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Scan the QR code to download the files
Or visit: bykatesterling.com/excel-in-5-days/

With these downloaded assets, you will skip the manual data prep and jump
straight into mastering Excel:

* Ready-to-Analyze Transaction Logs: Skip the tedious data entry with
the complete "Friendly Corner Coffee Shop" dataset, featuring 2,000+
rows of sales data, timestamps, and salesperson metrics.

* Day Five Capstone Workbooks: Access the exact Excel files used in
Chapters 13 through 16 to follow along with the "Project Build" and create
your own professional-grade visual dashboard.

* Formula-Ready Templates: Dynamic, formula-driven dashboards that
update automatically when you change your data.
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INTRODUCTION
Let's Make a Deal

Let’s be honest for a second. You’ve just opened this book, and you might be
feeling a little... nervous. Maybe you’ve opened Excel before, taken one look
at that endless grid of boxes and the zillion buttons at the top, and thought,
“Nope. Not for me.” It can look like the cockpit of a spaceship, and it’s
completely normal to feel intimidated.

Many people feel that way. They see spreadsheets as something reserved for
accountants, data scientists, or people who just really, really love numbers.
So, before we go any further, I want to make a deal with you. A pact.

My part of the deal is this: I promise to be your guide on this journey. I will
never rush you. I will never use complicated jargon without explaining it in
simple, everyday terms. And most importantly, I promise we will only focus
on the things that are actually useful. We’re going to ignore all the scary-
looking, expert-level stuff that most people never touch.

Your part of the deal? Just be curious. Trust the process. That’s it.

Here’s the core philosophy of this entire book, and I want you to take it to
heart: if you can write a shopping list or use the basic calculator on your
phone, you already have all the foundational skills you need to learn Excel.
I'm serious. Organizing a list and doing simple math are the building blocks
of everything we’re about to do. You're already halfway there.

This brings me to my next promise. My goal is not to teach you every single
feature of Excel. Frankly, that would be a terrible book, and you’d be bored to
tears. There’s a well-known idea called the 80/20 rule, which says that in
many areas of life, you get 80% of your results from just 20% of your effort.
The same is true for Excel. Most people, even in professional jobs, only use a
small handful of the same features over and over again.

Our mission together is to master that critical 20%. We’ll focus on the
powerful, practical tools you’ll use 80% of the time in real-world situations.
This approach is designed to give you the biggest bang for your buck,
delivering maximum value and confidence without overwhelming you.

Right now, you might be looking at a blank screen thinking, “What is this
thing?” My promise to you is that by the end of this book, you’ll be looking at
a useful, organized spreadsheet you built yourself and thinking, “Wow, I
made this!”.



Keyboard Shortcut Legend: Your Cheat Sheet

Throughout this book, we will use some keyboard shortcuts to help make
your work faster and easier. Just a heads-up: Windows and Mac keyboards
work slightly differently, so we’ll cover the keys for both.

Don't worry! Here is a simple "decoder ring" to help you understand the
symbols used in this book, no matter which computer you have.

Think of this as your pocket dictionary for the journey ahead.

Table 1-1-0. The Modifier Keys

Symbol / Key On Windows (PC)  On Mac What It Does

Name

Ctrl Ctrl key Usually The main command key. For example,
Command Ctrl + ConaPCis 36 + Cona
( 8=€ ) key Mac.

Control (» Heads up, Mac users: This is distinct
or ) from the Command key. While rare in
key Excel, some shortcuts specifically

require this key.

Alt Alt key Option () key An "alternative" key used to open
menus or specific shortcuts.

Shift Shift key Shift (1) key Used to select data or type capital
letters.

Enter Enter key Return (¢) key Used to confirm a command or go to a
new line.

The Navigation Keys

You will see arrow symbols used frequently in our instructions. These
represent the four arrow keys on your keyboard:

® | : Down Arrow
* 7 :Up Arrow

®* — : Right Arrow
® « : Left Arrow

Important Note for Mac Users:

Command vs. Control:

In most cases, the Ctrl key on a PC performs the same function as the
Command (3B) key on a Mac. However, there are exceptions where you will
need to use the Control (*) key instead. Watch the instructions in each
chapter closely!



The "Fn" Key:

If you are using a laptop or a smaller keyboard that doesn't have dedicated
keys for things like F1to F12, Page Up, or Page Down, you will likely need
to hold down the Fn (Function) key to activate them.

Ready? Let’s get started with Day One!



DAY ONE
Getting Started With Excel

Day One is your vital introduction, a crucial guided tour of the Excel
environment. Just as no driver would get into a sports car without
understanding the controls, we won't dive into complex tasks before you
know your way around the screen. We are going to map the entire 'cockpit,’
ensuring every button, tab, and menu is demystified.

Our primary goal is to conquer the initial feeling of being overwhelmed by the
'endless grid' of cells. You will learn the fundamental language of the
spreadsheet—the precise addresses that define every intersection of a row and
a column. This knowledge will be combined with powerful keyboard
shortcuts that allow you to navigate the massive worksheet instantly,
effectively 'teleporting' to the data you need rather than scrolling mindlessly.
By the end of this day, you will be fluent in the basic geography of an Excel
workbook. You will understand where all the tools are located, what the grid's
structure means, and how to move within it like a professional, never feeling
lost or intimidated again. This solid navigational foundation is the key to all
the data entry and calculations you will perform throughout the rest of the
book.



CHAPTER 1

What in the World Is a Spreadsheet?

Welcome to your very first chapter! We're going to start slow. Really slow.
Before we even think about typing a single number, our goal here is to get
comfortable. This chapter is all about demystifying what a spreadsheet
actually is and building up your confidence. We’ll tackle some of the most
common fears right at the beginning so you can feel safe and ready to explore.

The Digital Ledger Analogy: Your New Digital Notebook

At its heart, a spreadsheet is nothing more than a digital version of something
you’ve probably seen a hundred times: a piece of graph paper or an
accountant’s ledger book. It’s just a grid of columns and rows designed to
help you organize information. That’s it. It’s not magic; it’s just a very neat
and tidy grid.

To help you visualize the structure, I want you to use a simple “notebook and
pages” analogy. This is the most important foundational concept to grasp.

* The entire Excel file you create and save is called a workbook. The

easiest way to think of this is as a digital three-ring binder or a complete
notebook.

* Inside that workbook, you can have one or more pages. In Excel, these
pages are called worksheets (or you’ll often hear them called just
“sheets”).

So, when you save an Excel file named “My Monthly Budget,” you're really
saving a workbook. Inside that workbook, you might have one worksheet for
“January,” another for “February,” and a third for “March”—all neatly
organized in one file, just like pages in a notebook.

For now, just remember: The whole file is the workbook (the notebook),
and the pages inside are the worksheets.

Why Bother with Excel? (Hint: It Makes Life Easier)

Okay, so it’s a digital notebook. But why bother learning how to use it? The
real power of Excel comes to life when you see how it can solve everyday
problems and bring a little order to life’s chaos. We're not talking about
complex corporate financial modeling; we’re talking about making your life
easier.



For example, imagine you’re planning a big family potluck dinner. You could
use Excel to create a simple list of who’s coming, what dish they’ve promised
to bring, and whether they have any food allergies. You can then easily share
this list with everyone. No more getting five text messages asking, “Does
anyone know if we have enough dessert?” It’s all in one place.

Or maybe you’re an avid gardener. You could create a worksheet to keep track
of all the plants in your garden, when you planted them, and how often they
need to be watered. It’s your own personal plant encyclopedia.

Here are a few other real-world things people use Excel for every day:

* Tracking a collection: Whether you collect vintage comic books, vinyl
records, or just have way too many houseplants, Excel can be your
personal catalog to keep track of what you have so you don’t accidentally
buy the same thing twice.

* Planning a vacation: You can list your flight details, hotel reservations,

and daily itinerary. You could even create a simple budget to track your
spending on souvenirs and food.

* Managing a simple monthly budget: It doesn’t have to be
complicated. You can track your income and your major expenses (rent,
groceries, utilities) to finally answer that age-old question: “Where did all
my money go this month?”.

* Organizing a move: Create a list of all your moving boxes, what’s inside
each one, and which room they belong to. Imagine the relief of knowing
exactly which box holds the coffee maker on moving day!

To boil it all down, Excel has three basic superpowers, and we can frame them
in simple terms :

1. It holds your lists. Think of it as the ultimate organizer for any list you
can imagine. It keeps information neat, tidy, and easy to find.

2. It does the math for you. It’s like a super-calculator that can add,
subtract, and so much more. The best part? If you change a number, it
automatically updates all the calculations for you. No more starting over
from scratch!.

3. It draws pictures of your numbers. It can take a boring list of
numbers and turn it into a colorful chart or graph in just a few clicks.
This makes it incredibly easy to see patterns and trends at a glance.

So, before we move on, take a moment to think. What’s one thing in your life
you wish was a little more organized? A hobby? A project you’re working on?
A collection you love? Keep that in mind as we go. It will make learning this
tool much more personal and powerful.



The Absolute Basics: Meet Your Mouse and Keyboard

For some of you, this next part might be a review, but it’s crucial that we’re all
on the same page. If you're not super comfortable with computers, this
section is for you. We're going to cover the absolute basics of how you "talk"
to the computer before we even open Excel.

The Mouse
Your mouse controls the little arrow on your screen. That arrow is officially
called a pointer or cursor. Here are the four basic actions you’ll perform
with it:
® Point: This is simply moving your mouse so that the tip of the pointer
arrow is resting on top of an item on the screen.

® Click: This is a single, quick press and release of the main mouse button
(the one on the left for right-handed users). Clicking is how you select
things, like choosing an option from a menu or highlighting a box in
Excel.

* Double-Click: This means two quick clicks in a row on the left mouse
button. Double-clicking is usually how you open things, like launching a
program or opening a file.

* Click-and-Drag: This is a bit different. You press the left mouse button
down and hold it down. While you’re holding it, you move the mouse.
When you’ve reached your destination, you release the button. This is
how you can select a large group of items (or cells) at once or move
something from one place to another on the screen.

The Keyboard

The keyboard can look like a jumble of buttons, but it’s best to think of it as a
few different groups of tools. The most important thing to remember is that
the "helper" keys—Shift, Ctrl, and Alt—don't do anything on their own. They
work in combination with other keys to perform shortcuts, which will
eventually make you much faster at using Excel.

Here are the key players you need to know about.

Table 1-1. Basic Keyboard Keys and Functions.

Key Name What It Looks Like (Simple What It Does (In Simple Terms)
Description)
Typing Keys The keys with letters, numbers, and Just like a typewriter, you press these

symbols. to make characters appear on the
screen.



Key Name What It Looks Like (Simple What It Does (In Simple Terms)
Description)
Enter Key Think of it as the "OK" or "Do it"
say Enter or return on Mac. button. It confirms what you've typed
symbol (<J ).
Tab Key Say Tab and usu ally has two arrows This key lets you "jump" to the next
box or area to the right. It's a quick
pointing opposite ways. way to move across the page.
Shift Key Says Shift and has an upward- A "helper" key. Hold it down while
pressing a letter to make a capital
pointing arrow. letter. It doesn't do anything by itself.
Control Key Another "helper" key. It gives other
Says Ctrl. keys superpowers when you hold them
Mac: 8:g Command or ? down together. We'll meet its most
important superpower in a moment.
Control
Alt Key Says Alt. A third "helper" key, similar to Ctrl.

Mac: = Option

It's also used in combination with

other keys for special commands.

Your Magic Safety Net: The Undo Button

Alright, before we do anything else, I want to teach you the single most
important command on any computer. This isn’t just an Excel trick; it’s a life-
saver. It’s your secret weapon, your safety net, and your official permission to
be messy and make mistakes.

I call it the "magic go-back-in-time button."

The biggest fear for anyone new to a program is, “What if I click the wrong
thing and break everything?”.

Let me be perfectly clear: It is impossible for you to permanently
damage your computer by clicking the wrong button in Excel. Let
me say that again. You cannot break your computer or the program by typing
in the wrong box. The worst thing that can happen is you might mess up your
worksheet.

And that’s where our magic button comes in.

If you ever do something you didn’t mean to—delete an important number,
accidentally turn your entire spreadsheet bright pink, or type gibberish in the
wrong place—you can almost always reverse it with one simple command:
Undo.

The keyboard shortcut for Undo is holding down the Control key (labeled
Ctrl) and pressing the letter Z.



Ctrl + Z or 3 + Z on Mac

Think of it as your get-out-of-jail-free card. Knowing this command is what
gives you the freedom to explore without fear. Click on things. Try stuff out.
If you don’t like the result, just hit Ctrl + Z and you’ll pop right back to
where you were a moment before. This one command is the key to learning,
because it makes mistakes temporary and reversible. They are no longer
failures; they are just steps in the process.

Your First Win: Opening Excel

We’re at the end of our first chapter, and it’s time for you to get your first
win. We're going to open the Excel application and create a brand-new, blank
workbook. This is your first successful interaction with the program, and it’s
a crucial step to building momentum.

Follow these steps carefully.

1. Find the Excel icon on your computer.

o On a Windows computer, click the Start button (usually the Windows
logo HH in the bottom-left corner) and look for Excel in your list of
programs.

o On a Mac, you can find it in your Applications folder. The icon is green
and has a white "X" on it.

2. Double-click the Excel icon to open the program.

3. You will now see the Excel welcome screen. This screen shows you a
list of files you’ve recently opened and a variety of templates you can use
for things like calendars or budgets. It’s a helpful starting point, but for
now, we are going to ignore all those fancy options.

4. Look for the option that says Blank workbook. It usually appears as
the very first option and looks like a white grid, sometimes with a green
plus sign on it.

5. Double-click on Blank workbook.

And... that’s it! You did it.

You've successfully opened the program and created a fresh, blank workbook.
Take a look at that screen full of empty boxes. This is your canvas. In the next
chapter, we’ll start learning our way around it. But for now, give yourself a pat
on the back. You've just taken your first and most important step.



CHAPTER 2

Finding Your Way Around the Excel
Screen

In the last chapter, you accomplished something huge: you opened a blank
workbook. Right now, you might be looking at that vast grid of empty boxes
and thinking, “Okay... now what?” That feeling is completely normal. Think of
it like standing at the entrance of a massive, multi-level department store for
the first time. You know everything you could possibly need is inside, but you
first need a map or a guided tour to learn the layout of the departments and
aisles.

This chapter is that guided tour. We’re going to use the picture below as our
map. By the time we’re done, this screen will no longer be a mystery. You’ll be
able to look at any part of it, know what it’s called, and have a good idea of
what it does. You’ll never feel lost in Excel again.
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Figure 2-1. The Excel Workbook.



A Guided Tour of the Excel Workspace

Let’s break down our map, piece by piece. We’ll start at the very top and work
our way down.

The Ribbon: Your Command Center

The big menu at the top with all the buttons is called the Ribbon. It’s your
primary command center and contains almost every tool and feature you’ll
use in Excel. When it was first introduced, it replaced the old-style menus to
make finding commands more logical and intuitive.

Filee Home Insert Draw Page Layout Formulas Data Review View Help 3 Comments
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Figure 2-2. The Ribbon.
The best way to think about the Ribbon is like a giant department store.

* Tabs are the Departments: The words at the top—File, Home, Insert,
Page Layout, and so on—are the different departments in our store. Each
one is dedicated to a general category of tasks. If you want to add
something new to your sheet, you’d naturally go to the “Insert”
department. If you want to change how the page looks for printing, you’d
head over to the “Page Layout” department. This design is intentional; it’s
meant to guide your thinking from a broad goal to a specific action, which
makes finding the right tool much easier than just memorizing where
hundreds of buttons are.

* Groups are the Aisles: Inside each department (Tab), the buttons are
organized into smaller sections called Groups. Think of these as the
aisles in the department. For example, in the Home department, you’ll
find the “Font” aisle, which has all the related tools for changing how your
text looks—bold, italics, font size, and color.
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Figure 2-3. Groups under Home Tab.

Let’s take a quick walk through the main departments (Tabs):

Home: This is your general store, the place you’ll visit most often. It

holds all the essential, everyday tools like copy, paste, and the most
common formatting options for your text and numbers.

Insert: This department is for adding new things to your worksheet.

You’ll come here to insert pictures, charts, shapes, and special tables
called PivotTables.

Page Layout: Think of this as the printing and design department. It’s
where you control how your worksheet will look on a printed page by
adjusting margins, changing the page orientation, and defining the print
area.

Formulas: This is the high-powered calculator department. It contains a

massive library of built-in functions that can perform all sorts of
calculations for you, from simple addition to complex financial analysis.

Data: This is the organization department. Here, you’ll find tools to sort

your lists alphabetically, filter information to see only what you need, and
even connect to data from other sources.

Review: This is the editor’s desk. It’s where you can check your spelling,
add comments for yourself or others, and protect your worksheet from
accidental changes.

View: This department changes how you see your worksheet on the
screen, without actually changing the data itself. You can zoom in and out,
freeze the top row so it’s always visible, and switch between different
screen layouts.

Help: This is your direct line to Microsoft’s official help guides, tutorials,
and support options.



You might also notice something interesting. Sometimes, special tabs will
appear out of nowhere! For example, if you insert a shape, a new tabs called
“Shape Format” will suddenly pop up. These are called Contextual Tabs.
Think of them like a pop-up gift-wrapping counter that only appears in a store
during the holidays. They provide specialized tools for the specific item you’re
working on (like a chart or a picture) and then conveniently disappear when
you click away, keeping your main Ribbon clean and uncluttered.
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Figure 2-4. Contextual Tabs: The Shape Format tab.

The Quick Access Toolbar: Your Personal Shortcut Bar

Just above the Ribbon, usually in the top-left corner, you’ll find a small
collection of icons. This is the Quick Access Toolbar.

If the Ribbon is the giant department store with every product imaginable,
think of the Quick Access Toolbar as your personal shopping cart. It’s where
you keep the few essential items you use all the time, so you can access them
instantly without having to navigate back through the store's departments



and aisles. By default, it holds three of the most common commands: Save,
Undo, and Redo.

Figure 2-5. The Quick Access Toolbar.

The best part is that you can customize it. If you click the small drop-down
arrow next to the icons, you can add your favorite buttons. For beginners, I
recommend adding “New” (to create a new workbook), “Quick Print,” and
“Spelling” for easy access.

The Formula Bar: Where You See What's Really Inside a Cell

Between the Ribbon and the main grid of boxes, you’ll see a long white bar.
This area is critically important and is split into two parts: the Name Box and
the Formula Bar.

Al v i fx v

Figure 2-6. The Name Box and Formula Bar.

®* The Name Box: The smaller box on the left is the Name Box. Its main
job is to act like a GPS, telling you the exact “address” of the cell you’ve
currently clicked on. If you’ve selected the cell in column C and row 5, the
Name Box will read C5. It also has a handy secondary function: you can
type any cell address into it (like Z100), press Enter, and Excel will
instantly jump you to that location.

®* The Formula Bar: The long bar to the right is the Formula Bar, and
it’s where you get your Excel superpowers. Here is the single most
important concept to understand about it: the Formula Bar shows you
what is really inside a cell, while the cell itself often just shows you the
result.
Think of the Formula Bar as giving you 'X-ray' vision. Imagine you look at a
cell and it displays the number 10. Just by looking at the cell, you have no
idea if someone simply typed the number 10, or if they typed a calculation
like =5+5. The cell shows you the final answer. But when you click on that
cell and look up at the Formula Bar, your X-ray vision kicks in. The Formula
Bar will show you the actual contents—the formula =5+5—that produced the
result.
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Figure 2-7. The 'X-ray' Vision.

This difference between static data (a typed number) and a dynamic
calculation (a formula) is the absolute heart of how Excel works. Getting into
the habit of glancing at the Formula Bar every time you click a cell will be one
of the most useful skills you develop. It teaches you to see not just the "what"
in a cell, but the "how" behind it.

The Grid (Workspace): Your Canvas

The main working area of Excel is the grid, which is made up of three simple
parts :

® Columns: These are the vertical stacks of cells. They are identified by
letters (A, B, C, etc.) running across the top.

* Rows: These are the horizontal lines of cells. They are identified by
numbers (1, 2, 3, etc.) running down the left side.

® Cells: These are the individual rectangles where the columns and rows
intersect. A cell is the most basic unit of a spreadsheet; it’s where you’ll
enter all of your information, whether it’s text, numbers, or formulas.
Worksheet Tabs: Flipping Between Pages

At the bottom-left of your screen, you’ll see at least one tab, probably labeled
“Sheet1”. These are your Worksheet Tabs.

Let's stick with our department store analogy but bring back our notebook
concept from earlier. Think of your entire Excel file—the Workbook—as the
master ledger containing all the sales data for the whole department store.
Each of these tabs at the bottom is like a different page in that ledger. You
might have one page for "January Sales" (Sheet1), another for "February
Sales" (Sheet2), and so on. These individual pages are called Worksheets.
Clicking a tab is like flipping to a new page in your ledger, letting you keep
everything organized in one place.

The Status Bar & Zoom Control: Your Helpful Assistant

The entire bar running along the very bottom of the Excel window is called
the Status Bar. Think of it as a quiet but incredibly helpful assistant. It stays



out of your way but constantly provides useful, real-time information about
what’s happening in your worksheet.

On the far left, it usually says Ready, which means Excel is waiting for your
next command. This will change to Enter or Edit when you’re typing in a
cell. But its most magical feature is on the right. If you click and drag to select
a few cells that contain numbers, look down at the Status Bar. It will
automatically show you the Average, Count (how many cells you selected),
and Sum of those numbers—no formulas required! This is a fantastic way to
get quick insights into your data.
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1 10
2 ED.
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Figure 2-8. The Average, Count, and Sum values in the Status Bar.

On the far right of the Status Bar, you’ll find the Zoom Control. This is your
magnifying glass for the worksheet. You can drag the slider left and right or
click the minus (-) and plus (+) buttons to zoom out to see the big picture or
zoom in to get a closer look at your data.

Understanding Cell Addresses: The "Battleship'" Analogy

We’ve mentioned that every single cell on the grid has a unique address, like
C5 or Al. Understanding this addressing system is not just important—it’s
the absolute foundation for everything else you will do in Excel, especially
when we get to formulas.

To make this concept stick, let’s think about the classic board game
Battleship. In that game, the board has letters across the top and numbers
down the side. To take a shot, you don’t just point—you call out a coordinate,
like “G5”.

The Excel grid works the exact same way.

The column letters (A, B, C...) are the letters across the top of your

Battleship board. The row numbers (1, 2, 3...) are the numbers down the side.



A cell’s address is simply the intersection of its column letter and its row
number. So, the cell where Column C and Row 5 meet is called C5.

This isn't just a cute comparison; it's a powerful way to remember the correct
order. In Battleship, you always say the letter first. In Excel, you always write
the letter first. This simple mental model uses a familiar game to lock in a
fundamental rule, making it feel natural and preventing common mistakes
like writing 5C instead of C5.

Shortcut Spotlight: Waking Up the Ribbon with the Alt Key

Before we finish our tour, I want to share a secret trick that will let you
control Excel like a pro, without ever taking your hands off the keyboard.
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Figure 2-9. The waking up Alt key.

While using the mouse is easy to start with, the fastest Excel users rely on
keyboard shortcuts. Moving your hand back and forth between your mouse
and keyboard might only take a second, but those seconds add up!

Excel has a brilliant built-in system that lets you access every single
command on the Ribbon using just your keyboard. The master key to unlock
this system is the Alt key.



