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Working with Multiple Worksheets;
Tables, and Other File Formats

Section 4

i

Skills

* Insert rows and columns into a table

* Add a total row to a table

« Sort by single and multiple criteria

« Filter a table by single and multiple criteria
* Insert, edit, delete, and print comments

« Create a new workbook using a template

» Open and save a workbook in a previous Excel
version

» Save a workbook as a text file
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Inserting, Deleting, and Renaming
a Worksheet; Formatting Sheet Tabs

r2 “Sheet3 | Sheet1 %3 4

[+ Right-click Qtr1 tab. ey
« Click Insert at shortcut menu. —_—

» With Worksheet selected in General {
tab in Insert box, click OK. ] o

(5 P

[ R
o & B 720

Select Al Sheets
try

[omm—
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Skills

TInsert, delete, and rename a worksheet
* Format sheet tabs

» Move and copy a worksheet

* Group and ungroup worksheets

« Link cells between worksheets

« Create 3-D references in formulas

» Add a graphic as a background

« Print multiple worksheets

« Set and clear a print area

« View a worksheet in Page Break Preview
» Format data as a table

©Paradigm Publishing Inc.

Inserting, Deleting, and Renaming
a Worksheet; Formatting Sheet Tabs

» Open WBQuarterlySales.xlIsx.
« Save it as ExcelS4-01.
« Click Qtr2 tab then view worksheet.

W« » M| Qtrl [ Qtr2 | Sheet’ ] ¥d
Ready "y

]

« Click Sheet3 tab then view worksheet.
« Click Insert Worksheet button at end of Sheet tabs.

|54y vl qtri  Qtr2 “Sheet3 | Sheet1 JfJ A4
l Ready
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Inserting, Deleting, and Renaming
a Worksheet; Formatting Sheet Tabs

TRigh’(—click Sheet2 tab then click Rename.

* Type Summary then press Enter.

4 <> H| Summai tri “Qtr2 | Sheet3 Jsheetl ¥J 4
Ready

» Double-click Sheet3 tab.
» Type Qtr3 then press Enter.
« Right-click Sheetl tab then click Delete. =

et
Deete

Tab Col

Hide

Select Al Sheets

Sy rotea sheet.
T Cotor
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Inserting, Deleting, and Renaming
a Worksheet; Formatting Sheet Tabs

* Right-click Summary tab.

« Point to Tab Color then click
Dark Red color in Standard
Colors.

v———
5 EEEEEEs

* Right-click Qtr1 tab, point to
Tab Color, then click Purple ;:
in Standard Colors. )

* Repeat for Qtr2 and Qtr3
sheet tabs.

JEICRE o O O WM D
Reay

» Save ExcelS4-01.xIsx.
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Moving and Copying Worksheets; Grouping
and Ungrouping Worksheets

TChangje B3 from July to October; C3 from August to
November; and D3 from September to December.

A 8 C o
1 The Waterfront Bistro
2 Quarterty Sales Report
2 1 August  September

I

« Position pointer over Summary tab, hold down left
mouse button and drag pointer right after Qtr4, then
release.

©Paradigm Publishing Inc

Moving and Copying Worksheets; Grouping
and Ungrouping Worksheets

TTo group worksheets, click Qtrl, hold down Shift,
then click Qtr4, E=sealmrgumme

« Select A1:A2 then change Fill
Color to White.

* Select A3:E3 then apply = -
Accentl cell style.

©Paradim Publishing Inc.
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Moving and Copying Worksheets; Grouping
and Ungrouping Worksheets

TWith ExcelS4-01.xIsx open and Qtr3 active,
position mouse pointer over Qtr3 tab, hold down

Ctrl, drag pointer right, release mouse, then release

Ctrl .o, )

» Double-click Qtr3 (2), type Qtr4, then press Enter.
m-—d-»ﬁm«:!ﬁ 2y |

» With Qtr4 active, select following ranges then press
Delete: l ’ '
— B4:D6
— B8:D10
— B12:D14

The Waterfront Bistro
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Moving and Copying Worksheets; Grouping
and Ungrouping Worksheets

« Click Qtr4 and enter data for fourth quarter as
shown. Do not type dollar symbols, commas, or
zeros after decimals. Type zero in cells displayed
with a dash.

