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Note to Reader

The Manual

Advanced Spreadsheets for Microsoft Office 2007 for ECDL offers a practical, step-by-step guide for
those who wish to upgrade their spreadsheet skills to acquire a thorough competence in this
application. Similar to the other Blackrock Education Centre training materials, it has been
designed as either a stand-alone study guide or for use in a tutor-led environment. However, as is
characteristic of Blackrock Education Centre training materials, the content of this manual offers
additional support information through explanations, demonstrations and practical exercises as
well as a support website, www.becpublishing.com.

Design

Every use has been made of the expertise we have gained training students in ICT over many years.
The knowledge and skills of our substantial pool of trainers hugely influenced the content and
layout of the material.

« The manual is written in plain English.
+ There are step-by-step, detailed explanations and action sequences.

« Particular attention is given to relating what is seen on the pages of the manual to what is seen
on the computer screen.

« The A4 size of the manual and the side-by-side layout of graphics and text, combine to make it
an ideal training manual.

Exercises

At the end of each section, there are two kinds of exercises. There are self-check questions designed
to jog your memory of important details. There are also practical exercises that have been designed
to revise some of the more important skills associated with using Microsoft Excel.

In successfully completing each set of exercises, the student can be confident, that progress in
learning more sophisticated skills has been achieved.

Web Support

Support material is available on the CD enclosed in the manual and on the internet at
www.becpublishing.com.

This manual was produced - text, design and layout — using only the Microsoft Office suite
of programs and the skills described in the manual. The screen shots were captured using
a small utility program and most were inserted directly onto the page.



Formatting € Chapter 1 Training for ECDL

1.2.3 Applying Customised Cell Styles

Select the cell or range of cells to be formatted with the new style. —;ﬁf
From the Home tab and the Styles group, select the Cell Styles arrow. St}ffe'; .
The new style will be displayed in the Custom section of the drop-down menu.

Select the custom style to apply it to the selected cell(s). Custom

Good, Bad and Neutral
MNormal Bad

Data and Model

1.3 Conditional Formatting (4.1.1.2)

Conditional formatting enables the user to format specific cells based on the contents of the cells.
For example, in order to see at a glance the best selling products in a Sales spreadsheet, all cells
containing figures over a specified amount can be displayed in a chosen colour. All cells
containing figures below a specified amount can also be formatted to display in a different colour.
Conditional formatting is also referred to as rules.

Rules can be predefined or created by the user.

1.3.1 Predefined Rules
To apply predefinded rules, do the following:

Select the cell range or table to be formatted.
From the Home tab/Styles group select the Conditional Formatting button.
Select an option from the drop-down menu. *j

<l

Conditional
Formatting ~

Conditional
Farmatting =

=i Highlight Cells Rules » = Greater Than..
ESEN o

__‘ﬁml Top/Bottom Rules 3 _‘IJ Less Than...

= -]
E_I Data Bars 3 jj Between...

%_I Color Scales 3 —"_I Equal To...

¥=
:§] Icon Sets » _—"Q Text that Contains...
i Mew Rule...
== —_% A Date Occurring...
_“_‘/‘ Clear Rules Bl
:I Manage Rules... = _
=z| Duplicate Values...

More Rules...

Use the Highlight Cell Rules » for comparison operators, such as Greater Than,
Less Than or Equal To.

o Choose the comparison operator from the Highlight Cells Rules pop-up menu.
The Greater Than (or Less Than/Equal To) window opens.
Enter the figure.
Choose the required format from the drop-down menu.
Click OK.

Greater Than
This window is
similar for Greater
Than, Less Than
and Equal To

Format cells that are GREATER THAMN:
[

menu

oK l [ Cancel

10 Unauthorised Photocopying is Unlawful
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Training for ECDL Chapter 1 > Formatting

Use the Highlight Cell Rules » Between comparison operator to find cell content
between a specified highest and lowest figure.
o Choose Between from the Highlight Cells Rules pop-up menu.

The Between window opens.

Enter the highest and lowest figures.

Choose the required format from the drop-down menu.

Click OK.
Between
Choose a
_Enter the Format cells that are BETWEEN: format for cell
highest and e
lowest ‘R[] and |z188S with [Light Red Fill with Dark Red Text” | between the
flgures specified
I OK l [ Cancel l figures to be
displayed in

Use the Highlight Cell Rules » Text that Contains option to format cells that contain
specified text..
o Choose Text that Contains from the Highlight Cells Rules pop-up menu.

The Text That Contains window opens.

Enter the text that will be formatted when used.

Choose the required format from the drop-down menu.

Click OK.

Text That Contains

Choose a
format for the
specified text

Format cells that contain the text:

Enter the
text | | with [Light Red Fil with Dark Red Text /v |

[ Ok, l[ Cancel ]

Use the Highlight Cell Rules » A Date Occurring option to format cells containing a
specified date.
o Choose A Date Occurring from the Highlight Cells Rules pop-up menu.
The A Date Occurring window opens.
o Enter the date that will be formatted when it is used.
Choose the required format from the drop-down menu.
Click OK.

A Date Occurring

Format cells that contain a date occurring:

Choose a
format for the
specified date

Yesterday || with |Light Red Fill with Dark Red Text —v—l—

Select a Yesterday
date Today [ QK l [ Cancel ]
Tomorrow

In the last 7 days
Last week

This week

Mext week

Last month

This Month

Mext month

Unauthorised Photocopying is Unlawful 1



Formatting € Chapter 1 Training for ECDL

Use the Highlight Cell Rules » Duplicate Values option to format cells that contain
duplicate or unique values.
o Choose Duplicate Values from the Highlight Cells Rules pop-up menu.

The Duplicate window opens.

Choose Duplicate or Unique (if only occurring once)

Choose the required format from the drop-down menu.

Click OK.
Duplicate Yalues
Format cells that contain: Choose a
i ) I format for
Select — Duplicate  |»|| wvalues with |L|ght Red Fill with Dark Red Text 7w | duplicate
Duplicate or Duplicate . values
Unique nigue [ oK l [ _— ]

Use Top/Bottom Rules to format cells with the Top or Bottom items; Top or Bottom
10% or Above or Below average.

j§|
Conditional
Formatting ~
_—_'g}l Highlight Cells Rules »
A A
T Bott Rules 3
0] Top/Bottom Ru = 10) Top 10 ems...
E_I Data Bars r __'ﬁih Top 10 %...
E_I Color Scales r _Fl Bottom 10 Items...
L 10
B +
- » -
i=- lcon Sets _._‘lﬂ Bottom 10 %
[E]  Mew Rule... E
i 'ﬁjl Above Average...
[BL | Clear Rules P |
,ﬂ Manage Rules... :|] Below A
H ow AVerage...
= E) verag
Mare Rules...

o Choose Top 10 Items (or Top 10%, etc.) from the Top/Bottom Rules pop-up menu.
The Top 10 Items (or Top 10%, etc.) window opens.

o Choose the number of cells that will rank in the top (or bottom).
Choose the required format from the drop-down menu.
Click OK.

