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1. Excel 2016 Basics

1.1.Introduction

Excel is a spreadsheet program that allows you to store, organize, and analyze
information. While you may believe Excel is only used by certain people to process
complicated data, anyone can learn how to take advantage of the program's powerful
features. Whether you're keeping a budget, organizing a training log, or creating an invoice,
Excel makes it easy to work with different types of data.

1.2.Getting to know Excel

If you've previously used Excel 2010 or Excel 2013, then Excel 2016 should feel familiar. If
you are new to Excel or have more experience with older versions, you should first take some
time to become familiar with the Excel interface.

1.3.The Excel interface

When you open Excel 2016 for the first time, the Excel Start Screen will appear. From here,
you'll be able to create a new workbook, choose a template, and access your recently edited
workbooks.

o From the Excel Start Screen, locate and select Blank workbook to access the Excel

interface.
7 = ] X
Search for online templates O Javier Flores p
Xce javier.flores838@gmail.com =
Suggested searches:  Business  Personal  Industry Switch account [F \}

Small Business  Calculator  Finance - Accounting  Lists

Recent

Older

Woo

Javier Flores's OneDrive » Documents

i ]
Roster 2 1 9
Javier Flores's OneDrive 3
Utilites Budget 4 Ta ke a
Javier Flores's OneDrive » Documents 3

‘ tour

7

E Open Other Workbooks Blank workbook h Welcome to Excel
E August
My Cashflow ——

Business analysis feature tour Academic calendar (any year)

Click the buttons in the below to become familiar with the Excel interface.
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Insert Page Layout Formulas Data Review View Q Tell me... Javier Flores Q_.Share
LT Calibri -l - == = =3 General - %ConditionalFormatting' E:"Insert < )
; 9 Ez- B I U- AN ===EH- $-9% EFormatasTabIe' E"Delete " editin
Th e . - A~ E=3= H- S0 0 (7 Cell Styles - = Format- | - !
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Sheetl | Sheet? | Sheet3 ® 4 3
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1.4.Working with the Excel environment

The Ribbon and Quick Access Toolbar are where you will find the commands to perform
common tasks in Excel. The Backstage view gives you various options for saving, opening a
file, printing, and sharing your document.

1.4.1. The Ribbon
Excel 2016 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains
multiple tabs, each with several groups of commands. You will use these tabs to perform
the most common tasks in Excel.

o Each tab will have one or more groups.

Book1 - Excel Table Tools Eal - O

Insert  Page Layout Formulas Data Review  View Design 2 Tell me... Javier Flores ‘Q*_.Share

LT & Calibri -l == = % General A Cor‘n:iitior'mlForma’ctingv E‘“Inser‘c A e

PEE Eg-|B I U~ A p|l=E== $ - % GFormat as Table - E" Delete ~ Editing

- ~ IR B A - =3 | - %o 34 LFCEIIStyIS' EI Format ~ -
Clipboard Font Pl Alignment ] Mumber P Styles Cells ~



e Some groups will have an arrow you can click for more options.

Calibri |11 -
B I U- A a
e By A -

Font Fh

e Click a tab to see more commands.

-

Home Insert k @ Tell me.. Javier Flores Q'_ Share
& R ary Clear N [E feo g 5]
IEEFEEED A= FREEEIE
leapply F - .
Get External  New Refresh z| Sert  Filter o Text to What-If Forecast Outline
Data - Query ~ D@' All~ Yo Advanced  Columns S8 7 @' Analysis~  Sheet M
Get & Transform | Connedtions Sort & Filter Data Tools Forecast b

e You can adjust how the Ribbon is displayed with the Ribbon Display Options.

Table Tools

* Auto-hide Ribbon
EI o el (e Hide the Fll_hhqn. Click att.hetcup
of the application to show it.
£24 Format as Table -
¥ Format as Table — Show Tabs
[27 Cell Styles - Show Ribbon tabs only. Click a
: Styles tab to show the commands.
_ | Show Tabs and Commands
= | Show Ribbon tabs and
commands all the time.
G H ) . - . -

Certain programs, such as Adobe Acrobat Reader, may install additional tabs to the Ribbon.
These tabs are called add-ins.



1.4.2. To change the Ribbon Display Options:
The Ribbon is designed to respond to your current task, but you can choose to minimize it if

you find that it takes up too much screen space. Click the Ribbon Display Options arrow in
the upper-right corner of the Ribbon to display the drop-down menu.

