Create Workbooks
Using Microsoft

Excel 2010

Chapter Objectives

After completing this chapter, you will be able to do the following:

Identify Microsoft Excel 2010 components.
Enter and modify data in a worksheet.
Navigate within a worksheet.

Copy, cut, paste, and move cells.

Modify column and row settings.
Calculate totals.

Apply formatting to cells.

Display formulas.

Save and print a workbook.

Microsoft Excel 2010 is a spreadsheet application used to organize,
manipulate, and chart data. Microsoft Excel 2010 can be used to

track income and expenses, perform mathematical calculations,

and analyze data to make informed decisions.

In this chapter, you will become acquainted with various

components of Microsoft Excel 2010. You will create a workbook,

modify column and row settings, and calculate totals. Additionally,

you will format the workbook to give it a professional appearance.
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Identify Microsoft Excel 2010 Components

You will open Microsoft Excel 2010 and get acquainted with its components.

Hands-On Exercise: Launch Microsoft Excel 2010
(1) Click the Start button.
() Click All Programs .

(3) Click Microsoft Office . You may need to scroll through the Start menu to locate the
folder.

() Click Microsoft Excel 2010 .
@ A new blank workbook displays (Figure 6.1).

Figure 6.1 Microsoft Excel 2010 Workbook
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Table 6.1 illustrates many common elements and key terms used in Microsoft Office 2010
applications.
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Table 6.1 Common Microsoft Office 2010 Elements and Key Terms

Common Element

Backstage view

Command

Dialog Box

Mini Toolbar

Quick Access Toolbar

Ribbon

Scroll bar

Shortcut menu

Status bar

Title bar

ToolTip (ScreenTip)

View buttons

Zoom controls

Description

The Backstage view contains commands to manage your work-
books such as creating, opening, saving, and printing. Click the
File tab to open the Backstage view.

A command is a button or text that performs an action or task.

A dialog box is a window that allows a user to perform commands
or apply settings. A dialog box displays when the dialog box
launcher is clicked. A dialog box launcher is a button that resem-
bles a diagonal arrow, which displays to the right of a group name
on the Ribbon (Figure 6.1).

The Mini Toolbar displays when text is selected and contains
formatting commands that can be applied to the selected text.
The Mini Toolbar displays at the top right of the selected text and
appears faded or dimmed.

The Quick Access Toolbar provides access to the most frequently
used commands. By default, the Quick Access Toolbar is located at
the left corner of the title bar (Figure 6.1).

The Ribbon contains all the commands needed to create and edit
a workbook. The Ribbon is located below the title bar and contains

tabs that are organized by groups of related commands (Figure 6.1).

Seven tabs display by default at the top of the Ribbon, starting with
the Home tab. The File tab is not considered part of the Ribbon.

A scroll bar allows the user to navigate either up and down or left
and right to view the information in a worksheet.

A shortcut menu displays when the user right-clicks an object or area
of the window. It contains a list of commands related to the object.

The status bar provides information about the status of the workbook.

The status bar is located at the bottom of the application window.

The title bar displays the name of the file that is currently open
and the name of the application. The title bar is the top bar on the
application window.

A ToolTip (ScreenTip) lists the name of the command and some-
times includes a brief description of the command. A ToolTip
displays when the mouse hovers, or points to, a command. It may
also display keyboard shortcuts that can be used to initiate the
command using the keyboard.

The View buttons provide options for viewing the workbook.
The View buttons are located on the right side of the status bar
(Figure 6.1). By default, the workbook opens in Normal view.

The Zoom controls control the magnification of the workbook. It
allows the user to zoom in and out of specific areas in the work-
book. The Zoom controls are located on the right side of the
status bar (Figure 6.1).

Backstage view: Contains
commands to manage your
workbooks such as creat-
ing, opening, saving, and
printing.

Command: A button

or text that performs an
action or task.

Dialog box: A window that
allows a user to perform
commands or apply set-
tings. A dialog box displays
when the dialog box
launcher is clicked.

Dialog box launcher: A
button that resembles a
diagonal arrow, which dis-
plays to the right of a group
name on the Ribbon.

Mini Toolbar: Contains
formatting commands
that can be applied to the
selected text. The Mini
Toolbar displays at the
top right of the selected
text and appears faded or
dimmed.

Quick Access Toolbar:
Provides access to the
most frequently used
commands. By default, the
Quick Access Toolbar is
located at the left corner of
the title bar.

Ribbon: Contains all the
commands needed to
create and edit a workbook.
The Ribbon is located
below the title bar and
contains tabs that are orga-
nized by groups of related
commands.

Scroll bar: Allows a user
to navigate either up and
down or left and right to
view the information in a
worksheet.

Shortcut menu: A menu
that displays when the user
right-clicks an object or
area of the window. It con-
tains a list of commands
related to the object.

Status bar: Provides infor-
mation about the status of
the workbook. The status
bar is located at the bottom
of the application window.
Title bar: Displays the
name of the file that is cur-
rently open and the name
of the application. The title
bar is the top bar on the
application window.

ToolTip (ScreenTip): Lists
the name of the command
and sometimes includes

a brief description of the
command. A ToolTip
displays when the mouse
hovers, or points to, a
command.

View buttons: Provides
options for viewing the
workbook. The View
buttons are located on the
right side of the status bar.

Zoom controls: Controls
the magnification of the
workbook. It allows the
user to zoom in and out of
specific areas in the work-
book. The Zoom controls
are located on the right side
of the status bar.
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Workbook: Contains a
collection of work-
sheets used to organize
information.

Worksheet: A pageina
workbook.

Sheet: A pageina
workbook.

Formula Bar: A hori-
zontal bar located below
the Ribbon. It displays
the contents of the
active cell.

Column headings:
Identify the columns in
the worksheet.

Row headings: Identify
the rows in the work-
sheet. The row headings |
are numbered sequen-
tially and start with
row 1.

Cell: The intersection of
arow and column.

Active cell: The cell
that has a black border
around it. When you
enter data in the work-
sheet, the data is placed
in the active cell.

Create Workbooks Using Microsoft Excel 2010

When you open Microsoft Excel 2010, an empty workbook displays. A workbook contains
a collection of worksheets, or sheets, used to organize information. A worksheet contains
rows and columns that resembles a ledger. Although workbooks and spreadsheets are some-
times used interchangeably, a spreadsheet is actually the type of software program used to
create a Microsoft Excel 2010 workbook. A workbook is similar to a notebook that has many
pages. Each page in a workbook is called a worksheet, or sheet. Three sheets are shown by
default in a workbook (Figure 6.2). Additional sheets can be inserted into a workbook and
sheets can be deleted.

The Formula Bar is the horizontal bar located below the Ribbon (Figure 6.2). Below the

' Formula Bar are the column headings. The column headings identify the columns in the

worksheet (Figure 6.2). The column headings contain the alphabet. The first column is column
A, the second column is B, the third column is C, continuing through column Z. After column
Z, the column headings are labeled with two letters of the alphabet, starting with AA, AB, and
so on. After column ZZ, the column headings are labeled with three letters of the alphabet,

| starting with AAA. The last column is XFD. The row headings identify the rows in the work-

sheet (Figure 6.2). The row headings are numbered sequentially and start with row 1. There
are a maximum of 1,048,576 rows on a worksheet.

The intersection of a row and column is called a cell. Notice below column A, the cell has
a black border around it (Figure 6.3). This is called the active cell. When you enter data in
the worksheet, the data is placed in the active cell. You can insert text, numbers, or formulas

Figure 6.2 Microsoft Excel 2010 Components
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Navigation Techniques

Figure 6.3 Active Cell

| Name Box |
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into a cell. If you navigate to another cell, that cell becomes the active cell. You can tell which
column and row contains the active cell because the column and row headings display with a
gold background (Figure 6.3).

Each cell has a cell address, which is also called a cell reference. The cell address indicates
the location of the cell in the worksheet. It is the column letter followed by the row number of
the cell. When referencing the cell address, you can use either uppercase or lowercase letters
to identify the column. The name of the active cell in Figure 6.3 is Al or al.

The cell address of the active cell displays in the Name Box on the Formula Bar (Figure 6.3).
To navigate to a cell in the worksheet, type the cell address in the Name Box and press Enter.
The cell address in the Name Box becomes the active cell.

Navigation Techniques

You can use the mouse or keyboard to navigate within the worksheet. Clicking in a cell will
make it the active cell. Press Enter to move down to the next row in the current column. Press
Tab to move to the right of the active cell.

When you navigate a worksheet using the mouse, the mouse pointer may change shape and
size, depending on your position within the workbook. When you move around in the cells
of a worksheet, the mouse pointer displays as a block plus sign. The mouse pointer displays as
an arrow when pointing to the commands on the Ribbon. Table 6.2 displays various ways to
navigate within a worksheet.