Top 10 [tems

Format cells that rank in the TOP: Choose a
Choose the ~ format

number of cells o : e
that rank in the 10 - | with |L|ght Red Fill with Dark Red Text | w |

Top (or Bottom)

[ Ok, ][ Cancel ]
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Training for ECDL Chapter 1 P> Formatting

Use the Data Bars option to colour data in a cell.

Floaw  o[EEE

= nE E‘ s
'-__5' Color Scales L = =

Choose Data Bars.
Choose the required colour from the menu.

Using Data Bars, the longer the colour bar, the higher the value in the cell.

Total [ 724000 653000 773000 72100 287100

Use the Color Scales option to display colours from the red, green, blue and yellow
colour scales to display as gradient colours where each colour indicates a value.

- o— (=1
;5 Icon Sets 4 % % % %

o Choose Color Scales.
o Choose the required colour from the pop-up menu.

Using Colour Scales, the lowest figure may display in red and the highest value in green, with
the remainder of the cells displaying in yellow.

Total ?2400* 77300 72100287100
Lowest figure \ Highest figure

displayed in red displayed in green

Use the Icon Sets option to display an icon representing a value in each cell. The
icon displays next to the figure in the cell.

o Choose Icon Sets.
o Choose the required icon set from the pop-up menu.

] onsen jr>s =3
. e @0®
?{ Hew Rule... g o n O L <>

by

Clear Rules 3
£ 1]
e, 000 [ 1% ] |

IE

4+ ANE 4 A9 T T~ Chooseaniconto
® o ol aall ol |I|| present the

= lected values
000 4JA=2>%38 5
ﬁaﬁ%a [] aill anl |I||
®IIPEO

More Rules...

Using Icon Sets, figures can be displayed with a red cross for low values and a green tick for
the highest values.

Net profit  |x¢ 14900]« 51180]« 59800[3¢  24400]
Lowest figures 7 \_
displayed with red X Highest figures displayed with green v/

Unauthorised Photocopying is Unlawful 13
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ng for ECDL

Chapter 2 P> Functions and Formulas

Enter the cell reference which contains the number or enter the number that you want to round
up.
Enter the number of digits in the Num_digits box to which the figure should be rounded (up,
away from zero).

Select OK.

i

note

1.2.

iy

The Rounddown and Roundup functions can also be entered manually.

Enter the = sign.

Select the cell in which the function is to be entered and displayed.

Enter the function ROUNDDOWN to round a figure down towards zero or
ROUNDUP to round a figure up, away from zero.

As you enter the function name a menu appears.
Double-click an option or do the following:
Enter an open round bracket (.
Enter the cell, e.g. =ROUNDDOWN(A1 or =ROUNDUP(A1.

Enter a comma followed by the number of digits that you want to round down or
up, e.g. =ROUNDDOWN(A1, 0 or =ROUNDUP(A1, 0.

Close the bracket, e.g. =ROUNDDOWN(A1, 0) or =ROUNDUP(A1, 0).

Alternatively, after the open bracket, drag the mouse over the cell range to select
it and press Enter.

3 SUMIF

The SUMIF function returns results from a range of cells based on criteria that you have

spec

ified.

In the example below, finding the total of the cell range B2:BS5 can be performed using the SUM

function.
A B

1 SUBJECT ENROLLED
2 |Advanced Spreadsheets 24
3 Advanced Word Processing 18
4 |Advanced Databases 20
5 Advanced Presentations 22
6

7 TOTAL ENROLMENTS 84

A simple SUM function is used
to find the total number of
enrolments in all subjects

To find the sum of enrolments over 20 requires a modification of the SUM function, using a SUMIF
function. In the example below, the number of enrolments on the Advanced Spreadsheets and the
Advanced Presentations courses total more than 20 students (24 and 22 respectively). The SUMIF
function only totals the enrolments that are over 20, providing a total of 46 (the sum of 24 and 22).

W00 | = cn|m| &=L |=

A B

SUBJECT ENROLLED
Advanced Spreadshests 24
Advanced Word Processing 18
Advanced Databases 20
Advanced Presentations 22
TOTAL ENROLMENTS 54 /
ENROLMENTS OVER 20 || 46!

A SUMIF function is used to find the
total number of enrolments in subjects
that have more than 20 enrolled

Unauthorised Photocopying is Unlawful
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Functions and Formulas 4 Chapter 2 Training for ECDL

The syntax for the SUMIF function above is as follows: =SUMIF(B2:B5, ">20").

All functions must start with the = sign.

This is followed by the function name (SUMIF).

The function name is followed by an open bracket (.

The open bracket is followed by the range, in the example above this is B2:B5.
This is followed by the criteria, in the example above this is ">20".

The final element is a close bracket ).

The Sum_Range are the range of numbers to be totalled. A Sum_Range should only be entered
if it differs from the range. If the Sum_Range is omitted from the formula, the cells from the range
are used.

b 1 Text or criteria containing mathematical or logical symbols must be enclosed in double
note “quotation marks”.

An example of a SUMIF function using the A B
Sum_Range is shown on the right. 1 SUBJECT ENROLLED
2 Advanced Spreadsheets 24
3 Advanced Word Processing 18
4 Advanced Databases 20
5 Advanced Presentations 22
6 Improving Productivity 24
7 TOTAL ENROLMENTS 108
G
9 ENROLMENTS OVER 20 | 46
10
TOTAL ENROLMENTS
FOR ADVANCED
11 SUBJECTS 34

In the above example, the syntax for the SUMIF function to find the total of all subjects that
contain the word "Advanced" is: =SUMIF(A2:A6, "Advanced*", B2:B6).

The range in which the criteria can be found is A2:A6.
The criteria (using a wildcard) is Advanced*.
The range to sum (for cells corresponding to the criteria) is B2:B6.

The enrolment for Improving Productivity is omitted from the result as it does not contain the word
‘Advanced’.

To use the SUMIF function, do the following:
Click into the cell that is to display the results of the formula.
Select the Formulas tab.
From the Function Library group, select the Math & Trig arrow.
Scroll down the list and select SUMIF.
The Function Arguments window opens.
Enter the range to be evaluated.