Table Tools

View Design O Tell jfsmes Auto-hide Ribbon

() Hide the Ribbon, Click at the top
of the application to show it.

% Conditional Formatting ©
E Format as Table -

F Show Tabs
ECE” Styles - Show Ribbon tabs only. Click a
; Styles tab to show the commands.

E Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

There are three modes in the Ribbon Display Options menu:

e Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode and
completely hides the Ribbon. To show the Ribbon, click the Expand Ribbon
command at the top of screen.

e Show Tabs: This option hides all command groups when they're not in use, but tabs
will remain visible. To show the Ribbon, simply click a tab.

- = Book] - Excel

Haome Insert Page Layout Formulas Data Review View




e Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs and
commands will be visible. This option is selected by default when you open Excel for
the first time.

1.5.The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you access common
commands no matter which tab is selected. By default, it includes the Save, Undo, and
Repeat commands. You can add other commands depending on your preference.

1.5.1. To add commands to the Quick Access Toolbar:

=

Click the drop-down arrow to the right of the Quick Access Toolbar.
2. Select the command you want to add from the drop-down menu. To choose from
more commands, select More Commands.

Book1 - Excel

Customize Quick Access Toolbar Data

ey ¥ Calibri New Jeneral -

D T - Open . ]
[E' Ll P Add to Quick Access Toolbar % *
Clipboard ; Email Mumber F

Cuick Print
Al W

Print Preview and Print

Spelling

« Undo

v Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode

Maore Commands...

[f=Ji e R I s R L
| IS N I N I SN S S

Show Below the Ribbon

3. The command will be added to the Quick Access Toolbar.

Book1 - Excel
Mew (Ctrl+N)
ey X Calibri Create a document, al -
U B ruvma ====+5+% »
Mmmdm

1.5.2. How to use Tell me:



The Tell me box works like a search bar to help you quickly find tools or commands you
want to use.

= - %WrapTﬂt General v

= = = | €= 3= Merge&Center - -0 v 5

Alignment Ta MNumber P

1. Type in your own words what you want to do.

11 Insert Column or Bar Chart ko
il Insert Statistic Chart L

1 '{::{l: Insert Line or Area Chart » |
|_ Insert Scatter (X, ¥) or Bubble ... * |

Create Chart

Get Help on "add a chart"

o)

Srnart Lookup on "add a chart”

2. The results will give you a few relevant options. To use one, click it like you would a
command on the Ribbon.

1 | Insert Column or Bar Chart b 2-D Column
flli Insert Statistic Chart r

! Y:){l: Insert Line or Area Chart 3
|:“-  Insert Scatter (X, ) or Bubble ... »
§ 1 Create Chart

9 Get Help on "add a chart” Jﬂm l@-@ l@'@ ‘hﬂ[ﬂﬂl

1 ,@' Smart Lockup on "add a chart”

Column

2-D Bar

== [0 [
— 1 1

3-D Bar

= 25

Ikl More Column Charts...




1.6.Worksheet views

Excel 2016 has a variety of viewing options that change how your workbook is displayed.
These views can be useful for various tasks, especially if you're planning to print the
spreadsheet. To change worksheet views, locate the commands in the bottom-right corner of
the Excel window and select Normal view, Page Layout view, or Page Break view.

4 4

H B > |- I + 100%

« Normal view is the default view for all worksheets in Excel.

O : Cookie Sales - Excel
Home Insert Page Layout Formulas Data Review View Q@ Tell me... Javier Flares ,q_ Share
&% Arial -l - == = Ef:‘ General - Eﬂ:onditionalFormattir'lgv E‘“Insert = Z = é‘l’v
- g B I U~ A A === - $ - 9% *» [FrormatasTable~ ErDelete -+ [~ 2 -
- H . &'A' =3 H- o 8 ECE”EJL]AS' EIFormat' & -
Clipboard & Font Pl Alignment . Mumber T Styles Cells Editing A
129 hd § 2 v
A B C D E F G L[~
1 Frontier Kids Cookie Sales
2 |[Mame Address Gingersnaps Lemon Drops Mint Whistles | Macaroons Total
3 |Chris Keller 1167 Coberly Way 1 1 1 1 4
4 : Diane Whitley 1605 Bing Street Apt. 2 1 1 1 3
5 |Mick Gunderson 54 N. Kentucky Avenue 2 3 5
6 |Leilani Mathis 200 Markham Street ) 5
7 :June Ford 3788 Lake Wales Lane 1 1 2
8 |Marisol Colon 919 Banyan Boulevard 3 4 7
g |Lee DiMartino 1600 Bing Street Apt. 1 2 2
10 |Wade Schultz 3132 Doctors Drive 2 4
11 |Lance Cano 180 Denver Avenue 1 1 5 7
12 |George Howard 3826 George Street 1 1 1 3
13 | Eric Lombard 1012 Spruce Drive 2 3 5
14 | Joseph Trammell 2004 Thompson Drive 5 5
15 |Manuel Gallo 3237 Willow Oaks Lane 1 1 2.
Sheetl () [ 3
Ready BlE O - i + 100

