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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Using Sparklines to View Data Trends

You can place a micro-chart of i a single cell in your worksheet. Excel refers to these
micro-charts as sparkline

You can create three types of sparkline charts: line, column, or win/loss. All three show you, at a
glance, trend information for a range of data you select. Excel places a sparkline chart in the cell
immediately to the right of the row of cells you use to create the chart. Excel offers several styles
that you can apply to your sparklines.

Using Sparklines to View Data Trends

Insert a Sparkline
€ Select the row of cells containing
the data you want to include in

the sparkline chart.

Note: To avoid having to move the
sparkline chart, make sure an empty
cell appears to the right of the cells
you intend to chart.

@ Click the Quick
button (7

© Click Sparklines.

(© Click the type of sparkline chart
you want to insert.

This example creates a line
sparkline chart.

© Excel inserts the sparkline chart
in the cell to the right of the
selected cells.
(© The Sparkline contextual tab
appears.
(© Repeat steps 1 to 4 to add .
sparklines for the rest of your data.

@ Alternatively, you can drag the
Fill handle down to create a o
sparkline group. See the
upcoming Tip for more about
sparkline groups.

&Note: To delete a sparkline
chart, right-click it and then

Q Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

@ Italics

Italic type introduces and defines a new term.

CHAPTER

EXCEL
Working with Charts 1

Apply a Sparkline Style
@ Click the cell containing a

sparkline that you wantg style.
@ Click Sparkline-
© Use the Style gallery to Select

the style you want to apply to
the sparkline.

S

A

© You can click More () to
display the full Style gallery.

© Excel applies the style to the
sparkline.

click Sparklines. Click either Clear
Selected Sparklines or Clear
Selected Sparkline Groups.

Can I create multiple sparklines simultaneously?

Yes. You can select data on multiple rows; Excel creates a

sparkline for each row and treats the sparklines as a

group. For example, if you change the chart type of one

sparkline, Excel changes the chart type for the entire
group.

How can I change the chart type of a
sparkline?

Click the cell containing the sparkline and then
click the Sparkline contextual tab. In the Type
group, click the sparkline chart type you want

to use.
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PART I

Microsoft 365
Features

The Microsoft 365 applications share a common look and feel. You can find
many of the same features in each program, such as the Ribbon, Quick
Access Toolbar, program window controls, and the File tab. Many of the
tasks you perform, such as creating and working with files, share the same
processes and features throughout the Microsoft 365 suite. In this part, you
learn how to navigate the common Microsoft 365 features and basic tasks.

Microsoft 365 is a suite of apps that help you stay
connected and get things done

v Word

Create impressive documents and
improve your writing with built-in
intelligent features.

ﬂ Excel

PowerPoint

Microsoft Teams

Outlook

OneDrive
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Start and Exit Microsoft 365 Apps

Microsoft 365 installation creates an icon for each Microsoft 365 app either on the Start menu
orin the All Apps list. To work with an app, you need to know how to launch the app on your
PC. When you are finished with an app, you also need to know how to exit the app.

This section uses Word to demonstrate how to open an app from Windows 11. Once a Microsoft 365
app opens, its Start screen appears, where you can find a recent document or start a new document.
For other ways to open or create a document, see Chapter 2.

Start and Exit Microsoft 365 Apps

@ click Start (z5).

The Start menu appears. B
() Alternatively, you can click Search (O), type the W - a m
name of the app, and then click the app in the e W ool Pwemn  w Colenar
search results. 8 ® ‘ 9 @ ©
Click the Microsoft 365 app you want to start. PR e < ot~ ¥,
e m v Do e
Note: If you do not see the Microsoft 365 app you B R Dnt S e LN et e S i
want, skip to step 3. e i
€ Click All apps. e By o
323:’?”“ E :::ivdzorlly Test

Windows displays the ALl Apps list.

O Click the app you want to open.




The app launches and displays its
Start screen.

(© You can use the Home panel to
start a blank document or open a
recent document.

@ You can use the New panel to start
a new document.

() You can use the Open panel to
open an existing document.

(@ This area indicates whether you
have signed in to your Microsoft
365 subscription.