36 Unauthorised Photocopying is Unlawful




Training for ECDL Chapter 2 P> Functions and Formulas

Alternatively, click the Collapse Dialog button at the end of the Range box
to return to the spreadsheet in order to highlight the range (then click the
Restore Dialog button to return to the Function Arguments window).

Function Arguments @@

AT Jﬂ/— Collapse Dialog
Range || @ = U_.".; button
Criteria fes| =
Surn_range | =

- The Restore Dialog

Adds the cells specified by a given condition or criteria, button appears when

Range is the range of cells you want evaluated. the Function ArgumentS
window is collapsed
Formula result =
Help on this Function QK ] [ Cancel

Enter the criteria.

Alternatively, click the Collapse Dialog button at the end of the Criteria box to return to the
spreadsheet in order to highlight the criteria if it exists on the worksheet (then click the Restore
Dialog button to return to the Function Arguments window).

Enter the sum_range.

Alternatively, click the Collapse Dialog button at the end of the Sum_range box to return to the
spreadsheet in order to highlight the range on the worksheet (then click the Restore Dialog
button to return to the Function Arguments window).

Click OK.
b 1

note

The SUMIF function can also be entered manually.

Select the cell in which the function is to be entered and displayed.
Enter the = sign.

After the = sign, enter the function SUMIF.

As you enter the function name a menu appears.

Double-click an option or begin entering the formula.

Examples are shown below:
=SUMIF(B3:B6, ">20").
=SUMIF(A3:A6, "Advanced Word Processing”, B3:B6).

Remember, text or criteria containing mathematical or logical symbols must be enclosed
in double “quotation marks”.

1.3 Statistical Functions (2.2.1.3
Statistical functions include COUNTIF, COUNTBLANK and RANK.

1.3.1 COUNTIF

The COUNTIF function returns results from a range of non-blank cells based on a single criterion
that you have specified, e.g. count the number of enrolments over 20. For example, a spreadsheet
may contain a list of courses which includes the amount of students enrolled on each course.
Counting the amount of enrolments on each course can be performed using a straightforward
COUNT function, but to count only enrolments that are over 20, a COUNTIF function is required.
See the example below:

Unauthorised Photocopying is Unlawful 37



Charts € Chapter 3 Training for ECDL

2.3 Changing Display Units (4.3.2.3)
The values on a primary or secondary value axis can be displayed in units of hundreds, thousands
or millions without changing the data source.

To change display units, do the following:
Select the chart.
From the Chart Tools/Layout tab and the Axes group, select the Axes command.
Select Primary Vertical Axis or Secondary Vertical Axis.

Select More Primary Vertical Axis Options (or More Secondary Vertical Axis Options if
applicable).

The Format Axis window opens.

Format Axis

Ensure that the Axis Options tab is
selected. #uds Options | | Ayjs Options
Select the Display Units list box arrow. s Minimum: @ pute O Fixed
. . i Maximum: i
Choose a display unit, e.g. Hundreds, Fil © auto O Fixed
Thousands, Millions. Line Color | | Major unit: @ Auto O Fixed
Click Close Line Style Minor unit: @) autp ) Fixed
Shadow [ values in reverse order
N [ Logarithmic scale
Alignment Display units: | None b
Hundreds 1
Major tick mark Thik ande | “
Minar tick mark 10000 w
100000
Axis labels: Millions bds [
Harizontal axis | 10000000
@ Automatic 100000000
) Billions
O s valug: Trillions 4
Y Maine i =@ e

2.4 Formatting Chart Elements to Display Images (4.3.2.4)

To format columns, bars, plot area and chart area to display an image, do the following.
Select the chart element to be formatted. (To do this, click the chart

element or select the chart and then select Chart Tools/Format tab Chart Area ™
and the Current Selection group, select the Chart Elements arrow Chart Area
and then select a chart element from the menu (e.g. data series for Chart Title
a column/bar or plot/chart area). Legend
Plot Area
Series 1

From the the Chart Tools/Format tab and Current Selection group,
select the Format Selection command.

The Format Data Series window opens.
Select the Fill tab.
Select the Picture or texture fill option button.

Inserting Pictures from File

Under Insert from... select the File...button

The Insert Picture window opens.

Select the file location from the Look in: drop-down menu.
Select the image file.

Click Insert.

Series "Cake Decoration™ =
% Format Selection
&5 Reset to Match Style

Current Selection

Unauthorised Photocopying is Unlawful
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Chapter 3 P> Charts

Insert Picture

Lok in:

| I5) M4 ECOL Advanced Spreadshests

v| @ X @i E-

@ My Recent
Dacurnents

@ Desktop
ay

Documents
Computer
.‘-:J Iy Metwork,

Places

Tools -

Fruit. gif

File: marme: ||

v

Files of type: |.C\II Pickures (*.emf;*. wmf;* jpg;* . jpea;® ifif*.jpe;*. pra;®. brp * . dib; * tle % bz, * aif ;*.af a;* emz V|

I Insert ']’ Cancel ]

Select a display option from the following:

Stretch.
Stack.

Stack and scale with: (and choose the
number of units/pictures to be stacked)

Click Close.

The selected data series will display an
image with the chosen format.

For example:

Format Data Series

Insert from:
() Stretch
@® Stack

Series Options Fill
il | O wofi
Border Color O Solid fll
Border Styles O Gradient fl
(% Picture or texture fi
Shadow O Automatic
3D Format [ 1nvertif negative

Texture:

() Stack and Scale with

Clip Art...

L]

Dublin Cookery Class Enrolments

Hundreds

0.15

0.05 -

Mar Enrolments

lan Enrolments

B Cake Decoration

® Vegetarian Cookery

May Enrolments

The Selected data
series (Vegetarian
Cookery) displays
fruit image with
Stack format

Unauthorised Photocopying is Unlawful
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Training for ECDL

Inserting Pictures from Clipart

Under Insert from... select the Clipart button.
The Select Picture window opens.

Enter the search word into the Search text box.

i

Click Go (select or deselect the Include content
from Office Online if you want to include/exclude

images from Internet sources).

Select an image.
Click OK.

Select a display option from the following:

Stretch.
Stack.

Stack and scale with: (and choose the
number of units/pictures to be stacked).

Click Close.

Clip Art...