Y 8 3 o G
1 The Waterfront Bistro

2 Quarterly Sales Report

October November  December Gty
3 Total

4 [Food - Dining Room 42,155 45,976 52,144 140,175
5 Food- Patio 1,588 1588
120,5%
262359
49,238

144
n7m
61,150
13,063

106

31455
7730
2477

6 Food- Catering
7 Total Food 72.3%
4 Beverage - Dining Room 39,058
9 Beverage - Patio 184

$
s
$ 2865
$
$
s
10 Beverage - Catering $ 298
s
s
$
s
s

60,488
112632

5,103

2,966
7403
4,655

5,843
10346
4,761

11 Total Beverage 42,765
12 Beer & Liquor - Dining Room 3607
13 Beer & Liquor - Patio 106

DARPARPY [ DARPARPN %) PP

$
s
s
s
$
s
s
s
s
$
s

DAY D RPN 1) TP

14 Beer & Liquor - Catering

280 3,264 6,149 12,257
15| Total Beer & Liquor £

3,
6597 8 7919 5 10910 8 254%
17| TOTAL SALES

$ 121758 § 92693 § 14488 S 348939
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Moving and Copying Worksheets; Grouping
and Ungrouping Worksheets

TRigh’(—click any Qtr sheet

tab then click Ungroup —_ Profit
Sheets at shortcut menu. | Ungrqup Sheets

| Qtr3 e

Select All Sheets

« Click Qtrl and view formatting; click each quarterly
sales worksheets to view formats.

» Save ExcelS4-01.xIsx.

©Paradigm Publishing Inc.
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Using 3-D References; Linking Cells;
Adding a Background

TWith ExcelS4-01.xIsx open, [ERSSSs I el ol

click Qtrl tab. .
- Select A4:A22 then click oo~ e noom
Copy|za/in Home tab. - v
« Make Summary active, click 3 | sane™
A4, then click Paste. [ ey
. . & Liduor - Dininy m
- Click Paste Options then | B e
. 14 [Beer & Liduor - Catering
click Keep Source ColuMN  is| votaiBe ¢ seensowce romnns
Widths. IR e

19 [Proof Tots
% Keep Source Column Widths
21 |Gross proj O Eormatte§ ony

=
@
=
O Values and lumaer Fomatting
=
-
=

22 [estimated O ik cess

SR

©Paradigm Publishing Inc.

Using 3-D References; Linking Cells;
Adding a Background

* Create subtitle Sales Summary merged and
centered in A2:E2. Apply bold and Dark Blue,
Text 2.

A

y 3 5
1 The Waterfront Bistro

Total
3 sales.
4 Food - Dining Room

» Change width of column B to 12.00 (89 pixels).
» Save ExcelS4-01.xIsx.

©Paradigm Publishing Inc

Using 3-D References; Linking Cells;
Adding a Background

TDrag fill handle from B4 to B15 to copy 3-D formula.
» Make B17 active, type

5
formula =b7+b11+b15, |
then press Enter. . s

s [neverage- oinngoom

CERT I
- 9 Beverage - Patio

10 Beverage - Catering

11 Total Boverage

12 Beer & Liquor - Dining Room

ot wien

[a) %

13 Beer & Liquor - Patio
617 . TS 14 Beer & Liquor - Catering
15| Total Beer & Liquor

* Apply Comma Style format *
to B4:B15 then decrease
decimals so zero decimals
display.

* Deselect range.

© Paradigm Publihing Inc.
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Using 3-D References; Linking Cells;
Adding a Background

TMake B3 active, type Total, press Alt + Enter, type
Sales, then press Enter.

