& westchester
%" LIBRARY SYSTEM

Empowering libraries. Empowering communities.

Microsoft Excel 365
AWLS TECH TUNE-UP

Na T W e




Agenda

In this workshop, you'll learn about these essentials

. :
Online access In the next session, you'll

* Layout and navigation learn to work with

* Data entry * simple formulas

* Sorting and filtering * pivot tables

e Saving * charts and graphs

e Sharing * conditional formatting
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Excel and Office Access

e Office/Microsoft 365 and OneDrive
* Word, Excel, PowerPoint, Publisher
* Similar to Google Workspace and Drive

You can also open in a browser, go to and sign in
with your Active Directory account:

e Username:
 Password is the same as for VDI and Evergreen
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office.com
mailto:firstname.lastname@westchesterlibraries.org

Features: Navigation

"Ribbons"

Tool bars

Tabbed

Classic or Simplified

Online versions of Office 365
don’t have all functions of desktop
versions. In Excel, there are

no pivot tables unless in an
uploaded file

few macros
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The Files Tab

* Home
* New
Templates provide
layout and formatting
* Recent
* Files - View more Files opens a new
tab with your online files
e #-dot menu
* Save as saves a hew version
* Print
 Share

H 0 m e New documents are saved to: o OneDrive for Business
New
©
+ Take a
tour
New Welcome to Excel fo... Evergreen calendar
Recent
@ NEW-NHU-count-patrons-annual-comparison.xlsx
- Allison H Midgley's OneDrive - Westchester Library System
@ Count Circulation of HAS Owned Library Books by Item and Libr...
- Allison H Midgley's OneDrive - Westchester Library System
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Upload

e xlsx

* (CSV

* Save or Save as
Open/Replace
Share/Copy link
Manage access
Rename

Delete

New

._I_

New blank workb ook

Take a
tour

© il

Welcome to Excel Evergreen calendar

Recommended
Vi & =
- [ |

Demo-File-Weekly-Patron-Count
wismails! int.c

Copy of Syndetics Library Contact...
com wismai-my sharepoint com

Favorites

Shared

All My recent

Modified

O Neme

21m ago

Simple service invoice

Shared by

Features: OneDrive and Files

1

se
.

Gantt project chart

Activity

Project t

More

Y

Reports-run-by-user.xisx

Jxlsx =

attendance-security-esssentials-20220114.x...

attendancelistexport(1).csv
reports-essentials-20220113.xlsx
attendancelistexport (1).csv
Windows10 VDI Issue Worksheet.xlsx
Join a WLS Mailing List here.xIsx

EG-CRO-list-checkouts-202112... 1&

Circulation-Committee-Meeting-2022-01-1...
meetingAttendanceReport(Circulation Com...

Reports run monthy ALL Libraries-ALL Time....

Open

Preview

Share

Copy link
Manage access
Download
Print

Delete

Move to

Copy to
Rename
Automate
Version history

Details




Getting Started: Workbooks and Spreadsheets

* A workbook is a group of spreadsheets - .

v =Ca5+C46

J3339N
13451
1362.7G
1385.09B
J355.1T
J398.2R
1363.348G
1300 K
1394.2612 K
1306.76 M
1324623 K
1394.262 K
1398.2089 R

| 260 AED A

EX Insert

Rename...