Note: See Chapter 4 for details about

TIP

MICROSOFT 365 FEATURES

Microsoft 365 Basics

CHAPTER

|

Good afternoon

v New

R Search
Recent  Pinned  Shared with Me
B hame

ﬁq 2023 Budget
OreDive - Persanal » Excel Data Analysis FD

@ 9781119892516 ch01 callouts.
Paul McFedries's OneDrive « Werting » TW Microsoft 365 » Figures » <01

m 9781119866442 ch01 callouts.
Paul Ml

4 Writing » TV Windows 11+ Figures » ch01
@ 9781119893516 ch01_f
Paul McFedries's OneDrive » Wirting »

01
@ Paul McFedries's OneDrive » Writing = TYV Micrasaft 365 = 0721119074779 text

More templates —

Signing .in tO MiCTOSOft 365. @ AutoSeve @ o) [H Document! - Wort P searchalt=q 'y pun B & ﬂ
Fle  Home Inset Draw Design Layout References Malings Review View Hep £ Comments. (@]
© 7o exit the app, click the Close R —l 08 I E I\ A
Paste < - J ‘GA“ Puugmvh Sw'ls Eﬂvyng Dictate Editor R;:e Styles
button (). O P ol ¥ S POV OO A O e .
““““““ T T T e
Note: If you have multiple documents
open, you must click Close (3<) for
each file to exit the app. :
Pagelof1 Owords English (Canads) Tedt Predictions: On To sccessibilty: Good'to go Drocus  [EH S+ o
Can I create a shortcut to open a Microsoft 1§ cces
365 application? N £ Pinto Start
. . Accessik -
Yes, you can pin the app to the Windows Start More > & Pinto taskbar
menu or taskbar. Follow steps 1 to 4 in this c [ Uninstal B8 Run as administrator

section, and then right-click the app name in
the ALl Apps list. From the menu that appears,

E Calculat  Recent

Open file location

either click Pin to Start to add the app to the Pinned section of the Start menu or click More and then
click Pin to taskbar to pin the app to the Windows taskbar. To open the app, click the app’s tile in the
Pinned section of the Start menu or the app’s button on the taskbar.




Explore the App Window

(L Microsoft 365 apps share a common appearance and many of the same features, and when you
learn the features of one Microsoft 365 app window, you can use the same skills to navigate
the windows of the other Microsoft 365 apps. These common features include the title bar, program
window controls, zoom controls, and the Ribbon. The Ribbon is an important Microsoft 365 feature
because it contains the app commands and features that you will use most often. You learn more
about the Ribbon later in this chapter.

o Title Bar [ e ‘D"\.Hlul-lu-lﬂ O Sewch ey 0 X J ES x<0

Displays the name of the open file, R T el C 1o

the name of the Microsoft 365 app, (H e |Ba i |EEe | ma— | T )

and the AutoSave and Save buttons. n 5 .
. ﬁ L) < ] L] F G K L M N o -

O Search 2

Enables you to search for items
within the app. ;

O Microsoft 365 Indicator i
Displays your Microsoft 365 sign-in "
status. If you see your name, you are .
signed in to your Microsoft 365 2 ?
subscription. You can click your name - P : o

to display a menu that enables you to 0 = E— '”0
manage your Microsoft account settings

or switch to a different Microsoft account.

If you are not signed in, this area shows a Sign In link.

© Program Window Controls

Enable you to control the appearance of the app window. You can minimize the Ribbon,
and you can minimize, maximize, restore, or close the app window.

@ Zoom Controls
Change the magnification of a document.

@ View Shortcuts
Switch to a different view of your document.

O Status Bar
Displays information about the current Microsoft 365 document.

O Ribbon

Displays groups of related commands in tabs. Each tab offers buttons for performing common tasks.
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Work with Backstage View 1

ou can click the File tab to display Backstage view. In Backstage view, you find a list of actions

that you can use to open, save, print, remove sensitive information, and distribute documents
as well as modify the app’s settings. You can also use Backstage view to manage the places on
your computer hard drive or in your network that you use to store documents and to manage your
Microsoft 365 account.