o Page Layout view displays how your worksheets will appear when printed. You can
also add headers and footers in this view.



Cookie Sales - Excel &= o

Home Insert Page Layout Formulas Data Review View '-:-' Tell me... Javier Flores Flr Share
e J'E, Arial -1 | FIE = E—f‘ General - %ConditionalFormatting' E‘“Inser‘t @ E @ %T'
. tj Egy - @ Format as Table ~ E" Delete - - P
aste —
~ 57 Cell Styles - & Format~ | & ~
Clipboard Font ] Alignment Ll Number Styles Cells Editing £
129 v 5 v
: ]
| A | B c | D | E |
r Add header
- Frontier Kids Cookie Sales
r 2: Name Address Gingersnaps Lemon Drops |Mint Whistles | Mz
I 3 | Chris Keller 1167 Coberly Way 1 1 1
= 4| Diane Whitley 1605 Bing Street Apt. 2 1 1 1
r 5 | Nick Gunderson 54 N. Kentucky Avenue 2 3
- 6 | Leilani Mathis 200 Markham Street 5
+ T June Ford 3788 Lake Wales Lane 1
— 8| Marisol Colon 919 Banyan Boulevard 3
L 9 | Lee DiMartino 1600 Bing Street Apt. 1 2
sheet! | @ At O
Ready 2 I -—————+ 0m%

Page Break view allows you to change the location of page breaks, which is
especially helpful when printing a lot of data from Excel.

[Eal m}
Insert Page Layout Formulas Data Review View < Tell me.. Javier Flores Qr Share
LT 8 Trebuchet M- |20 ~| == = B¢ General - %ConditionalFormaﬂ:ing' E“\nsert - X %T'
= :—LIE%' B I U- A 4 - $-9% @Formatasﬁble' E"Dele‘ce = ' P~
aste
~ O ~ A - - b @Cel\&tyls' @Format' & -

Clipboard Font "] Alignment &l Number Styles Cells Editing -
Al - . fx || Frontier Kids Cookie Sales A

. A l E l c | 1] l E l F | G
& _|Leilani Mathis 200 Markham Street g
7 [June Ford 3785 Lake Wales Lane 1 1
g |Marisol Colon 913 Banyan Boulevard 3 4
3 |LesDiMatting 1600 Bing Street Apt.1 2
10_|%ade Schultz 3132 Dactors Drive z 2
11_|Lance Cano 180 Denver Avenus 1 1 5
12 |George Howard 3826 Gieorge Street 1 1 1
15_|Eric Lombard 1012 Spruce Drive F==y, E ¥
14 |Joseph Trammell 2004 Thompson w Q N ﬂ 'll
15 |Manuel Gallo 3237 willow Dsksllane Al Sd o | 1
16 |Thomas Strang 4575 Stuart Street e 3 4
11_|Riosanna Bennett | 721 0liverio Drive 1 1
15 |Lena Cohan 4525 Radford Strest 3 4
1a_|Ernest Killion 1201 Felosa Drive 2
20 |Gloria Duplessis 3628 Abner Road 1
21 |Brandy Lynch 4155 Hood Avenue +
22 | Cory Porter 23% Stanton Hollow Fioad 2
23 |Minnie Spencer 4092 Meuport Lane 1 1 1
24 | Cynthia MeF adden 9814 ashington Avenus 2 3
25 |Michael Millee  801Upton Avenue 5
26 |Mary Myers 838 Willis Avenue 1 1
27 | Audrey West 833 Caldwell Road 3 4
25 |Mary Hudson 2102 Fietreat fvenue 2
23 | GordonHaves  ABMSHleeSieRt — S
30 | Rrandall Kelly 4143 Berry Street 1 1 5
31 |Erenda Strange 3427 Cattrill Lane 1 1 1

Diabarsi Dictas
®
Ready
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1.6.1. Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing
your workbooks.