Duplicate

Tab Color >

ES Show Changes

TEST_J_NF_000_400 we______,

B C
34 ficti |
2.18]Video - Downloadable Units. onfiction
 Spreadsheets > o
36 ———onfiction
3 | onfiction
 tabbed al the bottom . e
onfiction
a e a O n e O 0 29 2 19| Other Electronic Materials L
40 2.20| Total Electronic Materials Sum of 2.13+2 15+2_170nﬁc1:|0n
L] . 4'] . .
 +toadd, Rt-click to duplicate ©_auonrmarcnas onfiction
V4 7 21]Audio - Physical Units onfiction
43
- onfiction
® A t h h t 772|Video - Physi i
- Physical Units -
nNnother snee . nfiction
46 ficti
° A h k b k 2 23| Other Non-Electronic Materials onfiction
nother workboo " onfiction
43 _ i onfiction
49 2 24| Total Other Materials Holdings Sumof 2.21+2.22+2 22
50 2 25| GRAND TOTAL HOLDINGS sum of 2.12+2.20-220Nfiction
51 . .
P JPE,
52 CURRENT SERIAL SUBSCRIPTIONS™ =
53 2 25‘(‘.." b Poant Al Subscrption ‘
54
55 ADDITIONS TO HOLDINGS
rr A ATt nlnnd Danlen
<
< » =

Workbook Statistics

A nacl
HAS IRV KAT LAR LEW MAM HHF@WP r\‘
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Getting Started: Navigating Rows, Columns, Cells

Search
—

* Rows or columns ol % o
 Select by column header, row number, all 7 BB on

LTVAS ST{I Paste Options

* Resize — drag or double-click the margin mn 7
e Cells and the formula bar 8 1t e BT
\ | |Sjft Cat Value dsley P\ Bedford F Bedford H Bria - L\J Delete Columns E_bbs Fs(.-]r Eastches?(

[ ] [ ]
 Keyboard navigation —tab, enter w M cewcomews [ o
4 |Biography [ > 15 12 Ny Column Width EZ 53
entral Library Funds AV 0 0 Ny | ¢ Column Width.. 3 2
e Mouse selects cell, row, column, all e _—f+—17 ¢ © o ° .
| 7 | Central Library Funds Nonfiction 0 3 Hide Columns | 0 2
8 |E 0 2 \ 1 170
 Delete data vs. Delete row/column @ & i g | Urhdecoumns [ 1 0
10 | Foreign Language 1 0 1 49 79 10 7 15
. . 11 |Juvenile Audiobook 4 9 6 29 8 27 6 21
¢ SeleCt and tht-ClICk tO 12 JE ::I:Fil;ﬁln:?nm 1494 640 1708 3200 6465 3153 1005 3194
12 |Juvenile Foreign Languag 6 2 14 17 12 12 5 227
. 14 |Juvenile Launchpad 0 1 0 0 0 0 0 0
i ShOW/H |de 15 JE: :hz I\:;nf " 36 43 184 101 236 102 16 238
16 Juvenile Musi 1 0 5 2 11 0 1 1 0
17 |Juvenile Nonfiction 319 203 137 367 a1 867 722 165 717

 |nsert, Delete

Cut and Insert columns or rows ; .‘. -wesl'chesl'er
* Format “ . "LIBRARY SYSTEM




Technique: Sorting

7y O @

Sort & Find & Analyz

* C(Click ONE cell in a column or row Fiter~ Select~ | Data
to sort by that column or row 't e |
* Sort Ascending (oldest to newest) 3 2| sort Descending
e Sort Descending (newest to oldest) Custom Sort
* Custom Sort allows you to sort on |
more than one column, e e
eg. State/Zip Code, Last name, First fcervanes ] sorpsconing
Nname o | [ conee
e Add columns
| Crosee sotoraer 4 Westchester
“tee. "LIBRARY SYSTEM




Technique: Filtering

AP ONEC!
* Sort & Filter >Filter

it Sort & Filter

%l Sort Ascending

 Dropdown menus display

E l Sort Descending

at column headers
 Choose from options or
use a text filter

Custom Sort

B

Title
4l sortAtoz

%l sortztoa

Sort by Color

Text Filters

Search

oK

Cancel

o

J-SPANISH J-SPANI
, J-SPANISH J-SPANI
J-SPANISH J-SPANI
J-SPANISH J-SPANI
y | J-SPANISH J- SPANI
4 Equals...
o Does Not Equal...
Begins With...

de

g Lontain...