Here’s how it works. Follow these steps:

1. Press and release the Alt key on your keyboard. Don’t hold it down,
just give it a single tap. For Mac users, press and release the Option key
(™).

2. Look at your Ribbon. You’ll see small black boxes with letters and
numbers appear over every Tab and every button on your Quick Access
Toolbar. These are called Key Tips.

3. Now, press the letter for the Tab you want to open. For example, to go to
the Home tab, you would press the H key.

4. As soon as you do, a new set of Key Tips will appear, this time over every
single command and group within the Home tab.

5. Simply press the letter (or letters) for the command you want to use.
Let’s try a real example. Say you want to fill a cell with a yellow background
color using only the keyboard.

1. Click on any empty cell.

2. Press and release Alt. You'll see the Key Tip for the Home tab is H.

3. Press H. Now look at the Font group. You'll see the Key Tip for the Fill

Color button is also H.

4. Press H again. The Fill Color menu opens up. You can now use your
arrow keys to select a color and press Enter.

You just successfully used the keyboard sequence Alt, H, H to perform a
command! Don’t worry about memorizing these sequences right now. The
important thing is to remember that a single tap of the Alt (or ~= Option)
key is your gateway. It “wakes up” the Ribbon and shows you the path. From
now on, you can explore and discover powerful shortcuts all on your own.



CHAPTER 3

Your First Worksheet: Navigating Like a
Pro

In the last chapter, we took a grand tour of the Excel screen. You now have a
map. You know where the Ribbon is, you can spot the Formula Bar, and you
understand that the whole grid is your canvas. But knowing what a map looks
like and knowing how to get around a city are two very different things.

This chapter is where we make the leap from looking to moving. We’re going
to learn how to navigate your worksheet, not just by pointing and clicking
with the mouse, but by using the keyboard.

I want you to think about it like learning to drive a car in a new city. At first,
you drive slowly, cautiously looking at every street sign, constantly glancing
at the GPS navigation on your screen. That’s what using the mouse is like. It’s
a great way to start, but it’s not very fast.

Learning the keyboard shortcuts we’re about to cover is like finally knowing
your way around. You know the backroads, the one-way streets, and the best
routes to take. You can get where you're going quickly and confidently,
without even thinking about it. Mastering the handful of commands in this
chapter is the single biggest step you can take to feel comfortable and truly in
control of Excel.

Ready to get your digital driver’s license? Let’s hit the road.

Your First Steps: The Four Arrow Keys

Let’s start with the easiest win you’ll get all day. Seriously.

Open up that blank workbook you created at the end of Chapter 1. If you
closed it, just follow those same steps to open a new one.

Now, find the four arrow keys on your keyboard: Up, Down, Left, and Right.
Press the Down arrow key a few times. See how the green box—the active cell
—moves down one cell at a time? Now try the Right arrow key. Same thing,
but moving to the right.

That’s it. You're officially navigating.

This might seem almost too simple to mention, but it’s our foundation. This
is like learning to walk before you can run. Spend a minute just moving
around the grid with these four keys. Get a feel for how the active cell moves



from one spot to the next. This simple action is the basis for everything that
comes next.

Learning to Leap: Jumping Across Your Worksheet

Moving one cell at a time is fine if you'’re only going a short distance, but
what if you have a list with hundreds, or even thousands, of entries? Tapping
the Down arrow key a thousand times is nobody’s idea of a good time.

We need a way to jump, not just step. And for that, we need to meet our first
“helper” key for navigation: the Control key, labeled Ctrl.

The Ctrl Key Supercharge: Your First Teleporter

The Ctrl key gives your arrow keys a superpower. When you hold it down, it
transforms your single step into a giant leap.

Think of it like skipping stones on water. Just pressing an arrow key is like
dropping a stone right next to you—it moves one space. Holding Ctrl while

pressing an arrow key is like skipping that stone all the way across the pond.
It travels in that direction until it hits a "shore".

In Excel, the "shore" is simply the edge of your data. Let’s see it in action. In
your blank worksheet, type the following simple list into column A. Just type

the word and press Enter to move down to the next cell.
* Al: Apples
® A2: Oranges
* A3: Bananas

® A4: Grapes
Now, click back on cell Al to make it the active cell.
Hold down the Ctrl key and, while holding it, press the Down arrow key (Ctrl
+1).
Zap! You should instantly jump from A1 all the way down to A4, the last item
in your list. You didn't move through A2 and A3; you leaped right over them.
Excel looks for the last cell in that direction that has something in it and
jumps right to it.
What happens if you do it again? From cell A4, hold Ctrl and press | one
more time. You’ll jump to the very last row in the entire worksheet (which is

over a million rows down!). That’s because Excel looked for the next "shore,"
didn't find one, and went all the way to the edge of the ocean.

This works in all four directions. If you have a long row of data, Ctrl + — will
jump you to the last cell on the right. This shortcut fundamentally changes



how you see your worksheet. You stop seeing a grid of individual cells and
start seeing a landscape of data "islands." Learning to jump between them is
your first pro move.

Your Worksheet’s North and South Poles

Now that you can leap across your data, let’s learn two more shortcuts that

act like a GPS for your entire worksheet. These are your get-out-of-jail-free
cards for when you’re lost in a huge spreadsheet.

¢ Go to the Start: Ctrl + Home

® Go to the End: Ctrl + End

No matter where you are—even if you're in cell Z10000—pressing Ctrl +
Home will instantly teleport you back to the very beginning, cell Al. Think of
it as the "take me home" button. It's incredibly useful when you open a big,
confusing file and just want to get back to a familiar starting point.

The opposite is Ctrl + End. This shortcut takes you to the last cell that Excel
considers "in use." This is the cell at the intersection of the furthest-right
column you've used and the furthest-down row you've used. Think of this as
the "go to the frontier" button. It shows you the bottom-right corner of your
entire work area, giving you a quick sense of how big the spreadsheet is.

The Art of Highlighting: Making Selections

So far, we’ve just been moving the active cell around. But most of the time in
Excel, before you can do something—like make text bold, delete a list, or add
up a column of numbers—you first have to select the cells you want to affect.
This is also called highlighting.

You could click and drag with your mouse, but that can be clumsy, especially
with large amounts of data. We're going to stick with the keyboard, and for
that, we need to introduce our second navigation helper: the Shift key.

The Universal Rule of Highlighting

I'm about to save you a lot of brainpower. Instead of making you memorize a
dozen new shortcuts for selecting cells, I'm going to give you one simple,
powerful rule:

Any movement shortcut you just learned + holding the Shift key = A
selection shortcut.

That’s it. The Shift key is the universal "selector" in Excel. If you hold it down
while you move, Excel will highlight every cell you move through. Let's put
this rule to the test.

Precise Highlighting, One Step at a Time



Remember our very first movement method? The simple arrow keys. Let’s
apply our new rule.

Go back to cell Al in your little fruit list.

Hold down the Shift key and, while holding it, press the Down arrow key
(Shift + |) three times.

You’ll see that as you moved from Al down to A4, Excel highlighted Al, A2,
A3, and A4 along the way. This is like walking down a path and drawing a
chalk line behind you. It’s perfect for selecting small, specific groups of cells
with precision.

The Power Move: Selecting Entire Regions in a Flash

Okay, are you ready for one of the most useful, satisfying, and time-saving
shortcuts in all of Excel? We’re going to combine both of our helper keys.

We know Ctrl + Arrow lets us leap across data. We know Shift turns
movement into selection.

So, what do you think Ctrl + Shift + Arrow does?

It lets you leap and highlight at the same time! This is the power move.

Let’s try it. Click on cell A1l again to select just that one cell. Now, get ready.
Hold down both the Ctrl key and the Shift key. While holding them both,
press the Down arrow key (Ctrl + Shift + |).

In a single keystroke, you’ve selected the entire column of data, from Al to
A4. Imagine if that list had 5,000 entries. Instead of trying to carefully drag
your mouse down 5,000 rows (and probably overshooting it), you just
accomplished the same task in less than a second. This one shortcut is the

true mark of someone who is comfortable and efficient in Excel.
Grabbing Whole Rows and Columns

Sometimes you don't just want to select your data; you want to select an
entire row or column, from beginning to end, all the way across the
worksheet. This is useful if you want to, say, delete a column or make an
entire row of headers bold.

There are two beautifully simple shortcuts for this:

* Select the entire column: Ctrl + Spacebar

* Select the entire row: Shift + Spacebar
Click on any cell in column A. Now press Ctrl + Spacebar. The whole
column, from row 1 to row 1,048,576, is now selected. Now click on any cell in
row 3 (where "Bananas" is) and press Shift + Spacebar. The entire third row
is now selected, from column A all the way to XFD.



Think of this as grabbing the entire shelf (the row) or the entire stack of
books on that shelf (the column) all at once.

Keeping Your Work Safe: Essential File Shortcuts

The final set of shortcuts for this chapter isn't just about Excel. These are
universal commands that work in most programs on your computer, from
your word processor to your web browser. Learning them here will make you
faster everywhere. These are the absolute essentials for managing your files.

® Ctrl + S (Save): This is the most important shortcut you will ever learn.
Get into the habit of pressing Ctrl + S every few minutes. Think of it as
the "Save Your Sanity" button. It quickly saves any changes you’ve made.

® Ctrl + N (New): Need to start a fresh project? This shortcut instantly

creates a new, blank workbook, just like grabbing a fresh notebook off the
shelf.

* Ctrl + O (Open): Use this to open an existing Excel file that you’ve saved
previously. It will bring up the dialog box for you to find your file.

¢ Ctrl + P (Print): When you’re ready to get a paper copy of your work,
this shortcut will take you directly to the Print screen.

® Ctrl + W (Close Window): This is a handy one. It closes your current

workbook, but it leaves the Excel program open, so you can easily open
another file or create a new one.

Your Navigation and Selection Cheat Sheet

I know that was a lot of new information. Don’t worry for a second about
memorizing it all right now. That’s not the goal. The goal is to know what’s
possible.

To help you out, I've created this simple "cheat sheet." Bookmark this page.
Print it out and stick it to your monitor if you want. Think of it as your safety
net. The more you use these shortcuts, the more they’ll become second
nature.

Table 3-1. The Power Moves Keyboard Shortcuts.

What You Want to Do PC Keyboard Mac Keyboard Shortcut
Shortcut

Basic Movement

Move one cell atatime  Arrow Keys Arrow Keys



What You Want to Do

PC Keyboard
Shortcut

Mac Keyboard Shortcut

Leaping Around

Jump to the edge of your
data

Jump to the very
beginning (A1)

Jump to the last cell you
used

Highlighting (Selection)
Select cells one by one

Select all to the edge of
your data

Select the entire row
Select the entire column

Select to the very
beginning (A1)

Select to the last cell you
used

Select your data region or
entire sheet

File Management

Save your work

Create a new, blank
workbook

Open an existing file
Print your worksheet

Close your current
workbook

Ctrl + Arrow Key

Ctrl + Home

Ctrl + End

Shift + Arrow Key

Ctrl + Shift +
Arrow Key

Shift + Spacebar
Ctrl + Spacebar

Ctrl + Shift +
Home

Ctrl + Shift + End

Ctrl + A

Ctrl + S
Ctrl + N

Ctrl + O
Ctrl + P
Ctrl + W

g6 + Arrow Key
Fn + "+ «

Fn + "+ —

Shift + Arrow Key
38 + Shift + Arrow Key

Shift + Spacebar
A + Spacebar

Fn + "+ Shift + <«

Fn + A+ Shift + —

HE+A

B +S
$+N

#$+0
B +P
3*+wW

Chapter Summary: You're Officially a Navigator



Take a moment and look at what you’ve just learned. You can now move
around a worksheet with purpose and speed. You know how to walk (Arrow
Keys), how to leap (Ctrl + Arrow), and how to highlight everything along the
way (Shift).

These skills are your new foundation. By practicing just these few keyboard
commands, you have already separated yourself from the average, casual
Excel user who relies on the mouse for everything. You are well on your way
to feeling confident, efficient, and in control.

Now that you can move around your worksheet like a pro, it's time to start
putting things in those cells. In the next chapter, we’ll get our hands dirty
with entering and formatting your very first data.



DAY TWO

Building Your First Spreadsheet

Welcome to Day Two! If Day One was about learning the map of the Excel
world, today is about taking your first, exciting steps as a builder. We're
moving from a blank canvas to a functional, beautiful spreadsheet that
actually does something.

A spreadsheet is a useless shell until you populate it with data. We are going
to master the foundational skill of Data Entry, but we'll do it smarter, not
harder. You’ll be introduced to the first tools that will make you feel like you
have an assistant working alongside you. Specifically, you will meet AutokFill,
your "Smart Assistant" that recognizes patterns and fills in tedious lists for
you, and Flash Fill, the "AI Intern" that can clean and organize messy data in
a single click. Say goodbye to manual repetition and hello to efficiency.

Once the data is in, we will shift our focus to presentation. The numbers in
your sheet need to be professional, clean, and easy to read. In Basic
Formatting, you will learn the simple, yet impactful, techniques to transform
a wall of plain text into a clear, visually structured document.

The true power of Excel lies in its ability to calculate, which is why we
dedicate significant time to mastering your First Formulas. You'll discover
how to leverage Excel's "super-calculator" to perform complex math
automatically. Finally, we’ll unlock The Magic of Cell References, which is the
single most important concept for building dynamic spreadsheets.
Understanding how to use relative and absolute references is the difference
between a one-time calculation and a reusable template that updates itself
instantly.

Today, we take the raw ingredients of information and structure and turn
them into a polished, working prototype. Get ready to build your first
masterpiece!



CHAPTER 4

Entering Your Data Without Fear

In the last chapter, you became a true navigator. You learned how to move,
leap, and highlight your way around the Excel grid like a pro. As I promised at
the end of that chapter, it's time to get our hands dirty and start putting
things in those cells.

This is the moment, isn't it? This is the part people dread. They imagine
hours of tedious, manual typing, and their eyes just glaze over.

I'm so excited to show you that it doesn't have to be that way. This chapter is
all about shifting your mindset. We are going to move you from being a
"manual typist" to being a "smart operator".

The goal isn't to teach you to type faster. The goal is to teach you to type
smarter. You'll learn to establish a rhythm and then, more importantly, how
to command Excel's built-in intelligent features to do most of the repetitive
work for you. Forget the "endless typing" nightmare. We're going to focus on
a handful of tricks that will save you massive amounts of time.

The Basics of Data Entry

Let's start with the fundamental process. It’s a simple loop:

1. Click a cell to select it.

2. Type your data (text or numbers).

3. Move to the next cell.
That's it. But the secret, the part that separates a beginner from an efficient
user, is in step 3.

Your Two Key Teammates: Enter and Tab

In Chapter 1, we introduced the Enter and Tab keys. Now, we're going to put
them to work. This distinction is your crucial first step toward efficiency.
Here’s the rhythm you need to learn:

® Use the Enter key when you are entering data in a single column (top-
to-bottom).
® Use the Tab key when you are entering data in a single row (left-to-
right).
Think of it this way:



* Enter is for your grocery list. You're just moving down: "Apples"
(press Enter), "Milk" (press Enter), "Bread" (press Enter).

® Tab is for your sign-up sheet. You're moving across: "John" (press
Tab), "Smith" (press Tab), "john.smith@email.com" (press Tab).
When you're at the end of your "sign-up sheet" row and press Enter, Excel is
smart. It will often jump you right back to the beginning of the next row,

ready for the next entry. This simple rhythm keeps your hands on the
keyboard and lets you get into a smooth, fast flow.

"Oops, I Made a Typo': Fixing Mistakes the Easy Way

Your first instinct when you make a typo might be to just click on the cell and
start re-typing the whole thing. That works, but it's slow. What if the cell
contains a long sentence and you just misspelled one word?

You need to learn how to get your cursor inside the cell to edit it.

You have two ways to do this :

1. The Mouse Method: Double-click the cell. Just like you learned in
Chapter 1, a double-click "opens" things. In this case, it "opens" the cell
and places your blinking cursor right where you clicked, ready for you to
make your fix.

2. The "Pro'" Method: Click the cell once (just to select it) and press the
F2 key on your keyboard.

I want you to get in the habit of using the F2 key. This is the more efficient
option, and it’s a huge part of that "critical 20%" we talked about in our pact.
Why is it so much better? Because your hands never leave the keyboard.
Think about the mouse method: You type, you see a mistake. You move your
hand from the keyboard to the mouse. You find the pointer. You aim it at the
cell. You double-click. You move your hand back to the keyboard. You make
the fix. You press Enter.

Now, the F2 method: You type, you see a mistake. You use the arrow keys
(which you mastered in Chapter 3!) to move back to the cell. You press F2.
Your cursor jumps to the end of the text in that cell. You use your left arrow
key to find the typo, fix it, and press Enter.

See how much faster that is? Your hands stay in one place, ready for the next
action. It feels more in control, and it's a genuine time-saver.

Starting Fresh: The Delete Key



What if you don't want to edit the cell? What if you just want to clear it out
completely and start over?

Simple: Click the cell you want to empty and press the Delete key (it might
be labeled Del on your keyboard). The contents are gone.

This brings up a very important distinction that trips up almost every
beginner. The Delete key is different from the Backspace key.

® Use Delete (or Del) when you want to wipe out the entire cell's
contents in one shot.

* Use F2 or double-click (which then lets you use Backspace) when you
want to edit the text that's already in the cell.
If you just click a cell and press Backspace, Excel will delete the contents
and put you into editing mode, which can be a little jarring. For a clean,
simple wipe, Delete is your new best friend.

Time-Saving Entry Tricks (This is Where the Magic
Happens)

Okay, you've got the basics down. You can enter data, you can move, you can
edit. Now, I'm going to show you some real magic.
This is the part of our journey where Excel stops being a "digital notebook"
and starts becoming your "smart assistant." These next two features are
worth the price of this book alone.
Meet Your Smart Assistant: The AutoFill Handle
Do you see that tiny, tiny square in the bottom-right corner of any cell you
select? It's so small, most people never even notice it.
That little square is called the "fill handle," and it's one of the most
powerful tools you'll learn. It's Excel's original pattern-recognition tool.
Remember the click-and-drag skill from Chapter 1? We're about to give it a
superpower.
Here’s how it works:

1. Click on a cell.

2. Move your mouse pointer exactly over that tiny square.

3. Your pointer will change from the fat white cross (for selecting) to a thin

black cross.

4. When you see that thin black cross, click-and-drag down or across.

What happens next depends on what's in the cell.

* It Copies: If you type "Sales" in a cell and drag the fill handle, Excel will
just copy it: "Sales," "Sales," "Sales."
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* It Creates a Series: This is where the magic starts. Type "January" in a
cell. Now, grab that fill handle and drag it down a few rows.
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Figure 4-1. The AutoFill Handle.
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Look at that! Excel is smart enough to know you want a series, and it
automatically fills in "February," "March," "April," and so on.

This works for all sorts of things:

* Days: Type "Friday" and drag it to get "Saturday,” "Sunday," etc..

* Dates: Type a date like "1/14/2025" and drag it. Excel will fill in

"1/15/2025,

1/16/2025," and so on.

* Number Patterns: This one is a little different. If you type "1" and drag
it, Excel will just copy "1, 1, 1." But if you give it a pattern, it will learn.

o Type 10 in cell Al.

o Type 20 in cell A2.

o Now, select both cells (click A1 and drag down to A2).
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Figure 4-2. The Number Patterns.
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Grab the fill handle from the corner of A2 and drag it down.
Excel will see the pattern and fill in 30, 40, 50 for you.

B

This one feature will save you an unbelievable amount of typing.
The "Wow" Moment: Flash Fill (Your AI-Powered Intern)

If AutoFill is your smart assistant, then Flash Fill is your Al-powered intern.



This feature, which was introduced in 2013, is one of Excel's "magic" Al-
powered tools. It analyzes what you're doing, identifies a pattern, and then
offers to do an entire, tedious job for you in a single keystroke.
This will make you say "wow" out loud. Let's do the "wow" example right
now.
1. Open a blank worksheet.
2. In column A, type this list of full names:
o In cell Al, type John Smith
o In cell A2, type Mary Jones
o In cell A3, type Priya Sharma
3. Now, in column B, you're going to show Excel what you want. In cell B1,
type just the first name: John.
4. Press Enter. You are now in cell B2.
5. This is the moment. Hold down the Ctrl key (our old helper friend!) and
press the letter E.
Look at your screen. Excel instantly analyzed your example ("John") and
understood the pattern ("ah, they just want the first word!"). It then filled in
"Mary" and "Priya" for you in the blink of an eye.
Now, imagine that list had 5,000 names. You just did a full day of manual,
mind-numbing work in one second.
Go ahead, try it. I'll wait.

| A s ¢ | Db | E
1 |John Smith John
2 |Mary Jones |Mary

3 |Priya Sharma Priya 7 ~

4 | [+

S | Flash Fill Options
E 4

? 1

Figure 4-3. The Flash Fill.
Amazing, right?
That is the power of Excel we've been talking about. This is the ultimate

"80/20" feature.
This isn't just for splitting names. It can combine them (if you had "John" in

Al and "Smith" in B1, you could type "John.Smith" in C1 and Flash Fill would



do the rest). It can extract numbers from text. It can reformat dates and text.
It's a powerful tool that you'll discover new uses for all the time, and all you
have to remember is that one shortcut: Ctrl + E.

Shortcut Spotlight: How to Stack Text in a Single Cell

Here is a problem that drives every single beginner crazy.

You're trying to make a nice-looking header. You want the text "Monthly" on
the first line and "Total" on the second line, all within the same cell. So, you
type "Monthly" and press Enter... and your selection immediately flies down
to the next cell! It's so frustrating.

Here is the secret handshake to fix this: Alt + Enter.

Here's the step-by-step:

1. Click on a cell.

2. Type your first line of text (e.g., "Monthly").

3. Now, hold down the Alt key and press the Enter key.

4. You'll see your cursor jump to a new line inside the same cell.

5. Type your second line of text (e.g., "Total") and press Enter like normal.

Your cell will now show both lines, stacked neatly on top of each other. This
is perfect for formatting addresses, writing detailed notes, or just making
your column headers look clean and professional.
It's important to know this is different from the Alt key trick we learned in
Chapter 2. Tapping Alt on its own "wakes up" the Ribbon. Holding Alt turns
it into a "helper key"—just like Ctrl and Shift—letting it perform special tricks
like this one.

The Three Musketeers: Copy, Cut, and Paste

We're going to round out this chapter with the three most fundamental and
useful shortcuts in all of computing. I call them the "Three Musketeers"
because they are your universal tools for moving information.

You are going to use these three commands everywhere, not just in Excel, but
in your word processor, your email, and your web browser.

They all use our friend, the Ctrl key:

Table 4-1. The Three Musketeers shortcuts.

What It Does (In Simple PC Keyboard Shortcut Mac Keyboard Shortcut
Terms)

Copy Ctrl + C H+C




What It Does (In Simple PC Keyboard Shortcut Mac Keyboard Shortcut
Terms)

Cut Ctrl + X 3 +X
Paste Ctrl +V H+Vv

Here’s the process and what they do :

1. Ctrl + C (Copy): Select a cell (or a group of cells) and press Ctrl + C.
You will see a moving, dashed border appear around the cell. I call these
the "marching ants." This is Excel's visual way of telling you, "Got it!
I've copied this to my invisible clipboard, and I'm ready to paste it." The
original data stays right where it is.

2. Ctrl + X (Cut): Select a cell and press Ctrl + X. You'll see the same
"marching ants." But this time, you're telling Excel, "I want to move this."
The original data will stay put... for now.