1.6.1.1.  To access Backstage view:

1. Click the File tab on the Ribbon. Backstage view will appear.

Cookie Sales - Excel E - O X
Javier Flares
Cookie Sales
Open Y\psf » Home » Documents » Excel 2016
Save Protect Workbook Properties -
} Cantrol what types of changes people can Size 16.2KB
Protect i
Save As WO:E;;k. make to this workbook. Title Add a title
) Tags Add a tag
Print ) i
Categories Add a cate...
Share
,j Inspect Workbook Related Dates
=4 Before publishing this file, be aware that it -
Export Check for contains: Last Maodified Today, 9:50...
Issues = Content that people with disabilities Created 3/22/13 4:55...
Publish find difficult to read Last Printed
A setting that autematically removes
Close properties and personal information
when the file is saved Related People
Allow.this infarmation to be saved in e Add an aut...
your file
Account Last Modified By Mot saved ...
Options _,j Manage Workbook Related Documents
Q Check in, check out, and recover unsaved D Open File Location
Manage changes.
Workbook ~ Show All Properties

@ Today, %50 AM (autosave)

11



1.7.Creating and Opening Workbooks

Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to
create a new workbook. There are several ways to start working with a workbook in Excel.
You can choose to create a new workbook—either with a blank workbook or a
predesigned template—or open an existing workbook.

1.7.1. To create a new blank workbook:

1. Select the File tab. Backstage view will appear.

2. Select New, then click Blank workbook.

Bookl - Excel
Mew
Open Search for online templates
Suggested searches:  Business  Personal  Industry  Small Business  Calculal

Save

Save As A B c
1 | | (

Print 2 | 9
3

Share 4 L} Ta ke a

St ; Blankwurkhucu;k tou r

_ 7
Publish Blank workbook Welcome to Excel

Close

3. A new blank workbook will appear.

12



1.7.2. To open an existing workbook:

In addition to creating new workbooks, you'll often need to open a workbook that was
previously saved.

1. Navigate to Backstage view, then click Open.

2. Select Computer, then click Browse. Alternatively, you can choose OneDrive to
open files stored on your OneDrive.

Open
(L) Recent

& OneDrive - Personal

javier.floresB38@gmail.com

i;E% Other Web Locations

E:I This PC
== Add aPlace
Browse b

13



3. The Open dialog box will appear. Locate and select your workbook, then click

Open.

Cpen X
«- v P #» ThisPC ¢ Documents * Javy's Documents v O Search Javy's Documents y
Organize ~ New folder BE ~ [N o

ﬁfamily budget

@homeloan comparison

Microsoft Excel

% OneDrive 0% travel expenses

3 This PC
[ Desktop
Documents
* Downloads
B Movies
b Music
[&] Pictures

i Local Disk (C:) o

File name: | home loan comparison v| All Excel Files

Cancel

If you've opened the desired workbook recently, you can browse your Recent Workbooks
rather than search for the file.

Today

i
i

travel expenses

\\psf » Home » Documents » Javy's Documents
OneDrive - Personal

javier floresB38@gmail.com iz lpa s

Y\psf = Home = Documents » Javy's Documents

Pra ] @ family budget
[:EE Other Web Locations \\psf = Home = Documents » Javy's Docurments
@ This PC Last Week

Cookie Sales

“\psf » Home = Documents = Excel 2016
== Add aPlace

Older
Browse woo

Javier Flores's OneDrive » Documents

14




1.7.3. To pin a workbook:

If you frequently work with the same workbook, you can pin it to Backstage view for faster

acCcCess.

1. Navigate to Backstage view, then click Open. Your recently edited workbooks will

appear.

©

MNew

Open

Save

Save As

Print

Share

Export

Publish

Close

Open
(L) Recent

F N OneDrive - Personal
javier floresB38@gmail.com

EEE Other Web Locations
[C Thispe

== Add aPlace

Browse

Book1 - Excel

Today
@ travel expenses
\\psf » Home » Documents » Javy's Documents

@ home loan comparison

\\psf » Home = Documents = Javy's Documents

@ family budget
‘\\psf » Home » Documents » Javy's Documents

Last Week

Cookie Sales
\\psf » Home = Documents » Excel 2016

Older

Woo
Javier Flores's OneDrive » Documents

2. Hover the mouse over the workbook you want to pin. A pushpin icon will appear
next to the workbook. Click the pushpin icon.