Select Picture

Search bext: [fr | 52

[ nchude content: from Office Online

[ Cancel

Imnport... [

*  When the plot area or chart area is selected, the option to Tile picture as texture

”OEE becomes available. Select or deselect this box as applicable. Tiling options also
become available.
Format Chart Area
[ F Fill
Border Color O Mol
Border Styles | | O Solid fil
Shadow ) Gradient fil
(¥ Picture or texture fil
3D Format O Automatic
Texture:
Insert from:
| Ele.. || Cipboard | | cipart.. |
: Select or deselect the
£ tick box as required
Tiling options
. F. ‘e s
Offset X: Srale ¥: |100% & Choose a tiling
Offset Y: ScaleY: |100% & option
Alignment: Top left
I—— Choose an
Mirror type: alignment
Transparency: ]7 0% E
™~  Choose
transparency
88 Unauthorised Photocopying is Unlawful
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Chapter 3 P> Charts

Practice Sequence

Complete the following exercises as a review of the topics covered in this chapter. Should you
require assistance with any of the steps within these exercises, refer back to the corresponding
sections within this chapter.

Exercise 1

1

10

11

Create a new spreadsheet. Create a combined column/ line chart (with a 2-D column

chart type and a line with markers chart type) from the following data.
A B E D

1 |FOOD FOR THOUGHT BOOKS SALES

2

3 Wegetarian Vegan  Mon-vegetarian
4 |Year 1 20000 23000 34000
5 Year2 35000 40000 23000
6

Add a Year 3 data series to the chart from the data below.

| Year 3 25000 | 36000 | 30000 |

Remove the Year 1 data series from the chart.
Change the Year 2 data series to a 2-D column chart type.

To make it easier to distinguish between values in the two data series, add a
secondary axis to the combined chart.

Change the scale of the Primary Vertical Axis to the following: Minimum 0 and the
Maximum 50000.

Change the major unit for the Secondary Vertical Axis so that the interval between
each value is 10000.

Display Thousand units on the Secondary Vertical Axis.
Reposition the legend to appear on the left-hand side of the chart.
Format the chart area to display the image Background.png

Save the spreadsheet file as Food_book_sales.xlsx and close.

]

o dog O

Unauthorised Photocopying is Unlawful
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Chapter 4 P> Analysis

2.3.1 Text Filters

To create a text filter, do the following:
Select the data to be filtered or click anywhere within the data range.

From the Data tab and the Sort & Filter group, select the Filter command.
Filter arrows are displayed for each of the column headings within the selected data.

Filter
START
COURSE - THEME - DAY - TIME - NO ENRDLLE[: DATE
The data in the example below is unfiltered.
NO START
COURSE T“THEME . |DAY  _TIME ENROLLED - |DATE  ~
Swimming  |Kids Eve Thursday |6-7pm 51 07/01/2010
Swimming Waomen Only Day |Thursday [9-11am 9| 08/01/2010
Swirmming Waomen Only Eve  |Thursday [6-8pm 10) 09/01/2010
Swirnming Adult Day Friday 9-11am 11 10/0172010
Swirmming Adult Eve Friday 7-9pm 211 11/01/2010
Swirmming Kids Day Sunday  |[1-3pm 13 03/07/2010
lce Hockey Kids Day Saturday |12-1pm 12{ 02/01/2010
lce Hockey Kids Eve Saturday |5-6pm 10] 02/07/2010
Circuit Training |Womens Only Day |Saturday |9-11am 15] 02/01/2010
Circuit Training |Adult Day Friday 9-11am 16] 10/01/2010
Circuit Training |Adult Eve Thursday [7-9pm 19) 07/01/2010
Swimming Waomen Only Day  |Thursday [3-11am 9| 08/01/2010
Select a filter arrow and, from the Filter pane, deselect (clear) or select
data item tick boxes (e.g. select only Swimming tick box to filter the
data and display only Swimming courses). b Circuit Training
[+ Ice Hockey
[w] Swimming
The filter arrow changes to indicate that the column is filtered.
COURSE THEME DAY TIME NO ENROLLED START
J - - _ |DATE
Swimming Kids Eve IThursday |6-Tpm 51 07/01/2010
Swimming Women Only Day [Thursday [9-11am 9| 08/01/2010
Swimming Women Only Eve [Thursday |B-8pm 10{ 09/01/2010
Swimming Adult Day Friday 9-11am 11]10/01/2010
Swimming Kids Day Sunday  [1-3pm 13| 03/01/2010
Swimming Adult Eve Friday 7-9pm 21 11/01/2010

Alternatively, select Text Filters and then select a comparison operator from the sub-menu:

Text Filters

3

Equals...

Does Mot Equal...
EBegins With...

Ends With...
Contains...

Does Mot Contain...

Custom Filter...

Unauthorised Photocopying is Unlawful
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Analysis € Chapter 4

Training for ECDL

Below is an explanation of comparison operators.

specified characters that
are specified. For
example, Contains W will
find courses that contain
this character (e.g.
Swimming, Water
Aerobics).

Equals Will find data that Does Not Equal Will find data not matching
matches the criteria. For the criteria. For example,
example, Equals Does Not Equal Swimming
Swimming will extract will find all courses except
only Swimming courses. the Swimming courses.

Begins With | Will find data that begins Ends With Will find data that ends with a
with a specified character. specified character. For
For example, Begins example, Ends With G will
With C will extract extract courses ending in this
courses beginning with C character (swimming, Circuit
(Circuit Training, etc.). Training, etc.).

Contains Will find data based on Does Not Contain | Will filter all data except for

all courses containing the
specified character (e.g. If W
is specified as the criteria,
the filtered data would not
include (swimming, or Water
Aerobics, etc.).

The Custom AutoFilter window opens.
The first drop-down list in the window will display the chosen comparison operator.
To change the comparison operator, select the list arrow and choose an option from the menu.

Show rows where:

COLRSE
equals w
®and Oor
w

Ise ? to represent any single characker
Ise * to represent any series of characters

04

l[ Cancel ]

Choose the required data item from the parallel drop-down list

(a data item is each piece of data within a field). For example, a
leisure courses table may include a COURSE field which in turn
may contain data items such as Swimming, Circuit Training, etc.

Alternatively, enter criteria into the box (e.g. type swimming).

Choose the And/Or option button to add further criteria to the filter.

| [v

Circuit Training

Ice Hl:n:kei

Select a further comparison operator and enter or select criteria as required.

Click OK.

In the example on the next page, courses containing the character ¢ and not containing the

character g should be filtered and displayed.

Because AND is used, it restricts the filter to finding only Ice Hockey courses because Circuit
Training contains the character g.