e D E
- | ltem T Iltem Collectii ~ | ltem Stat
IJ-SPANISH J-SPANI

Custom AutoFilter

Show rows where:
Itemn Type

contains

@®and Oor

£

Use ? to represent any single character
Use * to represent any series of characters

Cancel
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Technique: Entering data

Click in cell
e Tab/Shift Tab to move across Al v fa
 Enter to move down
 Edit

* Type over

* Double-click to edit part of cell 2
Enter in formula bar 3
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Technique: Formatting

* In Excel, formatting isn't just

how the information displays .o 5 < = e
* Formatting gives the data 5535.::: ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ A

functionality - =

* General — Excel guesses -

* Number —add or remove S

decimal places

* Currency

* t o0

. ?i?:z @ westchester
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Techniques: Filling

Handy for dates, days, months,

numbers or text that repeats

* Click the block in the bottom
corner of the cell you want to
fill sequentially or in a pattern

 Drag down or across to fill

* To fill without incrementing,
enter the same data in two or
more cells, select them both,
and then fill

K
A Movies
B C D £ 1 [Sund Books
unda
Sundaym : Audio
< 7 -+ 2 |Monday :
Movies
B C D E 3 |Tuesday H
4 |Wednesd: i Books
Sunday Monday Tuesday Wedne €anesdey Saturdav
5 |Thursday K g
6 |Friday Movies
7 |Saturday Books
8 Audio
K L M K L M .
City State Zip Code City State Zip Code
Elmsford NY 10562 Elmsford NY 10562
Elmsford NY 10563 Elmsford NY 10562
Elmsford NY 10564 K L M NY 10562
Elmsford NY 10565/ City State Zip Code BINY 10562
Elmsford NY 10566 |Eimsford  NY 10?7- NY 10562
10p62

"' |Elmsford

NY
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[
[} A B C D E F G H 1
e C n I u e S a e S Times of the Day  Sunday Monday Tuesday WednesdaThursday Friday Saturday Total
[ ] 9:00:00 AM 54 59 113

1
2
3 10:00:00 AM 23 23 a6
4 11:00:00 AM 12 46 58
5 12:00:00 PM 6 -
6 1:00:00 PM 6 35 a1
7 2:00:00 PM 8 56 B 87
. . ﬁ HEP 8 3:00:00 PM 15 19 13 67
1 nghllght the CeIIS that M Jﬂ 9 4:00:00 PM 22 123 17 162
* o go  Conditional FormatAs [i 10 5:00:00 PM 56 56
90 30 | pormatting | Tables 11 6:00:00 PM 0

you want in your table o l

14 9:00:00 PM Create Table x

15 |Total 107 348

2. GO tO FOrmat AS Table EEEEE EEEEE e | 1: The data for your table is in the following range: A1:115

__________ My table has headers

3. Choose a style and  Emm o=

__________ - 9:00:00 AM 54
. === ———— —— 10:00:00 AM 23
confirm the data range . == 2

g 12:00:00 PM 6 6

——— 1:00:00 PM 6 35 “

-I=-|7 2:00:00 PM 8 56 23 87

JE i 3:00:00 PM 15 39 13 67

4:00:00 PM 22 123 17 162

_____ il ol el 1=~ 5:00:00 PM 56 56

N N 1223 6:00:00 PM 0

N N 1223 7:00:00 PM 0

£:00:00 PM 0

9:00:00 PM 0

Medium Total 107 348 181 0 0 0 0 636,




Techniques: Styles

Highlight cells and apply a style to
create clarity and interest

B P S

Conditional Format As Styles Insert Delete Format
Formattingv Table+ v v v v

Good, Bad and Neutral

Data and Model

Cit

|Ca|cu|at1'on ||| ” Explanatory ...