3. Ctrl + V (Paste): Click on a new, empty cell where you want the data to
go and press Ctrl + V.

o If you Copied, Excel pastes a duplicate of the original data into the
new cell. The "marching ants" will stay on the original cell, meaning
you can keep pasting it in other places. (Press the Esc key to make the
marching ants go away).

o If you Cut, Excel pastes the data into the new cell, and the original
data disappears from its first location. The "marching ants" will also
disappear, as the "move" is complete.

These three shortcuts will become as natural as breathing. Practice using
them instead of the mouse. Cttl + C, Ctrl + V. Ctrl + X, Ctrl + V. This is the
rhythm of an efficient computer user.

Chapter Summary: You're a Smart Operator

Take a moment and look at what you’ve just learned. You didn't just learn to
"type" in Excel. You learned to be a "smart operator".

You now know how to create an efficient rhythm with Enter and Tab. You
know the pro-level trick for editing with the F2 key. You can command Excel
to auto-complete your lists with the fill handle. And you literally have an
AlI-powered intern at your command with Flash Fill (Ctrl + E).

These skills are a massive part of that "critical 20%" we talked about in our
pact. You've just learned, in one chapter, the tricks that many people use



Excel for years without ever discovering. You are building real, practical skills
that save you time and, more importantly, frustration.

You've successfully built your first spreadsheet and filled it with data
efficiently. But right now, it probably looks a little... plain.

In the next chapter, we're going to fix that. It's time to learn how to make
your data look good, using formatting to add colors, change text, and make
your work clear, professional, and easy to read.



CHAPTER 5

Making It Pretty: Basic Formatting

In the last chapter, you did the hard part. You got your data onto the page.
You’re no longer just a typist; you’re a "smart operator."

Right now, your spreadsheet is probably full of good, useful information. But
if you’re being honest, it probably looks a little... plain. A little boring.

I want you to think of it like a house you just built. The walls are up, the
furniture is in, and it’s functional. But nothing is painted, there are no
pictures on the wall, and none of the boxes are labeled. It’s not very warm or
friendly.

This chapter is the fun part. This is where we get to decorate.

I need to be clear about something, though. Formatting isn’t just about
making things "pretty." It’s about communication. Good formatting is like a
set of signposts for anyone looking at your sheet (including you, six months
from now!). It draws the eye to the most important parts—the headers, the
totals, the "big news"—and makes the entire thing clearer, faster, and easier
to understand.

Ready to pick out some paint?

Formatting Text: Your Digital Pencil Case

Let’s start with the basics. On the Home tab of your Ribbon, you’ll find a
group called Font.

Remember in Chapter 2 how we compared the Ribbon to a giant department
store, where the Groups act like the aisles?

Well, you can think of the Font group as the "stationery aisle"—or more
simply, your digital pencil case.

It’s got all your basic writing tools.

Inside this "pencil case," you’ll see options for:

® Font: This is like choosing your handwriting. You can stick with the
default (Calibri) or pick a classic like Arial.

* Font Size: How big do you want to write?

* Font Color: This is your set of colored pens. You can change the text
color from black to anything you want.
But the three most important tools in your pencil case are the "Big Three"
styles: Bold, Italic, and Underline.



* Bold: This is your thick, black pen. It’s perfect for making your column
headers or totals stand out. The shortcut is Ctrl + B (think "B" for Bold).

* Jtalic: This is for adding a bit of emphasis, like a little side note in a cell.
The shortcut is Ctrl + I ("I" for Italic).

® Underline: This is like using a digital ruler to draw a line under your
text. The shortcut is Ctrl + U ("U" for Underline).
You might see other guides mention shortcuts like Ctrl+2 or Ctrl+3 for
these. My advice? Ignore them. That’s the kind of clutter we promised to
avoid. Ctrl+B, I, and U are simple, intuitive, and all you’ll ever need.
Here’s a pro-tip that will make you feel like a genius. What if you want to
make just one word in a cell bold, not the whole cell?
Most beginners think this is impossible. But you’re not a beginner anymore.
You have the skills.
Remember how you learned to edit a cell? You just combine the skills you
already have from Chapters 3 and 4 :
1. Click on the cell.
2. Press the F2 key to "go inside" the cell for editing.
3. Hold down the Shift key and use your Arrow Keys to highlight just the
word you want.
4. Press Ctrl + B.

Just like that, you've formatted a single word inside a cell. This is a fantastic
trick for adding emphasis, and you already knew all the parts.

Formatting Numbers: The Costume-Changing Trick

Okay, this next part is the most important concept in this entire chapter. If
you get this one idea, you will avoid most of the frustrations that make other
people quit Excel.

Here is the single biggest rule of formatting: What you see in the cell is
not always what’s really inside it.

I want you to think of a number in Excel as an actor.

Let’s say our actor is the number 0.5. This actor’s real value is always 0.5. You
can always see the actor's real value by clicking the cell and looking up at the
Formula Bar—our "X-ray vision" from Chapter 2.

Formatting is just the costume we put on that actor.

* If we put on the Currency costume, the actor 0.5 looks like $0.50.

* If we put on the Percentage costume, the actor 0.5 looks like 50%.



* It can even get weird. If we put a Date costume on a different actor, say
the number 45291, it suddenly looks like 1/1/2024.

In every case, the actor (the number) underneath hasn't changed. And here’s
the key: Excel always does its math on the actor, not the costume.
This is why that $0.50 and that 50% are, to Excel, the exact same thing. This
is incredibly powerful, but it’s also a giant trap for new users.
Let's walk right into that trap together so you can see how to get out.

1. Find a blank cell. Type the number 50 and press Enter.

2. Now, click that cell and go to the Home tab, in the Number group.

3. Click the Percent Style (%) button.
Yikes! Your cell probably reads 5000.00%.

Did you break it? No. You just fell into the most common pitfall in Excel. You
told Excel to put the "%" costume on the actor "50". The "%" costume’s job is
to multiply by 100 and add the percent sign. So, Excel did exactly what you
said:

50 times 100 = 5000%.

Here are the two ways to do this right, now that you know the secret:

* Method 1 (The "Right" Way): Remember that 50% is just a costume
for the actor 0.5. So, you should type 0.5 in the cell, and then click the %
button. Excel will show 50%, and everyone is happy.

* Method 2 (The "Easy" Way): Just type 50% (with the percent sign)
directly into the cell and press Enter. Excel is smart enough to
understand, "Ah, they mean 50%, which I know is the actor 0.5." If you
click that cell and look in the Formula Bar, you'll see your old friend, 0.5.

Now that you understand the "actor vs. costume" trick, I can show you the
fastest way to apply these costumes. You don't need to memorize a bunch of
new shortcuts. You just need to learn one simple rule.

Look down at your keyboard, at the row of numbers at the top.

* What symbol is above the 4 key? A dollar sign ($).
* What symbol is above the 5 key? A percent sign (%b).
* What symbol is above the 1 key? An exclamation point (!).

* What symbol is above the 3 key? A hash sign (#).
That’s the secret. The "Ctrl+Shift+Symbol" trick.
The rule is: To apply a number format, hold Ctrl + Shift and press the
number key for the symbol you want.



This one rule gives you four of the most useful shortcuts in Excel:

® Ctrl + Shift + $ (the 4 key): Applies Currency format, giving you a dollar
sign and two decimal places.

® Ctrl + Shift + % (the 5 key): Applies Percentage format (with no
decimals).

® Ctrl + Shift + ! (the 1 key): Applies the Number format. This is a great,

clean format that gives you two decimal places and a comma separator
(like 1,234.00).

* Ctrl + Shift + # (the 3 key): Applies a standard Date format.
This is the 80/20 rule in action. One simple idea unlocks four powerful, fast
shortcuts.

Alignment, Borders, and Fills: Tidying Your Room

You've got your text styled and your numbers in the right "costumes." The
last step is to tidy everything up and put it in its proper place. Think of this as
organizing your room. All these tools are on the Home tab.

Fill Color (The Digital Highlighter)

This is your digital highlighter. In the Font group, it looks like a paint bucket
tipping over. You can use this to add a background color (a "fill") to a cell.
This is the single best way to make your header row stand out from the rest of
your data. It’s also great for highlighting a "Total" row at the bottom. A little
color goes a long, long way.

Borders (The Digital Ruler)

Look at your spreadsheet. Those faint gray lines you see? They're just
suggestions. If you print your sheet, those lines disappear. They're not real.
The Borders button (it’s also in the Font group) is your digital ruler. It lets
you draw real black lines to create a clean, professional-looking table. Select
your block of data, click the little arrow by the Borders button, and choose All
Borders. Instantly, your data looks organized and intentional.

Alignment (The "Six-Pack" of Buttons)

Here's a problem that drives every beginner crazy. Remember in the last
chapter, when we used Alt + Enter to stack text in a header? That made your
header row really tall. But what happened to all the other cells in that row?
The text just sank to the bottom, looking sad and awkward.

This is where the Alignment group saves the day. When you look at it, you’ll
see what I call the "six-pack"” of alignment buttons.



Most people only see the three horizontal buttons: Left, Center, and Right.
But the real pro-move is to use the three vertical buttons right above them:
Top Align, Middle Align, and Bottom Align.

That "awkward" cell with its text at the bottom? Click it. Now click Middle
Align.

The text instantly snaps to the vertical center of the cell. It’s a tiny click that
makes your spreadsheet look 100% more professional.

Shortcut Spotlight: The Master Key to All Formatting

I've shown you all the most common tools on the Ribbon. But what if you
want... more?

What if you want to put a red dashed line as a border? Or show your currency
in Euros instead of dollars? Or make a custom number format that shows the
word "gallons" after a number?

I'm about to give you the master key. The "secret control room" for all
formatting. It’s a single, powerful shortcut.

Select any cell.

Press Ctrl + 1 (that’s the number 1).

The Format Cells dialog box will pop up. This window is the "master control
panel" for every formatting option in Excel.

Now, look at the tabs across the top of that window: Number, Alignment,
Font, Border, Fill....

Do those look familiar? They should!

They are the exact same categories we just learned in this chapter.

Think of it this way: The Ribbon gives you the most popular, one-click
buttons. But this Ctrl + 1 menu is where you can "pop the hood" and fine-
tune every single setting. You don't need to go here often, but now you know
that the master control panel is just one shortcut away. You have the power
to explore.

Your Formatting Shortcut Cheat Sheet

I know that was a lot of new shortcuts, but the good news is you've already
learned the hardest ones. You've learned the "one rule" for number
formatting and the "master key" for everything else.

Here is your handy cheat sheet for everything we covered in this chapter.
Bookmark this page. Print it out. Stick it to your monitor. Before you know it,
your fingers will know these by heart.

Table 5-1. Formatting Shortcuts



What You Want to Do PC Keyboard Shortcut Mac Keyboard Shortcut
Text Formatting

Make text Bold Ctrl + B 35 +B

Make text Italic Ctrl + I 3=€ +1

Make text Underlined Ctrl + U F U
Number Formatting

Currency Format Ctrl + Shift + $ A + Shift + $
Percentage Format Ctrl + Shift + % A + Shift + %
Number (Comma) Format  Cyr] , Shift + ! A+ Shift + !
Date Format Ctrl + Shift + # A + Shift + #
The Master Key

1(\)/[1;?1 the "Master” Format  C¢g] 4 1 3 1

Chapter Summary: You're a Designer

Take a moment and look at what you’ve just learned. You're not just entering
data anymore; you're designing.

You can control how your work looks and feels. You know how to use your
"digital pencil case" to make text stand out. You understand the "actor and the
costume" trick for numbers, which is a concept that stumps most people. And
you've even got the "master key" (Ctrl + 1) in your pocket.

You've successfully built your first spreadsheet and filled it with data
(Chapter 4). Now, you've decorated it and made it look professional (Chapter
5).

Your house is built, and it's decorated. It looks fantastic.

Now... it's time to make it smart.

In the next chapter, we're going to tackle the real magic, the very heart of
Excel. We’re going to stop using it as a simple list-keeper and start teaching it
to do the math for us.

Don't be nervous. We made a pact, and I'm sticking to it. If you can add 2+2
on a calculator, you are more than ready for this.

Let's get started.



CHAPTER 6

Letting Excel Do the Math: Your First
Formulas

You know, I promised you that if you could use the basic calculator on your
phone, you were more than ready for this next step. I meant it.

This is the chapter that might make you feel a little nervous. This is the
"math" part. This is where most people look at a spreadsheet, get scared, and
close the program.

But we have a pact, you and I. I promised to be your guide, and you promised
to be curious.

I'm so excited for this chapter, because this is the moment. This is the "Aha!"
moment where Excel stops being a simple, digital notebook and becomes
your new superpower. This is where we stop doing the work and start
teaching Excel to do the work for us.

You’ve already done the hard part. You can navigate, enter data, and make it
look professional. Now, it’s time for the real magic.

The Difference Between Formulas and Functions

Before we can do any math, we have to learn the two ways Excel "thinks." We
need to understand the difference between a formula and a function.

But even before that, I have to teach you the single most important rule in all
of Excel.

The Golden Rule: It All Starts with Equals (=)

Here it is. This is the master key, the "on" switch, the secret handshake.

Every single time you want Excel to calculate something—every single time—
you must start by typing an equals sign (=).

Think of it as the "wake up" command.

If you click on a cell and type 2+2 and press Enter, Excel will just stare at you.
The cell will just show the text 2+2. You've told it to be a notebook, and it’s
being a notebook.

But if you click on a cell and type =2+2 and press Enter, Excel’s eyes light up.
The equals sign tells it, "Stop being a box for text! Get ready to calculate!" The
cell will instantly show the number 4.

This is the number one mistake every beginner makes. From this moment on,
you won't be one of them. If you want Excel to do math, you must start with



Analogy 1: The Recipe vs. The Meal Kit

Okay, so you’ve typed your = sign. Now what? You have two choices for how
to do your math: a formula or a function.

Here’s the easiest way to remember the difference.

A Formula is a Recipe you write yourself. You are the chef. You tell Excel
every single step, from scratch, using mathematical operators.

For example: =A1+A2+A3+A4

A Function is a Meal Kit you order. It's a pre-built, named calculation that
Excel already knows how to do. You don’t need to know the recipe; you just
use the kit's name and give it your "ingredients."

For example: =SUM (A1:A4)

Both of these examples do the exact same thing (add up the numbers in cells
Al through A4), but the function is a much faster, cleaner, and more
powerful shortcut.

Analogy 2: How to "Talk" to Excel (The Grammar)

When you use one of these "meal kits" (a function), you're just giving Excel a
simple, clear command. This command follows the rules of grammar, just

like a sentence.
Let's break down that meal kit: =SUM(A1:A10)

® The = sign is the start of the sentence, the "wake up" command.
¢ SUM is the verb. It’s the action you want to perform (e.g., "add,"
"average," "count").
* The parentheses () are the punctuation. They hold the "what."
* A1:A10 is the noun. It’s the thing you want the verb to act on—in this
case, all the cells from A1 to A10.
So, when you write =SUM (A1:A10), you’re not writing scary code. You're just
writing a simple sentence that says, "Excel, please SUM the numbers in the

range Al through A10."
That’s it! That’s the entire secret.

Writing Basic Formulas (Your First "Recipes")

Let's start by being the chef and writing our own "recipe" (a formula). To do
this, you just need your basic ingredients.

Meet Your Basic Tools: The Four Operators



These are the building blocks of all your math "recipes”. You’ll find them
right on your keyboard.

® + (the plus sign) is for Addition
® - (the minus sign) is for Subtraction
® * (the asterisk) is for Multiplication

e / (the forward slash) is for Division
I want you to pay close attention to that last two. This is your first big
"gotcha" that trips people up. In the world of computers, we don't use the x or
+ keys from a calculator. We always use the asterisk (*) to multiply and the
forward slash (/) to divide.
A Real-World Example: The Potluck List
Remember in Chapter 1 when we talked about using Excel to plan a potluck?
Let's build a small shopping list for it. This will show you the real magic.
1. Open a blank worksheet.
2. In cell Al, type Item. In B1, type Quantity. In C1, type Cost Per Item.
And in D1, type Total Cost.
3. In A2, type Paper Plates. In B2, type 3. In C2, type 4.
4. In A3, type Soda Bottles. In B3, type 5. In C3, type 1.5.
Now, let's make Excel do the math for our Paper Plates. We need to multiply
the Quantity by the Cost Per Item.
Let's build our "recipe" in cell D2.
1. Click on cell D2.
2. Type the golden rule, the "wake up" command: =
3. Now, here’s the secret. Do not type the number 3. Instead, use your
mouse and click on cell B2. Your formula bar will now read =B2.
4. Type the multiplication symbol: *
5. Now, do not type 4. Click on cell C2. Your formula bar will now read
=B2*C2.
6. Press the Enter key.
The number 12 instantly appears in cell D2.
But wait. This is the magic. This is the whole reason we do this. Go back and
click on cell B2 (the Quantity). Change the 3 to a 4 and press Enter.
Watch what happens to cell D2.
It automatically updates to 16.



This is it. This is the core superpower of Excel we promised you back in
Chapter 1. Because you told Excel to multiply the cells (B2 and C2) and not
just the numbers (3 and 4), it creates a living, dynamic link. Change your

data, and the answer updates all by itself.
You've just made your first smart, automated spreadsheet!

D2 v i Jxll =B2*C2
_ A _ B _ ¢ D
1 ltem Quantity Cost Per ltem Total Cost
2 |Paper Plate 4 4 16_
3 .SGda Bottles 5 1.5

Figure 6-1. The Potluck List.

The Five Most Important Functions (The "Fab Five" Meal
Kits)

Okay, writing your own "recipes" is powerful. But what if you have a list of
1,000 numbers? You don't want to type =A1+A2+A3... all the way to A1000.
It's time to use the "meal kits."

Remember our 80/20 rule from the introduction? This is it in action. These
five functions will answer 80% of the questions you'll ever have about a list of
numbers.

Let's create a new practice list. In a blank sheet, click on cell A1 and type
these numbers down the column, one in each cell: 85 92 78 100 85

You've just created a list of test scores in the range A1:A5. Let's use our "Fab

Five" meal Kkits to ask questions about it.
=SUM (The "Add it all up" function)

* The Question: What are the total points scored?
* The Function: =SUM adds up a list of numbers.

* How to use it: In any empty cell (like A6), type =SUM (A1:A5) and
press Enter.
=AVERAGE (The "What's typical?" function)

* The Question: What was the average test score?

* The Function: =AVERAGE finds the arithmetic mean (adds the
numbers and divides by how many there are).



* How to use it: In an empty cell, type =ZAVERAGE (A1:A5) and press
Enter.
=COUNT (The "How many?" function)

* The Question: How many students took the test?

* The Function: =COUNT counts how many cells in a range contain
numbers.

* How to use it: In an empty cell, type =COUNT(A1:A5) and press
Enter.

Now, I have to pause here for a critical "gotcha." Notice I said it counts
numbers. If your list in column A was John, Mary, Priya, and you tried to
=COUNT(A1:A3), Excel would give you a zero (0). This is the point where
most beginners think they’ve broken it. You haven't! Just remember,
COUNT is for numbers. As for text-counting we have to meet its cousin,
which is COUNTA.

=MAX (The "Find the biggest" function)

* The Question: What was the single highest score on the test?
* The Function: =MAX finds the maximum (largest) value in a list.

* How to use it: In an empty cell, type =MAX(A1:A5) and press Enter.

=MIN (The "Find the smallest" function)

* The Question: What was the single lowest score on the test?
® The Function: =MIN finds the minimum (smallest) value in a list.

* How to use it: In an empty cell, type =MIN(A1:A5) and press Enter.

Your "Fab Five" Cheat Sheet

That's it. With those five functions, you can find the total, the average, the
count, the best, and the worst of any number list. Here's a little cheat sheet,
just like the ones from our earlier chapters.

Table 6-1. The "Fab Five" Cheat Sheet

Function Name What It's Called Example Syntax

=SUM The Sum =SUM(A1:A20)
Function



Function Name What It's Called Example Syntax

=AVERAGE The Average =AVERAGE (A1:A20)
Function

=COUNT The Count =COUNT(A1:A20)
Function

=MAX The Max =MAX(A1:A20)
Function

=MIN The Min =MIN(A1:A20)
Function

Shortcut Spotlight: The "Wow" Button

I've saved the best for last. This is one of the most useful, satisfying, and
"wow-worthy" shortcuts in all of Excel.
Your New Magic Wand: Alt + =

Let's go back to our list of test scores (85, 92, 78, 100, 85) in cells A1:A5.
You want to get the total. You could type =SUM(A1:A5). That's our "meal
kit," and it's pretty fast.
But we can do it even faster. We can do it in one second.

1. Click on the empty cell immediately below your list of numbers. In this

case, cell A6.

2. Now, on your keyboard, press and hold the Alt key.

3. While you are still holding Alt, press the equals key (=).
...Just look at your screen.
Before you even let go of the keys, Excel writes the entire SUM formula for
you. You will see =SUM(A1:A5) appear in the cell, with the "marching ants"
(from Chapter 4) already highlighting the correct range. It guessed exactly
what you wanted to do.
All you have to do is press Enter to confirm.
That one shortcut, Alt + = (for Mac users, it's 38 + Shift + T), is your magic
wand for adding up lists. It's the ultimate example of working smarter, not
harder.



Chapter Summary: You're a Calculator!

Take a moment and look at what you just accomplished. You’ve successfully
taught Excel to be your personal calculator.

This was the chapter everyone dreads, and you just sailed through it. You
learned the golden rule (=), the difference between your own '"recipes”
(formulas) and Excel's "meal kits" (functions), and you've already mastered
the "Fab Five" that you will use for the rest of your life.

You've made your spreadsheet smart.

You've entered your data (Chapter 4), you've made it look professional
(Chapter 5), and now you’ve taught it to do the math for you (Chapter 6). You
have conquered the three biggest hurdles.

Right now, your spreadsheet is full of powerful numbers and answers. But
they're still just numbers on a grid. We've taught Excel to do the math. Now,
we're going to make that math smart and unbreakable.

In the next chapter, we’re going to learn the final big concept of Day Two: The
Magic of Cell References. This secret is the key to creating scalable formulas
that never break, even when you copy them.



CHAPTER 7

The Magic of Cell References

In the last chapter, we did something amazing. We taught Excel to be our
personal calculator. You learned the "Fab Five" functions, you wrote your first
formulas, and you made your spreadsheet smart.

You’re probably feeling pretty good, and you should be. You've conquered the
three biggest hurdles: navigating, formatting, and now, basic formulas.

But before we get to the fun stuff—like making the colorful charts I promised
—we have to learn one more secret. This is the last "big" concept, and I'll be
honest with you: it’s the one that separates the casual, everyday Excel user
from someone who is truly confident and in control.

It’s a topic that sounds scary: cell references.

This is the concept that makes most people's brains hurt. But we have a pact,
remember? I promised to be your guide, and you promised to be curious. My
mission in this chapter is to take this "scary" idea and make it simple, visual,
and something you can master in the next 10 minutes.

Ready to add one last superpower to your new utility belt? Let's do this.

Excel's Smartest Trick: The "Treasure Map"

Let's start by revisiting the potluck budget we made in the last chapter. If you
don't have it open, don't worry—let's re-create a small version of it right now.
It'll only take a second.

In a blank sheet, set up this simple list:

* In cell Al, type Item.
* In cell B1, type Quantity.
® In cell C1, type Cost Per Item.