A s c ) £
—————The Waterfront Bistro

%
4 Food- Dining Room

« Bold and center B3.

» Make Qtrl active, copy Al, then paste to Al in
Summary worksheet.

©Paradigm Publishing Inc.

Using 3-D References; Linking Cells;

Adding a Background
» With Summary active, make B4 active.
* Type =sum(.
[ 84 - @ £| =sumratri:atra'ies) |
A B | c D
1 The Waterfront Bistro
2 sales Summary
Total
3 Sales
4 Food - Dining Room | 499166]

« Click Qtr1 tab, hold down Shift, then click Qtr4 tab.
« Click E4 then press Enter.

* Press Up Arrow key then read formula in Formula
bar, =SUM(‘Qtr1:Qtr4’IE4).

©Paradigm Publishing Inc

Using 3-D References; Linking Cells;

Adding a Background
[+ Make E7 in Qtrd worksheet (axme-e@c
D ome. it i

active then double-click
Format Painter. ey

L - |10

S T
e e

* Click Summary tab, click B7, | s .
click B11, and click B15. — b
« Click Format Painter. ! The Waterfr
2 ot sum
» Make E4 in Qtr4 worksheet |, Tou
active then click Format firood - Dumngacom =
Painter. < rood-catenng 017

7 Total Food $ 963379
W ¢
erage - patio y

11 Total Beverage s

13 Peeg & Liguor - Dining Room

13 Beer & DRrwa_ Patio

14 Beer & Uiquor - ___3sem1
15 Total Baor & Liquor

©Paradigm Publishing Inc.
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Using 3-D References; Linking Cells;
Adding a Background

TClic:k Summary tab then click B4.

4 |Food - Dining Room $ 499,166 +—
5 Food - Patio 124,041
6 Food - Catering 340,172
7  Total Food $ 963,379
8 Beverage - Dining Room 85,145
9 Beverage - Patio 13,029
10 |Beverage - Catering 34,322
11 Total Beverage $ 132,49
12 Beer & Liquor - Dining Room 51,217
13 Beer & Liquor - Patio 14,417
14 Beer & Liquor - Catering 35,661
15 Total Beer & Liquor $ 101,295
15
17 TOTAL SALES $ 1,197,170

 Use Format Painter to copy formats from E17 in
Qtr4 worksheet to B17 in Summary worksheet.

©Paradigm Publishing Inc.

Using 3-D References; Linking Cells;
Adding a Background

« Click Page Layout tab.
* Click Background in Page
Setup group. (
* At Sheet Background
box, navigate t% your storage /
medium then double-click
WBBackground.jpg.
* Click Al then click Home.

N T e

* Click Fill Color arrow @ mewomee e
then click No Fill. e
=l

*» Save ExcelS4-01.xIsx.  jimeuis" sai
Ve sume
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Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

TClick in any cell to deselect A3:B17.

+ Click Qtr1 tab then click Page Break Preview (]
next to Zoom slider bar.

» Change Zoom setting
to 90%.

* Select AL:E17.

« Position mouse pointer
in selected range,
right-click, then click
Set Print Area at
shortcut menu.

* Click in any cell to deselect.

* Click Print.

© Paradigm Publihing Inc.
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Using 3-D References; Linking Cells;
Adding a Background

* Make B21 in Summary sheet active.
o Type = 17 TOTAL SALES
: i: Proof Total

» Click Qtr1 tab, click B21, »
then press Enter. 1 Grossproft Factor

* Press Up Arrow key to return to B21.

» Make B22 active, type =b17*b21, then press Enter.

» Make B19 active then type a formula to check
accuracy of total sales in cell B17.

» Use Format Painter to apply formatting in B4 to
B19.

$_1.197.170

©Paradigm Publishing Inc.

Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

» With ExcelS4-01.xIsx open and Summary sheet
active, click Qtrl tab, hold down Shift, then click
Qtr4 tab.

« Click Quick Print. ;

* Right-click any selected
sheet tabs then click :
Ungroup Sheets at
shortcut menu. ;

« Click Summary tab then —
select A3:B17.

« Click Office then click Print to display Print dialog
box.

« Click Selection in Print what section then click OK.

©Paradigm Publishing Inc

Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

[+ Click Qtr4 tab.

« Switch to Page Break Preview then change Zoom
setting to 90%.

The Waterfront Bistro

« Drag blue solid line up until border is on boundary
line between rows 17 and 18.

©Paradigm Publishing Inc.
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Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

TClic:k Qtrl tab, hold down Citrl, then click Qtr4 tab.
« Click Office, point to Print, then click Print Preview.

[ P
(& s >

S =

« Click Next Page in Print Preview tab to view Qtr4
worksheet.

* Click Close Print Preview.

©Paradigm Publishing Inc.

Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

« Click Qtr4 tab then drag solid blue line down until

* Click Summary tab, switch to Page Break Preview,
then change zoom to 90%.

» With Page 1 displayed in
worksheet background as
printing range A1:E22,
click Print.

* Save then close
Excel S4-01.xIsx.

border is on boundary line between rows 22 and 23.

©Paradigm Publishing Inc

Formatting Data as a Table; Applying Table
Design Options

TAt Format As Table box, with =$A$3:$H$23
selected, click OK. Format As Table (@3

where is the data for your table?

e

« Click any cell to deselect
range.

i ;las headers

» Make A24 active then type new record in columns
indicated. Press Enter after typing contract per
person price.

23 Alfredo Juanite: 7183330668 Business Meeting

7/31/2009 Westview B3

34 SingPingYeo 7165352668 Graduation Party #/6/2009 startake.

B it
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Printing Multiple Worksheets; Using Page
Break Preview; Setting the Print Area

TClick Qtr3 tab to deselect grouped worksheets.

« Click Qtrltab, click Page Layout tab, click Print Area
in Page Setup group, then click Clear Print Area.

Print_Area
¥ A

©Paradigm Publishing Inc.

Formatting Data as a Table; Applying Table
Design Options

* Open WBCatering.xIsx.

 Save it as ExcelS4-02.

« Select A3:H23.

« Click Format as Table
in Home Tab.

« Click Table Style
Medium 6 at drop-down
gallery.

©Paradigm Publishing Inc

Formatting Data as a Table; Applying Table
Design Options

» Make 13 active, type Contract Total , - ]

2195 _ 768.25

then press Enter. —"‘”M
* With 14 active, type formula =f4*h4 Ko o
then press Enter. B _zas
« AutoFit width of column I. T
: E e 075

« Click Table Tools Design tab. nss o2
sain & w5 a2

- 2895 12159

s amsa

2895 43636
2495 142215
2195 13609
27.95 209625
3155 35145
2395 1755
3195 233235,

« Click Total REV bc_);( in Table Style Options group.

©Paradigm Publishing Inc.
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Formatting Data as a Table; Applying Table
Design Options

* Make F25 active, click list M I i)
arrow, then click Sum at = sni  umn
pop-up list. -
* Make H25 active, click list
arrow, then click Average.
» Decrease decimals in H25
to two decimal places.
 Apply Accounting Number o
Format to 14:125.

Sunset

©Paradigm Publishing Inc.

Sorting a Table by Single
and Multiple Criteria

[« with ExcelS4-02.xIsx open, click any cell in
column | in table range.

* Click Sort & Filter in
Home tab.

* Select G4:H24 and center cells
in range.
« Click Page Layout tab.

» Change orientation to landscape in Page Setup
group and width to 1 page in Scale to Fit group.

* Print.

©Paradigm Publishing Inc

Sorting a Table by Single
and Multiple Criteria

TClick down-pointing arrow at right of Then by in
Column section then click Room at drop-down list.

