EXCEL 2010

READSHEETS




Spreadsheet

A spreadsheet is an interactive computer
application program for organization and
analysis of information in tabular form.
Spreadsheets developed as computerized
simulations of paper accounting

worksheets.



The program operates on data represented as
cells of an array, organized in rows and columns.
Each cell of the array is a model-view—controller
element that can contain either numeric or text
data, or the results of formulas that automatically
calculate and display a value based on the

contents of other cells.



The user of the spreadsheet can make changes in any
stored value and observe the effects on calculated
values. This makes the spreadsheet useful for "what-if"
analysis since many cases can be rapidly investigated
without tedious manual recalculation. Modern
spreadsheet software can have multiple interacting
sheets, and can display data either as text and
numerals, or in graphical form.



In addition to the fundamental operations of arithmetic
and mathematical functions, modern spreadsheets
provide built-in functions for common financial and
statistical operations. Such calculations as net present
value or standard deviation can be applied to tabular
data with a pre-programmed function in a formula.
Spreadsheet programs also provide conditional
expressions, functions to convert between text and
numbers, and functions that operate on strings of text.



Spreadsheets have now replaced
paper-based systems throughout the business
world. Although they were first developed for
accounting or bookkeeping tasks, they now
are used extensively in any context where

tabular lists are built, sorted, and shared.



First spreadsheet

VisiCalc was the first electronic
spreadsheet on a microcomputer, and it
helped turn the Apple Il computer into a

popular and widely used system
(1979). For IBM PC in 1981.



Screenshot of VisiCalc

1
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MS-DOS

Lotus 1-2-3 (1983) was the leading
spreadsheet when DOS was the dominant
operating system, was written specially for
IBM PC => good performance. The first

“killer application”



Lotus 1-2-3
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Other MS-DOS
spreadsheets

Borland Quattro that replaced VisiCalc.



Now

Excel now has the largest market share on
the Windows and Macintosh platforms.

A spreadsheet program is a standard
feature of an office productivity suite; since
the advent of web apps, office suites now
also exist in web app form.



Microsoft Excel

Since the mid 1990s Excel has been the
domineering commercial electronic

spreadsheet.



Open source software

Gnumeric is a free, cross-platform
spreadsheet program that is part of the
GNOME Free Software Desktop Project.
OpenOffice.org Calc and the very closely
related LibreOffice Calc are free and

open-source spreadsheets.



openOffice.org Calc
spreadsheet
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Web-based spreadsheets

Office Web Apps

Google Spreadsheets

They have real-time updates from remote
sources such as stock prices and currency

exchange rates.
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Excel 2010

Organize financial information
Perform calculations

Display results in different ways
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Apply a Theme

@ On the Page Layout tab, click the Themes - e =
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You're not limited to the fonts or colors of your theme. The
theme fonts and colors are suggested and usually appear at
the top of your formatting choices, but you can choose any
fonts and colors you want. Any font, color, or effect choices
you make that aren't part of theme won't change automati-
cally if you choose a different theme at a later time, however,




Entering

the data

You can start with a template or begin with a

blank worksheet, then

@ Start a new workbook if necessary.

@ save the workbook with a new file name by
clicking Save in the Quick Access toolbar
and entering a name for the worksheet, and
clicking Save.

{continued on next page!
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(continued)

@ Type the header for the first column, @ d :
-. Home |
next column. Continue across the top =

row to enter all column headers. Press = |

Paste

press Tab, and type the header of the

Enter after you've typed the last item.
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row, and enter your data. Press Tab, and 7
continue entering your data. Press Enter

1
after you've typed the last item. 2 |PROS41
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. Continue entering your data row by row, 4
and be sure to save the file periodically.
Use the keys in Table 7-1 to navigate
through your worksheet data.