* In cell D1, type Total Cost.
Now, let's fill in a few rows of data:

* Row 2: Paper Plates | 3 | 4.00

®* Row 3: Soda Bottles | 5| 1.50

®* Row 4: Napkins | 2 | 2.50
Okay, now let's write our formula from Chapter 6. Click on cell D2 and type
your "recipe” to multiply the Quantity by the Cost:



=B2*C2

Press Enter. The cell should show 12.00. Fantastic.

Now, what if you want to get the totals for Soda Bottles and Napkins? You
could go to cell D3 and type =B3*C3, then go to D4 and type =B4*C4... but
that's a lot of work.

It's time to use a skill you already have. Remember the fill handle from

Chapter 4? It’s that tiny square in the bottom-right corner of your selected
cell.

Click on cell D2. Move your mouse over that tiny square until your pointer
turns into a thin black cross. Now, click and drag that handle down to cover
cells D3 and D4.

Let go.

...And like magic, the other totals appear: 7.50 and 5.00.

D4 v i Jx  =Ba*ca
_ A _ B . & D
1 Item Quantity Cost Per ltem Total Cost
2 |Paper Plate 3 4.00 12.00
3 Soda Bottles 5 1.50 7.50
4 |MNapkins 2 2.50 5.[]!]_

Figure 7-1. The 'Treasure Map' on the Potluck List.

But how? How did Excel know what to do?

Click on cell D3 and look up at the Formula Bar (your "X-ray vision" from
Chapter 2).

The formula isn't =B2*C2. It's =B3*C3.

Now click on cell D4. The formula bar shows =B4*C4.

Excel was smart enough to change the formula for you as you copied it down.
This is the magic trick.

This default behavior is called a relative reference.

To make this simple, I want you to stop thinking of the formula in D2 as
"multiply cell B2 by cell C2." That's not what Excel is thinking.

I want you to use a "Treasure Map" analogy.

The formula you wrote in D2 is actually a set of directions, a treasure map,
that says:

"From my current location, go two steps to the left (to B2), take that number,
and multiply it by the number you find one step to the left (C2)."



That's it. It's a "relative" set of directions.

So, when you copied that "treasure map" down to cell D3, Excel followed the
exact same instructions from its new location:

"From my current location D3, go two steps to the left (to B3), take that
number, and multiply it by the number you find one step to the left C3."

This is a brilliant, time-saving feature, and 90% of the time, it's exactly what
you want.

But what about the other 10%?

When Smart Gets Confusing: Our First "Broken" Formula

This "Treasure Map" logic is great... until it isn't. Let's see what happens when
this helpful feature backfires. This is a crucial moment, so follow along
closely.

Let's add a sales tax to our potluck budget. This tax is a single, fixed number—
let's say 5%—that applies to every item on our list.

Go to an empty cell somewhere else on your sheet. Let's use cell F1.

In F1, type 5% and press Enter. (Remember our "actor vs. costume" lesson
from Chapter 5? By typing the % sign, you're telling Excel you mean the
number 0.05, and it's already in the right "costume"!).

To keep things tidy, you can even type a label like Sales Tax in cell E1, but the
important part is that 5% is in F1.

Now, let's go fix our formula in cell D2. We want it to calculate the (Total
Cost) plus the (Total Cost * Tax).

Click on cell D2 and press the F2 key (our "edit" key from Chapter 4) to "go
inside" the cell.

Change the formula to this:

=(B2*C2)+((B2*C2) * F1)

A quick note: The parentheses () are like they are in math. They just tell Excel
what to do first. This formula says, "First, find the total (B2*C2), then find
the tax amount ((B2*C2) * F1), and then add them together."

Press Enter. Cell D2 should now show 12.60 (which is $12.00 + $0.60 tax).

It works! We've made a new, better formula.

Now... let's use our favorite time-saving trick. Grab the fill handle on D2 and
drag it down to D3 and D4.

...Uh oh.

What just happened? Cell D3 shows 7.50 and cell D4 shows 5.00.

Those are the old numbers! The tax didn't get added!



Did we break Excel? Did we fail?

No. Not at all. We just found the limit of our "Treasure Map" logic.

Let's be detectives. Click on the broken formula in cell D3 and look at your X-
ray vision Formula Bar.

It says: =(B3*C3)+((B3*C3) * F2)

Do you see it? Do you see the problem?

The "Treasure Map" worked perfectly for B2 and C2—it moved them down to
B3 and C3, which is what we wanted.

But it also moved F1 down to F2.

And what's in cell F2? Nothing! It's empty! Excel treats an empty cell as zero.
So, you just told Excel to calculate the tax as (7.50 * 0), which is zero.

This is the "gotcha." This is the problem that makes most people quit.

But we're not most people. We're going to fix it.

D3 v i fx  =(B3*C3)+((B3*C3)* F2)

_ A . B C D E I & |
1 | Item Quantity Cost Per Iltem Total Cost Sales Tax 5%
2 | Paper Plate 3 4.00 12.60
3 |soda Bottles 5 1.50 7.50]
4 |Napkins 2 2.50 5.00

Figure 7-2. The First "Broken" Formula.
The Solution: Your Formula's "Anchor"

The problem is simple. For our tax rate, we don't want a "Treasure Map." We
need a "GPS Coordinate."

We need to tell Excel, "When it comes to the B and C cells, use your Treasure
Map logic. I want you to move them down as I copy."

"But when it comes to cell F1, I don't want you to move. I want you to always
go back to that exact spot, F1, and only F1."

In Excel, this "GPS Coordinate" is called an absolute reference.

And the way we write it is our new secret weapon: the dollar sign ($).

A normal "Treasure Map" relative reference looks like this: F1

Alocked "GPS Coordinate" absolute reference looks like this: $F$1

Think of the dollar signs as "anchors."

The $ before the F anchors the column.

The $ before the 1 anchors the row.



Together, $F$1 tells Excel, "Lock this cell. Do not ever change this reference,
no matter where I copy this formula."

Let's Fix Our Potluck Budget (A Hands-On Exercise)

Okay, let's put this into practice and fix our broken spreadsheet.

1. First, let's clean up our mess. Click and drag to select the broken
formulas in D3 and D4, and just press the Delete key to clear them out.

2. Now, click back on our original (but flawed) formula in cell D2.

. Press the F2 key to "go inside" and edit the formula.

4. Your formula is =(B2*C2)+((B2*C2) * F1). We know the B2 and C2
parts are good. We want them to be "Treasure Maps."

. But that F1 at the end... that's the one we need to "anchor."”

. Use your arrow keys or mouse to go to the F1 at the end of the formula.
Manually type the dollar signs so it looks like this: $F$1.
7. Your new, perfect, unbreakable formula should now be: =(B2*C2) +

((B2*C2) * $F$1)

8. Press Enter.

Cell D2 still shows 12.60. That's normal.

But now... the moment of truth.

Grab the fill handle on cell D2 and drag it down to D3 and D4.

...Look at that!

It works! Cell D3 now shows 7.88 (7.50 + 5% tax) and D4 shows 5.25 (5.00 +

5% tax).

You did it!

For the final proof, click on cell D3 and look at the Formula Bar.

It says: =(B3*C3)+((B3*C3) * $F$1)

Do you see the beauty of it? The B and C references changed, but the $F$1

reference stayed locked.

You have just created a smart, scalable, and robust formula.

w
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D3 v i fx  =(B3*C3)+((B3*C3)* $FS$1)
_ A B C D E F
1 lteng Quantity Cost Per Iltem Total Cost Sales Tax 5%
2 |Paper Plate 3 4.00 12.60
3 |soda Bottles 5 1.50 7.88]

4 Napkins 2 2.50 5. 2D



Figure 7-3. The Potluck with the Formula's 'Anchor’.
Shortcut Spotlight: The Mighty F4 Key

Now, if you're like me, you're thinking, "That's amazing... but typing those
dollar signs is a pain. It's slow, and I'm worried I'll type $F1$ by accident."
I get it. So, I'm now going to give you the key. The one shortcut that manages
all of this for you. You don't need to memorize the syntax. You just need to
remember this one, beautiful key.
It's the F4 key on your keyboard (it's in the top row, with the "F" keys).
Let's try it. This will change the game for you.
1. Click on cell D2 one last time. Press F2 to edit the formula.
2. Use your arrow keys to put your blinking cursor anywhere inside or right
next to the $F$1 reference.
3. Now, press the F4 key.
...Your reference just changed to F$1.
4. Press F4 again.
...Now it's $F1.
5. Press F4 again.
...Now it's F1 (no dollar signs).
6. Press F4 one more time.
...And you're right back to $F$1.
This is incredible! The F4 key is not just a shortcut; it's an interactive
learning tool.
It's a toggle switch that cycles you through all the possible combinations:

* $F$1 (Absolute: Locks both the column and the row)
* F$1 (Mixed: Locks just the row)
* $F1 (Mixed: Locks just the column)

* F1 (Relative: Locks nothing)
For now, as a beginner, 99% of the time you will only ever need the "full lock"
version: $F$1.
So here's your new, simple workflow:
When you're writing a formula and you click on a cell (like F1) that you know
you don't want to move, just tap the F4 key once.

The dollar signs will appear, your cell will be anchored, and you can move on.
You've just learned how to handle one of the most complex topics in Excel
with a single, simple, repeatable keyboard action.



Your Cell Reference Cheat Sheet

I know that was a big concept, but you followed along and you mastered it.
You turned a "broken" formula into a smart one.

Here’s a simple cheat sheet to help you remember the big idea from this
chapter.

Table 7-1. Shortcut for Cell Reference.

What You Want to Do The Reference Type The Shortcut
Let a reference change when Relative (This is the default)
yOou copy (e.g., F1)

Lock" a reference so it never  Apsolute press F4 once
changes g $F$1)

8 (8@ + T for Mac user)

Cycle through all reference N/A Press F4 (or 3;g +T) repeatedly
types

Chapter Summary: You've Unlocked a New Superpower

You just did it.

You have successfully climbed what I call "Mount Absolute," and you made it
to the top. This concept of relative vs. absolute references is the single biggest
hurdle for new Excel users. It's the one that makes most people give up,
confused and frustrated.

But you didn't. You learned the logic (Treasure Map vs. GPS), you learned
how to spot the "break," and you learned how to fix it. Best of all, you learned
the one-second pro trick—the F4 (or 38 + T) key—to do it all for you.

You can now build smart, scalable, and powerful sheets that don't break when
you copy them. This is a huge step, and you should be incredibly proud.

Okay. Now we're ready.

We've entered our data (Chapter 4), we've made it look professional (Chapter
5), we've taught it to do math (Chapter 6), and now we've made our formulas
smart and robust (Chapter 7).

In the next chapter, we’ll finally do what I've been promising. It's time to
make our data visual. We're going to take all these great numbers and, with a
single click, turn them into the beautiful, colorful charts that everyone loves.



DAY THREE

Organizing and Analyzing Your Data

This is the turning point. After the groundwork of Day One and the building
of Day Two, Day Three is where you stop simply working for Excel and finally
make Excel start working for you. We shift our focus from input and basic
calculation to organization, analysis, and visual communication. By mastering
the concepts in this section, you will move beyond being a spreadsheet user
and step into the role of a data creator and interpreter.

The first key concept you will unlock is the power of the "Format as Table"
Command, which I consider your new Excel superpower. You will learn the
profound difference between a range of data and a true Excel Table. This
feature instantly transforms your data, providing built-in sorting, filtering,
and dynamic range recognition that saves you hours of manual work and
eliminates common errors.

Once your data is housed in a professional Table, you’ll discover the essential
techniques of Sorting and Filtering. You’ll learn how to instantly sort your
lists alphabetically or numerically and how to filter out the noise to see only
the critical information, giving you immediate control and insight over
massive datasets.

Finally, we culminate the day by learning that A Picture Is Worth a Thousand
Numbers through the creation of Charts. You will take the boring, raw rows
of numbers you've built and transform them into beautiful, clear, and
persuasive visual stories. We'll cover the right chart types for the right data,
ensuring your insights leap off the page.

By the end of Day Three, you will no longer be intimidated by a grid of boxes.
You will possess the confidence to organize chaos, perform essential analysis,
and present your findings with clarity and impact. The pact is in effect: you
are becoming a creator.



CHAPTER 8

Your New Superpower: The "Format as
Table" Command

Okay, you made it.

You climbed "Mount Absolute" in the last chapter. You wrestled with the
dollar signs, you mastered the F4 key, and you learned the "Treasure Map"
versus "GPS Coordinate" logic.

I want to be perfectly honest with you: that was the single biggest, most
difficult concept in this entire book. And you did it. I'm proud of you.

Now, as your reward for all that hard work, I'm going to give you a genuine
Excel superpower. I'm going to show you a "magic" button that automates
many of the problems we just learned to solve manually.

For the last seven chapters, we've been working with our data in what's called
a "range." The best way to think of a "range" is as a simple pile of data. It's
just a bunch of cells sitting next to each other on your desk.

In this chapter, I'm going to show you how to turn that "dumb" pile of data
into a "smart," "living" container. In Excel, this "smart container" is what I
call an official Table.

What's So Great About a Table? (And What's So Bad About
a "Range'"?)

Before we build one, you need to understand why this is so important. Let's
talk about the "beginner's sin" that I see everyone (and I mean everyone) do
when they start.

You've built a list, and you think, "I'll just add a blank row here for 'spacing,’
to make it look neater." Or you'll add a blank column to separate things.

This is a huge trap! That blank row is like a brick wall. It stops your Ctrl +
Arrow shortcuts (Chapter 3) cold. And worse, it tells Excel that your data isn't
one single, related list. This can break your formulas and filters, and it's the
number one source of frustration for new users.

An official Table forces you to follow the rules (no blank rows or columns in
the middle), and in return, it gives you superpowers.

Here's what you get.

Superpower #1: It Gives You Instant Professional Formatting



Remember in Chapter 5, when we used the "Fill Color" paint bucket to make
our header row stand out? And now we talk about how professionals use
"banded rows" (alternating colors) to make their data easy to read.

I'm sure you figured out the problem with doing that manually. You'd color
one row, skip one, color one... and then what happens if you insert a new
row? The whole pattern is broken! You have to go back and manually re-color
everything. It's a waste of time.

When you click "Format as Table," Excel does this for you. Instantly. It
applies "banded rows". And here's the magic: if you insert or delete a row, the
coloring fixes itself. Automatically. No more manual work.

Superpower #2: It Gives You Built-in Sorting and Filtering

The moment you create a Table, you'll see little dropdown arrows magically
appear on every single header in your top row.

This is your new data "remote control." You don't have to go to the "Data" tab
or hunt for any buttons. You can now, in two clicks, sort your list
alphabetically from A-Z, or sort by a number from largest to smallest.

You can also "filter" your list. What does that mean? It means you can click
the arrow on your "Item" column and uncheck everything except "Paper
Plates." Excel will instantly hide all the other rows, letting you focus only on
the data you want to see. This is incredibly powerful for organizing big lists.

Superpower #3: It "Thinks" and "Grows" With You (Auto-Expansion)

Okay, this is it. This is the real magic. This one feature is worth the price of
this book alone.

I want you to think back to our potluck budget. What happens when you add
a new item, like "Napkins," at the bottom of your list?

What happens to your "Total" formula, the one that said
=SUM(D2:D4)?..Nothing. It breaks. It's still adding the first three items,
but your new item is in row 5, outside the range. You have to go manually
find that formula and manually update the range to =SUM(D2:D5). Now,
imagine your list has 5,000 rows. This is the problem that makes people quit
Excel.

A Table knows. A Table grows.

When you type "Napkins" in the row immediately below your Table, the Table
automatically expands to include it. The banded rows will appear. The new
item is now part of the Table.

But that's not even the best part. Your SUM formula? Your AVERAGE

formula? Any charts you've made? They all update automatically. You never



have to manually edit a formula range like D2:D5 again. The Table "auto-

expands," and all your formulas just... work.
Superpower #4: It Does the Math for You (The Magic Total Row)

In Chapter 6, we mastered our "Fab Five" functions: SUM, AVERAGE,
COUNT, MAX, and MIN. You know how to write those formulas.

...Now I want you to forget them.

A Table has a feature called the "Total Row". With one click (we'll do this in a
minute), a new row appears at the bottom. And in that row, every cell has a
dropdown menu. You click the dropdown under your "Total Cost" column,
and you can just... choose... "Sum". Or "Average". Or "Count". You don't have
to type a single formula.

And here's a little "pro" secret, and it's a brilliant one. The formula the Table
writes for you isn't even SUM. It's a special "super-formula" called

SUBTOTAL.

Why? Because it's smart enough to work with your filters! (Superpower #2).
If you use a normal SUM formula and then filter your list to only show
"Paper Plates,” your SUM will still show you the total for everything,
including the hidden rows. That's the wrong answer! But the "Total Row" is
smarter. It uses SUBTOTAL, which only adds up the rows you can see. So
when you filter for "Paper Plates," your total automatically updates to show
you the total for just "Paper Plates." This is a massive, wonderful feature that
saves you from making huge mistakes.

Action: Creating Your First Table in Two Clicks

Alright, let's do it. Let's get our first win.

Open up that potluck budget we've been working on. If you don't have it, just

type up a quick list with headers like "Item," "Quantity," and "Cost Per Item."

Make sure you're in a "dumb" range (no colors, no filters).

1. Step 1: Click any single cell inside your pile of data. That's a pro-tip! You
don't need to waste time highlighting the whole thing. Excel is smart
enough to "detect" the rest of your list.

2. Step 2: Go to the Insert tab on the Ribbon.

. Step 3: Click the big Table button.

4. Step 4: A little box will pop up. You'll see the "marching ants"
(remember them from Chapter 4? ) around the data it found. It will also
have one important checkbox: "My table has headers".

5. Step 5: Since you're a pro and you've already labeled your columns
(Item, Quantity, etc.), make sure that box is checked. This is critical.

w



Click OK.
And... you're done. Look at your screen. You have banded rows. You have
filter arrows. You've just given your data a superpower.

________ A B <t b
1 Iltem Cuantity Cost Per Item i
2 |Paper Plate 3 4.00]
3 iS-n-::Ia Bottles 5 1-51}!
4 |Mapkins 2 2.50,
5
& Create Table 7 4
7 | Where is the data for your table?
g [ sasiscsd $||
10 { (] My table has headers
1 ' oK Cancel
12

A B i W,

Nem  Bouwnty  Bcostreriem B
2 |Paper Plate 3 4.00
3 |Soda Bottles ] 1.50
4 | Napkins 2 2.50,
5

Figure 8-1. Creating the First Table.

Shortcut Spotlight: The Ctrl + T Power Move

Okay, you know the mouse is great. But the fastest way, the "pro" way, is with
a keyboard shortcut. This is one of the most useful shortcuts in all of Excel.
First, click Ctrl + Z (our "magic go-back-in-time button" from Chapter 1) to
Undo the table you just made. Let's do it the fast way.

1. Step 1: Click one cell in your data.

2. Step 2: Press and hold the Ctrl key, and press the letter T (you can think

of "T" for "Table"). For Mac user, your shortcut is Control + T.
3. Step 3: The same "Create Table" box pops up.
4. Step 4: Just press the Enter key.
That's it. Cttl + T, Enter. In less than one second, you've transformed a
"dumb" range into a "smart" Table. This is one of those "pro" moves that will
make you feel fast and confident. I use it every single day.



Your New Command Center: The "Table Design"
Contextual Tab

Did you notice it? Click on your new Table. Now look at the very top of your
Ribbon, all the way to the right. A brand-new tab just appeared out of
nowhere, probably labeled Table Design.

This is a "Contextual Tab." We talked about these way back in Chapter 2 —
it's a special set of tools that only appears when you're working on a specific
item (like a chart, or now, a Table). Click away from your Table, and it
vanishes. Click back, and it's there. Very convenient!

On this new "Table Design" tab, I want you to look at a little group of
checkboxes. It's called "Table Style Options".

This is your new control panel. It's not permanent. It's just for toggling things
on and off. Try it:

* Total Row: Check this box. A new "Total" row appears at the bottom.
This is how you turn on Superpower #4.

* Banded Rows: Don't like the alternating colors? Uncheck this. Poof.
Gone. Check it. They're back.

* Filter Button: Uncheck this, and your little filter arrows disappear. (I'd
keep this checked, it's too useful!).

* First Column / Last Column: Check these to make the first or last
column of your data Bold, to make them stand out. It's all just one-click
formatting.

And what about the colors? Don't like the default blue? Look at the Table
Styles gallery on this same tab. You can just hover your mouse over all the
different options—light, medium, dark—and get a live preview. Click one, and
your entire table's "costume" (Chapter 5 ) is updated in a single click. No
more manual fill buckets and font coloring.

To make it even clearer, here's a little cheat sheet.

Table 8-1. The 'Range’vs. 'Table' Cheat Sheet.

Task The Old Way The "Superpower” Way
(A "Dumb" Range) (An "Official Table")

Formatting Manually use the Fill Bucket It's done for you automatically
(Chapter 5) for headers and ('Banded Rows'). Change the entire

every other row. Must re-do all ~ look with one click in the "Table
work if you insert a row. Design' tab.



Task The Old Way The "Superpower" Way

(A "Dumb" Range) (An "Official Table")

Adding New Data Type the data. Go back and Just type the data. You're done. The
manually find and update all table 'auto-expands,' and all
your formulas to include the formulas update automatically. No
new row. Hope you don't miss manual work.

one!

Check the 'Total Row' box and
select 'Sum' from the dropdown. It

Calculating a Total Manually click a cell and type a

formula like =SUM(D2:D10). even works with your filters!

Sorting/Organizing Select your data, go to the 'Data’  It's built-in. Just click the filter
tab on the Ribbon, find the 'Sort' arrow on the header you want to
button, and follow the steps. sort. Done.

Growing Your Table: How to Add Rows and Columns

Since we are talking about how dynamic Tables are, you might be wondering:
"What happens if I need to add more data later?"

With a "dumb" range, inserting space can be a pain. But a Table is designed to
grow with you.

Adding a Column: Just click the empty cell immediately to the right of your
table headers. Type your new header name and press Enter. The Table
automatically expands sideways to include it.

Adding a Row: If you simply want to add more data, usually you just type in
the row below your table, and the table expands to catch it.

But here is a "gotcha" that drives beginners crazy.

If you have the Total Row turned on (which we just discussed), it acts like a
hard "floor" for your table. You cannot type below it to add new records.

Do not panic. You don't have to turn the Total Row off and on again. Use this
"Pro" shortcut instead:

1. Click on the very last data cell of your table (this is the bottom-right
cell, exactly where your last column meets your last row, just above the
Total Row).

2. Press the Tab key on your keyboard.

Excel will instantly insert a brand-new, clean row for you and push the Total
Row down. It’s seamless, and your formulas stay perfectly intact.

Chapter Summary: You've Built a True Database

Take a moment and look at what you've done. You didn't just "make it pretty."
You've done something far more important. You've graduated from making
"lists" to building a "database."



That sounds like a scary, technical word, but it's not. It just means you've
given your data structure. You've told Excel, "This isn't just a random pile of
cells. This is a single object. This is my 'Sales' data. This is my 'Potluck’ list."
By doing this, you've solved 80% of the problems that make other people give
up on Excel. And most importantly, you've set the stage for the really fun
stuff. All the most powerful features in Excel—like the PivotTables and
dashboards we'll get to later—require your data to be in a structured Table.
You've just built the foundation. You are so ready for what's next.



CHAPTER 9

Sorting and Filtering: Finding What You
Need, Fast

In the last chapter, you did something truly amazing. You took your "dumb"
pile of data and, with one shortcut (Ctrl + T), you gave it a superpower. You
turned it into a smart, official Excel Table.