134
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Chapter 4 P> Analysis

NO START
COURSE  _ |THEME L |DAY  _(TIME ENROLLED - lDATE  ~
Swimming Kids Eve Thursday |6-Tpm 5[ 07/01/2010
Swimming Women Only Day  |Thursday |9-11am 9{08/01/2010
Swimming Women Only Eve  |Thursday |6-8pm 10 09/01/2010
. Swimming Adult Day Friday 9-11am 11{10/01/2010
Unfiltered Swimming | Adult Eve Friday _ |7-9pm 21 11/01/2010
data source Swimming __ |Kids Day Sunday |1-3pm 13[03/01/2010
lce Hockey Kids Day Saturday [12-1pm 12| 02/01/2010
lce Hockey Kids Eve Saturday [5-6pm 10| 02/01/2010
Circuit Training |Womens Only Day [Saturday [9-11am 15| 02/01/2010
Circuit Training |Adult Day Friday 9-11am 16| 10/01/2010
Circuit Training |Adult Eve Thursday |7-9pm 19| 07/01/2010
Swimming Women Only Day  |Thursday |9-11am 9{08/01/2010

Custom AutoFilter

?)X]

Comparison operator
Show raws where: Contains is selected in
The AND COUR3E / order to find courses
opere;tor o \w;‘“s N e containing the character C
selected and O or
does nok conkain w | (g w
T Comparison operator Does
IJse ? ko represent any single character not contain is selected in
Use * to represent any seties of characters order to find courses not
containing the character G
I (o] 4 l [ Cancel
NO START
COURSE THEME DAY TIME
| ~ = * |ENROLLED ~ |DATE ~
lce Hockey Kids Day Saturday [12-1pm 121 02/01/2010
lce Hockey Kids Eve Saturday |5-6pm 101 02/01/2010

In the following example, courses containing the character ¢ or not containing the character g
should be filtered and displayed. Because OR is used, the filter displays both Ice Hockey and
Circuit Training courses, but not Swimming.

Comparison operator
Show rows where: Contains is selected in
COLRSE / order to find courses
The OR —| contains vl [: -7 containing the character C
operator is \d\é) ------
selected Oan o
does not contain | (g »
— 1 Comparison operator Does
Use ? ko represent any single characker not cont?in is selected in
IJse * to represent any series of characters order to find courses not
containing the character G
OF ] l Cancel
COURSE _|THEME Lpay imme IS o oA -
Both courses contain the e,
character c. Circuit lce Hockey Kids Day Saturday |12-1pm 12] 02/01/2010
Training also contains lce Hockey Kids Eve Saturday |5-6pm 10 02/01/2010
the character g, but Circuit Training |WWomens Only Day |Saturday |9-11am 16| 02/01/2010
because the OR operator Circuit Training |Adult Day Friday 9-11am 16[10/01/2010
is selected, both courses Circuit Training | Adult Eve Thursday |7-9pm 19] 07/01/2010
are displayed
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Wildcards
Wildcards are characters such as ? and * that are used to represent a single character (?) within a
field or any series of characters within a field (¥).

For example:
Contains *I* will filter and extract data that matches fields containing the character I.
Entering S?i??ing will filter and extract data that matches fields containing the specified
characters — e.g. swimming. The ? wildcard character represents the missing characters.

For example:
A spreadsheet contains data relating to leisure courses: Swimming, Circuit Training and Ice

Hockey. A custom autofilter is applied to filter courses that contain the character i AND do not
contain the character k. A wildcard (*) is used to represent the missing characters.

Custom AutoFilter

/ Will find any course containing the

Show rows where: characteri ...

COLRSE /
W[ HE w

conkains

®and Oor

does not contain | — | |
[~ ... AND will find any course not

IJse 7 bao represent any single characker containing the character k

Use * to represent any series of characters

[ Ok, l [ Cancel

The following courses are filtered and extracted: Swimming and Circuit Training (they both
contain the character i as specified). Ice Hockey is not displayed as, although it matches the
contains criteria (i), it also contains the does not contain criteria k.

However, if the OR operator is selected, all of the courses would be displayed (swimming, circuit
training and ice hockey all match the first set of criteria).

2.3.2 Number Filters

To create a number filter, do the following:
Select the data to be filtered.
From the Data tab and the Sort & Filter group, select the Filter command. ]_7
Filter arrows are displayed for each of the column headings within the selected data.

Filter

COURSE THEME DAY TIME NO ENROLLED START
Select a filter arrow. (Select All) =
From the Filter pane, deselect (clear) or select data 5
item tick boxes. g
The filter arrow changes to indicate that the column is 10
filtered. 11

12

13

15

16

19 3
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Equal to — will only allow a specified number to be entered (e.g. Equal to 10 will only allow
entry of number equal to 10).

Not equal to - will not allow a specified number to be entered (e.g. Not equal to 10 will
allow entry of any number other than 10).

Greater than — will allow entry data greater than a specified number (e.g. greater than 10
will restrict users to enter numbers greater than 10)

Less than - will allow entry of data less than a specified number (e.g. less than 10 will
restrict users to enter numbers that are below 10)

Greater than or equal to - will allow entry of data greater than or equal to a specified
number (e.g. greater than or equal to 10 will restrict users to enter numbers that equal 10 or
over. Will allow 10, 21, 32, 43 etc, but not 9)

Less than or equal to - will allow entry of data less than or equal to a specified number
(e.g. less than or equal to 10 will restrict users to enter numbers that are 10 or below)

Enter a minimum number in the Minimum box or select the Collapse Dialog button and select
the data in the spreadsheet. Select the Expand Dialog button to return to the window.

Enter a maximum, number in the Maximum box or select the Collapse Dialog button and
select the data in the spreadsheet. Select the Expand Dialog button to return to the window.

Select or deselect the Ignore blank tick box to ignore or include blank cells in the validation.
When the Ignore blank check box is selected it allows any value to be entered into a blank
cell, unrestricted by data validation. If you want to apply the validation criteria to all other cells
in the spreadsheet that share the same settings, select the tick box.

Data ¥alidation

Settings | Input Message | Error Alert — SeleCt this to ignore

Validation criteria blank cells or deselect
Allaw: / to include blank cells
G iy w Tgnore blank.
Data:
betweesn v
Mimirnum:
e
Mazirnurm:
[] Apply these changes to all other cells with the same settings
[ QK l I Cancel
Click OK.

When invalid data, not matching the
validation criteria, is entered in a cell,
the following default error message The value you entered is nat valid,
appears. @

Microsoft Office Excel

& user has restricted values that can be entered into this cell.