Cell address (cell
reference): Indicates
the location of the
cell in the worksheet.
The cell address is
the column letter
followed by the row
number of the cell.

| Cell reference (cell
address): Indicates
the location of the
cell in the worksheet.
The cell reference
is the column letter

| followed by the row

| number of the cell.

Name Box: The area
on the Formula Bar
that contains the cell
address of the active
cell.
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Table 6.2 Navigation Techniques

Key Navigation

Home Navigates to column A of the current row. |
Ctrl + Home Navigates to the beginning of the worksheet.

Ctrl + End Navigates to the last cell in worksheet that contains data.

Arrows Navigates up, down, right, and left.

Tab Navigates to the cell to the right of the active cell.

Shift + Enter Navigates to the cell above the active cell.

Enter Navigates to the cell below the active cell.

Page Up Navigates up one screen of the worksheet.

Page Down Navigates down one screen of the worksheet.

Hands-On Exercise: Navigate the Worksheet
@ Press Enter and the active cell is A2 as displayed in the Name Box (Figure 6.4).

(2) Click cell F6 to make it the active cell. F6 displays in the Name Box.
(3) Press Home, and the active cell is A6.

@ Type D3 in the Name Box and press Enter . The active cell is D3.
@ Press Ctrl + Home, and the active cell is A1.

Figure 6.4 Navigating the Worksheet
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Enter Text in a Worksheet

When you enter text in a cell, the text is automatically left-aligned. The text displays in the
Formula Bar and in the cell while you are typing. The Formula Bar contains the Name Box,
Cancel button, Enter button, Insert Function button, and displays the contents of the active
cell. The Cancel and Enter buttons are available on the Formula Bar only when entering or
editing data in a cell. The Cancel button clears the contents from the cell (Figure 6.5). This is
useful if you make a mistake while typing. The Enter button stores the data in a cell (Figure
6.5). The Insert Function button will be discussed in another chapter.

Use these steps to enter text in a cell:

o Click the cell to make it the active cell.
« Type the text.

« Press the Enter key on the keyboard or click the Enter button on the Formula Bar
(Figure 6.5).

o Ifyou press the Enter key, the cell one row down becomes the active cell.

« If you press the Enter button on the Formula Bar, the current cell remains as the
active cell.

« Example: If you are in cell A1 and you enter text and then press the Enter key, A2
becomes the active cell. If you were to click the Enter button instead, A1 would
remain as the active cell.

After you enter text in a cell, you can also use the arrow keys to navigate to another cell. If
you are entering data in a cell and want to cancel the entry, you can click the Cancel button on
the Formula Bar.

Hands-On Exercise: Enter Text in a Worksheet

(1) Click cell A1 if it is not the active cell.

(2) Type My Household Budget and press Enter . The text displays in cell A1 but overlaps
through cells B1 and C1. You can tell if text overlaps to other cells because the cell bor-
ders do not display around the entire cell. Notice that you cannot see the cell borders

of cells B1 and C1. This overlapping occurred because cell A1 is not wide enough to
display all the text so it had to wrap to the adjacent cells.

(3) Click cell A3.

@ Type Expenses (do not press Enter). Notice that the text displays in the cell and in the
Formula Bar (Figure 6.5).

(5) Click the Cancel button on the Formula Bar, and the text is removed from the cell
(Figure 6.5).

@ Type Expenses in cell A3 (do not press Enter).
@ Click the Enter button on the Formula Bar (Figure 6.5). Cell A3 is still the active cell.

327

Cancel button:
Clears the contents
from the cell. The
button is located on
the Formula Bar and
is available only if
data is being entered
or modified in a cell.

Enter button: Stores
the data in a cell. The
button is located on
the Formula Bar and
is available only if
data is being entered
or modified in a cell.
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Type the following text into the cells: (Figure 6.6)

a. Cell A4: Electric
b. Cell A5: Gas
c. Cell A6: Phone
d. Cell A7: Rent

Figure 6.5 Formula Bar
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Enter Numbers in a Worksheet

When you enter numbers into a cell, the numbers are automatically right-aligned. When you
enter numbers in a worksheet, do not include dollar signs or commas. Do not include a deci-
mal point or decimal places if the decimals are zero. If you want the cell to contain $1,000.00,
you should enter 1000 in the cell. If you want the cell to contain $50.10, you should type 50.10
in the cell. Microsoft Excel 2010 contains various formatting options that you can apply to
numbers and formulas. This is discussed later in the chapter.

Hands-On Exercise: Enter Numbers in a Worksheet
You will enter the expense amounts for January.

@ Type 100 in cell B4 and press Enter .

@ Type 50 in cell BS and press Enter .

(3) Enter the remaining expenses in the following cells. The worksheet should resemble
Figure 6.7.

a. Cell B6:75.50

= The cell displays as 75.5. Microsoft Excel 2010 automatically deletes trailing zeros.
You can format the cells to display a specific number of decimal places. (This is
discussed later in this chapter.)

b. Cell B7: 800
c. Cell B8:40.25
d. Cell B9: 80

Figure 6.7 January Expenses
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Edit and Delete Cell Contents

There are several ways to edit data in cells.
Use any of the following methods to edit data in a cell:

« Click the cell to edit. Retype the correct information, and press Enter on the keyboard.

« Click the cell to edit. Retype the correct information, and click the Enter button on the
Formula Bar.

o Click the cell to edit. Press F2. The insertion point is positioned at the end of the data
in the cell. The word Edit displays on the status bar indicating you can edit the cell.

Make any corrections to the cell contents and press Enter or click the Enter button on
the Formula Bar.

« Click the cell to edit. The cell contents display in the Formula Bar. Click in the Formula
Bar, make the corrections, and press Enter or click the Enter button on the Formula Bar.

+ Double-click the cell to edit. The insertion point displays in the cell. Make the necessary
corrections, and press Enter.

Use any of the following methods to delete data from a cell:

« To delete the entire contents of a cell:

o Click the cell and press the Delete key.
« To delete part of the contents of a cell:

o Click the cell.

« Position the insertion point to the left or right of the character(s) you want to delete.
o Press the Delete or Backspace key.

* Delete: deletes the character to the right of the insertion point.
= Backspace: deletes the character to the left of the insertion point.

Do not use these methods to delete an entire row or column from a worksheet. That is dis-
cussed later in the chapter.

Hands-On Exercise: Edit and Delete Cell Contents
(1) Click cell A6 .
@ Press F2, and the insertion point displays at the end of the cell.
@ Type s at the end of the word Phone.

(®) Move the insertion point to the beginning of the cell by pressing the Home key, click-
ing before the letter P, or using the left arrow key.

(5) Type Tele.

@ Next you need to delete the capital letter P and replace it with a lowercase p. Make
certain the insertion point is located before the letter P. Press Delete to remove the
capital letter P.
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@ Typep.

Press Enter . You cannot view the entire text, Telephones, in the cell. This happened
because the column width is too small to fit the entire text. It cannot overlap to the
next cell (cell B6) because data is already in that cell. You will learn how to adjust the
column size later in the chapter.

(9 You will change the text in cell A7. Type Mortgage in cell A7 and press the right arrow
to navigate to cell B7.

The contents of cell B7 displays in the Formula Bar. Click in the Formula Bar and
change the number to 825. Press Enter .

(11) Double-click cell B9 . The insertion point is in the cell.
(12) Change the number to 85. Press Enter .

(13 Click cell A1.

Press the Delete key. The content in cell Al is deleted.

@ Click the Undo button on the Quick Access Toolbar to undo the deletion (Figure 6.8).
The worksheet should resemble Figure 6.8.

Figure 6.8 Modified Cell Contents
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Save a Workbook

The name of the workbook displays on the title bar. It currently displays as BookI—
Microsoft Excel. Once you save the workbook, Book1 will be replaced with the new file
name. The file extension xlsx will automatically be inserted at the end of the file name.
The file extension may or may not display on the title bar. It depends on your computer
settings.

Use any of these methods to save a workbook:

o Click the Save icon on the Quick Access Toolbar (Figure 6.9).
« Click the File tab and then click Save or Save As.
o Press Ctrl + S.

Remember to save your workbook periodically so you do not lose your work.

Hands-On Exercise: Save a Workbook

@ Click the Save icon on the Quick Access Toolbar and the Save As dialog box displays
(Figure 6.9)

(2) Select the location where you want to save the workbook in the left pane.
(3) Type Household Budget in the File name box (Figure 6.9).
() Click Save . The title bar states Household Budget .Xlsx - Microsoft Excel.