Work with Backstage View

o Click the File tab to d15p|.ay @ auvosave @0) B gook - Exce £ search ) Pt @ & - @ X
Backstage view. OL

ile  Home Inset Draw Pagelayout Formulas Data  Review View Help T comments

L] Calibri T — [ Conditional Formatting ~ &
o Bg. S b=t A
& He b A - - Data
Und Clipboard & Font I Analys Sensitivity ~
AL v f -
A —
3
0
mn
o
20
= Sheet] @ 4 » i
Ready B EH F -—a—+ 100
@ Commonly used file and app I\
management commands appear here. e ——
(© Buttons you can click appear here. 2 Open a
@ Information related to the |©) e [ ‘
button you click appears here. AR stored win e S e @

Each time you click a button, the

Pinned
a OneDrive - Personal

information shown to the right T B s v, 20
changes. o msec Logophilia Financesyse 2 s sasem
. @ Add & Place ﬁ‘sl Personal Finances.xlsx 2 vaezseM
Note: The Home, New, Close, and Options . Bt e
commands do not display buttons or R, g T O
information, but take other actions. Today
. YV Windows 11 TOCxisx 127872021 101 PM
© click the Back button (@) to P
f3;| YV Microsoft 365 TOCxIsx 12/8/2021 10:19 AW
return to the open document. Pt e s’ Oneie - i o

2 Recover Unsaved Workbooks




Change the Color Scheme

You can use Microsoft 365 themes and background patterns to change the appearance of the app
screen. Themes control the color scheme the app uses, and background patterns can add interest
to Backstage view. Color schemes can improve your ability to clearly see the screen, but be aware
that some schemes might be distracting.

Microsoft 365 themes are available even if you are not signed in to Microsoft 365, but to use
background patterns, you must sign in to Microsoft 365. For details on how to sign in and out of
Microsoft 365, see Chapter 4.

Change the Color Scheme

Note: Make sure you are signed in to
Microsoft 365. See Chapter 4 for details.

Auosave (@ o) [ | I ¢ Document! - Word P search (ar+qy [ -

 comments

References Mallngs Review View Developer  Help

ﬂmle Home Insert Draw Design Layout
Il X alibri (8o e
5] I . :

s @ B @
¥
@ Click File to open Backstage view. " e P
Und Clipboard & Font ] G Shles B Voice Sensitivity  Editar ~
Pagelof 1 Owords B oaccessiviiity Goodto go. I Facus Bl B -——F—+ o

o Click Account.

Dosument? - Word

Palhcredrics o ©  ®

Good evening

T 1 tour

Blank document

| R Search

Recent  Pinned Shared with Me

B nName

9781119866442 ch02 callouts.docx
Paul McFediac's OneDiive » Wiiting » TA Windews 115 Final files

] 9761119833516 Margin A Croppings ot
Paul McFedries's OneDrive = Writing = TYV Micrasoft 365 = Figures = Margin

ﬁ}l 9781119866442 Margin Art Croppings.ch01 thru ch08.docx
Paul McFedies's OneDrive » Wiiting » TA\ Windews 11 » Final files

@ G781119893516 Margin Art Listdocxc

ﬁ‘:l 9781119866442 Margin Art Listch09 thru ch14.docx
Paul McFedries's OneDrive » Writing » TAY Windasws 11» Final files

Paul McFedries's OneDrive = Writing = TA Micrasaft 365 = Figures « Margin a

art

t

More templates —>




€ Click the Office Theme .
o Click a theme.
The colors of your app change.

Note: Some theme changes are more
subtle than others.

e Click the Office Background = .

@ Click the pattern you want to use
or click No Background.

@ As you point the mouse ([;) at a
choice in the menu, a background
pattern appears at the top of the
window. The pattern appears only
in Backstage view; it does not
appear as you work on
documents.

@ Click the Back button (&) to

return to your document.

The Microsoft 365 theme you
selected appears.
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Account

User Information

Paul McFedries
paulmefediies @hotmail.com

Signout
Suitch ccount

Account Privacy

Manage Settings

Office Background:

Paulbcedres o @ @ 7 —

Bocument! - Ward

Product Information

B® Microsoft

Subscription Product
Microsoft 365 Apps for enterprise

Belongs to: v-pmcfedries Brmicrosoft com
This product contain

[No bscground

Office Theme:

Manage Account | | Change License

E'ﬂ Office Updates

‘J Office Insider

Updates are autematically downloaded and installed.

program and get early
Office: sefeases of Office
Insicer +
® About Word
2 Learn mare sbout Ward, Support, Product D, and
About Copyright infarmation.