Navigating the Worksheet

|Vendor # Region

Key

Description

Tab

Selects the cell to the right

Shift+Tab

Selects the cell to the left

Enter

Selects the cell one row down

Shift+Enter

Selects the cell one row up

Right arrow

Selects the cell to the right

Left arrow

Selects the cell to the left

'Up arrow

Sellects the cell one row up

Down arrow

Selects the cell one row down

Home

Selects cell Al

Ctrl+right arrow

Selects the cell farthest right in the current row

Ctrl+left arrow

Selects the cell farthest left in the current row

| ¢ [.'o [WCEN"F
Productl Product? Product3
HM1234 HM1235 HM1236
HM1237 HM1239




More sources

You can also import data from

In this case you click the Data tab and click
your choice in the Get External Data group,
then navigate to the file you want to use and
click Open to add your data at the selected
cell.



Some facts

Number of rows 1 048 576
Number of columns 16 385
Width of column 255 characters

Number of colours 16 min



Editing data

Often you need to go back and make changes

to your data after you have entered it.

You can correct and update the data quickly
either by replacing the contents of an entire

cell or by editing the existing content.



Formatting cells

You can considerably improve the look of your
worksheet by using Excel's many formatting
features. Formatting your data serves a
number of purposes:

Helps others reviewing your data see easily

what’'s most important on the worksheet;

Helps you organize your data so that you can

easily find what you need later.



Example of a worksheet with
some formatting
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Predefined formats

For this purpose, you can use Excel’s predefined
formats to choose a look for your cells that makes
the data stand out. The cell styles available in the
Styles group of the Home tab are coordinated
with the theme you select for the worksheet, so all
colors and fonts available are consistent with the

overall theme you have chosen.



Formatting numbers

When you look at columns and rows full of
numbers it might not be clear what those numbers
represent. Are they values showing dollar amount?
Are they percentages of something? You can
improve the readability of your workbook by using
standard numeric formatting to make everything as
clear as possible for those viewing your
worksheet.



Moving, copying, pasting

Moving, copying and pasting data is similar
to the same in Word.

However, when you copy data in Excel,
you'll need to have a blank area ready to

receive the data; otherwise, Excel will
overwrite any existing data.

You can also tell Excel to copy the
contents of a cell to a group of adjacent
cells.



Live Preview

Excel 2010 includes Paste with Live
Preview feature to see how your
information will look when pasted using
different paste options.

You can choose how you want the
information to be pasted both before and
after you add it to your worksheet.



Adding and deleting columns
and rows

When you add or delete several rows or
columns at one time or clear all the
contents of multiple rows or columns,
select them before you right-click. To select
nonadjacent rows or columns. Hold down
the Ctrl key as you click each row or
column header.

To quickly clear the content of a selected
cell or cells without removing any
formatting, press the Delete key.



Hiding columns and rows

When you create a worksheet, it
sometimes contains columns and rows of
data that aren’t relevant for every review or
for every use of the worksheet.

You can suppress the display of data you
do not want displayed for general view by
hiding columns and rows. Late you can
reveal the data once again easily to return
the data to normal view.



To do this,

You select rows or columns and then
right-click on the selected headers, and
choose Hide from the shortcut menu.

BUT, to make sure that you do not
accidentally distribute a worksheet that
contains information you do not want to
share with others, make sure there are no
hidden rows or columns in your final
version of the workbook.



How?

'0 check for hidden rows or columns, run

the Document Inspector by clicking the
File tab, and then clicking Check For

Issues in the Prepare Sharing group.

Click Inspect Document in the list.



Formatting cell dimensions

You can set the
Column width
Row height

Adjust the Height or Width to fit the content



Formatting Cell
Dimensions

Set the Row Height

@ select the rows whose heights you want
to change.

@ Right-click one of the selected row
headers, and choose Row Height from
the shortcut menu to display the Row
Height dialog box.

‘ Specify the height of the rows in points.
@ CcClick oK.

Adjust the Height or Width to Fit the
Content

‘ Select the cells that you want to format.

. On the Home tab, click the Format
button, and choose AutoFit Row Height
from the drop-down menu.