And you probably noticed the second you did it, little dropdown arrows
magically appeared on all your headers. I told you this was your new "remote
control" for your data.

Well, this chapter is where we finally get to use that remote control.

Up until now, we've just been putting data into our spreadsheet. Now, we're
going to learn how to ask our data questions. And you really only have two
main ways to do that: sorting and filtering.

® Sorting is just arranging. Think of it like organizing your music library.
You can sort it by Artist (A-Z), or by Album (A-Z). You still have all the
same songs; you've just changed the order you're looking at them in.

* Filtering is all about focusing. It's like asking your music library to only
show you the songs from your favorite artist. All the other songs aren't
deleted—they're just temporarily hidden so you can focus on what you
want.

We're going to learn how to do both. By the end of this chapter, you'll be able
to make a list of 10,000 items feel as simple and manageable as a list of 10.

Sorting Your Data: Putting Everything in Its Place

Let's start with the first one. Sorting is the simple process of arranging your
data in a meaningful order.
Because you're a pro now and you're using an official Table, sorting is
laughably easy. The fastest way is to just use that "remote control" we just
talked about.
Let’s put this to the test using the Potluck Budget table you built in Chapter
8.
Right now, your list might just be in the random order you typed it. But let’s
say you want to quickly check if you already added "Napkins" or if you missed
them.

1. Click the little filter arrow on the Item header.



2. Click Sort A to Z.
Your table instantly reshuffles. "Napkins" jumps to the top, followed by
"Paper Plates" and "Soda Bottles."
That's it. You're done. Your entire table shuffles, keeping all the rows
together, to put that one column in perfect order.

A B C D
L Item mﬂ;uantity - Cost Per ltem ¥
2 |Napkins 2 2.50
3 |Paper Plate 3 4.00
4 |Soda Bottles 5 1.50,

3

Figure 9-1. The 'Item' Sorting.

You can also do this using the "classic" method. Just click any single cell in
the column you want to sort. You don't need to waste time highlighting the
whole column; Excel is smart enough to know what you mean. Then, go to
the Data tab on the Ribbon and click the big A-Z (ascending) or Z-A
(descending) button.

If you're in a Table, it just works. But if you're not... you might fall into a trap.

A Critical Warning: The Beginner's Trap That Scrambles
Your Data

I need you to pause for a second. We're about to cover the single most
dangerous mistake a new Excel user can make. I'm telling you this because
we have a pact, and I don't want you to ever feel the pain of "scrambling" your
data.

Imagine you don't have a Table. You just have a "dumb" range of data,
like we used to make.

You decide you want to sort the "Last Name" column. So, you do what seems
logical: you highlight all last name in column B. Then you go to the Data tab
and click Sort A-Z.

_ A _ B C
First Name Last Name Email
John Smith john.smith@email.com

1

2

3 |Mary lones mary.jones@email.com
4 | Priya Sharma priya.sharma@email.com
5



Figure 9-2 Your "Dumb" Range of Data
Excel will stop you. It will pop up a Sort Warning box that says, "Microsoft
Excel found data next to your selection... What would you like to do?".
You'll see two options:
1. Expand the selection
2. Continue with the current selection

A B C D
1 |First Name Last Name Email
2 |John Smith john.smith@email.com
3 |Mary lones mary.jones@email.com
4 |Priya Sharma _priya.sharma@email.mm
5
6 Sort Warning
7 : G : o
Microsoft Excel found data next to your selection. Since you have not selected this data, it will
8 not be sorted.
9
10 What do you want to do?
11 (@ Expand the selection:
12 O Continue with the current selection
13
14 Sort Cancel
15

Figure 9-3 The Trap That Scrambles Your Data

This is the trap. Continue with the current selection sounds exactly like
what you just asked it to do. You're thinking, "Yes, I want to continue with my
current selection, which is column B."

I'm telling you right now: Continue with the current selection is the
'scramble my data' button. It will do exactly what you told it, and only
what you told it. It will sort only data in column B, leaving columns A and C
exactly where they are.

Look at what happens to our list:



A B C

First Name Last Name Email

1

2 |John Jones john.smith@email.com

3 |Mary Sharma mary.jones@email.com
4 |Priya Smith priya.sharma@email.com
5

Figure 9-4 The Nightmare with ‘Scramble’ Button

Your list is now a disaster. "John" is now matched with the last name "Jones,"
but he still has "john.smith@email.com" next to him. The connections are
broken, and the data is permanently jumbled.

It's a nightmare, and our magic Ctrl + Z undo button might not even save
you if you don't notice it right away.

You must always choose Expand the selection. This is what the outline
calls the "Sort Sheet" method. It tells Excel, "Yes, I clicked on column B, but
please be smart and keep the entire row together.".

And now... this is why I was so excited to show you "Format as Table" in
Chapter 8. An official Table prevents this trap from ever happening. A
Table knows it's a single, connected set of data. It will never give you this pop-
up. It will never let you sort just one column. It's your ultimate safety net.

Sorting on a Deeper Level: The Multi-Level Sort

The simple A-Z sort is great, but real-world data is rarely that simple.
Sometimes, you have a more complex question that a single column can't
answer.

Let's look at this list of employees. We have a mix of departments, and the
names are currently in no particular order:



A B C

{Jl First Name -Last Name HDepartment -
5 |John Smith Sales

3 :Alice Brown Finance

4 .Ecb Jones Finance

5 :Charlie Davis Sales

6 .E’I.-'E Wilson HR

7 |David Miller Finance

Figure 9-5 The Employee List
If you just sort by Last Name, you’ll get an alphabetical list of people, but the
Departments will be all mixed up.
If you just sort by Department, all the "Finance" people will be grouped
together, but their names will be in a random jumble.
What if you want the best of both worlds? What if you want to see your
employees grouped by Department (A-Z), and then, within each
department, sorted by their Last Name (A-Z)?
This is called a multi-level sort, and it’s easier than you think.
1. Click any single cell inside your Table.
2. Go to the Data tab on the Ribbon and click the big Sort button (the one
with the multiple A-Z arrows, not the small single ones).
3. The Sort dialog box opens. This is your command center.
4. First Level: In the first row, under Sort by, choose "Department".
Leave the Order as "Ato Z".
5. Second Level: Now, we add our hierarchy. Click the Add Level button
at the top left of the box.
6. A new row appears. Under Then by, choose "Last Name".
7. Click OK.
And just like that, Excel creates order from the chaos:

* Finance comes first. And look closely: inside the Finance group, Brown
(Alice) is listed before Jones (Bob) and Miller (David).

* HR comes next with Eve Wilson.

* Sales comes last. And within Sales, Davis (Charlie) is properly sorted
before Smith (John).



You just told Excel to respect a hierarchy, and it followed your instructions
perfectly.

And just like that, Excel does exactly what you asked. You'll see all the
"Finance" employees grouped together, followed by all the "HR" and "Sales"
employees. And within that "Finance" group, you'll see the names are now in
perfect alphabetical order by last name.

A B C
1 Lnst WET T u[}epartment
5 |Alice Brown Finance
3 .Ech Jones Finance
4 :David Miller Finance
5 .Eve Wilson HR
g Charlie Davis Sales
7 .John Smith Sales

Figure 9-6 The Employee List with Multi-Level Sort

Filtering Your Data: Focusing on What Matters

Now we're moving from arranging to focusing.

Remember our analogy? Filtering is how you tell Excel, "I have 10,000 songs,
but I only want to see the ones by my favorite artist."

Filtering is the process of temporarily hiding rows that do not meet your
criteria, so you can focus only on the data that is relevant to your current
question.

I want you to pay close attention to that word: hiding. When you filter, your
data is not deleted. It's just out of sight for a moment. You can always bring
it back in one click.

How do you know a filter is active? Look at the row numbers on the far left of
your screen. When a filter is on, you'll see them turn blue and "skip" (e.g.
Figure 9-7: 1, 2, 4, 5, 8...).

How to Use Your Filter Arrows (Basic Filtering)

Let's use our Table's "remote control" on the Employee List. This is the
method you'll use all the time.

Let's say you are the manager of the Finance department. You don't need to
see the folks from Sales or HR right now; you just want to see your own team.



[y

Click the filter arrow on the Department column header.
2. A menu opens with a list of every unique department (Finance, HR,
Sales).
3. At the top, you'll see a checkbox for Select All. Your first step is to
"empty the sifter." Click the Select All box to uncheck everything.
4. Now, "pick what you want to keep." Click the checkbox next to Finance.
5. Click OK.
Instantly, your table shrinks. You will now see only Alice Brown, Bob
Jones, and David Miller. John, Charlie, and Eve are hidden.
And if you look at the Department header, you'll see that the little arrow has
turned into a tiny funnel icon. That's your visual clue that this column is
currently active and filtering your view.

A B C D
1 Last Name u[}epartment T
5 |Alice Brown Finance
4 |Bob Jlones Finance
5 |David Miller Finance
o
8

Figure 9-7 The Employee List with 'Finance' Filtering

A Peek at a Deeper Power: Text and Number Filters

The checkbox method is perfect for short lists. But what if your list grows?
What if you have 50 different items for your potluck, or a business inventory
with 2,000 unique products?

You don't want to scroll through a tiny list of checkboxes to find what you
need.

This is where you can use Excel's built-in "search" filters. To see this in
action, let's look at our expanded Potluck Budget table:

Table 9-1 The Expanded Potluck List

Item Quantity Cost Per Item Total Cost
Paper Plates 3 $4.00 $12.00
Soda Bottles 5 $1.50 $7.50
Napkins 2 $2.50 $5.00
Plastic Forks 4 $3.00 $12.00



Item Quantity Cost Per Item Total Cost
Fancy Paper Plates 2 $6.00 $12.00
Chips (Large Bag) 5 $4.00 $20.00

Example 1: Text Filters
Let's say you want to see every type of "Plate" we are buying, but you don't
want to manually hunt for "Paper Plates" and "Fancy Paper Plates" separately.
1. Click the filter arrow on the Item header.
2. Instead of using the checkboxes, hover your mouse over the Text Filters
option.
3. Anew menu flies out. Choose Contains....
4. A box will pop up. Just type "Plate" and click OK.
Excel will instantly analyze the text and show you only the rows for Paper
Plates and Fancy Paper Plates. It found the word "Plate" regardless of
where it was in the cell.

A B C D
1
2 Paper Plates 3 S4.00 $12.00
6 'Fancv Paper Plates 2 $6.00 $12.00 r

8 4
Figure 9-8 The Text Filters

Example 2: Number Filters
This works for math, too. Imagine you are reviewing your budget and you
want to see the expensive items—anything that costs $5.00 or more per
item.

1. Click the filter arrow on the Cost Per Item header.

2. Hover over Number Filters. A menu flies out with logical options like

Equals, Greater Than, and Between.

3. Choose Greater Than Or Equal To....

4. A box pops up. Type "5" and click OK.
Instantly, your list is filtered. Excel hides the cheaper items (Soda, Napkins,
Forks, Paper Plates) and shows you only the Fancy Paper Plates ($6.00).
You won't need these every day, but knowing they are there gives you the
power to handle massive lists with ease.



6 | Fancy Paper Plates 2 S6.00 $12.00
8

Figure 9-9 The Number Filters

Shortcut Spotlight: Filter Power Shortcuts

You know I love a good shortcut. Moving your hand from the keyboard to the
mouse to click those tiny arrows costs you time. These "pro moves" will help
you stay on the keyboard and work fast.

Ctrl + Shift + L. (The Filter Toggle)

This is your "on/off" switch for filters. If you have a "dumb" range (not a
Table), click anywhere in it and press Ctrl + Shift + L. It will add the filter

arrows to all your headers. Press it again, and it removes them. This is also a
great way to clear all filters in a range at once.

Shift + Alt + | (The Menu Opener)

This is the one I use all the time. Instead of grabbing your mouse, just use
your arrow keys to move to the header cell you want to filter (e.g., "Region").
Press and hold Alt, then press the Down Arrow key. The filter menu
instantly opens for you. No mouse required.

E (The Search Box Jumper)

This one is a true "pro" move and a huge time-saver. You'll love this.
Normally, after you press Shift + Alt + | to open the menu, you'd have to

press your down arrow key 7 or 8 times to get to the (Search) box at the top of
the list.

Forget that. Just press Shift + Alt + | to open the menu, and then, as a
separate key, press the letter E. Your cursor will instantly jump to the
(Search) box. You can just start typing the item you want to find.

The full combo is: Shift + Alt + | (open), then E (search). It's a beautiful,
fast, two-step move.

Your Filter Power Cheat Sheet

Here's a little cheat sheet to help you remember those.
Table 9-2 Excel Table Filter Shortcuts

What You Want to Do PC Keyboard Shortcut Mac Keyboard Shortcut
Format as Table (Chapter 8) Ctrl + T AT




What You Want to Do PC Keyboard Shortcut Mac Keyboard Shortcut
Add or Remove Filter Arrows Ctrl + Shift + LL 8% +Shift + F

Open the Filter Menu Shift + Alt + l« Shift + Option . l

Jump to the Search Box

E (after menu is open) E (after menu is open)

Chapter Summary: You're an Organizer

Take a moment and look at what you've just learned. You're not just staring at
a wall of data anymore. You can talk to it. You can ask it questions.

You know how to arrange your data (sorting) and, more importantly, how to
focus it (filtering) to find the exact answer you need, fast.

Best of all, you've learned to spot and avoid the #1 most dangerous trap that
scrambles data for new users. You've reinforced your "Table" safety net and
truly become the master of your data.

You've built your spreadsheet, you've made it smart, and now you can
organize it. There's just one more step to becoming a true Excel pro... In the
next chapter, we're going to take all these numbers and answers and turn
them into beautiful, colorful charts. It's time to make your data visual.



CHAPTER 10

A Picture Is Worth a Thousand
Numbers: Creating Charts

Welcome back! In the last few chapters, you’ve done the heavy lifting. You’ve
learned to build your spreadsheet into a smart, official Table (Chapter 8) and
organize it with sorting and filtering (Chapter 9). You’ve even taught it to be
your personal calculator (Chapter 6).

Now, it’s time for the payoff. This is the chapter where we learn Excel's other
great superpower, the one we talked about in our pact back in Chapter 1: it
draws pictures of your numbers.

This is the fun part. It’'s where we take all those rows of boring, plain data
and, in just a few clicks, turn them into a colorful, simple picture that you can
understand in a single glance. We're going to stop just collecting data and
start showing what it means. We're going to learn how to tell a story.

Choosing the Right Chart: Your Three Basic Tools

Before we start, we need to learn our way around our new toolkit. Picking the
right chart is like picking the right tool for a home project. You wouldn't use a
hammer to cut a piece of wood, right? Same thing here.

Excel has dozens of different chart types, from radar to bubble to surface
charts. It can be completely overwhelming. But we have a pact, you and I. We
are going to ignore all the weird, complicated ones and master the "big three"
that you will use 80% of the time in your real, everyday life.

The Column or Bar Chart: Your "Ruler" for Comparisons

This is the most common and useful chart you'll ever learn. A column chart
(with vertical bars) or a bar chart (with horizontal bars) is used to compare
distinct values or categories.

Simple Analogy: Think of a column chart as a simple "who is tallest?"
contest. It's like lining up your different items and using a "ruler" to
instantly compare them at a single glance. It’s a "snapshot" of your data,
frozen in time.

When to use it: Use this chart when you want to compare discrete
categories. For example, comparing sales figures for several different
products.



Practice Data Example: Imagine you run a small bake sale. You want to
see which item was the most popular. Your data looks like this:
Table 10-1 Bake Sales Records

Item Quantity Sold (units)
Cookies 45
Brownies 32
Cupcakes 28

A column chart is perfect for this. It will give you three separate bars, and
you'll instantly see that the "Cookies" bar is the tallest. It answers the
question, "Which one sold the most?"

The Line Chart: Your "Storyteller" for Trends

A line chart connects a series of data points with a line. This is a very specific
tool, so listen closely.

Simple Analogy: Think of a line chart as a "connect-the-dots" puzzle. As
you connect the points, you reveal a picture—a story. That story is your
trend. It shows the "journey" or "evolution" of your data over time.

When to use it: You should use a line chart only when you are tracking a
value over a continuous period of time—like days, months, or years. The
horizontal line at the bottom (the X-axis) should almost always be a date.
Practice Data Example: Let's say you're tracking your new houseplant's
growth. Your notebook might look like this :

Table 10-2 Houseplant's Growth Tracking

Week Height (cm)
Week 1 5

Week 2 o]

Week 3 11

A line chart is the only right choice here. It will show a single line sloping
upwards, instantly telling the "story" that your plant is growing steadily.

The Pie Chart: Your "Pizza" for Proportions

A pie chart is probably the most famous chart of all. It shows the proportional
contribution of different parts to a whole, where all the slices add up to 100%.
Simple Analogy: This one is easy. It's a "pizza!" Each slice shows you how
much of the whole pizza you're getting. You use this chart when you want to
ask, "What piece of the pie does each category have?"



When to use it: Use this only when you have one set of data (what Excel
calls a single "data series") and you want to show how it's broken down into
percentages.

Practice Data Example: This is the classic tool for a simple monthly
budget. Your monthly spending might look like this:

Table 10-3 Monthly Expenses

Category Amount
Rent $800
Groceries $300
Savings $200

A pie chart will instantly show you that "Rent" is the biggest "slice" of your
budget, and "Savings" is the smallest. It's perfect for seeing your budget "at a
glance."

A Friendly Warning: The "Too Many Slices" Problem

Okay, time for a "guide" moment. As your guide, I have to give you one
crucial warning about pie charts. We have a pact, and I can't let you fall into
this trap.

People love to use pie charts, but they are the most misused chart in the
world.

The problem is simple: our brains are not good at comparing the size of
triangular slices. If you have more than, say, five to seven slices, the chart
becomes a confusing, colorful mess, and it's impossible for anyone to tell
which slice is actually bigger.

Adding 3D effects makes it even worse! This is what data experts call a
"grotesque chart". The 3D angle can make smaller slices in the front look
bigger than larger slices in the back, which is a great way to lie with data—the
exact opposite of what we're trying to do.

Here's the solution: If your pie chart has too many slices, it's a clear sign you
should be using a Column Chart instead. It is much easier to compare the
heights of bars. If you absolutely must use a pie chart, you can group all the
tiny, unimportant slices into one single slice and just call it "Other".

Here is a simple cheat sheet to help you remember.

Table 10-4 How To Choose The Right Chart

What You Want to Do The Chart to Use Simple Analogy

Compare different items (e.g., Sales by Column Chart The "Ruler" (Who is tallest?)
Product)




What You Want to Do The Chart to Use Simple Analogy

Show a trend over time (e.g., Growth Line Chart The "Storyteller" (Connect-the-
per Week) dots)

Show parts of a whole (e.g., Budget Pie Chart The "Pizza" (What's my slice?)
Breakdown)

Your First Chart: The Magic 3-Step Process

Ready to make one? You are going to be shocked at how easy this is. It's not a
scary, 20-step process. It's three simple steps. That's it.
Let's use our Bake Sale data from before:

1. Select Your Data: Click on cell A1 ("Item") and drag your mouse to

highlight all your data. Here’s a pro-tip: Make sure you include the
headers (the labels at the top, like "Item" and "Sales")! This tells Excel
what to label everything so you don't have to.

2. Navigate to the 'Insert' Tab: Click the "Insert" tab on the Ribbon.

You’ll see a whole section called "Charts".

3. Click the Chart You Want: Since we're comparing items, we'll use a

column chart. Click the little icon for a column chart. Then a chart
instantly appears on your sheet.

And that's it! You're done. You just made your first chart.

File Home Insert Draw Page Layout Formulas Data Review View Help
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A B C D
1 |Item Quantity Sold (units)
> |Cookies 45
5 |Brownies 32
4 |Cupcakes 28
5

Figure 10-1 Your Selected Data to Insert Chart
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Figure 10-2 The "Picture” of Your Sales

Your AI-Powered Safety Net: The "Recommended Charts" Button

Remember our pact? We stick to the useful, 80/20 stuff. What if you forget
everything I just told you about choosing the right chart? What if you're
staring at your data and you just freeze?

Don't worry. Excel has a magic "safety net" button for you.

It's called Recommended Charts, and you'll find it on the "Insert" tab, right
in the Charts group.

This isn't just a gallery of pictures. It's an Al-driven tool. When you select
your data and click this button, Excel's "AI" scans your selected data. It looks
at the shape of your data (is it text and numbers, like our bake sale? Is it
dates and numbers, like our plant growth?) and then gives you a list of
suggested charts that are appropriate for that data.

It’s like having an expert looking over your shoulder. For a beginner, this
feature is a lifesaver because it takes all the guesswork out of the process.



Insert Chart

‘Recommended Charts | All Charts

hsanty Sold unis) Clustered Column

Quantity Sold (units)
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A clustered column chart is used to compare values across a few categories. Use it
e when the order of categories is not important.

0K Cancel

Figure 10-3 Recommended Charts

Customizing Your Chart to Tell a Story (The Fun Part!)

You've made a chart. Congratulations! But right now, it's just a default,
boring, blue-and-gray chart. We're about to do the fun part: decorating.

And I need to share a huge secret with you, maybe the most important one in
this chapter: a chart is not an objective display of data; it is an
opinion.

The default chart just shows the facts. But you are the storyteller. Every
choice you make from this moment on—the title you write, the colors you
use, the labels you add—is an "editorial decision" that guides your viewer's
eye and tells them what's important. You're not just a data enterer; you're a
designer.



Meet Your "Pop-Up Toolkit": The Chart Design and Format Tabs

The moment you click on your new chart, I want you to look at the Ribbon.
You'll see two new "contextual tabs" appear out of nowhere, usually labeled
Chart Design and Format.

Don't panic! This is a good thing. Excel isn't broken. Think of these as a
special "pop-up toolkit" that only appears when you're working on your chart.
It keeps your main Ribbon clean and "uncluttered." Click off the chart, and
they disappear. Click on it, and they're back.

Here is the simple way to remember the difference:

* Chart Design is for the Big Picture. Use this tab to change the entire
look and feel. You can change the overall style (like adding a dark
background), the color palette, or even swap to a different chart type (e.g.,
from Column to Bar).

* Format is for the Tiny Details. Use this tab to change one specific

thing. You want to change the color of one bar? Or make one word in your
title bold? That's what the Format tab is for.

Essential Customizations (Your Storytelling Tools)

A default chart is confusing. It just says "Chart Title," and the axes are a
mystery. We're going to fix that with three essential customizations.

The easiest way to find all of these is to click your chart and look for the little
plus sign (+) that appears on the right. This is your "Chart Elements" menu.
1. Changing the Chart Title (Your "Headline")

A title like "Chart Title" or " Quantity Sold (units)" is boring and unhelpful.
Your title is your "headline". It should tell the main story.

® The Fix: Don't just call it "Bake Sale." Call it "Cookies Were the Clear
Winner."

* How-To: Just click on the "Chart Title" box and start typing. Or, click the
+ button and check the box for Chart Title.
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Figure 10-4 Plus Sign for Your Customizations

2. Adding Axis Titles (The "What Am I Looking At?" Labels)

Your chart shows bars with numbers like 10, 20, 30... 50. Is that 50 dollars?
50 million? 50 people? Without labels, no one knows. You must label your
axes.

¢ The Fix: Add labels for both the vertical and horizontal axes.