[ metry | ’ Cancel ] ’ Help ]

Click Cancel to re-enter data that match the validation criteria.

1.1.3 Setting Validation Criteria for Lists

Data within a drop-down menu can be taken from other cells within the worksheet or from cells
within a different worksheet or entered directly into the Source box in the Data Validation
window. Data entered into the Source box must be separated by a comma.

For example, a drop-down list that asks a specific question may include the following data items:
Yes, No.
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To set validation criteria so that users are restricted to choosing data from a drop-down list, do the
following:

Entering List Items Manually
Select the cell where the drop down list is to be located on the spreadsheet.
Open the Data Validation window and the Settings tab.
Select List from the Allow: list arrow under Validation Criteria.

Click into the Source box and enter the items that should be included in the drop-down list.
Ensure that the data items are separated by a comma, e.g. Yes, No:

Source:

Separate list items \ —_—
with a comma Yes, Mo ERg

Select or deselect the Ignore blank tick box to ignore or include blank cells in the validation.

In order to see the drop-down list arrow, ensure that the In-cell dropdown tick box is selected.
If you want to apply the validation criteria to all other cells in the spreadsheet that share the
same settings, select the tick box.

Data Yalidation

Settings |In|:|ut Message | Error slert

Walidation criteria

Allow:

|List v| Ignore blank
In-cell dropdown
1 p

Source;

|| =)

[C] Apply these changes to all ather cells with the same settings

(o] 4 ] l Cancel

Click OK.
A list arrow is displayed in the selected cell.
When the arrow is clicked a drop-down list appears, displaying the IR 1~
specified data.
Click a list item to enter it into the cell. Egg
A4
405
A06
A07

When invalid data, not matching an
item within the drop-down list, is
entered in a cell, an error message @

Microsoft Office Excel

The value you entered is not walid.
opens.
8 user has restricked values that can be entered into this cell.

| Retry | [ Cancel ] [ Help

Click Cancel to re-enter or select data that matches the validation criteria.
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Creating a Drop-Down List from an Existing Cell Range within a Worksheet
Enter the data items to appear in the drop-down list in a separate area of the worksheet.
Select the cell where the drop-down list is to be located on the worksheet.

Open the Data Validation window and the Settings tab.
Select List from the Allow: list arrow under Validation Criteria.

Select the Source Collapse Dialog box icon and then select the cell range containing the data
list items.

Select the Expand Dialog box icon to return to the window.
Select or de-elect the Ignore blank tick box to ignore or include blank cells in the validation.

In order to see the drop-down list arrow, ensure that the In-cell dropdown tick box is selected.
If you want to apply the validation criteria to all other cells in the spreadsheet that share the
same settings, select the tick box.

Data Validation

Settings | Input Message | Error Alert
Yalidation criteria —
Allow: Fk
|List " Ignore blank ) )
In-cell dropdown (!
=
Source:
I E
] apply these changes to all ather cells with the same settings
o (oo

Click OK.

A list arrow is displayed in the selected cell.

When the arrow is clicked a drop-down list appears, displaying 0 =

the specified data.

Click a list item to enter it into the cell. a0z
03
a4
a0s
Aa05
a0z

When invalid data, not matching an item within the dropdown list, is entered in a cell, an error
message opens.

Microsoft Office Excel

@ The walue vou entered is nok walid,
& user has restricted values that can be entered inko this cell.

uetr':.f | [ Cancel ] [ Help ]

Click Cancel to re-enter or select data that matches the validation criteria.
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Creating a Drop-Down List from a Defined Name Cell Range from a Different
Worksheet

Open a separate worksheet.
Enter the data items to appear in the drop-down list within the worksheet.
Select the data items.

Select the Formulas tab.

Select the Define Names command from the Defined Names group.
The New Name window opens. f

Enter a name for the selected cell range.

MName: | |

Click OK to close the New Name window. Scope: [ workbook v]
Return to the worksheet to contain the drop-down list. S
Select the cell where the drop-down list is to be located.

Refersto: | _gheet115cs7:6D513 =

OK l[ Cancel ]

Open the Data Validation window and the Settings tab.
Select List from the Allow: list arrow under Validation Criteria.

Click into the Source box and enter the Source:
defined name (enter the equals sign = before [ ==
the defined name, e.g. =Sales_ID). =8 D

Select or deselect the Ignore blank tick box to ignore or include blank cells in the validation.

In order to see the drop-down list arrow, ensure that the In-cell dropdown tick box is selected.
If you want to apply the validation criteria to all other cells in the spreadsheet that share the
same settings, select the tick box.

Data ¥alidation

Settings IInputMessage Error alert

Walidation criteria

Bl

|List w Ignore blank
In-cell dropdawn

SourCeE:
[

[ apply these changes to all other cells with the same sektings

|

Click OK.
A list arrow is displayed in the selected cell.

When the arrow is clicked a drop down list appears, displaying the
specified data.

Click a list item to enter it into the cell.

When invalid data, not matching an item
within the drop-down list, is entered in a
cell, an error message opens.

tticrosoft Office Excel
6 The value vou entered is not valid.
A user has restricted values that can be entered into this cell,

| Retry | [ Cancel l ’ Help ]

Click Cancel to re-enter or select data
that matches the validation criteria.
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4.1.1 Inserting a Hyperlink
To insert a hyperlink, do the following:

Within a Spreadsheet

Select the cell which is to contain the hyperlink. g
From the Insert tab and the Links group, select the Hyperlink command. -

Hyperlink
The Insert Hyperlink window opens.
Links

Ensure that Place in This Document is selected in the Link to: list.

Click into the Text to display: box and enter the text that is to be displayed as the hyperlink
text.

Select the ScreenTip... button to add or change the text that will be displayed when the cursor
is hovered over the hyperlink.

Type in the cell reference or select a place in a specific worksheet (hyperlinks can also be
applied to defined named cell ranges within the spreadsheet).

Insert Hyperlink ﬁ|§|
Link ko Text ko display: |Met profit

Type the cell reference:
Existing File or | |41
web Page

Or select a place in this document:

= Cell Reference
Profit

Place in This

Dacurment
Location
Defined Mames
Create MNew
Docurment

E-mail Address

CF, ] [ Cancel

Click OK to return to the spreadsheet.

The hyperlink text will be displayed with a blue underline. When the cursor is hovered over the
hyperlink, it turns into a white hand icon and the ScreenTip appears detailing the location of
the hyperlink.

Click the mouse to follow the link.