‘ Click the Format button again, and
choose AutoFit Column width from the
drop-down menu.
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Preparing for Printing
Set page dimensions:

On the Page Layout tab click Margin and set
the ones you want to.

Click the Orientation button and click either
Portrait or Landscape

Click the Size button, and select the paper size

Specify the scaling to change the size of the
printed worksheet

Specify whether you want to display and/or
print the gridlines and the headings
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Creating a Data Series

Creating a Data Series

When you're working with a series—that is, a particular can be time consuming. You can put your time to better use
set of data such as a series of dates or a list of consecutive by letting Excel do the work for you. All you need to do is
numbers—numbering or labeling all the items in the series make sure that Excel recognizes the data as a series.

Create a Series

i i R & D B e g
1 _Record Vendor# Country  Productl Product2 Product3 Location |
1lPrROS41  Brazil HM1234 HM1235 HM1236 A4
. Point to the bottom-right corner of the B7243 CostaRica HM1237 HM1233 HM1240 A4

cell until the mouse pointer turns into a | CB2122 South America HM1133 HM1129 HM1128 A4
cross (the Fill handle). RD1500  Africa HM1100 HM1101 HM1102 A4

@ Type the first item in the series.

@ Drag the Fill handle to fill the cells that
you want to be included in the series. ‘

A B o

. If Excel copied the cell instead of creat- Country :
ing a series or didn't fill the series as Brazil
you expected, click the AutoFill Options Costa Rica
button, and select Fill Series or any South America
other appropriate option. Africa

@ Make sure the series is correct. If it isn't,
click the Undo button on the Standard | {I5] cCopy Cells }
toolbar and try again. 3 Fill Series -

Fill Withgut Formatting

[

Fill Eormatting Only ’[
i

e

B

If the Fill Series option isn’t listed on the AutoFill & B .2

Options shortcut menu, Excel doesn’t recognize s [Vender® Cowstry

the data as a series. You can define your own series 2 PROS41  Brazl

by clicking File and choosing Options; then click .—3. AB7243  CostaRica
4
5
6

the Advanced tab and in the General area, click =4 CB2122 South America
Edit Custom Lists. In the Custom Lists dialog box, S RD1500  Africa

define your list, and click OK. : =

S




Formatting Cell

Formatting Cell Dimensions

You can adjust the height and width of cells, rows, and col- increase the height of the rows to increase the readability
umns to accommodate the formatting you want to use in your of the content. Although a row will automatically increase in
worksheets. As you enter information, you might find that height if you increase the font size of its content, you might
some columns are too narrow, resulting in truncated content. want to increase the height of the row and then change the

In other columns, you might find that some columns are too vertical alignment of the text to add space above or below the
widR, reudting in wasted. space. Similarly, yau might want to content.

F4E™ B AR SR vendordisx - Microsoft Excel
. Select the columns whose widths you want to QUM Home | Inset  Pagelayout  Formuias  Data  Rey ]
change. i;'? * Callbri T c AN Twmfm - & cenen - ﬁl

L Ga-
@ Right-click one of the selected column headers, g B B A EEREEER- $-% 0 WA g0

" Cli d G O Al t i
and choose Column Width from the shortcut = v S
menu to display the Column Width dialog box. Eeree e =
Record ‘Vendor # Country ‘Productl Product2 |Product3
1 PROS41  Brazil HM1234 HM1235 [HM1236
2 AB7243 CostaRica HM1237 HM12339 JHM1240
3 CB2122 South America HM1133 HM1129 [HM1128
4 RD1500  Africa HM1100 HM1101 JHM1102

Set the Column Width

’ Specify the width of the columns, calculated by
the number of characters of the default font
that can be displayed on one line.

@ cClick OK.