Today

G|
b
o

travel expenses
YWypsf » Home = Documents = lavy's Documents

home loan comparison
Y\ psf » Home » Documents » Jlavy's Documents

family budget

Y\ psf » Home » Documents » Javy's Documents

Last Week

Cookie Sales
Y\psf » Home » Documents » Excel 2016

Older

Woo
Jawvier Flores's OneDrive » Documents

15

11/9/2015 433 PM M

[

11/9/2015 4:33 PM

11/9/2015 4:33 PM

11/6/2015 %45 AM

87372015 3:25 PM



3. The workbook will stay in Recent Workbooks. To unpin a workbook, simply click
the pushpin icon again.

Pinned

=== travel expenses

11/9/2015433 P F
\ypsf » Home = Documents = Javy's Documents

Today

=== home loan comparison

11/9/2015 4:33 PM
\ypsf » Home = Documents = Javy's Documents

=== family budget

\\psf » Home = Documents = Javy's Documents

Last Week

=== Cookie Sales
Wpsf » Home » Documents » Excel 2016

Older

= WOOo
Javier Flores's Onelrive » Documents

11/9/2015 4:33 PM

11/6/2015 %45 AM

4/3/2015 3:25 PM

1.7.4. Using templates

A template is a predesigned spreadsheet you can use to create a new workbook quickly.
Templates often include custom formatting and predefined formulas, so they can save you
a lot of time and effort when starting a new project.

1.7.4.1.  To create a new workbook from a template:

1. Click the File tab to access Backstage view.

2. Select New. Several templates will appear below the Blank workbook option.
3. Select a template to review it.

16



Bookl - Excel

©

New

Mew
Open Search for online templates
Save Suggested searches:  Business  Personal Industry S5Small Business  Calcula
b
Save As
personal expenses

Print PAYMENT COMPARISON

Share

Export

e LT ]

Publish

Close Loan comparison calculator - Personal expenses calculator

4. A preview of the template will appear, along with additional information on how
the template can be used.
5. Click Create to use the selected template.

X
T ———————— Loan comparison calculator
Lo ARAZLET . Provided by:  Microsoft Corporation
5150,000.00 g SCEMARID ¥ :;:
—— This template helps you compare multiple loan

scenarios to ascertain which one is best for you.
Contains 3 scenarios that can all be customized as
- required.

SCENARNH 1 Download size: 152 KB

]

Create

6. A new workbook will appear with the selected template.

17



You can also browse templates by category or use the search bar to find something more

specific.

New

ﬁ Home

family budget

Category
Budgets 25
Budget Overview | s - Budget Sum FEI"HI'}' 24
— B e
— i Budget Household 15
= L Planner Personal 14
—— - - . March 2811 E][FI‘EI"ISE g
- = Calculator 8
B - = Charts 8
Family budget (monthly) Family monthly budget planner Lists g
Planners [
Manthly 5

It's important to note that not all templates are created by Microsoft. Many are created by
third-party providers and even individual users, so some templates may work better than
others.

18



1.8.Save and Save As

Excel offers two ways to save a file: Save and Save As. These options work in similar ways,
with a few important differences:

e Save: When you create or edit a workbook, you'll use the Save command to save your
changes. You'll use this command most of the time. When you save a file, you'll only
need to choose a file name and location the first time. After that, you can just click the
Save command to save it with the same name and location.

e Save As: You'll use this command to create a copy of a workbook while keeping the
original. When you use Save As, you'll need to choose a different name and/or
location for the copied version.

1.8.1. To save a workbook:
It's important to save your workbook whenever you start a new project or make changes to
an existing one. Saving early and often can prevent your work from being lost. You'll also
need to pay close attention to where you save the workbook so it will be easy to find later.

1. Locate and select the Save command on the Quick Access Toolbar.

-

Insert Page Layout

Paste » B I U -|ii~ {‘:;,_Elv

-

Clipboard Font Ta

2. If you're saving the file for the first time, the Save As pane will appear in Backstage
view.

3. You'll then need to choose where to save the file and give it a file name. To save the
workbook to your computer, select Computer, then click Browse. Alternatively, you
can click OneDrive to save the file to your OneDrive.