Figure 6.9 Save Workbook
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Select Cells

You may need to select cells in a worksheet in order to apply formatting, apply a command,

or to move or copy cells. Two or more adjacent cells in a worksheet are considered a range. [ Range: Two or

A range is identified by the starting cell, followed by a colon, followed by the ending cell. If | more adjacent cells
K in a worksheet. A

you want to select the cells B1, B2, B3, the range would be written as B1:B3. The cell before ' ;¢ is identified

the colon (B1) indicates the first cell in the range and the cell after the colon (B3) indicates by the starting cell,

the last cell in the range. Table 6.3 illustrates how to select various cells on a worksheet. followed by a colon,

followed by th
When selected, a black border will appear around the range of cells. e‘;d‘i’ﬁge cel{ ¢

Table 6.3 Selection Techniques

; Task Steps
Select a cell + Click the cell.
Select a range of cells « Position the mouse pointer in the middle of the first cell and a
block plus sign displays.

« Drag the mouse across the entire range.

Select a large range of cells + Click the first cell in the range.
+ Press and hold the Shift key and click the last cell in the range.

Select the row « Click the row heading.
Select the column + Click the column heading.
Select the entire worksheet + Press Ctrl + A or click the Select All button, which is located above
row heading 1 and to the left of column heading A (Figure 6.10).

Select multiple adjacent rows « Drag the mouse through the column or row headings you want

| ~orcolumns to select.

| Select multiple nonadjacent « Press and hold the CTRL key while you click the row or column
rows or columns headings.

Hands-On Exercise: Select Cells
(1) Click the Select All button to select the entire worksheet.
@ You will select the cells from B3 through B9, which is the range B3:B9. Click cell B3 .

@ Position the mouse pointer in the middle of the cell, and a block plus sign displays
(Figure 6.10).

(®) Drag the mouse all the way to cell B9 to select all the January expenses (Figure 6.11).
Notice that there is a black border around the range that is selected.

(5) Click cell A1. —
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@ You will use the Name Box to select the range of cells from A3 through A9. Type
A3:A9 in the Name Box (Figure 6.12).

@ Press Enter and the cells in the range are selected. A black border is displayed around
the cells.

Press Ctrl + Home to navigate to cell Al.

Figure 6.10 Select All Button and Block Plus Sign

(& - Heusehold Budgetslix - Miciosoft Excel = [BF
Home | Wser  Pagelayeut  Pormulas  Data  Rivew  View sa@agn
o = AN = | . = = " |, S [Em E dofum
3 o Caibri n T, wm| - SwmpTe Geeral H _ﬁ‘ L - ol o T+ 9? &
Faste g e WA i ol B P Condbioosl Formstas Cel  Iuent Delete Formel St Find &
Lol g8 A EES P® EHMiges e LT - widle bnod - " T e Sl Fad

Select Al _glabiosnd 51 0 | fot = Neew T L OLE ey Ca2 DI DI LIITIAAL i
_r B3 ~ £ | January
A | B | ¢ D E F G H I 1 K L M N o | ¢

1 My Household Burget =
2
B earnas Bondt—— Block plus sign
4 Electric 100
5 Gas 50
B Telaphone 5.5
7 Mongage 825
B Insurance 40.25
9 Cable BS G
10 Toral
11
12
13
14
15
A8,
17 i
18/ ‘l
19 . 1|
H 4 ¥ W Sheet]  Sheet? Sheetl T3 Ml - [ 1|
Rescy | | = T S s -
o
Figure 6.11 Range Selected
E e I ! -k sl = B B3
_Humem Pagetsyout  Formulss  Data Review  view a@eod =
0 : calibr [ AN W om[m] we EwepTe General Lo O g E=F M ;::“_’5""” A
Paste . B I B E- B-A- FEW FE Duegeacensrs 5% 0 (WA éﬂ:ﬂﬁ:ﬂgﬂ'}f_‘:ﬁf‘ﬂﬁi_ Fawt Dl fomat | o e ?;:ﬂf;:fdﬂ_
Cliphoard & Faont & Alignreert G MNumber [ Styles Cells Editng
AT Pl Ay st | mmermime 1O = lnmac 8 Doardlads | o
[ - s = D E F G H 1 1 o i L M N o P =
1 My Household Budget a
2
=2
Al
5 Gas
6 Telephons
7 Mortgage
_3:_:In:urm Il
9 Cable i
10 Total
b
b
13
14
15
16
17 il
18
L peeall = " HE 8 .
H 4 W] Sheetl Sheetd  Sheetd 7o K = [ ]

Reagy | 2 | Average: 1959583353 Count 7 Pumenical Counto M 805 Max8Zs sum:11isis | #HII0 A0 100w -




Copy, Cut, Paste, and Move Cell Contents 335

Figure 6.12 Enter Range in Name Box
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Copy, Cut, Paste, and Move Cell Contents

You can easily cut, copy, and paste cells in the workbook. These commands are available in the

Clipboard group on the Home tab. These commands can also be accessed by right-clicking a

cell and selecting the commands from the shortcut menu. When you cut or copy cells, they

are stored on the Clipboard. The Clipboard holds up to 24 items that have been cut or copied. | Clipboard: Holds up
The Clipboard can be accessed by clicking the Clipboard dialog box launcher on the Home | to 24 items that have
tab. You can also move cells to a different location in the workbook. Table 6.4 describes how ¢ €t o copied
to move, copy, cut, and paste cells.

Table 6.4 Move, Cut, Copy, and Paste Commands

[ Task Steps
Move cell contents + Click the cell you want to move.
by dragging « Point to a cell border and a four-headed arrow displays.

» Drag the cell to a new cell location.

If you move the cell to a cell that contains data, a dialog box displays and
asks if you want to replace the contents of the destination cells.

Move cell contents » Click the cell you want to move.

by using the Cut command «  Click the Cut button in the Clipboard group on the Home tab (Figure 6.13).
A blinking dashed border displays around the cell.

« Click the new cell location.
+ Click the Paste button in the Clipboard group on the Home tab.
Copy/paste cell contents + Click the cell you want to copy.

« Click the Copy button in the Clipboard group on the Home tab (Figure 6.13).
A blinking dashed border displays around the cell.

+ Click the cell where you want to paste the information.
« Click the Paste button in the Clipboard group on the Home tab (Figure 6.13).
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Table 6.4 continued

Task Steps
Paste cells using the + Click the Clipboard dialog box launcher (Figure 6.13) and the Clipboard [
Clipboard displays on the left side of the application window. |

+ Click the cell where you want to paste the information.
+ Click the item that you want to paste in the Clipboard, and it is inserted
into the cell.

Table 6.5 displays the shortcut keys to access these commands.

Table 6.5 Keyboard Shortcuts

| .Command Keyboard Shortcuts
Cut Ctrl + X
Copy Ctrl + C

Paste Ctrl +V

r—

When you paste cells, the Paste Options button displays to provide you with special options
for pasting cells (Figure 6.14). Some of the common paste options are listed in Table 6.6.

| Table 6.6 Paste Options

Paste Option Description

Paste Pastes both the cell contents and format of the cell.

Values Pastes the value in the cell only. The format of the cell is not copied.
Formatting Pastes the cell formatting only; the cell contents are not copied.

Hands-On Exercise: Move, Copy, and Paste Cells
(1) Click cell B8 . You will move the contents of the cell to cell C8.
(2) Point to the cell border, and a four-headed arrow displays.
@ Drag the cell to C8, and the cell content moves to cell C8.

@ You will copy cell C8 to cell B8. Click the Copy button in the Clipboard group on the
Home tab (Figure 6.13). Cell C8 contains a blinking dashed line around its cell border,
indicating the cell is selected for copying.

(5) Click cell BS..
@ Click the Paste button in the Clipboard group on the Home tab (Figure 6.13). Do not

press the Paste arrow. Click directly on the Paste button. The Paste Options button auto-
matically displays below the cell that was copied (Figure 6.14). The Paste Options button
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displays options on how to paste the information into the cell. The available options that
display depend on the type and format of the content you are pasting.

(@) Press the Esc key on the keyboard to remove the highlight from cell C8 and to remove
the Paste Options button.

Click cell C8 and press Delete . The worksheet should resemble Figure 6.15.
(9) Click Save on the Quick Access Toolbar.

Figure 6.13 Clipboard Commands
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Fill handle: Used
to copy or fill data
to other cells. The
fill handle is located
at the lower-right
corner of a cell and
resembles a small
black square.

Series: A list of text,
values, dates, or
times that contain a
pattern such as the
months of the year,
days of the week,

or numbers in a
sequence.
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Figure 6.15 Delete Contents of Cell C8
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Fill Handle

The fill handle is used to copy or fill data to other cells. The fill handle is located at the lower-
right corner of a cell and resembles a small black square (Figure 6.16). When you point to the
fill handle, the mouse pointer changes to a black plus sign (Figure 6.17).