New budget totals calculated 6/1/10

Inventory Discount
350 40%)
225 35%)
230 40%)
320 40%)

To change the vertical alignment of text in one or
more rows, select the cells to be adjusted, and then
click the Top Align, Middle Align, or Bottom Align
button in the Alignment section of the Home tab.

el e ]l

To select the entire worksheet, click the blank header between the Select alternating columns in your worksheet (click the first
1" row header and the “A” column header. If the cells in the area column, press and hold Ctrl, and click the third column, for
you want to format are contiguous—that is, all the cells are adjacent example). Click the Fill Color tool in the Font group of the
to one another—just click in any one of the cells before you choose Home tab. Click a color from the Theme Colors section of
AutoFormat, and Excel will figure out the area to be formatted. the palette. The color is applied to the selected color.




Organizing Your
Worksheets

Organizing Your Worksheets

Up to this point, you've learned how to add and work with can customize the worksheets, rename the tabs, reorder the
data on your worksheet. Excel also includes features that help worksheets, and add new ones as needed, all from within your
you organize the various worksheets you create. As you know, current workbook.

each worksheet appears on its own tab in your workbook. You

Name Your 'Workshegts

@ Double-click a worksheet tab, type a
descriptive name for the worksheet, and

press Enter. CEE RN m Sheet2 . Sheet3 . % -
aBenoe LR :

@ Repeat these actions for any other
worksheet tabs you'd like to rename.

To change the color of a worksheet tab, right-click
the tab, choose Tab Color from the shortcut menu,
and click the color you want in the gallery.

Change Their Order

@ Click the tab of the worksheet you want to

move. 17
3 3 18 |
. Drag the tab to the desired location. "« <% | premier Coffees [~oaEsTose > Projections o ¥d
Ready | B3 |




nserting & Deleting a
Worksheet

Insert a Worksheet

14 |
15}

@ Click the Insert Worksheet button. 16|
. Rename the new worksheet, and move it to a W« % ¥ [ Sales Leads  Projections . Premier Coffees | Sheeta . ¥3
different position among the tabs if you want. e

To hide a worksheet from view instead of deleting
it, right-click the tab, and choose Hide from the
shortcut menu. To display the worksheet again,
right-click a tab, choose Unhide from the shortcut
menu, and, in the Unhide dialog box, select the
worksheet to be displayed.

Delete a Worksheet

@ Right-click the tab of the worksheet you
want to delete, and choose Delete from =
i J Delete

the shortcut menu.

Rename

@ When you're asked to confirm the

Move or Copy...
deletion, click Delete.

View Code
Protect Sheet...
Tab Color

Hide

Unhide

ST —., < ———_ | Select All Sheets |
» ¥ | Sales Leads —rrojecoons ey

Coffees - Sheetd - %J

& Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete. 1

@




Operations in formulas

. colon

Single space

, comma
Negation

% percent

A exponentiation
Multiplication

/ division

+ addition

Subtraction

& connects two strings of text

= comparison (equal to)

< less than

> Greater than

>= greater than or equal to
<= less than or equal to
<> Not equal to




Formulas

When you scroll the mouse over a formula
Excel will have a small dialog box that

Home Insert Page Layout Formulas Data Review View Add-Ins

FZEBPAE R B0 S

Insert  AutoSum Recently Financial Loglcal Text Date & Lookup & Math Maore Name |
Function Y Used v v v Time~ Reference~ &Trig v Functions ¥ | Manager |

Function Library



References

Relative
Absolute
Mixed

References to other worksheets



References

Relative

Absolute

Both the column letter A and the row number 1
can change.

The column letter A and the row number 1 do
not change.

The column letter A does not change. The row
number 1 can change.

The column letter A can change. The row
number 1 does not change.