19



Book1 - Excel

Save As

% OneDrive - Personal Pinned
javier.floresB38@gmail.com
Documents
Save Pray Javier Flores's OneDrive » Documents
PEE Other Web Locations
Save As O | der
[ 1 ThisPC . . .
Print E._ Javier Flores's OneDrive
Share == Add a Place
Export
Browse h

Publish

Close

4. The Save As dialog box will appear. Select the location where you want to save the
workbook.

5. Enter a file name for the workbook, then click Save.

Save Az >
« v 1 « Docume.. » Javy's Documents v O Search Javy's Documents p=
Organize » Mew folder FE - (7]
G Public " {15 home loan comparison
I This PC ﬁtravel EXpENSES
I Desktop
Documents
; Downloads
B Movies v
File name: | Vesta Webinar Log| I w
Save as type: | Excel Workbook ~
Authors:  Javier Flores Tags: Add atag
[] Save Thumbnail

“  Hide Folders Tools - Cancel

20



6. The workbook will be saved. You can click the Save command again to save your
changes as you modify the workbook.

You can also access the Save command by pressing Ctrl+S on your keyboard.

1.8.2. Using Save As to make a copy
If you want to save a different version of a workbook while keeping the original, you can
create a copy. For example, if you have a file named Sales Data, you could save it as Sales

Data 2 so you'll be able to edit the new file and still refer back to the original version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a file
for the first time, you'll need to choose where to save the file and give it a new file name.

1.8.3. To change the default save location:
If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the
default location when saving. If you find it inconvenient to select Computer each time, you
can change the default save location so Computer is selected by default.

1. Click the File tab to access Backstage view.

2. Click Options.

21



Save As

Print

Share

Export

Publish

Close

Account

Options k‘

3. The Excel Options dialog box will appear. Select Save, check the box next to Save
to Computer by default, then click OK. The default save location will be changed.
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Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

Excel Options
General .
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: | Bxcel Workbook
Language Save AutoRecover information every minutes
Advanced Keep the last autosaved version if | close without saving

AutoRecover file location: |C AUsersjavielAppData\Roaming\Microsofth Bxcel,

] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.

%Save to Computer by default
Default local file location: |\\p5ﬂHome\Document5 |

Default personal templates location: | |

AutoRecover exceptions for: | Bookl

[] Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to: ()
() The server drafts location on this computer

(® The Office Document Cache

Server drafts location:  [\\psf\Home\Documents\SharePoint Drafts\ |

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: @) Colors...

| OK | | Cancel

1.8.4. AutoRecover

Excel automatically saves your workbooks to a temporary folder while you are working on
them. If you forget to save your changes or if Excel crashes, you can restore the file using

AutoRecover.

1.84.1. To use AutoRecover:

1. Open Excel. If autosaved versions of a file are found, the Document Recovery pane

will appear.

2. Click to open an available file. The workbook will be recovered.
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Paste
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Document Recovery

Excel has recovered the following files.
Save the ones you wish to keep.

Available Files

family budget.xlsx [Origin

Version created last time £
-

11/11/2015 %45 AM

[

By default, Excel autosaves every 10 minutes. If you are editing a workbook for less than 10
minutes, Excel may not create an autosaved version.

If you don't see the file you need, you can browse all autosaved files from Backstage view.
Just select the File tab, click Manage Versions, then choose Recover Unsaved Workbooks.
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family budget [Last saved by user] - Excel

Info

family budget

\ipsf » Home » Documents » Javy's Documents

Save Protect Workbook
.ﬁ Control what types of changes people can make to
Save As Pratect this workbook.
Workbook -
Print
Share I,a Inspect Workbook
= Before publishing this file, be aware that it contains:

Export Check for Document properties, author's name and
Issues ~ absolute path
Publish
Cl
— —u] Manage Workbook
q Check in, check out, and recover unsaved changes.
Manage ] There are no unsaved changes.
Account Workbook -
Options = Recover Unsaved Workbooks
iyl Browse recent unsaved files .
[ )ptions
) | Pick what users can see when this workbook is
Browser View viewed on the Web.
Options

1.8.5. Exporting workbooks

By default, Excel workbooks are saved in the .xlIsx file type. However, there may be times
when you need to use another file type, such as a PDF or Excel 97-2003 workbook. It's
easy to export your workbook from Excel to a variety of file types.