[ustetont | [ Xonniowt | Grgmvina (3] + [ )
cam

seton Odr
Sotby et v [vae v ALz v
Thenby  Room v (vover v ALz v
Theby D veus v st o ewest v

_,'qu !

* Click Add Level button.

* Click down-pointing arrow at right of second Then
by box then click Date at drop-down list.

* Click OK to begin sort.

©Paradim Publishing Inc.
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Formatting Data as a Table; Applying Table
Design Options

TSelect A1:11 then click Merge & Center in Home tab
to remove merging of columns A through H.

> vome | et Pagelmost  fomuis:  Dsta  Rewew  View

_’; Cambria e AT ] i Genent - h‘
=t o RO
ws Font 5 pr—— 5
A1 . Jo The Waterfront Bistro
A B (4 .
T

» With Al:11 still selected, click Merge & Center again
to merge columns A through .

« Correct centering of title in row 2.
* Save ExcelS4-02.xlIsx.

©Paradigm Publishing Inc.

Sorting a Table by Single
and Multiple Criteria

TClick Home tab.
« Click Sort & Filter then click Custom Sort at
drop-down list.

G i o]+ » (oonc)

psotts et v s v| Az v

« At Sort box, click down-pointing arrow at right of
Sort by then click Event at drop-down list.

« Click down-pointing arrow at right of list box in
Order section then click A to Z.

« Click Add Level in Sort box.

©Paradigm Publishing Inc

Sorting a Table by Single
and Multiple Criteria

» Examine sorted worksheet and compare results
with worksheet shown.

D N g 5 i i 3 )

The Waterfront Bistro
P

webeseueaEy

snale

digigadinerenidgenidid
y
k]
B
3

HEEN

sa

« Print and save ExcelS4-02.xIsx.

©Paradigm Publishing Inc.
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Filtering a Table

TWith ExcelS4-02.xIsx open, click filter &7
arrow button next to label Special
Menu in G3.

* Click check box next to No in
drop-down list to remove check mark.

* Click OK.
* Print filtered worksheet.

— ']

Excel hides
rows that
do not meet
criterion.

les]

ExJusraceux

sxuEEEGE

EEgx
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Filtering a Table

TClick filter arrow button in E3.

* Click (Select All) check box to insert check mark
then click OK.

« Click filter arrow in C3.

« Click (Select All) check box to clear check marks
from all boxes, click Wedding check 5™
box to insert check mark, then B
click OK.

Tea iters

—_— e
| 25 ek Ay
St g Ay
| iy 2o
Sty Pty
B Hoctng
| Egsmentaty
GadutinParty

—_—

—&——\_TWW
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Inserting, Editing, Deleting,
and Printing Comments

TWith ExcelS4-02.xIsx open, make F10 active.
* Click Review tab.
« Click New Comment. ke e e

[——— [

selecton.

* Type Waiting for Frances to - e
confirm the final number .
of guests. e v

* Click in worksheet outside comment box.

©Paradim Publishing Inc.
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Filtering a Table

« Point to filter icon in filter arrow button in G3. Note
filter criterion displays |

in Screen Tip. Yes
« Click filter arrow button in G3. _Gue
« Click Clear Filter from “Special i i

Menu” at filter drop-down list. Zoty ol =

|
Iy v |wx Giar e rom specalhens__|
« Click filter arrow button in E3. J v

« Clear check marks next to Westview and Sunset

check boxes then click OK.

* Print & Niole Grffin 9055554166 25th Wedding Aaniversary  6/17/2009 Starlake
. 8 Dana Russel 716 555 4965 Birthday Party 5/30/2009 Starlake
filtered 5 witersu 9055550998 Bthdmyarty 6107208 stk
13 CechyHlimore 7165556598 Business Meeting 1/15/2009 Starlake

worksheet.  : uma 4165552260 Business Meeting 312972000 stariske
20 Sing Ping Yee 7165552668 Graduation Party 8/6/2009 Starlake

21 Reed Pavelich 7165552286 Wedding 7/25/2009 Starlake

25 Total

©Paradigm Publishing Inc.