Database functions

DCOUNT Counts the cells that contain numbers in a
database

DCOUNTA Counts nonblank cells in a database

DGET Extracts from a database a single record that

matches the specified criteria

DMAX Returns the mgmmum value from selected
database entries

Returns the minimum value from selected
DMIN )
database entries




Date and time functions

DATE Returns the serial number of a particular date
DATEVALUE Converts a date in the form of text to a serial number
DAY Converts a serial number to a day of the month
HOUR Converts a serial number to an hour

MINUTE Converts a serial number to a minute

MONTH Converts a serial number to a month

SECOND Converts a serial number to a second

TODAY Returns the serial number of today's date

YEAR Converts a serial number to a year




Text functions

CHAR

DOLLAR

FIND, FINDB
SUBSTITUTE
TEXT
LOWER
UPPER

VALUE

Returns the character specified by the code number

Converts a number to text, using the $ (dollar)
currency format

Finds one text value within another (case-sensitive)
Substitutes new text for old text in a text string
Formats a number and converts it to text

Converts text to lowercase

Converts text to uppercase

Converts a text argument to a number



Financial functions

Returns the accrued interest for a security that pays periodic

ACCRINT :
Interest

Returns the accrued interest for a security that pays interest at

ACCRINTM :
maturity
AMORLINC Returns the depreciation for each accounting period

Returns the net present value for a schedule of cash flows that is

XNPV : .
not necessarily periodic
FV Returns the future value of an investment

Returns the net present value for a schedule of cash flows that is

XNPV : .
not necessarily periodic
YIELD Returns the yield on a security that pays periodic interest

Returns the annual yield for a discounted security; for example, a

VLR Treasury bill

YIELDMAT Returns the annual yield of a security that pays interest at maturity




Information functions

ISBLANK Returns TRUE if the value is blank

ISEVEN Returns TRUE if the number is even
ISLOGICAL Returns TRUE if the value is a logical value
ISNONTEXT Returns TRUE if the value is not text
ISNUMBER Returns TRUE if the value is a number
ISODD Returns TRUE if the number is odd

ISREF Returns TRUE if the value is a reference
NA Returns the error value #N/A

TYPE Returns a number indicating the data type of a value



Logical functions

m

AND Returns TRUE if all of its arguments are TRUE

FALSE Returns the logical value FALSE

IF Specifies a logical test to perform

Reverses the logic of its argument

Returns TRUE if any argument is TRUE

Returns the logical value TRUE




Lookup and reference

ADDRESS Returns a reference as text to a single cell in a worksheet
COLUMN Returns the column number of a reference

COLUMNS Returns the number of columns in a reference

LOOKUP Looks up values in a vector or array

ROW Returns the row number of a reference

ROWS Returns the number of rows in a reference

Looks in the first column of an array and moves across the row to

WILOOILI return the value of a cell




Math and trigonometry
functions

ABS Returns the absolute value of a number
COS Returns the cosine of a number
EXP Returns e raised to the power of a given number

INT Rounds a number down to the nearest integer

MDETERM Returns the matrix determinant of an array

MOD Returns the remainder from division




Statistical functions

AVERAGE

CORREL

COUNT

COUNTA

COUNTIF

MAX

FREQUENCY

Returns the average of its
arguments

Returns the correlation coefficient
between two data sets

Counts how many numbers are in
the list of arguments

Counts how many values are in
the list of arguments

Counts the number of nonblank
cells within a range that meet the
given criteria

Returns the maximum value in a
list of arguments

Returns a frequency distribution as
a vertical array




Engineering functions

External functions



Comments

Adding and Viewing Comments

You can use comments in a workbook in a couple of ways.
You can add an explanatory comment to an item to track
what you did or clarify it to others, or you can use a comment

Create a Comment

@ Click the cell to which you want to attach your comment.
@ On the Review tab, click the New Comment button.