1.8.5.1. To export a workbook as a PDF file:

Exporting your workbook as an Adobe Acrobat document, commonly known as a PDF file,
can be especially useful if you're sharing a workbook with someone who does not have Excel.
A PDF will make it possible for recipients to view but not edit the content of your workbook.

1. Click the File tab to access Backstage view.
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2. Click Export, then select Create PDF/XPS.

Book] - Excel
.E.ﬂ Create PDF/XPS Document Create a PDF/XPS Document
=== Preserves layout, formatting, fonts, and images
Content can't be easily changed
E'A. Change File Type Free viewers are available on the web
oL
Create
PDF/XP5

Export

Publish

Close

3. The Save As dialog box will appear. Select the location where you want to export the
workbook, enter a file name, then click Publish.

Publish as PDF or XPS X

« v « Documents * Javy's Documents v O Search Javy's Documents 2

BB @

Organize - Mew folder

M Desktop ) Mo items match your search.
Documents .

; Downloads

m Movies

J'ﬁ Music

[&] Pictures

. Local Disk (C2)

File name: | home loan comparison|

Save as type: |PDF

Open file after Optimize for: (@) Standard (publishing
pukblishing online and printing)

() Minimum size
(publishing online)

Options...

+ Hide Folders Tools - Publish k Cancel
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By default, Excel will only export the active worksheet. If you have multiple worksheets and
want to save all of them in the same PDF file, click Options in the Save As dialog box. The
Options dialog box will appear. Select Entire workbook, then click OK.

Options ? x

FPage range

® A

() Page(s} From: |4 = To: |4

4k

Publish what
() selection §E
() Active sheet(s) Table
|:| lgnare print areas

Include non-printing information

Document properties

Document structure tags for accessibility
PDF options

[ 150 19005-1 compliant [PDF/A)

Whenever you export a workbook as a PDF, you'll also need to consider how your workbook
data will appear on each page of the PDF, just like printing a workbook. Visit our Page
Layout and Printing lesson to learn more about what to consider before exporting a workbook
as a PDF.

1.8.6. To export a workbook to other file types:
You may also find it helpful to export your workbook to other file types, such as an Excel 97-
2003 workbook if you need to share with people using an older version of Excel, or a .CSV
file if you need a plain-text version of your workbook.

1. Click the File tab to access Backstage view.
2. Click Export, then select Change File Type.
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Export

|_h] Create PDF/XPS Document

H[=n

B’ Change File Type |\

3. Select a common file type, then click Save As.

Change File Type

Workbook File Types

Excel 97-2003 Waorkbook
Uses the Excel 97-2003 Spreadsheet format

[s

mo= Workbook
Uses the Excel Spreadsheet format

&3

b
- OpenDocumnent Spreadsheet

o
=| Uses the OpenDocument Spreadsheet

format

m-=| Macro-Enabled Workbook
EE Macro enabled spreadsheet

Template

bl

Starting point for new spreadsheets

Binary Workbook
Optimized for fast loading and saving

a

Other File Types

Text (Tab delimited)
Text format separated by tabs

C5V (Comma delimited)
Text format separated by commas

=3

ﬁ Formatted Text (Space delimited) | Save as Another File Type

=2| Text format separated by spaces

i

Qf

Save As
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4. The Save As dialog box will appear. Select the location where you want to export the
workbook, enter a file name, then click Save.

Save As

&« v 1 « Docume.. » Javy's Documents v O Search Javy's Documents

Organize - Mew folder

~
[ This PC

I Desktop

= Documents

‘ Downloads

m Movies

K Music v

Mo iterns match your search.

File name: | home loan comparison|

Save as type: | Excel 97-2003 Workbook

Authors:  Javier Flores Tags: Add atag

[] Save Thumbnail

“« Hide Folders Tools - Cancel

You can also use the Save as type: drop-down menu in the Save As dialog box to save
workbooks in a variety of file types.
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Save As

« v <« Docume.. * Javy's Documents

Organize - Mew folder

s
[ This PC

I Desktop
Documents

‘ Downloads

E Movies

b Music v

File name: | home loan comparison

Save as type: | Excel 97-2003 Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

'\~ Hide Folders Web Page

Excel Template

Authors:

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

AML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook

C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintozh)

Text (M5-DOS)
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