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Overview

Excel is a spreadsheet, a grid made from columns and
rows. It is a software program that can make number
manipulation easy and somewhat painless.

Excel called as “Workbook” and it contains one or more
worksheets.

Spreadsheets are made up of
Columns
Rows

and their intersections are called cells



What is a COLUMN ?

+ In a spreadsheet the COLUMN is defined as the vertical
space that is going up and down the window. Letters are
used to designate each COLUMN'S location.

COLUMN labeled D is highlighted.
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Sheetl



What is a row?

In a spreadsheet the ROW is defined as the horizontal
space that is going across the window. Numbers are used
to designate each ROW'S location.

4 1 ROW labeled 4 is highlighted.

Sheetl



What is a CELL ?

« A CELL is the space where a row and column intersect.
Each CELL is assigned a name according to its COLUMN
letter and ROW number.

In the above diagram the CELL labeled
C2 is highlighted.
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Part 1 — Formula’s & Functions



Basic Math Functions

*Math functions built into them. Of the most basic
operations are the standard multiply, divide, add and
subtract.

5 5 Operation Symbol Reference Data Answer

1

2 Multiply * =Al *B1 25
3 Divide / =Al/B1 1
4 Add + =A1+B1 10
5 Subtract - =Al-B1 0



Sum function

Home Insert

Using the SUM Function

=

P

=SUMI(B3:B5)
Sum (Alt+=)

Average

[¥5]

Value 1:
Value 2:
Value 3:

Sum of values 1, 2, and 3: I 15{]!

Count Numbers
Using Max
Min

Display the sum of the selected
cells directly after the selected cells.

5 8

o (LS

Value
Value ..
Value 3:

aSum ofvalues 1, 2, and 3:

More Functions...




Average Function

The average function finds the average of the specified
data. (Simplifies adding all of the indicated cells
together and dividing by the total number of cells.)

H =AVERAGE(E3:E5)

Using the Average Function

Value 1: 25
Value 2: 50
Value 3: 75

Average of values 1, 2, and 3:| 5{]!



Max & Min Functions

The Max function will return the largest (max) value in

the selected range of cells. The Min function will display
the smallest value in a selected set of cells.

Using the Max Function
il Value 1: 25
il Value 2: 50
12 VEIDEES 75

Using the Min Function

M Max value from values 1, 2, and 3: 75

Value 1: 25
Value 2: 50
Value 3: 75
Max value from values 1, 2, and 3: 25



Count Function

The Count function will return the number of entries
(actually counts each cell that contains NUMBER DATA)
in the selected range of cells.

Remember: cell that are blank or contain text will not be
counted.

2N =COUNT(AL:EL3)

Using the Average Function

El Value 1: 25 Value 1: 25
LB Value 2: 50 Value 2: 50
8 Value 3: 75 Value 3: 75
B Sum of values 1, 2, and 3: 150 Average of values 1, 2, and 3: 50
=M Using the Max Function Using the Min Function

il Value 1: 25 Value 1: 25
NN \Value 2: 50 Value 2: 50
il \alue 3: 75 Value 3: 75
iE8 Max value from values 1, 2, and 3: 75 Max value from values 1, 2, and 3: 25

15 |Count of area shaded blue: I 1ﬁ_|



IF Function

+ IF Functions are like programing - they provide multiple
answers based on certain conditions.

if statement ‘

true

Statements



|F Function

The IF function will check the logical condition of a
statement and return one value if true and a different
value if false.

The syntax is:
=IF (condition, value-if-true, value-if-false)



Other Useful Functions

Date & Time Functions

Date()
Now()
Today()
Year()
Month()

Day()



Other Useful Functions

»  Text Functions

Concatenate
Left

Right

Proper
Upper
Lower

Trim



Example

Create the following spreadsheet.
Mark sheet for 8 students.

Subjects are : Maths , English, Science, History,
geography, Art, Computer Science & French

Find the average for 8 students and the subjects



Example

Maths

English

science

History
Geography

Art

Computer Studies
French

02O | = |3 | | e L3 | P | —

(=]

10
11 Overall Average
12

B
Steven
76
05
65
45
51
43
63
15

C
Mary
89
85
82
9
o4
63
95
91

D

Ann Raymond Mark

43
[
39
26
o4
48
45
63

E

48
61
20
2
64
62
29
28

F

o1
a7
5
49
a7
3
4
2%

G
Paul
[
af
63

26
G4
(]
82
il

H
Eliza
87
9
o7
18
67
64
89
42

|
Kelly
26
73
45
26
67
63
i
26

]

K
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Part 2 -Conditional Formatting



Conditional Formatting

+ Conditional Formatting allows you to change the

appearance of a cell, depending on certain conditions.

| == oe |~ o e e [ | —
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Example

Highlight the cells with Overall Grades, which should be
cells B11 to I11.