21

22 [Netprofit | 14900]  53680] 6540

23 file:/{{C:\Documents and

24 Settings\LORMAMy Documents'\Blackrock
AdvancedAM4 ECOL Advanced

25 Spreadsheets\cookery. xlsx - Increasel Al -

26 Click once to follow. Click and hold to

27 select this cell,

To a Different Spreadsheet or File
Select the cell that is to contain the hyperlink.

From the Insert tab and the Links group, select the Hyperlink command. 0

Ensure that Existing File or Web Page is selected in the Link to: list. : b'lﬂ ¢
erin

Click into the Text to display: box and enter the text that is to be displayed as "

the hyperlink text. Links

Select the ScreenTip... button to add or change the text that will be displayed
when the cursor is hovered over the hyperlink.
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Choose the correct drive/folder from the Look in: drop-down menu.
Select a spreadsheet file from the list.

Insert Hyperlink

Link ko: Text to display: |Net profit | ScreenTip. ..

Look in: ||j'i‘| AM4 ECOL Advanced Spreadshests v|

Existing File ot —
Web Page k1] books, xlsx ~ i ]
— ('Z:Qrirdent k1] cookery xlsx
aaer I?‘i] Courses, xlsx
Place in This Iji] Database, xlsx
Document Browsed | B Financial xsx
Pages @ fruit.gif
3 B FUNCTIONS xls A
Create Mew Recent l%—] i '_X|S
Document Files lji] Holiday. xlsx
E=1] Investment, s v
Address: | vl

E-mail Address

To create a hyperlink to a specific location within the selected spreadsheet,
select the Bookmark button.

The Select Place in Document window opens.

Type in the cell reference or select a place in a specific worksheet (hyperlinks can also be
applied to defined named cell ranges within the spreadsheet).

Select Place in Document

Type in the cell reference:
a1 |
Or select a place in this document:

[=)- Cell Reference
Profit

Location
Defined Mames

I Ok l ’ Cancel ]

Click OK to return to the Insert Hyperlink window.
The hyperlink location will be displayed in the Address box. Address:  |books xlsx#Shestl!Al

Click OK.

The hyperlink text will be displayed with a blue underline. When the cursor is hovered over the
hyperlink, it turns into a white hand icon and the ScreenTip appears detailing the location of
the hyperlink.

Click the mouse to follow the link.

A |Wenue I Qtr 1| Qtr 2| Q

6 [Incom file:/{fC:\Documents and

7 |London settings\LORNAMy Documents\Blackrock

8 |Cardiff| Advanced\AM4 ECOL Advanced

9 |Glasg Spreadsheets'books, xlsx - SheetllAl -
Click once to follow, Click and hold to

10 ‘Manch| celect this cel.

11 Mubklin TR T Faali]i] TH
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To an Internet Address

Select the cell that is to contain the hyperlink.
From the Insert tab and the Links group, select the Hyperlink command. Q
Ensure that Existing File or Web Page is selected in the Link to: list. .

Click into the Text to display: box and enter the text that is to be displayed as :
the hyperlink text. Links

Select the ScreenTip... button to add or change the text that will be displayed
when the cursor is hovered over the hyperlink.

Enter the web address in the Address: box.
Click OK.

Hyperlink

Insert Hyperlink

Link to: Text to display: |FOOD-FOR-THOUGHT VEGAN COOKERY COURSES | ScreenTip...
Lok in: |[E‘| AM4 ECDL Advanced Spreadsheets V|
Existing File or
web Page -~ Bookmark. ..
Current F
Folder
Flace in This
Document Browsed
Pages
Create Mew Recent
Document Files
p— . . b
Address: |http:,l’,l'www.blackrockec.ie| b |
E-mail Address
I oK l ’ Cancel ]

The hyperlink text will be displayed with a blue underline. When the cursor is hovered over the
hyperlink, it turns into a white hand icon and the ScreenTip appears detailing the web address
of the hyperlink.

Click the mouse to follow the link. follow. Click and hold to select this cell

http: ffwww.blackrockec.ief - Click once to

To an E-Mail Address
Select the cell which is to contain the hyperlink.

From the Insert tab and the Links group, select the Hyperlink command. Q
Ensure that E-mail Address tab is selected in the Link to: list. o

Click into the Text to display: box and enter the text that is to be displayed as
the hyperlink text. Links

Hyperlink

Select the ScreenTip... button to add or change the text that will be displayed
when the cursor is hovered over the hyperlink.

Enter the e-mail address in the E-mail address: box.
Enter a subject for the email message if required.
Click OK.

Insert Hyperlink

Link ka: Text ko display: |London | ScreenTip. ..

E-mail address:

Existing File or |mailt0:London@FoodForthought.com |
‘Web Page

Subject:

Place in This Recently used e-mail addresses:
Document

Creake Mew
Document

E-mail Address

Ok ][ Cancel ]
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The hyperlink text will be displayed with a blue underline. When the cursor is hovered over the
hyperlink, it turns into a white hand icon and the ScreenTip appears detailing the e-mail
address of the hyperlink.

Click the mouse to follow the link mailto:London@Foodforthought. com - Clidk

once to follow. Click and hold to select this cell.

To a New Document
Select the cell which is to contain the hyperlink.

From the Insert tab and the Links group, select the Hyperlink command. @
Ensure that Create New Document is selected in the Link to: list. el
Click into the Text to display: box and enter the text that is to be displayed as i
the hyperlink text. Links

Select the ScreenTip... button to add or change the text that will be displayed
when the cursor is hovered over the hyperlink.

Change the drive/folder location if required by selecting the Change button and then selecting
a new location.

Enter a name for the new file.

Choose an option button for one of the following:
Edit the new document later.
Edit the new document now.

Click OK.
Insert Hyperlink | S
Link to: Text bo display: |Projected Profic 2010
ﬁ MName of new document:
Existing File or
‘“Web Page
Full path:

‘&j C:\Documents and Settings\LORMNAY My Documents\Blackrack

=l AdvancedAM4 ECDL Advanced Spreadsheets’
FPlace in This

Dacument

g

Create Mew
Dacument

When ko edit:
() Edit the new document later

(%) Edit the new document now

E-mail Address

Cancel

The hyperlink text will be displayed with a blue underline. When the mouse is hovered over the
hyperlink, the mouse pointer turns into a white hand icon and the ScreenTip appears detailing
the location of the hyperlink.

Click the mouse to follow the link.

4.1.2 Editing a Hyperlink
To edit a hyperlink, do the following:

Select the cell containing the hyperlink (ensure that you don't click directly on the hyperlink text
or you will open the hyperlink).