® How-To: Click the + button and check the box for Axis Titles. New text

boxes will appear. Click on them to label your vertical (Y) axis (e.g.,
"Number Sold") and your horizontal (X) axis (e.g., "Bake Sale Item").
3. Adding Data Labels (The "Exact Numbers")

Sometimes, you want people to know the exact number without having to
guess by looking at the axis.
* The Fix: Add Data Labels.

® How-To: Click the + button and check the box for Data Labels. The

exact numbers (45, 32, 28) will appear right on top of your bars. This gives
your chart ultimate clarity.

The Pro-Move: Using Color to Make Your Point

This is my favorite storytelling trick. By default, all your bars are the same
color. That's democratic, but it's not good storytelling. Your job is to tell the



viewer what's important. The fastest way to do that is with color.
Let's highlight our "Cookies" bar to show it was the winner. A lot of beginners
get stuck here. They click the bars, change the color, and all the bars change.
Here is the secret "click-then-click-again" trick.
1. Click once on any of the bars (e.g., the "Cookies" bar). You'll see that all
the bars are now selected.
2. Pause. Now, click again on only the "Cookies" bar. You'll see that it is
now the only one selected.
3. Go to the Format tab (your "tiny details" toolkit!) or right-click. Choose
"Shape Fill" and pick a bright, different color, like green.
Instantly, you've made a "dumb" chart smart. You've told a story. You're not
just showing data; you're presenting an insight. This one move is an act of
persuasion.

Cookies Were the Clear Winner

a0 45
40
30 238
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Number Sold
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Cookies Brownies Cupcakes

Bake Sale Item

Figure 10-5 Your First Insight Presentation

Shortcut Spotlight: How to Make a Chart in One Second

You know I love a good shortcut. We've been using the mouse, but for our
final "80/20" trick, I'll show you how to create a chart with a single keystroke.
This is the fastest way to get your first look at the data.



¢ Alt + F1 (The "Embedded" Chart): Select your data (or just click one cell
inside it), and press Alt + F1. Excel will instantly create its default chart

(usually a column chart) and place it as an object on your current
worksheet. This is my favorite, and I call it the "dashboard" shortcut,
because you see the chart right next to the data.

® F11 (The "Presentation" Chart): Select your data and press F11. This is

different. Excel will create the default chart on a brand-new, separate
worksheet that is dedicated only to that chart. This is the "presentation”
shortcut, perfect for when you want to show someone a big, full-screen

visual.
Table 10-5 Shortcut for Creating Your Chart
What You Want to Do PC Keyboard Mac Keyboard
Shortcut Shortcut
Create a chart on your current Alt + F1 Fn + =+ F1
sheet
Create a chart on a new sheet F11 Fn + F11

Chapter Summary: You're a Storyteller

Take a moment and look at what you’ve just learned. You've officially
mastered the third and final superpower of Excel: drawing pictures of your
numbers. You're not just a data enterer anymore. You're not just a calculator.
You're a designer and a storyteller.

You've learned how to take a confusing wall of data and turn it into a simple,
clear "opinion" that anyone can understand. You know how to pick the right
tool (Column, Line, or Pie), how to use your "Al safety net" (Recommended
Charts), and how to "pop the hood" to customize every detail.

You've come so far, and I'm incredibly proud of you. You now have the
complete foundational skillset. In the last section, we’re going to put all these
skills together—your Tables, your formulas, and your new charts—to build
your very first dashboard.



DAY FOUR

Sharing Your Masterpiece

Congratulations on reaching Day Four! The heavy lifting—the data entry, the
formula mastery, the chart creation—is now complete. You have successfully
built a smart, useful, and professional-looking spreadsheet that represents a
significant personal accomplishment. Now, it's time to transition your
creation from a personal project on your screen to a professional asset ready
for the real world.

This day of our journey focuses on the crucial yet often-overlooked skills of
presentation and distribution. It doesn't matter how brilliant your analysis is
if you can't share it effectively or print it clearly. Day Four is dedicated to
ensuring your masterpiece is seen exactly as you intended, whether that's on
paper or digitally.

We will focus on two major areas:

Getting It Ready for the Real World: Printing - You'll learn the essential steps
to create a clean, professional printout. Excel worksheets are notoriously
difficult to print, often spanning multiple, messy pages. We’'ll cover how to
use Page Layout settings to control margins, define the Print Area, ensure
your headers repeat, and scale your data perfectly to a single page, saving you
paper and frustration.

Saving and Sharing Your File - In an age of digital collaboration, knowing how
to save your file in the correct format for different purposes is key. We'll
explore the difference between saving as an editable xIsx file for
collaborators and exporting to a secure, universal format like PDF for final
presentation. You will also learn best practices for file naming and
organization, guaranteeing that your valuable work can be backed up and
shared seamlessly with anyone, anywhere.

By the end of today, you will have completed the full cycle of spreadsheet
creation: from blank grid to functional model to a beautifully presented and
shareable final product.



CHAPTER 11

Getting It Ready for the Real World:
Printing

If you're feeling a little nervous about this chapter, I don’t blame you.
Printing is, without a doubt, the single most frustrating part of Excel for most
people.

Here’s the problem, and it’s not your fault: on your screen, Excel is a magical,
infinite digital grid. You can scroll down for over a million rows and right for
thousands of columns. But a piece of paper in your printer is finite. It’s a very
strict 8.5 by 11 inches. And the process of trying to shove that infinite grid
onto that finite page is where everything breaks.

You've probably already felt this pain. You hit "Print," and your beautiful,
one-page report comes out as 14 pages of wasted paper, with one random
column sitting all by itself on the last page. It’s maddening, and it makes you
feel like you failed.

Forget the frustration. You don’t need to learn dozens of complex settings.
We will focus on the most practical and essential tricks—the ones that will
guarantee a perfect, professional printout every single time. This chapter is
our "don't waste paper" guide.

The All-Important Print Preview: Your "Don't Waste
Paper" Safety Net

Before we do anything else, I need you to make me a new promise. From this
day forward, you will never just hit the "Print" button without looking at the
Print Preview first.

This is the cardinal rule of printing.

Think of Print Preview as the ultimate "dress rehearsal” for your document.
It’s a 100% accurate, to-scale preview of exactly what will come out of your
printer. It’s your safety net. It’s the place where you’ll instantly see, "Oh,
that's not right" before you waste paper, ink, and your own sanity.

The best part is that in modern Excel, this "preview" screen is also your
"command center" for fixing all the problems you see.

The master shortcut to get there is holding down the Ctrl key (our old helper

friend!) and pressing the letter P.
Ctrl + P (for Mac users: 38 + P)



This command opens the all-in-one Print screen. On the right side, you’ll see
your live preview. On the left side, you’ll see all your tools for taming the
printout.

From now on, Ctrl + P is your one and only gateway. You’'ll hit it, you'll look

at the preview, and if it's a mess, you'll use the settings right there to fix it.

Common Page Setup Adjustments: The "Big Three'" Quick
Fixes

When you land on that Print Preview screen (after pressing Ctrl + P), you’ll
see a handful of settings. Most of them you can ignore. And 99% of all
printing problems can be solved with just these three settings, in this order.

1. Orientation (Portrait vs. Landscape)

This is your first and most important choice. It’s simply asking, "Which way
should the paper face?". By default, Excel is set to Portrait, which is taller
than it is wide. But most Excel sheets are wide, not tall. The second option is
Landscape, which is wider than it is tall.

To make this simple, just think of the art world :

® Portrait: Use this for lists that are long (many rows, few columns). A

perfect example is a long list of names, an inventory sheet, or a simple
budget.

* Landscape: This is the one you’ll use most often in Excel. Use it when
your data is wide (many columns, fewer rows). This is essential for
budgets with 12 months, project timelines, or any sheet with lots of
columns.

2. Margins (Giving Your Data Breathing Room)

The margins are simply the blank, empty space between your data and the
edge of the paper. By default, Excel uses "Normal" margins.

But right below that setting, you’ll see an option called Narrow.

This should be your second fix. After you've switched to Landscape, if you see
that one pesky column is still getting cut off and pushed to Page 2, try
changing your margins from "Normal" to "Narrow." This just gives you more
printable area on the page. That tiny bit of extra space is often all you need to
pull that "orphan" column back onto the page.

3.Scaling (The "Magic Wand" for Printing)
This is the big one. Scaling is just Excel’s word for "shrinking" or "zooming"

your data to make it fit on the paper. In the scaling settings (it's the last drop-
down on the Print screen), you’ll see a few options that sound like magic.



The most tempting one is "Fit Sheet on One Page".

If you have a small sheet that's just a little too big, this option works
perfectly. It will shrink it down to fit on a single page, and you're done.

But now, as your guide, I have to give you a friendly but serious warning.
This "magic bullet" often backfires. If your spreadsheet is very large, Excel
will do exactly what you said: it will shrink your data... and shrink it... and
shrink it... until your text is so tiny that it's completely unreadable. You've
just wasted another piece of paper on an illegible printout.

The real magic bullet is the option right below it: "Fit All Columns on One
Page".

This is the perfect compromise. This tells Excel, "Look, I don't care if this
report is 10 pages long (tall), but I must have all my columns (width) on one
single page, from left to right". This solves the "orphan column" problem—the
most common printing headache—without making your font microscopic.

Making Multi-Page Reports Readable: The "Don't Get
Lost" Trick

Okay, so you've used "Fit All Columns on One Page," and your report is going
to print on three pages. You look at the preview... and you spot a new
problem.

Page 1 looks great, with your beautiful headers ("Month," "Sales," "Region").

But Page 2 and Page 3 are just a sea of numbers. The headers are gone, and

now nobody (including you) knows what they're looking at.

We are going to fix this with a powerful feature called Print Titles. This tells

Excel, "Please repeat my header row at the top of every single page you print".

Here’s the step-by-step. Important: For this one, you have to leave the Print

Preview screen (press the Esc key) and go back to your main worksheet.

1. Click on the Page Layout tab on the Ribbon.

2. In the "Page Setup" group, look for a button called Print Titles. Click it.
3. A dialog box will pop up. Don't be intimidated. We only care about one
box: "Rows to repeat at top".

. Click your mouse inside that empty box.

. Now, move your mouse back to your worksheet and click directly on the
number of the row you want to repeat. For example, if your headers are
in Row 1, just click on the "1" on the far left side of the screen. The box
will fill in with $1:$1.

6. Click OK.

(©) QNN



That’s it! Now, press Ctrl + P to go back to your Print Preview. Click the

arrow to go to Page 2... and there they are! Your headers will now appear on
every page, making your report clear and professional.

The Print Titles Button is Grayed Out: What to Check

There is nothing more frustrating than knowing exactly what to do, but the
button is grayed out and won't let you click it. This happens to everyone, and
it’s one of those little things that makes people want to throw their computer
out the window.

If your "Print Titles" button is grayed out, I promise your computer isn't
broken! It’s 99% likely one of these three simple things:

1. You’re "in a cell." You are still in cell editing mode (your cursor is
blinking in a cell or the formula bar). Press Enter or Esc to get out of the
cell, and the button will light up.

2. You have a chart selected. You've clicked on a chart on your
worksheet. Click on any cell instead, and the button will return.

3. You have multiple sheets grouped. Look at your worksheet tabs at
the bottom. If they are all white, you might have accidentally "grouped"
them. Right-click any tab and choose "Ungroup Sheets".

Controlling Where Pages Break: You're the Director, Not
the Audience

One last trick. This is for when you're in Print Preview and you see that Excel
has decided to make a page break in a really stupid place—like splitting a
small table in half or separating a header from the data right below it.
You do not have to accept Excel's bad decisions. You can take control and
manually tell Excel exactly where to cut the page. You're going to become the
director.
Here’s how:
1. Go to the View tab on the Ribbon.
2. In the "Workbook Views" group, click the button called Page Break
Preview.
3. Your screen will change to a new, zoomed-out view with big "Page 1,"
"Page 2" watermarks and a bunch of blue lines.
Now, pay close attention, because this is the whole secret. You will see two
different types of blue lines.

e Dashed Blue Lines are Excel's automatic breaks. Think of these as
suggestions.



* Solid Blue Lines are manual breaks. Think of these as your commands.
To take control, just move your mouse over one of the dashed blue lines
until your cursor changes to a double-arrow. Now, simply click and drag
that dashed line to where you actually want the page to break.

The moment you let go, it will turn into a solid blue line. That's it! You've
just given Excel a direct order. You've transformed printing from a passive,
unpredictable outcome into a controlled, deliberate action.

When you're all done, just go back to the View tab and click Normal to
return to your regular sheet. All your new, "commanded" page breaks will be
saved.

Chapter Summary: You're a Publisher

Take a moment and look at what you’ve just learned. You're not just someone
who "knows Excel" anymore. You're not just an analyst or a storyteller (like
in Chapter 10). You are now, officially, a Publisher.

You can take your smart, beautiful, and dynamic work, and "publish" it for
the real world—as a professional, readable, and perfectly-framed document.
You've conquered one of the most frustrating parts of Excel, all by "trusting
the process." You've turned that printing "nightmare" into just another
simple, controlled step.

You are ready to share your masterpiece.



CHAPTER 12

Saving and Sharing Your File

We’re at the Finish Line

We’ve made it.

You’ve come on an incredible journey. You started by just looking at that
"endless grid of boxes" from our first chapter, and now... look at what you’ve
built. You’ve wrangled data into smart, official Tables. You’ve taught Excel to
be your personal calculator with powerful formulas and functions. You’ve
even told beautiful, colorful stories with charts.

In the last chapter, we tackled what is, for my money, the single most
frustrating part of Excel: printing. We learned how to tame that "infinite grid"
and force it to fit onto a "finite piece of paper." We learned how to change the
orientation, fit our columns, and even repeat our headers.

Now, we’re at the final, most rewarding step: sharing your masterpiece with
the world. This chapter is all about getting your work off your computer and
into someone else’s hands, professionally and confidently.

We’ll cover how to save your work without fear and then how to create a
"digital printout"—a perfect, polished final copy that you can email to anyone.
This is the last piece of our 80/20 puzzle. Ready to finish this? Let's do it.

The Two "Save" Buttons: Your Journal vs. Your
Photocopier

This is a question that trips up everyone at the beginning. "Why are there two
'save' buttons? What's the difference?"

It's confusing, but we’re going to make it simple. Let’s use an analogy that
ties right back to our "digital notebook" from Chapter 1.

I want you to think of your main file as your one and only personal
journal.

Save (Your "Update Draft" Button)

® The Shortcut: Ctrl + S
This is our old friend, the "Save Your Sanity" button we learned about back in
Chapter 3.
When you press Ctrl + S, you are simply updating your journal. You're
writing a new entry, closing the cover, and putting it back on the shelf. The



next time you open it, the new entry is there. It's the same book, just with
new content.

You use this command constantly. Every few minutes. It's your safety net. It
updates the existing file with all your latest changes.

Save As (Your "Photocopier" Button)

® The Shortcut: F12
This is the big one. This is our new "pro" shortcut. F12 is the universal key for
"Save As."
The Save As command is completely different. Think of it like asking an
assistant to make a brand-new duplicate of your current ledger.
When you press F12, the "Save As" dialog box pops up and asks you three
questions, just like your assistant would:

1. What do you want to name this new copy?

2. Where do you want me to put this new copy? (i.e., the file location)

3. What format do you want this new copy in?
You use Save As when you specifically want to create a new file. This is
perfect for a few key situations:

* To create a backup: You have "MyBudget_v1.xIsx" and you want to
save "MyBudget_V2.xlsx" before you make a bunch of big changes.

* To use a template: You open last month's "January_ Report.xlsx," press
F12, and save it as "February_ Report.xlsx." Now you're working on the
new copy, and your original January report is still safe and untouched.

* To save as a different file type: This is the big one, and it’s the perfect
transition to our next topic. You use F12 to tell Excel, "Stop! Don't save
this as a 'living' Excel file. I want you to create a brand-new copy in a
totally different format."

And the most important format you'll ever export to is a PDF.

Exporting to PDF: Your Professional "Final Draft"

Okay, you’ve built your masterpiece. You've checked your formulas, your
chart looks beautiful, and you're ready to email it to your boss, your client, or
your family for that potluck we planned in Chapter 1.

You could just attach the Excel file (the .xIsx file) and hit send. But as your
guide, I'm going to ask you not to.

For your "final draft," we’re going to use a professional format called a PDF
(Portable Document Format). Sending a PDF is the move that makes you
look like a seasoned pro. Here’s why it’s so much better.



Why a PDF? (It’s a "Laminated Snapshot")

I want you to think of a PDF as a "digital lamination" or a perfect "snapshot"
of your work. It has two massive advantages.
Reason 1: What You See Is What They Get. Period.

Ever send an Excel file to someone, and they open it on their computer, and
everything looks broken? The fonts are wrong, the columns are squished, and
your beautiful chart is a mess?

That’s because they might not have Excel, or they're on a Mac, or they're
using an old version, or they're opening it on their phone.

A PDF is universal. It will look exactly the same on a Mac, a PC, a phone, or
in a web browser, every single time. It's "portable," meaning it takes all the
fonts and formatting with it.

Reason 2: It’s "Read-Only" (And That’s a Good Thing!)

When you send a "live" Excel file, you're sending a "living" document. The
recipient can click in a cell... and accidentally delete your most important
formula. Or they might accidentally type "hello" over your 'Total Sales'
number and break your entire report.

A PDF is read-only by default. It’s a "final" document. It prevents the
recipient from accidentally altering your data or your formulas. It’s a
professional, finished report, not a work-in-progress.

How to Create Your First PDF

This part is so easy you’re going to be thrilled. You already know the "master
key" to do it.
1. Press F12 on your keyboard. (This is our "Photocopier” button, Save As.)
2. Look for the "Save as type" dropdown menu. It’s right under the file
name.
3. Click that dropdown menu and select PDF (*.pdf) from the list.
4. Click Save.
That’s it. You're done. Excel will create the PDF and (usually) open a preview
of it for you. You just created a professional, shareable report in four steps.

PDF Options for Greater Control (And a Chapter 11 Payoff)

Okay, that was the simple way, and it works 80% of the time. But what if you
want more control?

What if you have a massive workbook with 10 different worksheets, but you
only want to send a PDF of your "Summary" chart?

What if you want to send the entire 10-page workbook as one single PDF?



We can control this, and it’s right where we just were.

The "Options" Button

Let's go back. Press F12 and select PDF (*.pdf) as the file type.

Now, before you click "Save," look for a little button right near it labeled
Options... Click it.

A new box pops up. This is your "PDF control panel." You can ignore almost
everything in here except the section at the top called "Publish what."

This gives you three choices:

1. Selection: This will create a PDF of only the specific cells you
highlighted before you pressed F12. This is perfect for sending just one
small table or chart.

2. Active sheet(s): This is the default. It will create a PDF of only the
worksheet you’re currently looking at. (Pro-tip: You can "group" sheets
by holding Ctrl and clicking the tabs at the bottom, and this will publish
all your selected sheets!)

3. Entire workbook: This is the big one. It will go through every single
worksheet in your workbook (January, February, March...) and combine
them all into one, single, multi-page PDF file.

The "Digital Printout" Pay off

Now, for the "Aha!" moment.

Remember all that hard work we did in Chapter 11? Remember how we went
to Print Preview (Ctrl + P) and fought with the settings? We changed the
Orientation to Landscape. We changed the Scaling to "Fit All Columns on
One Page." We set our Margins to "Narrow."

This is where all that work pays off.

When you export to PDF, Excel uses those exact same page setup
settings.

A PDF is, in its heart, just a "digital printout." It’s a perfect, digital copy of
what would have come out of your printer.

You don't have to learn a new set of "PDF layout" tools. You just have to use
the printing tools you already mastered in Chapter 11. If your Print Preview
looks good, your PDF will look good.

You just learned one skill, and you're getting to use it for two different jobs.
That's the kind of efficiency we love.

The Big Strategic Choice: When to Send Which File

This brings us to our final lesson. You now know how to save two different
types of files:



1. The Excel Workbook (.x1sx)

2. The PDF Document (.pdf)
The final piece of our "pact" is for me to teach you when to send which one.
As the outline for this chapter says, choosing a file format is about defining
the "rules of engagement" for the person you’re sending it to. This is a
strategic choice.
The "Kitchen" vs. The "Finished Meal" Analogy
This is the last analogy I'll teach you, and it's the most important one for
sharing your work.
Sending the .x1sx file (the Excel workbook) is like inviting someone into your
kitchen.
When they open it, they can see everything. They can see your "recipes" (the
formulas in the formula bar). They can see all your "ingredients" (the raw
data, maybe on a hidden sheet). They can see your "work-in-progress" (your
messy scratchpad tab).
Sending the .pdf file is like serving the finished, plated meal at the dinner
table.
It’s the final, polished, beautiful report. Your guest (the recipient) isn't
supposed to go back into the kitchen and see how you made it. They are

supposed to admire the presentation and get the information.
When to Send the Excel File (.xlsx)

* The Analogy: You're inviting them into the "kitchen."

* When to use it: You send the .xlIsx file when you want the other person

to edit the data, check your formulas, or use your spreadsheet as a starting
point for their own work.

* The "Rules of Engagement": You are sending an invitation to

collaborate.
When to Send the PDF File (.pdf)

* The Analogy: You're serving the "finished meal."

* When to use it: You send the .pdf file when you are sending a final

report, a resume, an invoice, or any document that you do not want
anyone to change.

* The "Rules of Engagement": You are sending a "read-only" final copy
version for viewing and distribution.

Shortcut Spotlight: F12, Your Other Best Friend



You know I love my shortcuts. We’ve learned a ton of them, from Ctrl + Z
(our magic time machine) to Ctrl + T (our Table-maker).
For this final chapter, you only need to add two to your permanent toolKkit:

® Ctrl + S (Save): Your "update” button. You should be pressing this
constantly. For Mac users, it's @B + S.

* F12 (Save As): Your "photocopier" or "master" save button. This one

shortcut is your gateway to creating new versions, making backups and
most importantly, exporting your work into a professional PDF. The
shortcut for Mac users is 38 + Shift + S.

Your Final Cheat Sheet: The "Rules of Engagement"

I know this was a big strategic concept, so I've made you one final cheat
sheet. This is it. This is the summary of how to share your work like a pro.
Table 12-1 The "Rules of Engagement" for Sharing

File Type The Analogy The "Rules of Engagement" (When
to Send It)

Excel Workbook  The "Kitchen" Send this when you want someone

(xlsx) to collaborate, check your

formulas, or add their own data.

PDF Document The "Finished Send this as a final report, when
(.pdf) Meal" you want it to be "read-only" and
look professional on any device.




DAY FIVE

Your Capstone Project

Well, you made it. Give yourself a well-deserved pat on the back. Seriously.
You have completed the core training of this book, going from staring at that
initial, intimidating 'endless grid of boxes' to building something real and
valuable. This journey has been transformative.

You are no longer a beginner. Over the past four days, you’ve built an
incredible, practical, real-world "toolkit."

Day Five is dedicated to Your Capstone Project. This is not just another
exercise; it is the final, hands-on opportunity to synthesize all your newly
acquired skills into a single, comprehensive deliverable. Your mission is to
build "The One-Page Dashboard."

To get the most out of this project, please download the companion practice
files. Just scan the QR code at the beginning of the book to access
them.

It is the final step to solidify your confidence and demonstrate that you have
achieved the goal of this book: moving from a blank spreadsheet to a
professional dashboard creator. Let’s finish strong.