Use these steps to copy or fill data to other cells using the fill handle:

« Select the cell or range of cells that you want to copy.

« Point to the fill handle (Figure 6.16), which is located at the lower-right corner of the
cell, and the mouse pointer changes to a black plus sign (Figure 6.17). If you selected a
range of cells to copy, point to the fill handle of the last cell in the range.

+ Drag the fill handle across the cells that you want to fill.
A series is a list of text, values, dates, or times that contain a pattern such as the months of

the year, days of the week, or numbers in a sequence. Once Microsoft Excel 2010 recognizes a
pattern, the fill handle can be used to automatically fill the rest of the series.

Use these steps to create a series:

« Type the starting value(s) for the series in the worksheet.

« Select the cell(s) that contain the starting values.

« Point to the fill handle (Figure 6.16), which is located at the lower-right corner of the
cell, and the mouse pointer changes to a black plus sign (Figure 6.17).

+ Drag the fill handle across the cells to fill the series. The AutoFill Options button displays
next to the series and contains options to change how the selection is filled or copied.

If you want to create a list of the months, you need to enter the first month in a cell. Next,
drag the fill handle to complete the rest of the months. To create a series that lists the numbers
1 through 10, you enter the two starting values in adjacent cells. Then select both cells and
drag the fill handle to complete the series.



Fill Handle

Microsoft Excel 2010 recognizes the following series:

+ Months
« Days
+ Quarters (for example, quarter 1, quarter 2)

« Numbers in a pattern (you must enter the first two numbers in the series and select both
numbers to complete the series)

o Example: 1,2,3,4,5
« Example: 10, 20, 30 40, 50
« Example: 100, 90, 80, 70, 60, 50

Hands-On Exercise: Use the Fill Handle to Create
a Series and to Copy Cells

You will enter the next two months in the worksheet. Instead of typing the months, you
will use the fill handle to complete the series.

(1) Click cell B3.

@ Point to the fill handle (Figure 6.16) located at the lower-right corner of the cell. The
mouse pointer changes to a black plus sign (Figure 6.17).

(3) Drag the fill handle through cell D3 and release the mouse. The series is created. Cell
C3 contains the month February and cell D3 contains the month March (Figure 6.18).

@ The Auto Fill Options button displays next to the series (Figure 6.18). The Auto Fill
Options button allows you to change how the selection is filled or copied. Point to the
Auto Fill Options button and a arrow displays.

@ Click the Auto Fill Options arrow (Figure 6.19).

@ Click Copy Cells . The contents of cell B3, which is January, is copied to the rest of the
selection instead of the series of months.

@ Point to the Auto Fill Options button, and a arrow displays.
Click the Auto Fill Options arrow.
@ Click Fill Series . The selection displays the series of months: January, February, and March.

Next you will copy the expenses from January to the months of February and March.
Position the mouse pointer in the middle of cell B4.

(1) When the block plus sign appears, drag the mouse through cell B9 to select the cells.
The selected cells have a border around them.

(12) Drag the fill handle from cell B9 through cell D9. The expenses are copied to February
and March (Figure 6.20).
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Figure 6.16 Fill Handle
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Figure 6.18 Series Created
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Figure 6.20 Expense Amounts Copied
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Insert and Delete Rows and Columns

Rows and columns can be inserted or deleted in a worksheet. A row is inserted above the
active row and a column is inserted to the left of the active column. Table 6.7 describes how
to insert and delete rows and columns.

Table 6.7 Commands to Insert/Delete Columns and Rows

[ Task Steps

Insert row + Select the row heading(s) where you want the new row(s) to be inserted.
+ Right-click the row heading(s).

+ Click Insert on the shortcut menu.

or

+ Select the row heading(s) where you want the new row(s) to be inserted.

« Click the Insert button in the Cells group on the Home tab, or click the Insert
arrow and click Insert Sheet Rows (Figure 6.21).

Insert column + Select the column heading(s) where you want the new column(s) to be inserted.
+ Right-click the column heading(s).
+ Click Insert on the shortcut menu.

+ Select the column heading(s) where you want the new column(s) to be inserted.

« Click the Insert button in the Cells group on the Home tab, or click the Insert
arrow and click Insert Sheet Columns (Figure 6.21).
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Table 6.7 continued

Delete row/column + Select the row or column heading(s) that you want to delete.

« Right-click the row or column heading(s).

+ Click Delete on the shortcut menu.

or

« Select the row or column heading(s) you want to delete.

+ Click the Delete button in the Cells group on the Home tab, or click the Delete
arrow and click Delete Sheet Rows or Delete Sheet Columns (Figure 6.21)

Hands-On Exercise: Insert and Delete Rows and Columns
@ You will insert a new row above the Mortgage expense row. Right-click row heading 7 .
(2) Click Insert on the shortcut menu. A new blank row appears in row 7.
@ In cell A7, type Water and press the right arrow key to move to cell B7.
(®) Type 0in cell B7.
(5) Type 100 in cell C7.
(6) Type 0in cell D7.

@ Because the gas expenses are higher in the winter, you need to budget additional
money. Make the following changes to the worksheet:

a. Type 200 in cell B5.
b. Type 150 in cell C5.

The insurance expense needs to be adjusted because it is billed semiannually in
January and July.

a. Type 240 in cell BO.
b. Type 0in cell CO.
c. Type 0in cell D9.
(@ Insert a new column between columns A and B.
a. Click column heading B to select the column.
b. Click the Insert arrow in the Cells group on the Home tab (Figure 6.21).

c. Click Insert Sheet Columns and the new column is inserted in column B. The previ-
ous column B becomes column C.

Delete column B.
a. Click column heading B if not already selected.
b. Click the Delete arrow in the Cells group on the Home tab (Figure 6.21).
c. Click Delete Sheet Columns and the column is deleted.
(1) Press Ctrl + Home to navigate to cell Al.
(12) Click Save on the Quick Access Toolbar. The worksheet should resemble Figure 6.21.
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Sum (AutoSum) com-
mand: A command
that quickly calculates
the total of selected
cells. The command
can also calculate aver-
ages, count values, and
calculate the maximum
and minimum values
in a range of cells.

The Sum command is
located in the Editing
group on the Home tab.

AutoSum (Sum) com-
mand: A command
that quickly calculates
the total of selected
cells. The command
can also calculate aver-
ages, count values, and
calculate the maximum
and minimum values
in a range of cells. The
AutoSum command is
located in the Editing
group on the Home tab.

Formula: An equation
that performs a calcula-
tion on values.

Function: A predefined
formula that can
perform mathematical,
financial, statistical,
and other types of
calculations.
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Figure 6.21 Insert and Delete Rows and Columns
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Calculate Totals Using the Sum Button

A powerful feature of Microsoft Excel is its calculation ability. Microsoft Excel can total num-
bers and perform mathematical calculations accurately and instantly.

The Sum command, also referred to as the AutoSum command, is used to quickly calculate

' the total of selected cells. The Sum command can also calculate averages, count values, and

calculate the maximum and minimum values in a range of cells. Once you calculate a total using
the Sum command, you can copy it to other cells so you do not have to recreate the same cal-
culation again. The Sum button is located in the Editing group on the Home tab (Figure 6.22).
The command is also available in the Formulas tab. The Sum button may display difterently on
your computer due to differences in monitor size and settings. Please note that the buttons on
the Ribbon may be compressed or rearranged to accommodate smaller monitor sizes. The Sum
button on your computer may display with or without the word AutoSum next to the graphic.

Z AutoSum v gy E -

When you click the Sum command, it creates a formula that is displayed in the Formula bar
and in the cell. A formula is an equation that performs a calculation on values. The syntax of
the Sum formula is =SUM(cell range, cell references, or values).

All formulas start with an equal sign. The function name displays after the equal sign. A
function is a predefined formula that can perform mathematical, financial, statistical, and

- other types of calculations. SUM is the function used to total a range of cells. After the function

|

name, the range of cells, cell references, or values display in parentheses. If the Sum command
is used to total cells B4 through B10, the formula would be written as =SUM(B4:B10).

Use one of the following methods to calculate totals:
Method 1:
« Click the cell where you want the total to display.
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« Click the Sum button, and it automatically calculates the total of all the cells directly
above the cell. If no values exist in the cells above, it will calculate the total of the cells to
the left of the cell.

« Press Enter or click the Enter button in the Formula Bar to accept the range of cells to total.

o If the range of cells selected is not correct, select the correct cells you want to total;
then press Enter or click the Enter button in the Formula Bar.

« The total will display in the cell.
Method 2:

« Select the range of values you want to total.

