo	enucla	ereilgecs	id	etnesnoc	ocnelE	enoizudiR	.nwodporD	tsiL	id		Ãteirporp	al	olrad	e	â,egatSâ	a	5annoloC	id	emon	li	eracifidoM	asecsid	a	ocnele	annoloc	anu	eraerC	:5	ossaP	.ottegorp	id	itad	o	oloclac	id	ilgof	idnarg	odnetseg	is	odnauq	ilitu	atsiv	id	itnup	onos	ehc	,ttnaG	atsiV	ehc	oiradnelaC	atsiV	ais	erazzilitu	id
	Ãrettemrep	iv	otseuQ	.ataD	ni	annoloc	alled		Ãteirporp	el	ebmartne	eracifidoM	.etnemavittepsir	",euD"	e	"tratS"	ilranimonir	rep	4annoloC	e	3annoloC	allec	allus	cilc	eraF	enif	id	e	oizini	id	atad	id	ennoloc	aerC	:4	ossaP	.orol	a		Ãtivitta	el	erangessa	rep	ittatnoc	iad	imon	i	etnemacitamotua	teehstramS	e	,annoloc	atseuq	id	agir	ingo	ni	iuq	and	end.	Step	8:
Look	at	the	view	of	the	card	with	the	card	see,	you	can	view	all	your	lines	of	activities	for	internships,	because	it	is	a	criterion	in	your	descent	list.	This	is	a	quick	visual	way	to	see	how	e	draobhsad	i	,pu-llor	id	troper	i	noc	edacca	otnauq	ni	oroval	len	elaer	opmet	ni		Ãtilibisiv	al	ineitto	e	evaihc	ehcirtem	us	alangeS	.ottaf	¹Ãip	id	erenetto	e	ecaciffe	¹Ãip
eresse	a	maet	out	li	odnatuia	,ogoul	isaislauq	ad	oroval	lus	aicnuned	al	e	enoitseg	al	,enoizisiuqca'l	,enoizacifinaip	al	acifilpmes	teehStramS	amrofattaip	aL	.onaibmac	eznegise	el	ehc	onam	nam	israttada	eâ	¬â	¢Ã	maet	out	led	eznegise	el	erafsiddos	rep	atattegorp	elibisself	amrofattaiP	nu	noc	ertlo	eradna	da	olopop	out	li	azzirotuA	.erirffo	ad	onnah
immargorp	itseuq	ehc	ottegorp	led	icificeps	o	erottes	led	icificeps	,ilanosrep	illedom	itlom	ied	otnemanoipmac	nu	olos	onos	itseuQ-itnednepid	ied	enoitseg	id	e	oroval	id	oroval	id	illedoM-enoizammargorp	id	illedoM-tegdub	id	illedoM	.iredised	ehc	²Ãic	ottut	eraloclac	e	erazzinagro	a	eraizini	ioup	idniuq	,immargorp	itseuq	id	onucsaic	rep	iralopop	illedom
inucla	occE	.opmet	eraimrapsir		Ãraf	it	ehc	isac	rep	icificeps	e	itiurtsoc-erp	illedom	ehcna	onnah	immargorp	itseuq	ittut	,aivattuT	.teehStramS	e	steehS	elgooG	,droW	,lecxE	ni	orez	ad	oloclac	id	oilgof	nu	eriurtsoc	emoc	ias	arO	.ehcinu	ehcitsirettarac	eus	elled	etlom	artsomid	oipmese	otseuq	am	,ilanoizidart	elumrof	id	atnuigga'l	iuc	art	,teehStramS	noc
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	Ãtivitta	eL	automated	workflows	to	keep	your	team	connected	and	informed.	When	teams	have	clarity	in	work,	there	is	Don't	tell	how	much	more	they	can	accomplish	in	the	same	amount	ofSmartsheet	for	free	today.	Smartsheet	test	to	get	a	free	Smartsheet	demo	
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