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Welcome to IS 44

Microsoft Office Tools for Business Analysis!



Completed Cengage Registration!
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Two students with missing names!
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Road Map
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• Getting started with Excel


• SAM training module#1 (during class time)


• Project#1 (overview)
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Cut & Paste
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• Select the “cut” button from Home ribbon. You could also use the shortcut key 
CTRL + X
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Cut & Paste
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• The highlighted cell with have a blinking green rectangle
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Cut & Paste
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• Select the “paste” button from Home ribbon. You could also use the shortcut key 
CTRL + V
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AutoFit
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• You can use AutoFit feature to automatically adjust a column width or row 
height to accommodate its widest or tallest entry
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AutoFit
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• To AutoFit a column to the width of its content, double-click the right border of 
the column heading


• For example, in this example below, I double-clicked the right border of Column 
‘A’ to AutoFit its content to adjust its width to accommodate its widest text 
(“Number of Employees”)
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AutoFit (Format)

11

• You can also apply AutoFit from the Format group in the Home ribbon
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AutoFit Column Width
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AutoFit Row Height
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Font Adjustment
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• Select multiple cells by holding CNTRL button. For example, I selected cells 
with headings “Employee”, “Salary”, “Bonus”, and “Total”
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Font Adjustment
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• From the Home ribbon, select the font size dropdown list as shown below
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Font Adjustment
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• Select font size of 18 and the apply
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Functions (sum, average, count, etc)
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• You can use various functions such as SUM(), AVERAGE, COUNT, and 
COUNTA()


• SUM() function to add the numbers in a range of cells


• AVERAGE() function to find the average of a range of cells


• COUNT() function to count a number of entries  in a range of cells. Many 
financial workbooks need to report the number of entries, such as the number of 
products in an order or the number of items in an expense or revenue category
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Page Layout
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• Page orientation specifies in which direction content is printed on the page

• Portrait orientation: the page is taller than it is wide

• Landscape orientation: the page is wider than it is tall


IS 44: Microsoft Office Tools for Business Analysis



Wrap Text
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• You can use AutoFit feature to automatically adjust a column width or row 
height to accommodate its widest or tallest entry
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Adding Cell Border
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• You can make spreadsheet content easier to read by adding borders around the 
worksheet cells.


• Borders can be added to the left, top, right, or bottom edge of any cell or range.


• You can set the color, thickness of and the number of lines in each border.
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Flash Fill
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• Enter the email address using first and last names for the first row
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Flash Fill
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• Drag the cell down to populate the same email in the remaining rows in Column E
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Flash Fill
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• In the bottom right corner, you will notice a dropdown list with “Flash Fill”
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Flash Fill
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• Now apply the “Flash Fill” to finish the task
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Road Map
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• Getting started with Excel


• SAM training module#1 (during class time)


• Project#1 (overview)
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Road Map
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• Getting started with Excel


• SAM training module#1 (during class time)


• Project#1 (overview)
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Course Schedule
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