« Click the Sum button. The total displays in the cell below the selected range. Make sure
the cell below the selected range is blank before performing these steps.

Method 3 (Calculate total of adjacent cells):
+ Click the cell where you want the total to display.
» Type =SUM(
« Select the cells you want to total.
« Press Enter.

Method 4 (Calculate total of non-adjacent cells):
« Click the cell where you want the total to display.
« Type =SUM(
« Type the cell reference or click the cell you want to total.
« If you want to add another cell to the total, insert a comma and repeat the previous step.
« Press Enter after you selected all the cells that you want to total.

Hands-On Exercise: Calculate Totals Using the Sum Button
@ You will calculate the January expense total. Click cell B11 .

@ Click the Sum button in the Editing group on the Home tab and it automatically
selects all the cells above it, from B4 through B10 (Figure 6.22).

(3) Aformula s created to total the numbers. The formula displays in cell B11 and in the
Formula Bar. The formula is =SUM(B4:B10) (Figure 6.22).

@ Press Enter and the total for January, 1525.5, displays in cell B11.

(5) You will copy the formula in cell B11 to columns C and D to calculate the totals for
February and March. Click cell B11 .

@ Drag the fill handle through cells D11. The February and March expense totals are
calculated (Figure 6.23).

() Click cell C11. The formula displayed in the Formula Bar is =SUM(C4:C10), which indi-
cates that it will total the range of numbers from C4 through C10.

Click cell D11 . The formula displayed in the Formula Bar is =SUM(D4:D10), which indi-
cates that it will total the range of numbers from D4 through D10.
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Figure 6.22 Sum Command
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In the previous Hands-On Exercise, you calculated the totals for the monthly expenses. The
formulas are shown in Table 6.8.
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Table 6.8 Expense Formulas

Expense Totals Formula .
January expenses formula (cell B11) =SUM(B4:B10) '
February expenses formula (cell C11) =SUM(C4:C10)
March expenses formula (cell D11) =SUM(D4:D10)

When you copied the January expenses total (B11) to February (C11), the formula was
copied with one change. The column letter in the formula changed from B to C because the
expenses for February are located in column C. The row number stayed the same because the
formula was copied to a cell in the same row.

When you copy a formula from one column to another in the same row, it will change only
the column letter in the formula. If you copy a formula from one row to another row and stay
in the same column, it will change only the row number in the formula. Here is an example. If
the formula =SUM(B6:E6) is in cell F6 and you copy that formula to cell F7, the only change
to the formula will be to the row number because the formula is copied to the same column in
a different row. The formula in cell F7 will be =SUM(B7:E7).

Hands-On Exercise: Calculate Totals

You will total the expenses for each expense category (electric, gas, etc.) using different
techniques.

@ Type Total in cell E3 and press Enter . The total for each expense will be calculated in
column E, which is currently blank.

(2) Select cells E4:E11 .

@ Click the Sum button. The totals display for each expense (Figure 6.24).

() Click cell E4 . The Formula Bar displays =SUM(B4:D4). The formula totaled the cells B4,
C4, and D4, which are the electric expenses for the three months. If you review the
other formulas in column E, they are similar. The only difference in the formula is the
row numbers.

(5) Double-click cell E5 . The formula is displayed in the Formula Bar and in the cell. The
values used in the formula contain a blue border around them (Figure 6.25). This is a
way to validate the calculations. If the wrong cells were used in the formula, you could
select the correct values and then press Enter to recalculate the totals.

(6) Press the Esc key to exit the cell.

(@) You will practice totaling cells using another method. Select cells E4:E11 .
Press the Delete key to remove the totals from column E.

(9 You will calculate the total electric expenses. Select cells B4:D4 .

Click the Sum button, and the total displays in the next empty cell, which is E4.
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Figure 6.24 Expenses Totaled for Each Row
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Figure 6.25 Double-Click Cell to View the Formula
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Trace Error Button

If you create a formula and a green triangle displays in the top-left corner of the cell, this
indicates a potential error in the formula (Figure 6.26). If this occurs, review the formula to
ensure that it is correct. If you click the cell that contains the green triangle, the Trace Error
button displays (Figure 6.27). Point to the Trace Error button and a ToolTip displays with the
error message. Click the Trace Error arrow for a list of options. If the formula is correct, click
Ignore Error.
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Hands-On Exercise: Correct Error in Formula Using the Trace Error Button
(1) Click cell E5 .

(2) You will calculate the total gas expenses, but only for the months of February and
March. Click the Sum button. Notice that it automatically highlights the cells to the left
of E5, which are cells B5, C5, and D5.

(3) Drag over cells C5 and D5. The formula states =SUM(C5:D5).

(#) Press Enter and the total for the two months displays. A green triangle displays in the
top-left corner of the cell (Figure 6.26). This indicates that there is a potential error
in the formula of the cell. The reason it is flagged as a potential error is because the
January expenses are not included in the total of the formula.

(5) Click cell E5, which contains the green triangle. The Trace Error button displays.
@ Point to the Trace Error button, and a ToolTip displays with the error message. (Figure 6.27).
() Click the Trace Error button to view the list of options.

Click Update Formula to Include Cells . The green triangle no longer displays in the cell
because the error is corrected.

(9) Select cells E4:E5 .

Press Delete .
(11) Select cells E4:E11 .

@ Click the Sum button. The totals display for each expense (Figure 6.28).

Figure 6.26 Green Triangle Displays Indicating Potential Error
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Figure 6.27 Trace Error Button Displays ToolTip of Error Message
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Figure 6.28 Totals Created for Each Expense
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Apply Cell Formatting

You can apply cell formatting to give your worksheet a professional appearance. Select the
cell(s) you want to format; then select the formatting feature you want to apply by clicking
the format command from the Font and Alignment groups on the Home tab. If the command
contains an arrow, that means that there are several options from which to choose. View the
options and then make your selection. Some of the formatting commands, such as the Bold,
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Italic, and Underline, are toggle buttons that turn on and oft when clicked. If you click the
command, it applies the format to the cell. Click the command again, and it removes the
format from the cell.

You can choose from the many formatting features located in the Font and Alignment
groups on the Home Ribbon. You can apply these commands to a cell, a range of cells, or the
entire worksheet. Table 6.9 contains a list of some of the cell formatting commands.

Table 6.9 Cell Formatting Commands

Command Button Description

Font Calbr - Changes the font face.

Font Size u - Changes the font size.

Bold B Bolds the selected text.

Italic z Italicizes the selected text.

Underline u- Underlines the selected text.

Borders o Applies a border to the selected text. '
Fill Color o - Changes the color of the background of the cell.

Font Color A Changes the font color.

Align Text Left

Aligns text to the left.

Center

Centers text.
Align Text Right

Aligns text to the right.

Increase Indent

o
my

Increases the margin between the border and the text in the cell.

Decrease Indent = Decreases the margin between the border and the text in the cell.
Merge & Center & Merge & cemter - Joins the selected cells into one larger cell and centers the content
in the new cell.

Hands-On Exercise: Format Cells
(1) Select cells AT:ET .

@ Click the Merge & Center button (Figure 6.29). Cells A1:E1 are joined into one larger
cell and the text is centered in the new cell.

(3) Click the Bold button (Figure 6.29).
@ Click the Font Color arrow (Figure 6.29).

@ Click Light Blue in the Standard Colors group. It is the seventh option in the Standard
Colors group. T
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(6) Click the Font Size arrow (Figure 6.29).
(@) Click 18.

Select cells A3:E3 .

(9 Click the Bold button.

Select cell A11.

(11 Click the Bold button.

) Select cells A4:A10.

@ Click the Increase Indent button (Figure 6.29).
Click the Italic button (Figure 6.29).
(5 Select cells ATT:E11 .

Click the Borders arrow (Figure 6.29).
(17) Click Top and Double Bottom Border .

Click cell AT .

Click Save on the Quick Access Toolbar. The worksheet should resemble
Figure 6.29.

Figure 6.29 Formatted Worksheet
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Format Numbers

Microsoft Excel 2010 provides many options to format numbers. These commands are located
in the Number group on the Home tab. Select the cell(s) you want to format and click the
formatting button to apply the format.

Table 6.10 Commands to Format Numbers

Command Button Description
Accounting s Displays the value as currency. It applies a dollar sign,
Number Format commas, and two decimal places to the value.

Example: $ 1,000.50
Percent Style % Displays the value as a percentage.

| Example: 0.45 displays as 45%

Comma Style ) Displays the value with commas and two decimal places.
Example: 1,000.50

Increase Decimal 3 Increases the decimal place of the value by one digit.

Decrease Decimal 24 Decreases the decimal place of the value by one digit.

Number Format General . Click the arrow, and select a number format from the list.