. Type your comment. Press Enter only if you need to
start a new paragraph in the note. Click outside the
note when you've finished it.
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Language

Comment 1
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u Name
\HM1234  UltraRoast ,77}3}39541
(HM1235 Breakfast Blend PROS41
HM1236  French Roast
(HM1237 _ Organic Blend
‘House Blend

|HM1238 PROS41
{HM1239  Sumatra

) Su AB7243

,77\]37243 cost--it seems low.|

4 WSneedtuchsd(lﬂs

HM1234
HM1235
HM1236
'HM1237
(HM1238

[ui}-h‘w

Ultra gqaxt
_ Breakfast Blend
FrenchRoast

PROS41  C
PROS41

PROS41 A
AB7243 B

_ PROS41

1400 %
1400 $
1600 $
1400 $
1400 $
1400 $
1500 $

¥

3799
46.99
37 o9
3499
3499

7
0o~

¥

House Blend X
Sumatra
___Verona

Dark Bean

1400 $
1500 $

|HM1240  Verona s A RO
HM1241 _ Dark Bean 3




Review the Comments

. Move the mouse pointer over a cell that

contains a red triangle in the top-right corner.

Read the comment that appears.

@ if you can't find a comment, or if you want to
review several comments, on the Review tab,
do any of the following:

» Click Previous or Next to find and display a
comment.

« Click Show All Comments to display all the
comments in the worksheet.

» With a comment displayed, click Edit
Comment to modify the comment. (The
New Comment button changes to the
Edit Comment button when a comment is
selected and displayed.)

[E! Ho~®-|s coffee_inventory_2010xdsx - Microsoft Excel ! EiTe
u Home Insert Page Layout Formulas Data |/ Review View ! Design
4 M Al atatma

v a(d 8% ¢ ¢ =

@ Show All Comments 9
Spelling Research Thesaurus = Translate New  Deiete Previous Next Protect Protect Share

Comment i Sheet Workbook Workboo
Proofing Language 5 @
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Adding Sparklines

An exciting new feature in Excel 2010 called sparklines enables how a particular product sold during a promotion, or how
you to show cell-based illustrations of data trends or values your inventory levels changed during a specific timeframe.
in your worksheet. This enables you to show, for example, Sparklines are easy to create and customize in your Excel
how sales in a certain region are trending (up or down?), worksheet.

Crieate Sparklines _ : T

3 X “,O,EA’“;

@ Click in the cell in which you want to create S ERI aloil T EH @ & @ STT o
tr i . - Eiwinaoss Box & Footer " Object

the sparkline. s Bueon owts il ps | _toss ] res e

. Click the Insert tab, and choose the type of
sparkline you want to create.

@ When the Create Sparklines dialog box
appears, drag to select the cells you want to
use for the sparkline. Click OK.

(continued on next page)

11 HM1240
12 HM1241

Data Range: ;:

Choose where you want the sparkliines to be placed

Location Range: ;ﬁ.ﬁ o

Sparkline Styles

R % e T

_::-:llr

Style Name Description
Line Adds a line chart to the cur-

i § rent cell depicting the data
in the range you select

Column Inserts a column chart con- You can copy the sparkline to a column or range of cells by click-
Bz Column | trasting the data values in ing the small handle in the lower right corner of the sparkline
the cells you specify cell and dragging the cell border across the columns or rows you
= : - want to display sparklines. Sparklines are added in the original
Kwintos: Win/Loss  Displays a win/loss chart of sparkline’s style and the sparkiine display in each cell is adjusted to
——— the selected cell values reflect the range in that row or column.




Create Sparklines (continuea , ety
L]

Slmout  Fomuls  Dats  Redew  View Design

@ In the Show area, click the markers you : vl AM i N AN AR AN AN AR A
want to add to the sparkline o it O : «/\/‘V\/‘V\/‘v\/‘«/\/"v\/‘

@ Click the More button in the Style group ; N «/\/‘/‘ VALYV m/"
to display a palette of sparkline styles, 2 Stockxng&Sales#sforNewCo{fe;_ VvV - o

and click the style you want to apply.
m —
- /\\/ \/\/\V\/\ ,202

@ cCustomize the line and marker color as e e — it
6 HM1235 Breakfast Blend PROS41
needed. 7 HM1236  French Roast PROS41 = 1342
8 HM1237 Organic Blend AB7243 650 4830
9 HM1238 House Blend PRO5S41 780 2748
10 | HM1239 Sumatra AB7243 950 2678
11 ‘HM1240 Verona AB7243 925 2511
12 HM1241 Dark Bean PRO541 1670
13
14
- - 15
Edit Sparklines 1
17
18
19

Nrpwmapd0

@ Click in the cell containing the sparkline 2

2 :

you want to change.
@ Click the Sparkline Tools Design tab.