Word Wersion 2110 (Build 1432720276 Click-to-Run)
Curent Channel

¢ What's New
L2

Account

User Information

= Paul McFedries
peulmeledries@hotmailcom
Sign ot
‘Switch account

Account Privacy
Manage Settings

Office Background:
e

—

Document] - Word

PadlMcFediies g @ @) 7 -

Product Information

| L KV H

@ Microsoft
Subscription Product
Microsoft 365 Apps for enterprise

Belongs to: v-prcfedriesDmicrosoft.com
This product contains

N Background
Calligraphy
Cirele: and Stiipes
Cireuit

Clowds

Deadle Circles

Ei,—l Office Updates

(E] Updates are automatically dewnloaded and installed.
Update
Options =
Office Insider
Insider progrom and
releases of Office.
About Word

Learn mere sbout Word, Support, Product ID, and

Copyright informatien.
Version 2110 (Build 14577 20776 Click-to-Run)
Curent Channel

4 What's New
oAl .

What happens if I select a background and then sign out of Microsoft 365?
The background no longer appears in the app but will reappear when you next sign in to Microsoft 365.
Similarly, theme changes you make while signed in to Microsoft 365 might disappear when you sign out of
Microsoft 365. With themes, however, you do not need to be signed in to Microsoft 365 to make a selection.
Just complete steps 1 to 4 in this section.




Search for a Ribbon Command

(L the Microsoft 365 apps enable you to search for Ribbon commands. Searching can be useful
when you need to perform a task that you do not perform regularly and so are not sure where
to find the command you need. Rather than wasting time looking through various Ribbon tabs and
groups, the Search feature can help. By entering some or all of the command name, the Search
features can take you directly to the command you want to run. You can still use the Ribbon directly,
as described in the next section, “Work with the Ribbon.”

Search for a Ribbon Command
o Open a document in a A Autosave m Fist Quarter Sales « Saved =

Microsoft 365 app.

£ search (att+0Q) 0

File Home Insert Draw Page Layout Formulas Data Review View Help
Notef See Chapter 2 for details on 9. Eﬁ K Calibr e = =(gw g, | [l Conditional Formatiing «
opening a Microsoft 365 document. Gy BT U~ AN == =B e B fometasTbier
. v ¥ Hiv O A~ == ~ [ Cell Styles ~
e Select an object or some text Undo | Clipbosrd T Font & Aignment & Styles
in the document, if required by A2 “i[x v &

the Ribbon command you want A B c D E F E K )

to run. 1 |First Quarter Sales (in Thousands)
2
@ Click inside the Search text @ Januan_reorary war
4 | Doohickeys 143 155 168
box. 5 |Gizmos 212 242 255
6 |Thingamajigs 310 322 343
Note: You can also select the 7 |Widgets 75 260 270
. 8
Search text box by pressing
m+m. @ AutoSave @) 2 First Quarter Sales - Saved ~ £ search
o A h-st Of your recent Ribbon File  Home Insert Draw Page Layout FurTIas R':CGDL’)':S'TMWB
. - alibri - - = = 7] nderline
commands appears in the zi fﬁ Ao = __ o
d A . . N Paste E@ - B I U~ A = = [a, Print Preview and Print
Recently Used Actions section. S e A ==
Suggested Actions
. . Undo Clipboard ] Fant [l Aligr
© A list of suggested Ribbon . Ereese Pamee N
A3 ~ S

commands appears in the
Suggested Actions section.
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A

B

D

1

Zd

3| lanuary February March

4 Doohickeys 149 155 168
5 |Gizmos 212 242 255
& | Thingamajigs 310 322 343
7 |Widgets 275 260 270
8

First Quarter Sales (in Thousands)

>
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e Type the name or a brIEf Ams-ve [ First Quarter Sales « Saved - P chart 4 x Paul M e & = a X
description of the command you e ®
want to run. 2 [y A o rsteChar B oo | @S