Z AutoSum ~ %v /O

Clear~ o te Fnd& | Analyze
Filter v Select~ Data

Neutral

Followed Hy...  Hyperlink

Linked Cel Note Output Warning Text

Titles and Headings

Themed Cell Styles Heading 2
20% - Accentl  20% - Accent2  20% - Accent3

40% - Accentl  40% - Accent2  40% - Accent3

Heading 4 Title Total

20% - Accentd  20% - Accent5 20% - Accentb

40% - Accent4  40% - Accent5  40% - Accent6




Techniques: Share

Link settings X
365 Sha re mea nS you dOn't have tO r:r?oL\g:r:|?n,;:|ikethis|inktowork
] . Send link : Anyone withthe ik
download, email, upload versions to
Anyone with the link can edit > System W.‘th th.e 'l‘”k
CcO | |a bo rate :eop.le.! with existing access
. . e pecific people
* Editis set by default
Allow editing
° Set to & Openinreviewmodeonly @ ) @
+ Read only el P
* Review only mode © & o .
(comments but no edits) B o

* Choose a date when access expires

 Copy and send link .‘. <westchester
Don't use the Message feature, which uses Outlook ’ ‘LIBRARY SYSTEM




Apps
E Outlook
m Word

& PowerPoint
a SharePoint

'.‘ Bookings
* Stream
ﬂ Delve

u Whiteboard
' Planner

All apps =

Microsoft 365

‘ OneDrive

SolarWinds ...

@ Admin
ﬁ Project

Online Office Interface

Microsoft 365 '

N\ LT

Welcome to Microsoft 365
Recommended

You edited this This may relate to a recent meeting
10m ago

Tue at 1:30 PM

b westchester
% LIBRARY SYSTEM EVERGREEN
‘ ESSENTIALS: |

ﬁiA Tech Tune-up -- Microsoft Excel 365 g. Evergreen Report Essentials Presentation

Quick access

9 Al (© Recently opened &3 Shared vy Favoritess  + T Upload
‘ﬂ.' Tech Tune-up -- Microsoft Excel 365 10m ago £ You edited this
uzs' NEW-NHU-count-patrons-annual-comparison 21m ago [ You recently opened this I

Ins:

0o You shared this in a Teams chat
(e a
Fri at 1:59 PM

w4 westcheste
% LIBRARY SYSTE

wering libraries. Emg

ering comn

: l WLS Staff Orientation - Computers & Win10 Esse

Home

Apps, App Launcher
Upload




Online Office Search and Files

R O AT N

L A\LS Ul B ta e U Rl )

Search Office365 for
Good afternoon Install Office .
® * Files
Recommended >
| [ ° P
You edited this Terry Kirchner edited this You edited this You edited this e O p e
a & Jan 10 & Dec 27, 2021 g Jan 10 4 5m ago 4
L ¥
westchester T ai ] I eams
$ LIBRARY SYSTEM LIBRARY SYSTEM ?:
g ibrai g Comasaie Si
E‘ s Microsoft Excel 365 2_. Y
- . I = elp
1
() Reports run monthy ALL Librarie... WLS Presentation Template report-data (1) Tech Tune-up -- Microsoft Excel ... Cyk
Allison H Midgley's Files WLS HQ Staff Allison H Midgley's Files Allison H Midgley's Files Allie
s 3 All Myrecent Shared Favorites Y T Upload
* [ v Name Modified - Activity v
n % Tech Tune-up -- Microsoft Excel 365 G You edited this
'_l Allison H Midgley's Files e 5mago
- Renarts-run-hv-iiser You edited this




Links & Support

e Excel help & learning - https://support.microsoft.com/en-us/excel
Searchable help, video tutorials, step-by-step articles

* Use LinkedIn Learning

 GCFGlobal Excel https://edu.gcfglobal.org/en/topics/excel/

e Training@wlsmail.org
e Support@wlsmail.org

Allison Midgley

Training@wlIsmail.org
. | -westchester
Amidgley@wlsmail.org " "LIBRARY SYSTEM
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