From the Insert tab and the Links group, select the Hyperlink command.
The Edit Hyperlink window opens.

Edit the existing hyperlink by changing the spreadsheet file and/or location within the
spreadsheet or by changing the email address or web address.

Click OK.

Unauthorised Photocopying is Unlawful 213



Collaborative Editing « Chapter 7 Training for ECDL

Scroll down the list of commands and select Compare and Merge Workbooks.
Click the Add >> button.

Click OK.
Excel Options E
Popular y e i
e Customize the Quick Access Toolbar.
Farmulas
Choose commands from: (i Customize Quick Access Toolbar
Proofing
|AII Commands v ‘ For all documents (default) v
Save
Code -
Advanced oz X ~ ld save
= Collapse Entire Field ¥} Undo »
Customize "t" Calon ™ Redo »
Z] colorscales »
i Custom
e il Column 3
Trust Center v Column Headers |
£33 Column width...
Reane (% COM Adddns...
3,

“Z5 Combine Characters

_Q Combao Box (ActiveX Contral}

_Q Combao Box (Form Contral)

ﬁ Combao Drop-Down - Edit (Form C...

Combao List - Edit (Form Control}

"y" Comma

s  Comma Style

i Command Button [(ActiveX Control}
Comments -

1& Compress Pictures...

Y Conditional Formatting 3
Connection Properties...

(3] Connections
Connections -

& Conslidate...

|i2# Constrain Numeric v

I:‘ Show Quick Access Toolbar below the Ribbon

The Compare and Merge Workbooks button will be displayed on the Quick Access Toolbar.

When the cursor is hovered over the button, a = e
screen tip appears displaying the command L =

name. [ Insert| Compare and Merge Workbooks l

1.3.2 Sharing Workbooks

A workbook must be shared and then copies made of the shared workbook before the Compare
and Merge Workbooks command can be used. A shared workbook can be worked on by multiple
users and the tracked changes can then be compared and merged in one workbook. Shared
workbooks should be saved on a shared drive, such as a network drive, where it can be accessed
by authorised users. Workbooks containing tables cannot be merged.

To share workbooks, do the following:
Open the spreadsheet to be shared.

From the Review tab and the Changes group, select the Share Workbook

command. Q

The Share Workbook window opens. Share
Warkbook

From the Editing tab, select the Allow changes by more than one user at
the same time. This also allows workbook merging tick box.

The name of the user who has the workbook open will be displayed. If more than one user has
the workbook open, all the names will be displayed.

Share Workbook:

{ Editing || Advaniced

Allow changes by maore than one user at the same time, This
also allows workbook merging.

wha has this waorkbook open now:

236 Unauthorised Photocopying is Unlawful



Training for ECDL Chapter 7 P> Collaborative Editing

Select the Advanced tab.
From this window you can choose the following:

The number of days that the tracked
changes will be displayed.

How to update changes: when the Editing |}
file is saved or automatically for a
specified number of minutes. If using
the latter option, also choose whether

Share Workbook

Track changes

() Keep change history for: |30 o |days

to save your own changes in addition © Don't keep change histary
to seeing other users' changes or opt Update changes

to see only other users' changes. ® when file is saved

How to prioritise conflicting changes O automatically every:

between users: ask to be prompted
which changes should be prioritised
or choose to always prioritise saved

char.19es. ) ] ) () ask me which changes win
Settings to include in personal view: @) The changes being saved win

Print settings and/or filter settings.

Conflicting changes between users

Include in personal view
Click OK. Print settings

Copies of the workbook can now be made Filter settings
by other users, in order to make changes.

[o/'s l l Cancel

To make a copy of a shared workbook, do the following:
Select Save As from the Office Button.
The Save As window opens.
Choose the stored location from the Save in: drop-down menu.
Enter a name for the copied workbook (it must differ from the original file name).
Click Save.

Protecting and Sharing Workbooks
To ensure that tracked changes cannot be turned off by other users of a shared workbook, it can be
protected with a password.

To share and protect a workbook, do the following:
Open the spreadsheet to be shared.

From the Review tab and the Changes group, :
select the Protect and Share Workbook command. &2 Frotect and Share Workbook

The Protect Shared Workbook window opens.

Select the Sharing with track changes tick box.

If required, enter a password into the Password (optional) box.
Click OK.

Protect workbook for

Sharing with track changes

This shares your workbook and then prevents change tracking from being
removed,

If desired, a password must be chosen now, prior to sharing the workbook,

Password (opkional):

[ Ok ][ Cancel ]

If a password was entered, the Confirm Password window opens.
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Re-enter the password to proceed.
Click OK.

Confirm Password

Reentet password to proceed.

Caution: IF wou lose or Forget the password, it cannat be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place, {Remember that passwords are case-sensitive.

I [l 4 ] [ Cancel

A message window opens.

Microsoft Office Excel

! E This action will now save the workbook, Do wou wank ko continue?

| ok | [ Canel l

Click OK to continue saving the workbook.

1.3.3 Comparing and Merging Workbooks

To compare changes made between multiple shared workbooks, do the following:
Open the original shared workbook.
Select the Compare and Merge Workbooks button.
The Select Files to Merge into Current Workbook window opens.
Select the file location from the Look in: drop-down menu.
Select the file to be merged.

Click OK.
Select Files to Merge Into Current Workbook @
Loak in: |@ worked copies Vl @ @A XouE-
B My Recent 05 3D xlse | 3
Daocuments |65 adventure xlsx B marques_hire. xdsx
@ Desktop @Jboat_hire links xlsx @My Expenses. xlsx
i2 boat_hire. xlsx 2 Mames. sx
BI\DW " i3 books. xlsx ) Places s
eumens I_ﬂlj Comnbined chart,xsx I_ﬂlj Projection. sy
:-J hcqgmputer Eﬂ cookery LB, xlsx Eﬂ Sales.xlsx
Y 5] conkery s i3] shops.dsx
‘:J chez wer @Courses.xlsx @Sum;roﬁts.xlsx
@J Database, xlsx @J Yenue_Profits, xlsx

i) Financial s

E'J food_book_sales, xlsx
Eﬂ health,xlsx

5] Holiday . dsx

E'J Imported_Zales, xlsx
I_ﬂlj investment, sy

Eﬂ leisure, xlsx

3 Lookup, xdsx

Filz narmne: | v |

Files of type: |Excel Waorkbook (*,xl5:) v |

o (o]

The changes made in the selected shared workbook will be compared and merged with the
current workbook.

Save the merged workbook.
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