Filtering a Table

TClick filter arrow button in E3.

« Clear check mark from Starlake check box then
click OK.

« Print filtered worksheet.

B8 contct ame 3 coniact Phone @ ivent_ 0 _owe ) _hoondl|

22 WestonKressman 7165554219 Wedding 2/28/2009 Sunset
22 Max Santore 9055553264 Wedding 4/28/2009 Sunset
24 Zack Doucet 7165553488 Wedding 6/20/2009 Sunset

25 Total

« Redisplay all records for both filtered columns.
*» Save ExcelS4-02.xlIsx.

©Paradigm Publishing Inc

Inserting, Editing, Deleting,
and Printing Comments

TRigh’(—click G19 then click Insert Comment at
shortcut menu.

» Type Remind Pierre that five guests require a
diabetic menu.

7/11/2009 Sunset 75 Yes % = <
1/20/2009 Westview 177 Yes Remind Pierre that five  P¢

8/6/2009 Starlake 73 Yes S stz raquice a dnbeiic; [3
7/25/2009 Starlake 110 Yes fs <
2/28/2009 Sunset 266 Yes X

« Click in worksheet outside comment box.

©Paradigm Publishing Inc.
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Inserting, Editing, Deleting,
and Printing Comments

* Hover cell pointer over F10. o

62
35

1 i

* Click H24, click New Comment, type Signed
contract not yet received. Follow-up in two
weeks., then click in worksheet outside box.

* Right-click G19 then click Edit Comment.

» Move cursor, insert and delete text as necessary to
change comment text from five to six guests require
a diabetic menu. )

©Paradigm Publishing Inc.

Inserting, Editing, Deleting,
and Printing Comments

« Click Page Layout tab.

e

Bl P ]
16555 e i

« Click Page Setup dialog box launcher at bottom
right corner of Page Setup group.

©Paradigm Publishing Inc

Creating a Workbook from a Template

TClick Office then click New at drop-down menu.
» At New Workbook box,

3 3 New Workbook
click Installed Templates in —_—
left pane. Jemlates 2
.
« Scroll down list of templates | o 2nd fecen
in center pane then | lnstalleTemplates |
Mytemtes...

double-click Time Card.

* Scroll down template to view
type of information required
and how data is arranged.

New from existing...

Microsoft Office Online

© Paradigm Publihing Inc.
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Inserting, Editing, Deleting,
and Printing Comments

TClick in worksheet outside comment box then press
Ctrl + Home to move to Al. * -

3 Show Al Comments

« Click Next.

« Click Next button to scroll to next
comment box in G19.

« Click Next button to scroll to third comment box
then click Delete in Comments group.

ot formuis:  Dats

#Haay

« Click Show All Comments.

©Paradigm Publishing Inc.

Inserting, Editing, Deleting,
and Printing Comments

« Click Sheet tab at Page Setup box, click down-
pointing arrow next to Comments in Print section,
click As displayed on sheet, then click OK.

* Print worksheet.

« Click Review tab then
click Show All
Comments to remove
display of comment
boxes.

« Save then close
ExcelS4-02.xlIsx. ] (] Taee

©Paradigm Publishing Inc

Creating a Workbook from a Template

TClick C7 (next to Employee), type Aparna Patel,
then press Enter twice.

Apama Patel 4

15 Pear Street ¢

Buffalo, NY 14202

11/8/2008

* Type 15 Pearl Street then press Enter four times.

» With active cell next to [City, ST ZIP Code], type
Buffalo, NY 14202 then press Enter three times.

» Type 11/8/2009.

©Paradigm Publishing Inc.
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Creating a Workbook from a Template

TClic:k G7 (next to Manager:).