CHAPTER 13

Project Brief - Building Your "The One-
Page Dashboard"

The Final Challenge

This is it. This is the moment we’ve been working toward for four days. You
have navigated the grid, you have learned the language of formulas, and you
have discovered the magic of charts. But skills in isolation are just tools in a
toolbox. Today, we are going to build a house.

For your Capstone Project, we are stepping out of the classroom and into the
real world. We are going to take on a "client" with a messy, complicated, real-
life problem, and we are going to solve it using the "One-Page Dashboard"
method.

This isn't just an exercise. This is the exact workflow used by data analysts at
the world’s biggest companies. We are going to turn chaos into clarity.



The Client: The Friendly Corner Coffee Shop

Meet our client. The Friendly Corner Coffee Shop is a booming local business.
They have great coffee, delicious avocado toast, and a line out the door every
morning.

But the owner is stressed. They have a Point of Sale (POS) system that tracks
every single sale, but they have no idea what the numbers actually mean.
They send us an email that says:

"Kate, help! I have thousands of rows of sales data, but I'm flying blind. I
don't know who my best salesperson is. I don't know if I'm selling more
coffee or more food. I don't even know how much money we made in total
last month! Can you make sense of this?"

Our mission is to help them. We're going to take their "dumb" list and turn it
into a smart, beautiful, and automated dashboard that gives them all these
answers at a single glance.

The "Before" Picture: Our Raw Data

Okay, let's look at what our "client" just emailed us. Open up the file and look
at the RawData sheet.

Al v Jfx Date
A B C D E F G H

Date \Time Week Salesperson Category Product Qty Unit Price
1 | days
2 | 03/03/25 7:00 AM Mon David Kim Beverage Matcha Latte 2 $5.75
3 | 03/03/25 7:00 AM Mon Anya Sharma Food Almond Croissant 2 54.75
4 | 03/03/25 7:04 AM Mon David Kim Beverage Medium Drip Coffee 2 $3.25
5 | 03/03/25 7:06 AM Mon Anya Sharma Food Chicken Salad Wrap 4  $10.00
6 | 03/03/25 7:11 AM Mon Anya Sharma Food Almond Croissant 2 54.75
7 | 03/03/25 7:13 AM Mon David Kim Food Almond Croissant 1 54.75
8 | 03/03/25 7:15 AM Mon Anya Sharma Beverage Americano 2 $3.50

Sheet1 4

Figure 13-1 The 'Before’ Picture - Our Raw Data
It is comprehensive, accurate, and completely useless for making quick

decisions. If you stare at it, all you see is a wall of text. You can’t "see" that
Ben Carter is the top salesperson just by scrolling through 2,000 rows. You



can’t "see" that the shop creates over $30,000 in revenue. The insights are

trapped in the rows.
This is our starting point. It’s the "Before" picture.

The Secret Weapon: Excel's "Superpowers"

Here is the most important lesson of Day Five: You cannot do this
manually.
To build this dashboard, we must use the "Superpowers" we've learned:
* Superpower #1: Tables (Chapter 8): We will lock the raw data into an
official Excel Table so that when the owner adds new sales tomorrow, our
dashboard updates automatically.

* Superpower #2: The "Fab Five" Formulas (Chapter 6): We don't need

complex new tools to analyze this data. We will simply use the basic
calculator functions we mastered in Day Two—like SUM, AVERAGE, and
MAX. By combining these simple "recipes"” with our smart Table, we can
instantly extract the exact answers we need from 2,000 rows of data
without counting a single cell by hand.

* Superpower #3: Creating Charts (Chapter 10): Finally, we will turn
those summaries into "Vivid Pictures" that tell a story, making the trends
impossible to miss.

The "After" Masterpiece

Okay, I know what you’re thinking. "How am I supposed to turn that messy
list into... well, this?"



THE BUSINESS DISTRICT COFFEE

TOTAL REVENUE
$30,179.50

AVERAGE ORDER VALUE
$14.37

TOP SALEPERSON
Ben Carter
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Figure 13-2 The 'After’ Picture - Our Final Dashboard

Now, I want you to trust me. Trust our pact. You already have every single
skill you need to build this exact dashboard.



Think of the dashboard in your car. It doesn't show you the thousands of
explosions happening inside your engine every second. It shows you a
speedometer and a fuel gauge. It shows you the result.

We are going to build a speedometer for the coffee shop. We are going to
transform that ugly list into a beautiful, single screen that answers the
owner's biggest questions at a glance. But we won't stop at just "The Big
Numbers." We need to look deeper into the dashboard to give the owner
actionable advice:

1. The Big Numbers (KPIs): We will create a "Scorecard" at the top that
instantly shows Total Revenue ($30,179.50), Average Order Value
($14.37), and the Star Salesperson (Ben Carter).

2. Staffing for the "Heartbeat": By visualizing the daily rhythm, we can
see massive sales spikes at 7:30 AM and 11:30 AM. This tells the owner
exactly when to schedule extra staff: they need "all hands on deck" for
the morning rush and the lunch hour, but can likely save on labor costs
during the quiet mid-afternoon lulls.

3. Stocking for the Weekly Flow: The data reveals that customer
volume isn't flat—it surges on Mondays ($7,380) and Fridays ($6,124).
This answers the stocking question: the owner shouldn't order inventory
evenly. They need to ensure shelves are fully stocked on Sunday night
and Thursday night to handle those peak days without running out of
milk or pastries.

4. The Perfect Product Mix: Finally, we will visualize the battle between
"Food" and "Beverage." The dashboard shows an almost perfect 50/50
split (51% in Beverages vs. 49% in Food). This is a huge opportunity.
Since both categories are strong, the key to increasing profit isn't just
selling more coffee, but selling combinations. The data suggests the
owner should introduce "Coffee + Bagel" combo deals to drive that
Average Order Value even higher.

The Rules of Engagement

Before we turn the page and start building, here are the rules for our project:

1. Don't Touch the Raw Data: We treat the RawData sheet as sacred.
We never delete rows or manually type over the data.

2. Separate the Kitchen from the Dining Room: We will do our
calculations on hidden sheets (the Kitchen) and only show the beautiful
charts on the Dashboard sheet (the Dining Room).

3. Trust the Process: It might look intimidating, but you have every skill
you need.



On to the Main Event: Your First Step

This chapter was the "project briefing." You’ve met our client, you've seen the
"before" mess, and you've seen the "after" masterpiece you're about to build.
So, are you ready? Are you ready to combine all your new skills? Are you
ready to build your first professional-grade dashboard from scratch?

I thought so. In the next chapter, we're going to roll up our sleeves and get to
work. We'll take our first step: "From Raw Data to Smart Analysis."
We're going to grab that "dumb" list, give it its Format as Table superpower,
and build the "brains" of our dashboard.

Turn the page. Let's get building.



CHAPTER 14

Project Build: From Raw Data to Smart
Analysis

In the last chapter, we met our "client" at The Friendly Corner Coffee Shop.
We saw their "before" picture—that messy, raw data list—and we saw the
"after" masterpiece, that One-Page Dashboard, we promised to build.

This chapter is where the real work begins.

We are going to roll up our sleeves and build the "brains" of our dashboard.
We aren't drawing charts yet (that’s for the next chapter). We are going to
take that "dumb pile" of data, organize it, and use some advanced formulas to
extract the answers we need.

Getting Your Tools Ready

First, let's get our digital "notebook" (remember that from Chapter 1?) set up.
Open a brand-new, "Blank workbook".

We are going to use a pro-level architecture right from the start. We are going
to separate our "Raw Ingredients" (Raw Data from the client), our "Kitchen"
(Analysis), and our "Dining Room" (Dashboard).

1. Rename Sheet1: Double-click the tab "Sheet1" at the bottom and
rename it Dashboard. This will eventually be our beautiful finished
product.

2. Add the Kitchen: Click the plus-sign (+) to add a new sheet. Double-
click the tab and rename it Analysis. This is where we will do our messy
calculations.

3. Add the Raw Ingredients: Click the plus-sign (+) again. Rename this
third sheet RawData.

This is how professionals build spreadsheets. The client only looks at the
Dashboard. The calculations happen on Analysis. The data lives on
RawData.



Al v Jx Date
A B C D E F G H

Date \Time Week Salesperson Category Product Qty Unit Price
1 | days
2 | 03/03/25 7:00 AM Mon David Kim Beverage Matcha Latte 2 $5.75
3 | 03/03/25 7:00 AM Mon Anya Sharma Food Almond Croissant 2 54.75
4 | 03/03/25 7:04 AM Mon David Kim Beverage Medium Drip Coffee 2 $3.25
5 | 03/03/25 7:06 AM Mon Anya Sharma Food Chicken Salad Wrap 4 510.00
6 | 03/03/25 7:11 AM Mon Anya Sharma Food Almond Croissant 2 54.75
7 | 03/03/25 7:13 AM Mon David Kim Food Almond Croissant 1 54.75
8 | 03/03/25 7:15 AM Mon Anya Sharma Beverage Americano 2 $3.50
9 | 03/03/25 7:19 AM Mon David Kim Beverage Medium Drip Coffee 2 $3.25
10 | 03/03/25 7:20 AM Mon Sarah Jenkins Food Avocado Toast 3 $9.50
11 | 03/03/25 7:21 AM Mon Sarah Jenkins Beverage Nitro Cold Brew 2 $5.25
12 | 03/03/25 7:22 AM Mon Sarah Jenkins Beverage Large Latte 4 $5.50
13 | 03/03/25 7:28 AM Mon David Kim Beverage Nitro Cold Brew 1 $5.25
14 | 03/03/25 7:30 AM Mon Anya Sharma Food Avocado Toast 3 $59.50
15 | 03/03/25 7:30 AM Mon David Kim Beverage Nitro Cold Brew 3 $5.25

Dashboard  Analysis = RawData +

Figure 14-1 The " Storage”, "Kitchen" and our " Dining Room"

Step 1: Giving Our Data a "Superpower"

Go to your RawData sheet. In cell A1, copy and paste the data provided by
the client (Date, Time, Weekdays, Salesperson, Category, Product, Qty, Unit
Price).
Quick reminder: If you skipped the download earlier, now is the perfect
time! Scan the QR code at the front of the book to get this exact dataset and
save yourself from typing it manually.
Right now, it's just a "dumb pile" of cells. We need to give it the Superpower
we learned in Chapter 8: The Official Excel Table.

1. Click any single cell inside your data block.
Press Ctrl + T.
Make sure "My table has headers" is checked and click OK.
Name the Table: Go to the Table Design tab at the top right of the
Ribbon. In the "Table Name" box on the far left, type SalesData and
press Enter.

2,
3.
4.



Now, we need to calculate the total for each sale, because the client only
gave us Quantity and Unit Price.
1. Click in cell I1 (immediately to the right of "Unit Price").
2. Type Total Sale and press Enter. The table automatically expands to
include it.

3. In cell 12, type this formula: =[@Qty]*[@ [Unit Price]] (Tip: You can

just type =, click the Qty cell, type *, and click the Unit Price cell).

4. Press Enter. The formula automatically fills down the entire column.

A2 v Jfx  03/03/2025
A B D E F H |
Time  Woeekdays Salesperson Category Product Qty Unit Price Total Sale

: - I - | el el = -

2 LDE}’DS}’ES 7:00 AM Mon David Kim Beverage Matcha Latte 2 $5.75  $11.50 |
3 | 03/03/25 7:00 AM Mon Anya Sharma Food Almond Croissant 2 54.75 59.50
4 |03/03/25 7:04 AM Mon David Kim Beverage Medium Drip Coffee 2 53.25 56.50
5 |03/03/25 7:06 AM Mon Anya Sharma Food Chicken Salad Wrap 4 510.00 540.00
6 |03/03/25 7:11 AM Mon Anya Sharma Food Almond Croissant 2 54.75 59.50
7 |03/03/25 7:13 AM Mon David Kim Food Almond Croissant 1 54.75 54.75
8 | 03/03/25 7:15 AM Mon Anya Sharma Beverage Americano 2 53.50 57.00
9 |03/03/25 7:19 AM Mon David Kim Beverage Medium Drip Coffee 2 53.25 S6.50
10 | 03/03/25 7:20 AM Mon Sarah lenkins Food Avocado Toast 3 59.50 528.50
11 | 03/03/25 7:21 AM Mon Sarah Jenkins Beverage Nitro Cold Brew 2 55.25 510.50
12 | 03/03/25 7:22 AM Mon Sarah Jenkins Beverage Large Latte 4 55.50 522.00
13 | 03/03/25 7:28 AM Mon David Kim Beverage Nitro Cold Brew 1 55.25 55.25
14 | 03/03/25 7:30 AM Mon Anya Sharma Food Avocado Toast 3 59.50 528.50
15 | 03/03/25 7:30 AM Mon David Kim Beverage Nitro Cold Brew 3 55.25 515.75
16 | 03/03/25 7:31 AM Mon Ben Carter Beverage Matcha Latte 3 55.75 517.25
17 | 03/03/25 7:32 AM Mon Anya Sharma Beverage Americano 4 53.50 514.00
18 | 03/03/25 7:32 AM Mon Sarah lenkins Food Chicken Salad Wrap 4 510.00 540.00

& *,
" ’

Dashboard

Analysis

Figure 14-2 Giving RawData a "Superpower"

RawData -

Your raw data is now ready. It’s smart, it’'s named SalesData, and it has the

final numbers we need.

Step 2: The "Analysis'" Sheet (The Kichen)

Now, switch to your Analysis sheet. This is where we are going to
summarize the data so we can graph it later.
We are going to introduce two new functions today that we haven't learned
yet: SUMIF and SUMIFS. These are the big brothers of the simple SUM



function.
Think of SUM as a vacuum cleaner—it sucks up everything.
Think of SUMIF as a picky eater—it looks at a list and says, "I will only sum

the numbers IF they belong to 'Ben Carter'.

A.Analyzing by Category (The SUMIF Function)

Our client wants to know the split between "Food" and "Beverage."
1. In cell Al, type Category. In B1, type Total Sale.
2. In A2 type Beverage and in A3 type Food.
3. Create the Table: Select any cell inside the range A1:B3. Press Ctrl + T
(My table has headers: Yes).

4. Name the Table: On the Table Design tab, name this table
RevenueByCategory.

Now, let's use the SUMIF function inside this table. But instead of typing
long complicated names, we are going to use the mouse to point and click.

The Recipe: =SUMIF(Where_to_look, What_to_look_for,
What_to_add)

1. Click in cell B2.
2. Type =SUMIF(
3. Select "Where to look":
o Click on the RawData sheet tab.
o Hover your mouse slowly over the top edge of the header cell
Category (E1).
o Watch closely: Your cursor will change from a white cross to a tiny
Black Down Arrow (Figure 14-3).
o Click once. Excel will instantly select the entire data column (but not
the header).
o Look at your formula bar; it now says SalesData[Category].
o Type a comma ,.
4. Select "What to look for'":
o Click back on the Analysis sheet tab.
o Click cell A2.

o Excel writes [@Category]. This means "match the category in this
row."
o Type a comma,.
5. Select "What to add":

o Go back to the RawData sheet.



o Hover over the top edge of the Total Sale header until you see the
Black Down Arrow.

o Click once.

o Excel writes SalesData[ Total Sale].

6. Press Enter.

Your final formula looks like this:
=SUMIF (SalesData[Category], [@Category], SalesData[Total Sale])

® SalesData[Category]: Looking at the Category column in our raw data.
® @][Category]: This is the table superpower! It means "match the category
in this specific row (Beverage)."

® SalesData[Total Sale]: Add up the money from the raw data.
Because we are working in a table, Excel automatically fills this formula down
for "Food" as well.

SUMPROD... v i X + fx =SUMIF(RawData!

SUMIF(range, criteria, [sum_range]
A B C D E F G H |
Time Weekdays Salesperson Category Product Qty

1 ] iz [~}

2 03/03/25 7:00 AM Mon David Kim Beverage Matcha Latte 2 $5.75 $11.50
3 | 03/03/25 7:00 AM Mon Anya Sharma Food Almond Croissant 2 54.75 $9.50
4 | 03/03/25 7:04 AM Mon David Kim Beverage Medium Drip Coffee 2 $3.25 $6.50
5 03/03/25 7:06 AM Mon Anya Sharma Food Chicken Salad Wrap 4 $10.00 $40.00
6 03/03/25 7:11 AM Mon Anya Sharma Food Almond Croissant 2 $4.75 $9.50
7 03/03/25 7:13 AM Mon David Kim Food Almond Croissant 1 $4.75 $4.75
8 03/03/25 7:15 AM Mon Anya Sharma Beverage Americano 2 $3.50 $7.00
9  03/03/25 7:19 AM Mon David Kim Beverage Medium Drip Coffee 2 $3.25 $6.50
10 03/03/25 7:20 AM Mon Sarah Jenkins Food Avocado Toast 3 $9.50 $28.50
11 | 03/03/25 7:21 AM Mon Sarah Jenkins Beverage Nitro Cold Brew 2 $5.25 $10.50
12  03/03/25 7:22 AM Mon Sarah Jenkins Beverage Large Latte 4 $5.50 $22.00

Figure 14-3 The down arrow to select the whole Column Data
B. Analyzing by Salesperson

Let's find our star performer.
1. In cell D1, type Salesperson. In E1, type Total Sale.
2. List the names in D2 down to D5: Anya Sharma, Ben Carter, David Kim,

Sarah Jenkins.
3. Create the Table: Select any cell inside D1:E5. Press Ctrl + T.
4. Name the Table: RevenueBySalesperson.



5. In cell E2, write your SUMIF formula using the same point-and-click
method: =SUMIF (SalesData[Salesperson], [@Salesperson],
SalesData[Total Sale])

Notice how readable that formula is? It basically reads like an English
sentence.
C. Analyzing by Day of the Week

1. In cell D7, type Weekdays. In E7, type Total Sale.

2. List Mon, Tue, Wed, Thu, Fri.

3. Create the Table: Select the data, Press Ctrl + T, and name it
RevenueByWeek.

4. In cell E8: =SUMIF (SalesData[Weekdays],
[@Weekdays],SalesData[Total Sale])

D. Analyzing by Product (What are we selling?)

1. In cell A7, type Product. In B7, type Total Sale.

2. List the top products in A8 down to A17 (Americano, Large Latte,
Avocasdo Toast, etc.).

3. Create the Table: Select the data, Press Ctrl + T, and name it
RevenueByProduct.

4. In cell B8, use the same logic: =SUMIF(SalesData[Product],
[@Product], SalesData[Total Sale])

E.Analyzing Time of Day (The Advanced "SUMIFS™")
This is the trickiest one. We want to know when the rush hour is. We want to
sum up sales in 30-minute buckets (e.g., how much did we sell between
07:00 and 07:307?).
For this, we need SUMIFS (with an "S" at the end). This allows us to have
multiple criteria.
Criteria 1: Time is greater than or equal to the start time.
Criteria 2: Time is less than the next slot.
1. In cell G1, type Time. In H1, type Total Sale.
2. In G2, type 06:30:00. In G3, type 07:00:00. Select both and drag
down (skill from Chapter 4) to Flash Fill in 30-minute increments until
the shop closes (19:00:00).
3. Create the Table: Select the data, Ctrl + T, and name it
DailyRevenue.
4. In cell H2, we need a formula that says: "Sum the sales IF the time is >=
06:30 AND IF the time is < 07:00".



Type this carefully in H2:

=SUMIFS(SalesData[Total Sale], SalesData[Time], ">="&[@Time],
SalesData[Time], " <" &G3)

Note: The & symbol glues the logical operator (">=" or '"'<") to the cell

reference.
F.The Big KPI Tags

Let's calculate the "Big Numbers" for the top of our dashboard (Key
Performance Indicators).

In cell A19, type KPIs. In B19, type Value.

List the KPIs items in A20 down to A22 (Total Revenue, Average Order

Value, Top Sales Amount).
Now, let's use our "Fab Five" functions (from Chapter 6) pointing to our
SalesData table.

® Total Revenue (B20): =SUM(SalesData[Total Sale]). This sums every
single sale from our Raw Data

® Average Order Value (B21): =AVERAGE (SalesData[Total Sale]). This
tells us the average spend per customer.

* Top Sales Amount (B22): =MAX(RevenueBySaleperson[Total Sale]).

Why this formula? We want to know the sales figure of our best
salesperson. We are asking Excel to look at our RevenueBySalesperson
table we just created and give us the MAX (highest) number from the
Total Sale column.

(Format these cells as Currency so they look nice).

Our Analysis Is Complete!

Take a look at your Analysis sheet. It is now full of small, neat tables
summarizing thousands of rows of data.

* RevenueBySalesperson tells us who is winning.
* RevenueByTime tells us when the rush hour is.

* KPIs give us the headline numbers.



Al v oE fx Category

A B C D E F G H
Total Sale Salesperson  Total Sale Time  Total Sale

1 = =

2 Beverage $15,401 Anya Sharma 57,465 6:30 S0
3 |Food $14,779, Ben Carter 58,023 7:00 55,186
4 | David Kim 57,634 7:30 55,258
5 Sarah Jenkins 57,058 2:00 5561
(&) 8:30 5652
7 9:00 5666
8 Americano 51,852 Maon 57,380 9:30 5574
9 |Medium Drip Coffee 51,862 Tue 55,678 10:00 S672
10 |Everything Bagel 52,261 Wed 55,516 10:30 5656
11 |Almond Croissant 52,280 Thu 55,481 11:00 5642
12 | Matcha Latte $2,628 Fri 55,125_. 11:30 $5,791
13 |Large Latte 52,651 12:00 55,420
14 |Vanilla Latte $3,090 12:30 5355
15 |Nitro Cold Brew 53,318 13:00 5415
16 |Avocado Toast 54,408 13:30 5179
17 | Chicken Salad Wrap $5,830, 14:00 5347
18_ 14:30 5220
19 |KPIs Value 15:00 5299
20 |Total Revenue: $30,179.50 15:30 5323
21 |Average Order Value: 514.37 16:00 5280
22 |Top Sales Amount: $8,023 16:30 S480
23_ 17:00 5434
24_ 17:30 5351
25_ 12:00 5138
26 | 18:30 $284
27 | 19:00 S0,

< 2 Dashboard ~ Analysis  RawData +

Figure 14-4 The finished "Kitchen"

We haven't drawn a single chart yet, but we have built the engine. In the next
chapter, we get to do the really fun part. We're going to leave this "kitchen"
sheet behind and go back to our clean "Dashboard" sheet. We'll use our
"storytelling" skills from Chapter 10 to turn these numbers into the beautiful,
simple charts we promised our client in Chapter 13.

You are so ready for this. Turn the page. Let's go make this thing look good.



CHAPTER 15

Project Polish: Telling Your Story

In the last chapter, we did the heavy lifting. We built the "brains" of our
operation. We took that raw data from The Friendly Corner Coffee Shop and
turned it into a smart, analytical "engine" on our Analysis sheet.

That was the hard part. Now, we get to the payoff. This is the "Wow!"
moment.

This chapter is the fun part. This is where we stop being "calculators" and go
back to being "designers" and "storytellers." We are going to leave the "messy
kitchen" behind and go decorate the "finished meal" on our clean Dashboard
sheet.

We’re going to take all those powerful numbers we calculated and turn them
into a professional One-Page Dashboard.

Ready to make this thing beautiful? Let's get building.

Step 1: Setting the Stage

First, let’s get our canvas ready.
1. Click on your Dashboard worksheet tab.
2. Clear the Clutter: Go to the View tab on the Ribbon and uncheck

Gridlines. Your sheet should now look like a clean piece of white paper.