Hands-On Exercise: Format Numbers
(1) Select cells B4:E4 .
(2) Click the Accounting Number Format button (Figure 6.30). The selected cells contain
a dollar sign and two decimal places. There is a space between the dollar sign and the

values. Commas do not display in the cells because the values are not greater than or
equal to 1,000.

(3) Select cells B11:E11 .
(®) Click the Number Format arrow (Figure 6.30) and a list displays.

@ Click the Accounting option. This format does not contain a space between the dollar
sign and the value.

(6) Select cells B5:E10.

(7) Click the Comma Style button (Figure 6.30). The values in the cells include two deci-
mal places. Commas do not display because the values are not greater than or equal
to 1,000. Cells B7, D7, C9, and D9 display as a dash. When applying the comma format,
cells with a value of zero display as a dash in the cell.

Click cell B5 . —
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@ Click the Increase Decimal button (Figure 6.30). The value in the cell displays with
three decimal places.

Click the Decrease Decimal button (Figure 6.30) and a decimal place is removed from
the value. The value now contains two decimal places.

(1) Click Save on the Quick Access Toolbar. The worksheet should resemble Figure 6.30.

Figure 6.30 Format Values
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Clear Command

The Clear command is used to delete the contents of a cell, delete the formatting of a cell,
or both. It can also be used to clear comments and hyperlinks from a worksheet. The Clear
button is located in the Editing group on the Home tab (Figure 6.31).

Use these steps to clear the contents or formatting of a cell:

« Click the cell that you want to clear.
« Click the Clear button in the Editing group on the Home tab.
+ Click an option from the list.

Hands-On Exercise: Clear Formats and Contents of Cells

(1) Click cell A1.
(2) Click the Clear button in the Editing group on the Home tab (Figure 6.31). A list of
options display.
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(3) Click Clear All . The cell contents is deleted as well as the formatting. The cell is no
longer merged.

(®) Click Undo on the Quick Access Toolbar.
(5) Click the Clear button.

(6) Click Clear Formats . The formatting of the cell is removed, but the text remains in the
cell.

() Click Undo on the Quick Access Toolbar.

Click the Clear button.

(9) Click Clear Contents . The contents of the cell are deleted.

Type Budget and press Enter . Notice that the formatting of the cell is still intact.

(1) Click the Undo button twice to undo the last two steps. The worksheet should resem-
ble Figure 6.31.

Figure 6.31 Clear Button

Ed9-e-= Household Budgetxsx - Microsaft Excel = B 2
“ Wome | Inset  Pagelayoll  Formulas  Data  Review  View a@Peosd

& calbn B AN W om(m| ® EwmpTen General } B W Be T [ F e Ap g

n;: | = A 1 5 ] “ caﬂd!‘iénnl Fu:fns .:: ;i n:{:(- r;n_ft - s?r_trm rf?m

ol | B R A ARl o R Formnatng + Taples Shiese | . . I-‘ Sl = | Fiter = Seluct *
Clipboard 1 Font i Aigrment Number syla celt * Eding
L m _  ~-C & MytoushodbBudest | [ — |
(iG] TR [ I TN @IS TR ke F G H ] K L M nl=to P ';1
1 My Household Budget @

2

3 F January  Fek ¥  March Total |

4 flectric § 100.00 5 100.00 5 100.00 5 300.00 |

5 Gos 200.00 150.00 50.00 400.00 | |
6 Telephor 75.50 75.50 75.50 226.50 |
7 Water = 100.00 = 100.00 |
8 Mortgag 82500 82500 82500 2475.00

9 Insurance 240.00 - . 240.00 ‘
10 Cable B5.00 85.00 85.00 255.00 |
11 Total $1,525.50 $1,335.50 5$1,135.50 $3,996.50

12

13

14

15

16 o
17

18 -
W 4 b M| Sheetl Sheet? Sheet3 2 T4l il
Ready, | 32 | | /B - 00 () L] (4]

Modify Column and Row Size

Occasionally you will need to change the size of the columns or rows because the data is
truncated (cut off) in the cell or because you want to improve the readability or appearance

of the cell.

If pound signs (####) display in a cell, that indicates that the column width is too small to
fit the contents of the cell. The column width can range from 0 to 255 characters. These values
represent the number of characters that can be displayed in a cell that is formatted with the



356 Chapter6 Create Workbooks Using Microsoft Excel 2010

standard default font. The default font for Microsoft Excel 2010 is Calibri, and the default font
size is 11 points. The default column width is set at 8.43 characters. The column will be hidden
if the column width is set to 0 characters. You can modify multiple column widths simultane-
ously by selecting the columns before you modify the column size. The same holds true for
modifying multiple row heights simultaneously.

Use any of these methods to modify the column width:

« Drag the right boundary of the column heading (Figure 6.32).

« Double-click the right boundary of the column heading to automatically adjust the
column width to fit the contents of the cell.

« Right-click the column heading, and then click Column Width. The Column Width
dialog box displays. Type the width in the Column width box and click OK.

« Click the column heading, click the Format button in the Cells group on the Home tab
(Figure 6.32), and then click Column Width. The Column Width dialog box displays.
Type the width in the Column width box and click OK.

« To automatically increase the column width to fit the contents of the cell, click the
column heading, click the Format button in the Cells group on the Home tab, and then
click AutoFit Column Width.

The default row height is 12.75 points. One point is approximately 1/72 inch. The row
height can range from 0 to 409 points. If the row height is 0 points, the row will be hidden.

Use any of these methods to modify the row height:

« Drag the bottom boundary of the row heading (Figure 6.32).

+ Double-click the bottom boundary of the row heading to automatically adjust the row
height to fit the contents of the cell.

« Right-click the row heading and then click Row Height. The Row Height dialog box
displays. Type the height in the Row height box and click OK.

« Click the row heading, click the Format button in the Cells group on the Home tab
(Figure 6.32), and then click Row Height. The Row Height dialog box displays. Type the
height in the Row height box and click OK.

+ To automatically increase the row height to fit the cell contents, click the row heading,
click the Format button in the Cells group of the Home tab, and then click AutoFit
Row Height.

Hands-On Exercise: Modify Column and Row Size

Review the contents in column A. Notice that some of the text is not displaying. You will
increase the size of the column in order to display all the cell contents.

(1) Right-click column A .
@ Click Column Width . The Column Width dialog box displays.

(3) Type 12 in the Column width box and click OK . All the text in the column now dis-
plays in the cells.
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@ Next, you will increase the row height for row 1.
a. Click row heading 1 to select the entire row.
b. Click the Format button in the Cells group on the Home tab (Figure 6.32).
¢. Click Row Height . The Row Height dialog box displays.
d. Type 40 in the Row height box and click OK . The row height increases.

(5) Next you will decrease the column width for column C.

a. Right-click column heading C.

b. Click Column Width . The Column Width dialog box displays.

¢. Type 5 in the Column width box and click OK . Pound signs (####) display in the cells,
which indicate that the column width is too small to fit the contents (Figure 6.32).

Whenever pound signs display, make certain to increase the column width to display
all the contents in the cells.

(6) To automatically increase the column width to view all the contents in column C,
double-click the right boundary of column heading C (Figure 6.32). The contents in
column C are displayed.

(@) Click cell A1.The worksheet will resemble Figure 6.33.

Figure 6.32 Modify Column and Row Size
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Figure 6.33 Autofit Contents of Column C
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Display Formulas

Use one of the following methods to view the formulas entered in the worksheet:

o+ Press Ctrl + . (The ' key is the key to the left of the number 1 on most keyboards.)

o Click the Formulas tab, and then click the Show Formulas button in the Formula
Auditing group.

The formulas for the totals are displayed. To view the values again (the original default),
press Ctrl + * again or click the Show Formulas button.

Hands-On Exercise: Display Formulas
(1) Click the Formulas tab (Figure 6.34).

@ Click the Show Formulas button in the Formula Auditing group (Figure 6.34). The
formulas display on the worksheet (Figure 6.34).

@ Click the Show Formulas button again. The values display on the worksheet.
(®) Click Ctrl 4 to display the formulas. The formulas display on the worksheet.
(5) Click Ctrl + * to display the values.

(6) Click the Home tab on the Ribbon to make it the active tab.
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Figure 6.34 Display Formulas in Worksheet
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Check Spelling

Check a workbook for spelling errors before you print it. The Spelling button is located in the
Proofing group on the Review tab (Figure 6.35). If you have multiple sheets in the workbook,
you must check each worksheet. Before beginning the spell check, click the first cell of the
worksheet so the spell check can begin at the beginning of the worksheet.

Use these steps to check and correct spelling errors:

o Click the Review tab.