F G
7 Manager: |Dana Hirsch T
8
9 Employee phone: 716 555 3381
10

11 |[Employee e-mail:

» Type Dana Hirsch then press Enter twice.

 With active cell next to Employee phone:, type
716 555 3381 then click D21.

©Paradigm Publishing Inc.

Opening and Saving a Workbook
in a Different File Format

* Open WBSchedule-Feb16.xls.

* Insert new row between rows 1 and 2 then type
Pier Dining Room merged and centered in
columns A-H. e o e

» Change font size of A2 to 16-point.

» Make B9 active, type All schedule changes must
be approved in advance by Dana Hirsch., then
press Enter.

©Paradigm Publishing Inc

Opening and Saving a Workbook
in a Different File Format

* Open WBInvestment.xlIsx.
« Click Office, point to
Save As, then click
Excel 97-2003 Workbook.
* Type ExcelS4-05 in
File name box then click
Save.

Fio ora: ExcelS4-05
Save 2507781 Excel Workbook (*.xk)

—
=

© Paradigm Publihing Inc.
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Creating a Workbook from a Template

« Type remaining entries in time card as shown by
typing the value then pressing Enter or clicking next
cell. Cells in shaded Total column, and Total hours
and Total pay rows calculate automatically.

= i il Z,.Z.  wa o -'u i

g
e . - Eon . . -

« Click Save, type ExcelS4-03 in File name text box,
press Enter, print and then close ExcelS4-03.xIsx.

©Paradigm Publishing Inc.

Opening and Saving a Workbook
in a Different File Format

« Click Office then click Save As.
* Type ExcelS4-04 in File name text box.

|
Fie name:

[Esceisaos ]

Save astype: | Excel 97-2003 Workbook (* x1s) |

[Excel Macro-£:

d Workbook (*,xlsm)
Ex<cel Binary Workbook (*.sb)
e EXCE| 97-2003 Workbook (*.xls)
XML Data (*.xml)
Single Fie Web Page (*.mht; *.mhtmi) L]

« Click down-pointing arrow next to Save as type then
click Excel Workbook (*.xIsx).

« Click Save.
* Close ExcelS4-04.xIsx.

©Paradigm Publishing Inc

Opening and Saving a Workbook
in a Different File Format

TAt Microsoft Office Excel - Compatibility Checker
box, click Continue.

Microsoft Office Excel - Compatibility Checker PR

‘The following features in this workbook are not supported by earlier versions
of Excel. These features may be lost or degraded when you save this

@ Workbookin an earier fie format. Cick Contue to save the workbook
anyway. Tokeep all o your features, cick Cancel, and then save the fle in
one of the nex file formats.

Summary Number of occurrences

Minor loss of fidelity 9
Some cells or styles in this workbook contain formatting that s not

supported by the selected file format. These formats wil be

2
converted to the osest format avaiable. tieo

Copy to New Sheet

« Close ExcelS4-05.xls.

e
| G| o)
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Opening and Saving a Workbook
in a Different File Format

* Open WBInventory.xIsx.
« Click Office then click Save As.
* Type ExcelS4-06 in File name box.

Flename:  [exceisa-o0

Save astype! |Excel Workbook (*.xlsx)

| ze—

<

« Click down-pointing arrow at right of Save as type,
scroll down, then click CSV (Comma delimited)
(GEcSV)N

©Paradigm Publishing Inc.
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Opening and Saving a Workbook
in a Different File Format

« Click Save.

« Click OK at Microsoft Office Excel message box.

« Click Yes to save workbook at Microsoft Office
Excel message box that says ExcelS4-06.csv may
contain features that are not compatible with csv
(comma delimited).

ExceltA-06 o4 o youmentto
Voop the workbook I this fomat?

3 ke
i, hen
«To see e P be ks, ik .

« Close ExcelS4-06.csv. Click No when prompted to
save changes.
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