3. The Headline: A great dashboard needs a great title.

o Go to Insert > Shapes and select Rectangle: Rounded Corners.

o Draw a long rectangle across the top of your sheet.

o Type the Title: Click the shape and type: "THE BUSINESS DISTRICT
COFFEE".

o Style the Shape: Go to contextual tabs Shape Format > Shape
Fill: Choose Blue, Accent 1 (or a standard Blue). Shape Outline:
Choose Black (Solid Line).

o Style the Text: Go to the Home > Font and select Color: White,
Font Size: 18, Alignment: Center and Middle align.

Step 2: Building the "KPI Cards"

This is the most critical part of the dashboard. We want to display our three
big numbers: Total Revenue, Average Order Value, and Top Sales
Amount.



To make these look professional, we aren't just using one box. We are going
to build a "composite" card using three separate layers: a background, a title
label, and the live number.

Constructing Card 1 (Total Revenue):

1.

Entity 1: The Background

o Go to Insert > Shapes and choose Rectangle: Rounded Corners.
o Draw a rectangle under your main title.

o Shape Fill: Blue (same as your title).

o Shape Outline: Black (Solid Line).

2. Entity 2: The Label

o Go to Insert > Text > Text Box.

o Draw a text box inside your blue rectangle.

o Type: TOTAL REVENUE.

o Format the Text Box: Shape Fill: No Fill. Shape Outline: No Outline.
Font: White, Size 14.

o The "Fit" Setting: Right-click the text box > Format Shape. Go to
Text Options (the A icon) > Textbox icon. Check the box for Resize
shape to fit text.

. Entity 3: The Live Value

o Go to Insert > Text > Text Box.

o Draw another text box inside the blue rectangle, below the "Total
Revenue" label.

o The Magic Link: Click on the Formula Bar. Type = and click on the
Analysis tab. Select the Total Revenue cell (B20) you calculated in
Chapter 14. Press Enter.

o Format the Text Box: Shape Fill: No Fill. Shape Outline: No Outline.
Font: White, Size 14.

o The "Fit" Setting: Repeat the step above (Right-click > Format
Shape > Text Options > Textbox > Resize shape to fit text).

Pro Tip: Once you have these three entities perfectly aligned (Background,
Label, Value), hold Shift key and click all three. Right-click and select Group
> Group. Now you can move the whole card as one unit!

Duplicate for Card 2 & 3: Now that you have one perfect card, copy and
paste the entire group twice.

® Card 2: Change the label text to "AVERAGE ORDER VALUE" and

change the formula link to the Average Order Value cell (B21).



® Card 3: Change the label text to "TOP SALES AMOUNT" and change
the formula link to the Top Sales Amount cell (B22).

Step 3: Visualizing the Trends

Now for the visual storytelling. We are going to create four specific charts to
answer the client’s biggest questions. For each of these, we will place them on
a simple Rounded Rectangle background (White Fill, Light Gray Outline) to
keep the design consistent, though the charts themselves will bring the color.

Chart 1: REVENUE BY HOUR (The Line Chart) - When is our rush hour?

1. Go to your Analysis sheet.

2. Select your DailyRevenue table (Time and Total Sale columns) .

3. Go to Insert > Charts and choose Line > Line.

4. Cut (Ctrl + X) the chart and Paste (Ctrl + V) it onto your Dashboard
sheet.

5. Style it:

o Title: Change the chart title to "REVENUE BY HOUR".

o Smooth Lines: This is a pro touch. Right-click the line itself >
Format Data Series > Click the Fill & Line (paint bucket) icon >
Check the box for Smoothed line.

6. Place it on a Rounded Rectangle container.
Chart 2: REVENUE BY PRODUCT (The Horizontal Bar Chart) - What are our best-selling items?

1. Go to Analysis. Select your RevenueByProduct table.

2. Go to Insert > Charts and choose Bar > Clustered Bar. Note: In
Excel, "Bar" means horizontal bars.

3. Cut and Paste it to your Dashboard.

4. Title: Change to "REVENUE BY PRODUCT".

5. Sort it: If the bars are in random order, go to Analysis sheet, click the
little filter arrow on the Total Sale header of RevenueByProduct table,
then click Sort A to Z.

6. Place it on a Rounded Rectangle container.

Chart 3: WEEKDAY REVENUE (The Vertical Bar Chart) - Which days are busiest?

1. Go to Analysis. Select your RevenueByWeek table.

2. Insert a Column Chart (Clustered Column). Note: In Excel, "Column"
means vertical bars.

3. Cut and Paste it to your Dashboard.

4. Title: Change to "WEEKDAY REVENUE".

5. Place it on a Rounded Rectangle container.

Chart 4: PRODUCT CATEGORY (The Pie Chart) - Food vs. Beverage?



Go to Analysis. Select your RevenueByCategory table .

Insert a Pie Chart.

Cut and Paste it to your Dashboard.

Title: Change to "PRODUCT CATEGORY".

Labels: Add data labels so we can see the percentage split clearly.
Place it on a Rounded Rectangle container.

Step 4: The Final Polish

Take a step back and look at your screen.

Nk N H

® Align your "Cards" so they are neat and evenly spaced.
® Make sure all fonts match.

* Ensure your rounded rectangles act as a consistent "frame" for every

element.
You have successfully turned raw data into a story.

The Climax: "Wow, I Made This!"

You did it. You started with a messy list of raw data, and now you have a
professional One-Page Dashboard.

You have KPI Cards giving immediate answers at the top. You have a Line
Chart showing the daily rhythm, Bar Charts showing what sells and when,
and a Pie Chart showing the product mix.

And the best part? Because you built this on the foundation of Tables and
Formulas, it is alive. If you add tomorrow's sales to the RawData sheet,
every single card and chart on this dashboard will update automatically.

You have fulfilled the pact. You aren't just an Excel user anymore; you are a
dashboard creator.

A Peek Beyond the 20%: Your Graduation

So... what now?

You've officially graduated. You've climbed "Mount Absolute" (Chapter 7),
you've tamed the print monster (Chapter 11), and you've just built a fully
dynamic dashboard from scratch. You have a powerful, real-world toolkit.
But... I know you. You're curious (that was our deal, after all!). You might be
wondering, "What's in that other 80% of Excel? What's the next step?"

The first thing you'll meet is a famous function called VLOOKUP. If our
"Fab Five" functions from Chapter 6 were our basic "meal kits," VLOOKUP is
your first "pro-level recipe."



Think of it as a digital "phone book" for your data. It's a function that lets you
"look up" one piece of data (like a Student ID) and "find" a related piece of
data from another table (like that Student's name or phone number). It's the
"glue" that lets you connect different worksheets.

And the second, and most important, tool you'll meet is called a PivotTable.
I'm so excited for you to meet PivotTables.

It's like a master "data-slicer-and-dicer." It lets you take 10,000 rows of data
and instantly "pivot" it to see "Sales by Region," "Sales by Salesperson," or
"Sales by Month," all just by dragging and dropping. It is, without a doubt, the
most powerful tool in the intermediate toolkit.

Those tools might have sounded like scary "jargon" back in Chapter 1. But
now? After what you've just built? You are 100% ready for them. The
foundation you built in this book—understanding how Tables work, how
formulas think, and how references lock—is the exact foundation you need to
master them.

You've finished this beginner's journey. But I have a feeling your Excel
journey is just getting started.



CHAPTER 16

What's Next? A Peek Beyond the 20%

You made it. You've built a fully functional dashboard, tamed the printing
beast, and mastered the essential 20% of Excel. But remember our pact? We
focused on the essentials. Now, you're ready for the "Power Tools."

In this final chapter, we are going to upgrade the Friendly Corner Coffee
Shop from a simple spreadsheet into a professional Data Application. We
will automate the pricing, error-proof the data entry, and create analysis tools
that would take hours to build manually but will now take you seconds.

The "Admin" Sheet & The XLOOKUP Revolution

In the last few chapters, we built a fully functioning dashboard. It works, it's
beautiful, and it tells a story.

But if we’re being honest, there is a small crack in our foundation.

Think back to when you entered the data in the RawData sheet. You had to
type "Ben Carter" and "Almond Croissant" and "$4.75" over and over again.
What happens if you accidentally type "Ben Charter" instead of "Ben Carter"?
Or what if you type "$4.57" instead of "$4.75"?

I'll tell you what happens: The Dashboard breaks.

Excel is smart, but it’s literal. It sees "Ben Charter" as a completely different
person. Your "Top Salesperson" calculation will be wrong, and your inventory
counts will be off.

In this chapter, we are going to fix that. We are going to build a safety system
that prevents you from making mistakes, and we are going to automate the
boring stuff using the most powerful function in modern Excel: XLOOKUP.

Step 1: The "Admin" Sheet (Your Single Source of Truth)

To stop typing errors, we need a "master list" of our approved names and
products.
1. Open your workbook and create a new sheet.
2. Name it Admin.
3. We are going to create two small tables here (based on the file Chapter
16.xlsx).
Table 1: Our Menu

In columns A, B, and C, create a list of your products, their categories, and
their prices.



Al v fx  Product

A B C

1 m il Category - Unit Price iy

2 |Americano Beverage $3.50
3 |Large Latte Beverage $5.50
4 'Matcha Latte Beverage $5.75
5 |Medium Drip Coffee Beverage $3.25
6 | Nitro Cold Brew Beverage 55.25
7 |Vanilla Latte Beverage $6.00
8 |Almond Croissant Food 54.75
9 |Avocado Toast Food $0.50
10 |Chicken Salad Wrap Food $10.00
11 |Everything Bagel Food S5

< 2 Dashboard ~ Analysis  RawData  Admin

Figure 16-1 List of Category, Product and their Price
Table 2: Our Staff

In cell E1, type Salesperson. List your team below it:
* Anya Sharma
® Ben Carter
® David Kim
¢ Sarah Jenkins

Now, turn both of these lists into Tables (Ctrl + T).
® Name the product table Menu.

e Name the staff table SalePerson.

Step 2: Data Validation (The Guard Rails)

Now, let's stop the typos forever. We are going to force the RawData sheet to
only accept names from our Admin list.

1. Go to your RawData sheet.

2. Click the header of the Salesperson column to select the data.



3. Go to the Data tab on the Ribbon and click Data Validation.

4. In the box that pops up, under Allow, choose List.

5. Click in the Source box. Now, go to your Admin sheet and highlight the

list of names (excluding the header).

6. Click OK.
Now, look at your RawData sheet. When you click on a cell under
Salesperson, a little dropdown arrow appears. You can’t type "Ben
Charter" anymore; you have to pick "Ben Carter" from the list. You have just
made your data typo-proof!
Repeat this process for the Product column, pointing the Source to your
product list in the Admin sheet.
Step 3: Automating with XLOOKUP (The Magic Filling Mechanism)
This is the big one. This is the skill that separates the beginners from the
pros. We are going to talk about Lookups.
Currently, your sales log has a column for "Unit Price." You are typing "$3.50"
for every Americano. This is dangerous. If you accidentally type $3.50 for a
Large Latte (which should be $5.50), your revenue will be wrong.
We need a system where the sales log asks the price list for the current price.

Calculating the Unit Price Automatically
The Legacy Standard: VLOOKUP

VLOOKUP stands for "Vertical Lookup". Imagine you are looking up a name
in a phonebook. You run your finger down the names (Vertical) until you find
the right one, then you move across to find the number.

Syntax: =VLOOKUP (lookup_value, table_array, col_index_num,
[range_lookup])

Let's write it in the "Unit Price" column of our RawData sheet:
=VLOOKUP([@Product], Menu, 3, FALSE)

* [@Product]: The value we have (e.g., "Latte").
* Menu: The name of table (created in Step 1) where the answer lives.

® 3: The column number in that table that contains the Unit Price.

®* FALSE: The most critical part. This tells Excel, "I want an EXACT
match." Always use FALSE.

The Modern Powerhouse: XLOOKUP

If you are using Office 365, you have access to a superior tool: XLOOKUP. It
fixes the flaws of VLOOKUP.
1. No Column Counting: You don't have to count "1, 2, 3...". You just
select the column.



2. No "False" Needed: It defaults to Exact Match.
3. Left Lookups: VLOOKUP can only look to the right. XLOOKUP can
look anywhere.
Syntax: =XLOOKUP (lookup_value, lookup_array, return_array)
1. In your RawData sheet, delete the data in the Unit Price column. We
want Excel to fill this, not us.

2. In the first cell (H2), type: =XLOOKUP(
3. Lookup_ value: Click the Product cell in that row (J[@Product]).
4. Lookup_ array: Go to the Admin sheet and select the Product
column in your Menu table.
5. Return_array: Select the Unit Price column in your Menu table.
6. Close parentheses and press Enter.
Your final formula looks like this:
=XLOOKUP([@Product],Menu[Product], Menu[Unit Price])
Here is what that "sentence" means in plain English:

¢ [@Product]: "Look at the product name in this row..."

¢ Menu[Product]: "...find that name in the Product column on the
Menu table (Admin sheet...)"

* Menu[Unit Price]: "...and give me the Price from the same row."

Calculating the Category Automatically

Repeat the same formula in the Category column, but this time, change the
Return_ array to the Category column on the Admin sheet.
The Excel formula:
=XLOOKUP([@Product],Menu[Product], Menu[Category])
Now, whenever you select a product from the dropdown, the Category and
Price appear instantly. You have automated your data entry!
Step 4: Solving the "Top Salesperson” Mystery
Do you remember back in Chapter 14 when we calculated our KPIs? We
easily found the Top Sales Amount ($8,000+), but we couldn't easily
display the name of the top saleperson.
In Chapter 14, we used the MAX() function. MAX is great at finding the
biggest number, but it’s terrible at telling you who that number belongs to.
Now that you know XLOOKUP, we can fix this.

1. Go to your Analysis sheet.

2. Look at your KPI table. Change cell A22 from "Top Sales Amount" to

"Top Salesperson:".



3. Now, click cell B22. We need a formula that looks for the highest
number in our RevenueBySalesperson table and returns the name.
The formula should looks like this:
=XLOOKUP(MAX(RevenueBySalesperson[Total Sale]),
RevenueBySalesperson[Total Sale],
RevenueBySalesperson[Salesperson])
Let's break that down:

* Lookup_value: MAX(...) finds the highest sales number (e.g., $8,023).
* Lookup_ array: Looks for that number in the Total Sale column.

® Return_ array: Returns the name from the Salesperson column on

the same row.

Press Enter, and you should see "Ben Carter" appear.
Step 5: Updating the Dashboard

Finally, let's make sure our client sees this improvement.

1. Go to your Dashboard sheet.

2. Look at the "Top Sales Amount" card we built.

3. Update the label to say "TOP SALESPERSON".

4. The value should already have updated to "Ben Carter" because it is

linked to cell B22 in the Analysis sheet.

Congratulations! You haven't just built a dashboard; you've built a robust,
error-proof application. By adding an Admin sheet and using Data
Validation, you've protected your data integrity. By using XLOOKUP,
you've automated the work and solved the mystery of the Top Salesperson.
You are now officially beyond the 20%. You are an Excel Power User.



BONUS CHAPTER

The PivotTable: Your Victory Lap

We need to have one last conversation before I let you go.
Throughout this book, we have built everything "by hand."

* When we wanted to know how much Ben Carter sold, we used formulas.

* When we wanted to find the total revenue by Category, we built the
RevenueByCategory table.

* We did the "heavy lifting" so you could understand the mechanics of
Excel.

But now that you understand the mechanics... I want to show you the "Cheat
Code."
It’s called a PivotTable.
For a long time, PivotTables have had a reputation for being scary, expert-
level tools. But they aren't. They are just a way to ask Excel questions and get
answers without writing a single formula.

Step 1: The Setup

Go to your RawData sheet.
1. Click anywhere inside your main data table (the one with the Dates,
Salespeople, and Products).
2. Go to the Insert tab on the Ribbon.
3. Click the big button on the far left: PivotTable.
4. A box will pop up asking where you want to put it. Select New Worksheet
and click OK.

Step 2: The "Sandbox"

You are now looking at a blank canvas. On the right side of the screen, you
will see a pane called PivotTable Fields.
This is your sandbox. You have a list of your column headers (Date,
Salesperson, Product, etc.) and four boxes at the right (or the bottom):

1. Filters

2. Rows

3. Columns



4. Values

Step 3: Recreating the Magic

Remember how hard we worked to calculate the total sales for each
salesperson in Chapter 14? Watch this.
1. Drag "Salesperson' from the list down into the Rows box.
o Look at your sheet: Excel just listed every salesperson for you.
2. Drag "Total Sale" from the list down into the Values box.
o Look at your sheet: Excel just summed up every sale for each person.
You just did 30 minutes of work in 4 seconds.
Want to see something cooler? Drag "Category" into the Columns box.
Boom. Now you have a matrix showing exactly how much each person sold in
"Beverages" vs. "Food."

A3 v i Jfx  Sum of Total Sale L
A B € D E e

1 ' PivotTable Fields v X
2 Ghoose Drag fields between
3 |[Sum of Total Sale |Column Labels ~ fields to [ & i areas below:

4 Row Labels ~ |Beverage Food Grand Total add to L

5 |Anya Sharma $3,710.75 $3,753.75 $7,464.50 report: Y Filters

6 Ben Carter $4,159.25 $3,863.25 $8,022.50 [ — /O

7 David Kim $3,724.50 $3,909.75 57,634.25

8 Sarah Jenkins $3,806.00 $3,252.25 $7,058.25

9 Grand Total $15,400.50 $14,779.00 $30,179.50 -
10 Time
1 Weekdays Il Columns
12 Salesperson Category v
13 Category
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15 O ay
1? Unit Price = Rows
18 Total Sale Salesperson v
19 More Tables...
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23
24 Sum of Total S... ¥
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Figure 16-1 Beverages vs. Food in a Second.




Want to change your mind? Drag "Salesperson" out of the box and drag
"Weekdays' in. Now you can see which days of the week are your busiest.

A3 v i Jfx  Sum of Total Sale L
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Figure 16-2. Weekday Revenue just by Dragging and Dropping.

Why Didn't We Start With This?

You might be asking, "Kate, why did you make me write all those SUMIFS
and XLOOKUP formulas if I could have just done this?"

Because if you don't understand how data connects, a PivotTable is just a
magic trick. If something breaks, you won't know why.

But now? You know exactly why.

The Final Lesson

Excel isn't about memorizing formulas. It's about taking a mess of data and
turning it into an answer.
Sometimes the answer requires a complex formula.



Sometimes it requires a simple chart. And sometimes, it just requires you to
drag a box into a corner and let a PivotTable do the work.

You have the tools now. You have the confidence. The empty grid isn't scary
anymore—it’s just a blank canvas waiting for your story.

You’ve Fulfilled the Pact! (A Final Congratulations)

And... that’s it. We’re done.

I want you to take a second and think back to that moment in Chapter 1, right
at the beginning. We made a deal, you and I. A pact.

My part of the deal was this: I promise to be your guide on this journey. I will
never rush you. I will never use complicated jargon without explaining it in
simple, everyday terms. And most importantly, I promise we will only focus
on the things that are actually useful. We’re going to ignore all the scary-
looking, expert-level stuff that most people never touch.

I hope I've kept my promise.

Your part of the deal? You just had to be curious. Trust the process. That’s it.
And you did it. You were curious. You trusted this, and you trusted yourself.
You’ve gone from being nervous about an "endless grid of boxes" to being a
confident, capable Excel user.

You can build a budget. You can plan a potluck. You can make smart tables,
write dynamic formulas, and build beautiful charts that tell a story. You can
even create a professional, "laminated" PDF and share it with the world.

You didn't just learn Excel. You learned how to organize information, how to
ask questions of your data, and how to tell a story with the answers.

You have this skill forever now.

Thank you for trusting me as your guide. It’s been a privilege. Now, go make
something amazing.



A Final Note of Thanks

Thank you so much for taking the time to read this book. Writing is a
journey, but it only truly comes to life when it reaches a reader. I hope the
journey through these pages has helped you build the confidence and
curiosity you need to go make something amazing.

Your support means the world to me. As an author, one of the greatest
rewards is hearing how a book has impacted its readers.

Could you do me a small favor?

If you enjoyed this book, would you consider leaving a short review? Honest
reviews help other readers discover new books and provide invaluable
feedback that helps me grow as a writer. Whether it’s a single sentence or a
detailed reflection, your voice makes a difference.

Thank you again for your time, your curiosity, and your support.

Please share your thoughts here:
bykatesterling.com/excel-in-5-days/reviews

Or simply scan the QR code below with your phone’s camera to go directly
to the review page!



https://bykatesterling.com/excel-in-5-days/reviews

Table of Contents

Download Your Practice Files
INTRODUCTION
Let's Make a Deal
DAY ONE
Getting Started With Excel
CHAPTER 1
What in the World Is a Spreadsheet?
CHAPTER 2
Finding Your Way Around the Excel Screen
CHAPTER 3
Your First Worksheet: Navigating Like a Pro
DAY TWO
Building Your First Spreadsheet
CHAPTER 4
Entering Your Data Without Fear
CHAPTER 5
Making It Pretty: Basic Formatting
CHAPTER 6
Letting Excel Do the Math: Your First Formulas
CHAPTER 7
The Magic of Cell References
DAY THREE
Organizing and Analyzing Your Data
CHAPTER 8
Your New Superpower: The "Format as Table" Command
CHAPTER 9
Sorting and Filtering: Finding What You Need, Fast
CHAPTER 10
A Picture Is Worth a Thousand Numbers: Creating Charts
DAY FOUR
Sharing Your Masterpiece




CHAPTER 11
Getting It Ready for the Real World: Printing
CHAPTER 12
Saving and Sharing Your File
DAY FIVE
Your Capstone Project
CHAPTER 13
Project Brief - Building Your "The One-Page Dashboard"
CHAPTER 14
Project Build: From Raw Data to Smart Analysis
CHAPTER 15
Project Polish: Telling Your Story
CHAPTER 16
What's Next? A Peek Beyond the 20%
BONUS CHAPTER
The PivotTable: Your Victory Lap
A Final Note of Thanks




	Download Your Practice Files
	INTRODUCTION
	Let's Make a Deal

	DAY ONE
	Getting Started With Excel
	CHAPTER 1
	What in the World Is a Spreadsheet?

	CHAPTER 2
	Finding Your Way Around the Excel Screen

	CHAPTER 3
	Your First Worksheet: Navigating Like a Pro



	DAY TWO
	Building Your First Spreadsheet
	CHAPTER 4
	Entering Your Data Without Fear

	CHAPTER 5
	Making It Pretty: Basic Formatting

	CHAPTER 6
	Letting Excel Do the Math: Your First Formulas

	CHAPTER 7
	The Magic of Cell References



	DAY THREE
	Organizing and Analyzing Your Data
	CHAPTER 8
	Your New Superpower: The "Format as Table" Command

	CHAPTER 9
	Sorting and Filtering: Finding What You Need, Fast

	CHAPTER 10
	A Picture Is Worth a Thousand Numbers: Creating Charts



	DAY FOUR
	Sharing Your Masterpiece
	CHAPTER 11
	Getting It Ready for the Real World: Printing

	CHAPTER 12
	Saving and Sharing Your File



	DAY FIVE
	Your Capstone Project
	CHAPTER 13
	Project Brief - Building Your "The One-Page Dashboard"

	CHAPTER 14
	Project Build: From Raw Data to Smart Analysis

	CHAPTER 15
	Project Polish: Telling Your Story

	CHAPTER 16
	What's Next? A Peek Beyond the 20%



	BONUS CHAPTER
	The PivotTable: Your Victory Lap

	A Final Note of Thanks

