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Excel #5

• Questions
• Course website:  gilgens.org/icl/excel/



Today’s Topics

• Excel Templates
• Formatting Review and More
• Quick Charts
• Import/Export Data
• Mail Merge w/Word
• Functions



Excel Templates



Let’s Do This!
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• Open XL5-Format to practice the following

• Feel free to experiment with various options



More Formatting

• Select Cells/Columns/Rows to be formatted
• Many options are on the “Home” menu



More Formatting

• Right-click/Format Cells for detailed dialog boxes
• We’ve already reviewed Number
• Alignment
• Protect



More Formatting - Alignment

• Vertical alignment
• Text Orientation
• Wrap text
• Merge selected cells



More Formatting - Borders

• Default: no borders
• More borders:

• Fine tune where they 
appear

• Find tune what 
style/color

• Use buttons to 
preview



Protecting Cells
• Locked 

• Protects against accidental changes to complicated formulas or static values

• Hidden
• Hides content completely (cell and formula bar)



Protecting
Worksheet

• Review Menu

• Protect contents 
of locked or 
hidden cells

• Password protect entire 
worksheet

• Note: if you lock and then want to make 
changes, you’ll have to unlock the 
sheet first.



More Formatting

• Resize multiple columns/rows 
(easiest to select/drag)

• Equal width/height for all selected 
columns/rows

Note text orientation



Resize Example

• Formulas to populate dates
• Align top and left



Quick Charts

• Visually show data
• Chart based on/linked to 

spreadsheet data
• Chart changes as data changes
• Chart can be copied/pasted

• With links (spreadsheet must be 
available)

• Without links (as image)



Charts

• Select Data 
• Include data labels

• Select Chart type
• Insert Menu
• Choose an appropriate 

type to illustrate the 
interpretation of the 
data



Charts • Modify Chart Elements



Charts • Modify Chart Type/Data



Let’s Do This!
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• Open XL5-Chart to practice
• Create a quick chart 

(see completed chart under the “Chart”  Sheet Tab)
• Experiment with changing chart options

• Ask questions if you have them



Import/Export Data

• Reuse data from elsewhere without retyping
• Provide data for other users/programs
• Examples:

• From Word tables
• From other programs (e.g., Open Office, Google Sheets)
• To Word tables
• To Email messages
• To other programs (e.g., Open Office, Google Sheets)



Import/Export Data Types

• File data formats generally indicated by filename extension
• .xlsx (Excel)
• .xls (older, less secure Excel format)
• .ods (Open Office, Libre Office, etc.)
• .csv (text, comma separated values)
• .txt (text, tab delimited values)
• .prn (text, formatted for printing only, not really usable as a data source)

• Those most useful as files for Excel users: .xlsx, .csv, and .ods



Filename
Extensions

• Some versions of 
Windows don’t 
automatically 
show filename 
extensions.

• Open File Explorer 
and enable file 
name extensions!



Let’s Do This!
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• Open XL5-Format to practice the following

• Feel free to experiment with various options



Export Data • File/Export…



Export Data • File/Export…



Export Data

• You might get error messages when saving to another file format
• Some Excel features might be lost but proceed anyway
• Some formats only allow one sheet at a time



CSV File

• Headers
• Each field separated 

by a Comma
• Each record separated 

by a Return



TXT File

• Headers
• Each field separated 

by a Tab
• Each record separated 

by a Return



Copy/Paste  Export

• Copy to Word, 
Email, etc.

• Choose paste 
format that works 
best (not links)



Copy/Paste Export

• Copy to Word, 
Email, etc.

• Choose paste 
format that works 
best (table or 
image)



Import Data

• File/Open
• Browse
• Go to folder
• Indicate

All Files (*.*)
• Choose .csv

(.ods, .txt file)



Import 
Data

• Excel opens 
most all files 
automatically

• Have file name 
extensions 
enabled in File 
Explorer!

• You can usually copy and paste data from 
other sources directly into Excel, 
depending on the other source’s formats.



Integrating Data

• Excel can be an external data source to (some) other programs
• Example:

• Word can use data from Excel spreadsheet
• Integrates with Mail Merge functions
• Can generate customized memos & letters
• Can create mailing lists, directories, name tags



Excel to Word Steps

• Create Excel data in good database format and save file
• Open Word



Excel to Word Steps

• Choose the Mailings menu
• Click Start Mail Merge
• Select the type of merge 

document you want



Excel to Word Steps

• Click Select Recipients
• Select Use an Existing List

• On the screen that opens, 
ignore requests for SQL 
databases.

• Instead…



Excel to Word Steps

• Browse to find 
the Excel 
spreadsheet 
that contains 
your data.

• Click it, then 
click Open



Excel to Word Steps

• Click the table 
(sheet) that 
contains your 
data (e.g., 
Master$)

• Click OK



Excel to Word Steps

• Click the Edit Recipient 
List button

• In this dialog box, you can 
• Select/deselect entries
• Sort
• Filter
• Etc.



Excel to Word Steps

• Now create the text for 
your document.

• Insert Merge Fields at 
appropriate places.



Excel to Word Steps

• Now create the text for 
your document.

• Insert Merge Fields at 
appropriate places.

• Click the Preview Results 
button to verify the data is 
being inserted correctly.



Excel to Word Steps

• Now create the text for 
your document.

• Insert Merge Fields at 
appropriate places.

• Click the Preview Results 
button to verify the data is 
being inserted correctly.

• Make corrections as 
needed.



Excel to Word Steps

• Save the merge file
• Click Finish & Merge
• Select Edit Individual 

Documents
• In the next dialog box, 

click OK to merge all the 
records into a 
new/separate Word 
document



Let’s Do This!
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• Open XL5-Merge (in Word) to practice
• This is intended to be used with the XL5-EpxImp Spreadsheet which 

provides the data to be merged into the document
• Both files need to be in the same folder

• Practice the last steps in Word
• Edit the Recipient List (if desired)
• Use the merge letter (if desire, add a field or custom text)
• Finish and Merge All



Functions

• Excel “functions” can do 
much more than add and 
subtract

• If you explore a bit, you may 
find “functions” you can use 
in your formulas

• Microsoft provides web 
pages to help with using 
each function



Summary
• What have you learned that will be useful?
• What could we have done without?
• Please send me an email with suggestions/comments about this 

course:
read@gilgenart.com

HAPPY THANKSGIVING
MERRY CHRISTMAS

mailto:read@gilgenart.com


Next Time…  That’s All!
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