¢ pte BV BT Insert Column or Bar Chart > 2D Column ey
. . 1 T B
@ The app lists possible commands | v cps « 9 e &h@ﬂﬁ R
Add Chart Element
you can use to complete your a3 > R v
t k A B C D 3 Get Help umt o o a
ask. First Quarter Sales (in Thousand “ehar
;A irst Quarter Sales (in Thousands) ®@ hen N lf'm Jﬂ& J_M ﬂm
e Click a command to use it. % Irooiien Jarwaryebrury warch Fid in Document 208
5 Gizmos 212 242 255 @\ "chart"
(© Commands with arrows (>) T lwidgen ©am we am - EEE
display additional commands. fir SIS Reooscns | TR
s =R
:: e lln Mere Column Charts...
14 2 More search results for “chart”
15
16
17
@ The app performs the action you I U v @ 5 - 0 x
selected; in this example, Excel el Home  lhsan D pagaiuew Fomuss Dsa e Vi Hep Coartpesmn Famat & Comments ®
charts the worksheet data. i = — - B2 H O B
AddChart Quick  Change |- 1l Ij|EE| i il I i " SwitchRow/ Select  Change  Move
Element ~ Layout ~ Colors ~ - - N Celumn Data Chart Type Chart.
Chart1 v S fx ~
A B C D E F G H 1 K L M N [+] -
1 [First Quarter Sales (in Thousands)
o 0
; January _February March Chart Title m
PRl e /|
6 Thlillg;maiip 310 322 243 .
; ngets 275 260 270 250 .
9 200 o]
10 150
1 & 100
12 50
13 ]
14 Doohickeys Gizmos Thingamajigs Widgsts
B mlanuary mFebruary mMarch
16 o) o
17

Will I need to type a description of the action I want to
take if it is the same action I have previously taken?
No. The Search feature remembers your previous searches
and displays them in the Recently Used Actions section
of the menu that appears when you perform step 2.

If I no longer want my previous searches to
appear, can I clear them from the list?

No. The Search feature retains your searches in
the Recently Used Actions section of the menu
that appears when you click in the Search box.

11



Work with the Ribbon

You use the Ribbon to access an app’s commands. The Ribbon is divided into tabs, the names

of which vary depending on the app. Excel’s Ribbon, for example, includes tabs named Home,
Insert, Formulas, and Data. Each Ribbon tab is divided into groups of related commands. The Home
tab includes the Clipboard group for copying and pasting data and the Font group for applying text

formatting.

Each Ribbon command does one of four things: run a task, display a menu of commands, display a

gallery, or launch a dialog box.

Work with the Ribbon

Run a Command

o Click the tab containing the command you
want to use.

o Click the command.

The app runs the command.

Run a Command from a Menu

o Click the tab containing the menu you
want to use.

@ Many Ribbon buttons have two parts: The
top part runs the standard command, and
the bottom part displays the menu.

9 Click the button’s arrow ().
A menu of additional commands appears.

(© Hover the mouse (|;:) over a command to
see a tooltip that displays the command’s
name.

9 Click the command you want to run.
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TIPS
Why do some Ribbon tabs appear and disappear? Can I make the Ribbon take
Tabs that come and go on the Ribbon are known as contextual tabs. up less room?
They are contextual in the sense that they appear only when you select Yes. Right-click any section of
an object in a document. For example, if you select a chart in Excel, the Ribbon and then click
the Chart Design and Format tabs appear. These contextual tabs contain Collapse the Ribbon. You now
commands related to working with charts. When you click outside the see just the Ribbon tabs. You
chart to deselect it, the contextual tabs disappear because you no longer | can display the full Ribbon
need them. temporarily by clicking a tab.
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Customize the Quick Access Toolbar

he Quick Access Toolbar offers one-click access to your frequently used commands. The Quick

Access Toolbar is hidden by default, so to use it you must first display it. Its default position is
below the Ribbon. Also by default, the Quick Access Toolbar either is empty or contains just one or
two buttons, so you must customize this toolbar to add the commands you use often, such as the

New, Open, Save, and Quick Print commands.

You can also reposition the Quick Access Toolbar so that it appears above the Ribbon, and you can

configure it to show only the command icons.

Customize the Quick Access Toolbar

Display the Quick Access Toolbar
@ Right-click the Ribbon.

o Click Show Quick Access Toolbar.

The app displays the Quick Access Toolbar below
the Ribbon.

Add Commands to the Quick Access Toolbar

On the Quick Access Toolbar, click the More
button (57).

o Click a command.
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