« Click the Spelling button in the Proofing group, and the Spelling dialog box displays.
This feature checks the worksheet for errors and displays the errors in the dialog
box. Some proper names may not be included in the dictionary and may display as a
potential spelling error. In this case, click Ignore All to indicate that the word is spelled
correctly or click Add to Dictionary to store it in the dictionary.

Hands-On Exercise: Check Spelling
(1) Click cell A1.
(2) Click the Review tab.
(3) Click the Spelling button. The Spelling dialog box displays if spelling errors exist.

@ Correct all spelling errors. If there are no spelling errors or after you have corrected
all spelling errors, a dialog box displays stating that the spelling check is complete
(Figure 6.35). Click OK .

(5) Click the Home tab to make it the active tab.
(6) Click Save on the Quick Access Toolbar.
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Portrait orien-
tation: A page
orientation that
prints on a vertical
page, which means
that the page is taller
than it is wide.

Landscape ori-
entation: A page
orientation that
prints on a hori-
zontal page, which
means that the page
is wider than it is
tall.

Figure 6.35 Spelling Button
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Print Workbook

You can print the contents of the workbook or print the formulas in a workbook. By default,
the workbook prints in portrait orientation. Portrait orientation is a page orientation that

' prints on a vertical page, which means that the page is taller than it is wide. You can change

the page orientation to landscape orientation. Landscape orientation is a page orientation that
prints on a horizontal page, which means that the page is wider than it is tall.

You can print the workbook from the Backstage view. You can also press Ctrl + P to display

- the Print command in the Backstage view. You have many print options.

« Select the number of copies to print.

« Select a printer.

« Select the print area (active sheet, entire workbook, selection).
» Select the pages to print.

« Select paper size (letter, legal, etc.).

« Select page orientation (portrait or landscape).

Use these steps to print the workbook:

o Click the File tab.
o Click Print.

« Select Print Active Sheets in the Settings section to print the current active sheet in
the workbook (Figure 6.36), or you can click the Print Active Sheets button and select
Print Entire Workbook to print the entire workbook.

» To print in landscape orientation, click the Portrait Orientation button and select
Landscape Orientation (Figure 6.36).

A preview of the worksheet displays on the right side of the window (Figure 6.36).
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+ You can adjust the margins and other print settings as needed.
« Click Print after you have selected all the print settings (Figure 6.36).

Use this step to print the formulas in the workbook:

 Press Ctrl + * to view the formulas and then follow the same steps as listed above.

Hands-On Exercise: Print a Worksheet
(1) Click the File tab.

@ Click Print . A preview of the printout displays on the right side of the window
(Figure 6.36).

@ Select the printer you want to use (Figure 6.36).
@ Select Print Active Sheets in the Settings section (Figure 6.36).
(5) Click the Print button (Figure 6.36).

Figure 6.36 Print Options
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Page Breaks

A page break is a dashed vertical and/or horizontal line in the worksheet that indicates where | Page break: A

the worksheet is divided into separate pages. The page breaks display after the Print command | dashed vertical and/
or horizontal line in

is accessed from the Backstage view. The page breaks are determined based on paper size, the worksheet that
margins, scale options, and the position of manual page breaks. indicates where the
worksheet is divided
A dashed vertical line displays after column I (Figure 6.37). This indicates a page break. into separate pages.

You can hide the page breaks when in Normal view if you need to.
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Use these steps to hide page breaks in Normal view:

+ Click the File tab.
+ Click Options and the Excel Options dialog box displays.
+ Click Advanced (Figure 6.38).

« Click to remove the Show page breaks checkmark in the Display options for this
worksheet category (Figure 6.38). You may need to scroll down to find this option.

. Click OK.

Figure 6.37 Page Break

E9--= } Budgetadsc - Mi Excel = B 2
Wome | Insert  Pagelayout  Formulss  Data  Review  View a@Peod =

_;‘3 ‘ calibri i AN ™ om[m] #r EwepTe General . E B B K ij ;::njsm- i

e (Bl us oz A wEE we ki % 0w it el et A L1 i A | PPN L0,

Clipboard 1 font [ Alignmert Fa | Mumber [ Styles Celty Editng

L AL v f=| My Household Budget >
[ " ® [ € | = | E F G | H [ 1 A ([ E M | N o =

1 My Household Budget

2

:;_ Expanses January  February March Total

4 Electric $ 10000 $ 100.00 $ 100.00 S 300.00

§ Gas 200,00 150,00 50.00 400,00

6 Telephones 75.50 75.50 75.50 226.50

7 Water - 100,00 - 100,00 -

8 Mortgage B25.00 82500 82500 247500

9 insurance 240,00 < E 240.00

10 Cohle 85.00 85.00 85.00 255.00

11 Total $1,525.50 $1,335.50 §$1,135.50 $3,996.50

12

==

4]

e L

16

a7 .

W 4 b b| Sheerl ~Sheet? ~Sheets %3 1EN ’ 1

Ready | 7 | [ R e — 0

Figure 6.38 Remove Page Breaks

General Default derection: i
Farmubas ~ Eghta-h
@ Lefr-to-right
Praching i
|- Oisply options or thisworkiooks (] Housahoid g =]
: Lancuigy ] show horizonial sorall bar
| shaw yertical scrall bar
A& 4
l "“""’!"_ LSS 50 7| show sheet tals
Custbmize Aibbon 7] Group dates in the Autoriter menu
Quick necess Toolbar Far abjeets, show:
& M
Addioy " Hothing (hide objects) F
Trus} Center
Display options far this workshest: | 3 Sheetl E g
i 7 show row and calumn headers 4 T
| Shaw fegmulas in cells instead of ther calculated results
\ 1 shay sheet nghi-to-ett
! show page breajs Show page breaks
| Show a gero in cells that have zero value
¥ show gutline symbeds if an ouflne s apphed
o show grigines
Grigline color la -Vl
Formulas

g

=l




Close a Workbook 363

Help Button

You can use the Help feature if you need assistance with a task. The Help feature is
accessed by clicking the Help button, which is located on the far-right corner of the
Ribbon (Figure 6.39), or by pressing F1 on the keyboard. You can also access the Help
command from the File tab.

Hands-On Exercise: Use Help
@ Click the Help button, and the Excel Help dialog box displays (Figure 6.39).

@ Type insert row in the Search box (Figure 6.39) and press Enter .

(3) Search results display in the Excel Help dialog box (Figure 6.39). Click on a hyperlink to
view the information.

(®) Click the Print button in the Excel Help dialog box to print the information (Figure 6.39).
@ Click the Close button on the Excel Help dialog box (Figure 6.39).

Figure 6.39 Help Command
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Close a Workbook

You should close the workbook when you are finished working with it. When you close a
workbook, it will ask you to save if you have not done so already. This command does not
close the application; it only closes the workbook.
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To close a workbook:
« Click the File tab.
o Click Close.

« If the workbook has not been saved, it will prompt you to save the workbook at that
time.

You can also close the workbook by clicking the Close button on the Ribbon (Figure 6.40).
If only one workbook is open in Microsoft Excel 2010, you can close the workbook and exit
the application at once by clicking the Close button on the title bar or double-clicking the
Microsoft Excel 2010 application icon (Figure 6.40). If multiple workbooks are open, these
commands would close only the active workbook.

Hands-On Exercise: Close a Workbook
(1) Click the Close button on the Ribbon (Figure 6.40).

@ The workbook closes but the application remains open.

Figure 6.40 Close Commands
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Exit Application

Use the Exit command to exit the application. The Exit command is located on the File tab,
or it can be accessed by pressing Alt + F4. You can also close the application by clicking the
Close button on the title bar if only one workbook is open.
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Hands-On Exercise: Exit Application
(1) Click the File tab.

@ Click Exit and the application closes.

Multiple-Choice Questions

1.

Microsoft Excel 2010 is a application.

a.
b.
c
d.

o 0 T o

a.
b.
c.

d.

a.

b.
c.
d.

a.
b.
c.
d.

o 0 T o

Presentation graphics
Word processing
Spreadsheet
Database

. Which of the following is true about the boundary of a row?

Double-click the bottom boundary of a row to add a row.

Click the bottom boundary of a row and press Delete on your keyboard to delete a row.
Drag the bottom boundary of a row to change the height of the row.

Double-click the bottom boundary of a row to delete a row.

. Press to edit the contents of a cell.

F5
F2
Ctrl + Alt + Delete
Esc

. By default, a workbook contains sheet(s).

One
Two
Three

Five

. By dragging the fill handle, you can cells.

Move
Delete

Copy
Edit

. Which of the following is an invalid cell reference?