‘ Click Edit Data in the Sparkline group if
you need to change cell data.

- - <
M 4% W Sheetl  Sheet2 . Sheet3 . ¥J
Resay | 53 | &

coffees i - Microsoft Excel

. Change the sparkline type by clicking a ; Pactumis & Eardons
new option in the Type group. | 3 - ANA M o o

‘ Modify the Show settings, and change fe e ek e
Style if necessary. o tnon con

2 Stocking & Sales #s for New Coffees 2010

} Ultra Roast PROS41
6 HM1235 Breakfast Blend PRO541
% 3 7 [HM1236 French Roast PRO541
If you want to delete the sparklines you've added 8 HM1237  OrgamcBlend  AB7243
to your worksheet, select the sparklines, and in the B a2

Group group of the Sparklines Tools Design tab, . i it Sreae
click Clear and then click Clear Selected Sparklines.




Working with the Excel Web App

Excel 2010 is now available to you anywhere you go, as long worksheet to your Microsoft SharePoint Workspace 2010 or

as you have access to the Internet. Using the Excel Web App, Windows Live SkyDrive account, you can co-author your work-
you can view, edit, format, save, and share the worksheets sheets in real time and communicate with your co-authors
you create. What's more, when you have saved an Excel 2010 while you work.

Use the Excel Weh Apn ’ ? ‘

. Access your Windows Live SkyDrive account O~ [ remrics vacctionin sinm comistanDocunensiceoih mactorss. - @ [4] x 1Mt g

% 5 Ele Edit few Favorites Tools Help ~ - -
or SharePOInt Slte. e Favorites | | 6 coffee_inventory_2010.sx - Windows Live S : i) ML . Ly

£7 Winflows Live" Home Profie People Mail Photos Morer MSNY  seorch Arople or web 2! Carol* (3]

T sgaem

@ select the Excel worksheet you want to use.

coffeg_inventory_2010.xlsx
Carol »|SkyOrive » My Documents » coffee irventory 20105k

@ Click Edit.
@ Make your changes as needed.

View fdf Download Delete Move Morev Y

ma | &
I_. &

@ save the worksheet. : s oo

mporters new | y.2010

- 18 0f 18

— o
@U' (@) ntapi/cid-y3a1cecaietn2aTa.stydrive live.com/edi.asp/. Documents/coffeeSE imventonSE 1818 | 0,] X |/ Bing

File Edit View Favorites Tools Help s e % ,
i Favorites | 4§ coffee_inventory_2010.dsx - Microsoft Excel Live (.. f 3 .

£7 Windows Live™  Carol » smm » My Documents » Mn_hm\mym" O " o Caroi'@

sign out
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5 HM1234  Ultra Roast
6 HM1235  Breakfast Blend

.ym.? French Roast
8 HM237  Organic Bland

9 HM1238 House Blend

If you have a smartphone that runs Microsoft Win-
= dows Mobile 6.5, you can also work with your Excel
2503 W2511 worksheets using Office Mobile 2010. You can view,
1140 B 1670 . 5 S -
edit, format, and even create conditional formatting
and work with pictures and charts, all in the small
Ereakfast Blend interface optimized for the phone screen. Office

| $9.00 Prench Roast -

it e - — Mobile 2010 is available separately from Office 2010.

) Intemet | Protected Mode: On Gy v RI0% -

10 HM1239  Sumatra
11 HM1240  Verona
12 HM1241  Dark Bean
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