100A
C55
az1000

zal
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7. The function is used to total numbers in a workbook.

a. Total
b. Sum
c. Calculate
d. Formula

8. If cell A3 contains the value 1050 and you change the format to comma style, how
would the data display in the cell?
a. 1,050
b. 1,050.00
c. $1,050
d. $1,050.00

9. The file extension of a Microsoft Excel 2010 workbook is

excel

xIsx

xIs
excel2010

o 0 T o

10. Press to view the formulas in the worksheet.
Ctrl+Enter

Alt+Enter

F1

Ctrl+

a.
b.
¢!
d.

Project #1: Create a Workbook Displaying the Costs

of Vacation Packages

You work for a travel agency and need to prepare a listing of all the vacation packages for the
summer. You will use Microsoft Excel 2010 to accomplish this task.

(1) Set the column width of column A to 20.
(2) Enter the data from Figure 6.41 in the worksheet.

Figure 6.41 Enter Data in Worksheet
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Vacation Package Cost

Hawaii 2500
Caribbean Cruise 1500
Disney Package 1750
Las Vegas 999
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(3) Merge and center cells A1 through B1.
@ Make the following changes to Al:
a. Bold
b. Font color = Blue
c. Fontsize =18
(5) Make the following format changes:
a. Bold cells A3 and B3.
b. Increase indent of cells B4:B7.
¢. Format cells B4:B7 as Accounting Number Format.
(6) Insert a row at row 6.
(7) Add the following data to the cells:
a. Type European Cruise in cell A6.
b. Type 2000 in cell B6.
Spell-check the workbook and correct any mistakes.

(9) Save the workbook as Paradise Travel. The worksheet should resemble
Figure 6.42.

Delete row 5.

(1) Save the workbook as Paradise Travel Revised. The worksheet should resemble
Figure 6.43.

(12) Print the workbook in landscape orientation.

(13 Close the workbook.

Figure 6.42 Paradise Travel Workbook
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Figure 6.43 Paradise Travel Revised Workbook
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Project #2: Create a Workbook for a Law Firm to Track

Hours Worked Weekly for Each Client

Your boss needs to track the hours he spends weekly on each of his clients. This information
is used to process the client invoices each month. You will use Microsoft Excel 2010 to keep
track of his hours.

(1) Create the worksheet in Figure 6.44.

Figure 6.44 Enter Text in Worksheet

Rl e
Orland Law Firm

Client

CK Sporting Goods
Pete's Exports
Global Accountants
Total

(2) Merge and center A1 through F1.
(3) Type Week 1 in cell B3.
(®) Make the following changes to Al:
a. Bold
b. Font color = Blue, Accent 1
€ FORtSize U8
d. Fill color = White, Background 1, Darker 15%
(5) Change the column width of column A to 20.

@ Using the fill handle, copy cell B3 to cells C3 through E3 to complete the series. The
text Week 2, Week 3, and Week 4 will be displayed in the cells.
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(@) Add the following data to the cells:
a. Type 20 in cell B4.
b. Type 15 in cell C4.

. Type 10 in cell D4.

. Type 5 in cell E4.

. Type 14 in cell B5.

=h— D o N

Type 7 in cell C5.

. Type 20 in cell D5.

. Type 20 in cell E5.
Type 12 in cell B6.

j. Type 18 in cell C6.

k. Type 10 in cell D6.

[. Type 15in cell E6.

m.Type Total in cell F3.

o Q

Calculate the totals in cells F4:F6. The total should be the sum of the hours for each
client.

(9) Calculate the totals in cells B7:F7. The totals should be the sum of the hours for each
week.

Apply the following formats:
a. Bold the cells in A3:F3.
b. Italicize cells A4:Aé6.

Increase indent of cells A4:A6.

2

d. Format cells B4:F7 as comma style.

e. Add a top and double bottom border around cells A7:F7.
(D) Insert a row below row 6 and add the following data:
a. Type Georgia’s Hair Salon in cell A7.
b. Type 2 in cells B7, C7, D7, and E7.
c. Calculate the total for Georgia’s Hair Salon in cell F7.
(12) Spell-check the worksheet and correct any mistakes.
(13) Save the workbook as Orland Law Firm. The worksheet should resemble Figure 6.45.
Print the worksheet.
@5 Print the worksheet with the formulas.
Change the client name in cell A4 to JK Sporting Goods.
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(17) Change the row height of row 8 to 24.
Delete row 6.

Save the workbook as Orland Law Firm Revised. The worksheet should resemble
Figure 6.46.

Print the worksheet.
@1) Close the workbook.

Figure 6.45 Orland Law Firm Workbook

r A B & D E F G H 1 4 K L M N o o
: Orland Law Firm
= |
3 Client Week1 Week2 Week3 Weekd Total
4 CK Sporting Goods 2000 1500 1000 500  50.00
S | Pete's Exports 14.00 700 2000 2000  6L00
6 Global Accountants 1200 1800 1000 1500  55.00
7 _ Georgia's Hair Salon 2,00 2.00 200  2.00 8.00
8 Total 4800  42.00  42.00  42.00 174.00
| -
1
12
s
15 &
16
Ir -
W 4k W] Sheetl Sheet2 Sheetd FJ ; 4l - w [l
heady | A | - [Pl 8 200w () ¥ &)

Figure 6.46 Orland Law Firm Revised Workbook

A B c o E F G H 1 i K L M N o =
' Orland Law Firm
2
3 Client Week1 Week2 Week3 Weekd Total
4 IKSparting Goods 20000 1500 10.00 500 50.00
5 Pete’s Exports 14.00 7.00 2000 2000 6100
& Georgia's Hair Solon 2.00 2.00 2.00 2.00 2,00
7 Total 3600 2400 32.00  27.00 11100
s '
9.
10
1
12
13
2 L
15
16
AL " " ot
W 4 b W] Sheetl Sheet? Sheetd 7 T4l = Ll
(Rasgy | T | [Pl aoon (0

Project #3: Create a Workbook to Calculate the Quarter

Sales for a Company

You work for Pedro Electronics. You will use Microsoft Excel 2010 to keep track of the first
quarter sales for the company.

(1) Create the worksheet in Figure 6.47.
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Figure 6.47 Enter Text

ARERE T R
| Pedro Electronics
| First Quarter Sales Report

;Product January
Computers
_5Printers

|Phones

' Music €D

|Games

5|m!oo|-lfm [0, IS O T

(2) Merge and center cells A1 through E1.
@ Merge and center cells A2 through E2.
(®) Make the following changes to cells A1 and A2:
a. Bold
b. Font color = Green
c. Font size = 22
d. Fill color = White, Background 1, Darker 15%
(5) Change the column width of column A to 15.
@ Change the column widths of columns B, C, D, and E to 12.

@ Using the fill handle, copy cell B4 to C4:D4 to complete the series. The text February
and March will be displayed in the cells.

Add the following data to cells B5:D9 (Figure 6.48):

Figure 6.48 Enter Values

1 Pedro Electronics

2 First Quarter Sales Report

2

4 Product January February March

5 Computers 10500 8500 7430
_6 :Printers 3000 1800 2500
_? |Phones 8000 12000 9760
_8 ]Musil: CcD 5000 5010 5080

9 Games 8100 9500 6500

10

@ Type Total in cell E4.
Type Total in cell A10.
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(1) Calculate the totals in cells E5:E9. The totals are the sum of the monthly sales for each
product.

(12) Calculate the totals in cells B10:E10. The totals are the sum of the sales for each
month.

(13) Make the following format changes:
a. Bold cells A4:E4.
b. Bold cell A10.

Right-align cells B4:E4.

. Italicize cells A5:A9.

Indent cells A5:A9.

oo a0

Format cells B6:E9 as comma style. Decrease decimal places so that none are
displayed.

g. Format cells B5:E5 and B10:E10 as Accounting Number Format. Decrease decimal
places so that no decimal places are displayed.

h. Add a top and double bottom border around cells A10:E10.
Spell-check the worksheet and correct any mistakes.
(15 Save the workbook as Pedro Electronics. The worksheet should resemble Figure 6.49.
Print the worksheet.
(7 Print the worksheet with the formulas.
Close the workbook.
Exit Microsoft Excel 2010.

Figure 6.49 Pedro Electronics Workbook
A B 6] D E F G H 1 4 K L M N ':1
1 Pedro Electronics

First Quarter Sales Report

4 Product January  Fabruary March Total
5 Computers § 10500 5§  B500 § 7430 § 26430
6 Pprinters 3,000 1,200 2,500 7,300
7 Phones 8,000 12,000 9,760 29,760
8 MusiccD 5000 5010 5,080 15,090
9 Gomes 8100 9,500 6,500 24,100
10 Total § 38500 § 36810 §  312/0 § 102680

1
W 4 b b Shestl  Shest? . Sheer3 2 m4l | » ]
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