The Overall Averages range from 44 to 85. We'll colour
each grade, depending on a scale. A different colour will

apply to the following grades.
50 and below
51 to 60
6l to /70
71 to 80



Example

So five different bands, and a colour for each. To set the
Conditional Formatting in Excel, do the following:

With your Overall Averages highlighted, click on the
Home menu at the top of Excel

Locate the Styles panel, and the Conditional Formatting
item:

B 3

Conditional | Format Cell
Formatting = as Table = Styles -

Styles




Example

The Conditional Formatting menu gives you various
options. click on More Rules, from the Colour Scales
submenu-> Format only cells that contain

Newr Formatting Rule

Select a Fule Type:

» Format only cells that contain...

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 2-Color Scale |«

Minirmum Maximum

Type: |LowestValue | Highest Value

Value: - -
colr:
Preview: |1 |

[ OK ]l Cancel ][ Preview ]

New Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Cell value v | | between
Preview: Mo Format Set

[ Ok l [ Cancel ] [ Preview




Example

Under the heading Edit the Rule Description. It says Cell
Value and Between, in the drop down boxes. These are
the ones we want. We only need to type a value for the
two boxes that are currently blank in the image above.
We can then click the Format button to choose a colour.

So type 0 in the first box and 50 in the second one:

Edit the Rule Description:

Format only cells with:

Cell Value v| |between v| ||:| and | 50|

Preview: Mo Format Set Format...

Make the switch to Excel 2010



Example

Then click the Format button. You'll get another

dialogue box popping up. This is just the Format Cells
one though.

Click on the Fill tab and choose a colour. Click OK and

you should see something like this under Edit the Rule
Description:

Edit the Rule Description:

Format only cells with:

Cell Value v| |hetween v| ||:| and |50




Example

"If the Cell Value is between 0 and 50 then colour the
cell Red".

Click OK on this dialogue box to get back to Excel. From
the menu, click on Manage Rules:

Conditional
Formatting =

___IJJ Lo i 22 Click the New Rule button, Set a new

A rop/Bottom Rutes > colour for the next scores - 51 to 60.

= Choose a colour, and keep clicking OK until
L Data Bars > you get back to the Rules Manager dialogue
= box. It should now look something like this
—=|| Color Scales » one:

_EE._ Icon Sets ]

H)  MNewRule

#% Clear Rules »

4] Manage Rules...




Example

Set a new colour for the next scores - 51 to 60. Choose
a colour, and keep clicking OK until you get back to the
Rules Manager dialogue box. It should now look
something like this one:

Conditional Formatting Rules Managen

Show formatting rules for: |Current Selection T |
’ [ Mew rule ] ’ iﬂ'ﬁdit rule ] ’ )( Delete rule ] i E
Rule (applied in arder shown) | Format Applies to Stop If True

Cell Value between 51 ... —$B11:41411 |55 [
Cell value between 0 a... _ |=$B$11:$I$11- ]

k. l [ Cancel ] [ Apply




Example

We now have to colours in our range. Do the rest of the scores,
choosing a colour for each. The scores are these, remember:

50 and below
51 to 60
61 to 70
71 to 80
81 and above

When you've done them all, your dialogue box should have five
colours:

Make the switch to Excel 2010



Conditional Formatting Rules Managen

Show formatting rules for: |Current Selection P |

[ Mew rule ] ’ Iﬂ Edit rule ] ’ )( Delete rule ] i E
Rule (applied in arder shown) | Format Applies to Stop If True
Cell value between 81 ...

Cell Value between 71... AaBbCcYyZz

Cell Value between 61 ... _ |=$B$1 1:41411

Cell Value between 51 ... _ |=$B511:41$11
Cell Value between 0 a... _ |=$B$11:$I$11

[ k. l [ Cancel ] [ Apply ]

O 000

The colours above are entirely arbitrary, and you don't have to select the same
ones we did. The point is to have a different colour for each range of scores.

But click OK when you're done. Your Overall Averages will then look something
like this:



Example

A B C D E F G H |

1 Steven  Mary Ann  Raymond Mark Paul Eliza Kelly
2 Maths 76 69 43 43 51 76 67 56
3 English b 65 78 b1 47 67 91 73
4 Science 65 62 39 58 52 b5 57 45
5 History 45 91 56 72 49 56 78 56
6 Geography 51 a4 54 bd 47 b4 b7 b7
7 Art 43 b3 49 b2 39 69 b4 b3
8 Computer Studies b3 95 45 59 41 92 a9 52
9 French 35 91 b5 26 28 51 92 56
10

11 Overall Average ({16413 INGSIOONN 5363 5625 "M 7250 7613 [TEGS0

12
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Charts

A chart is a tool you can use in Excel to communicate
your data graphically.

Charts allow your audience to see the meaning behind
the numbers, and they make showing comparisons and
trends a lot easier.

In this lesson, you will learn how to insert charts and
modify them so that they communicate information
effectively.



Types of charts

Column Chart
Bar Chart
Line Chart

Pie chart
Area Chart
Surface Chart

$120,000.00

$100,000.00

$80,000.00

$60,000.00

$40,000.00

Fiction Book Sales

uuuuuuuuuu

Classics




Chart Creation

+ 1.Select the cells that you want to chart, including the
column titles and the row labels

«  2.Click the Insert tab.

+  3.In the Charts group, select the desired chart category
(Column, for example).

I Insert Page Layout Formulas Review View
|| E@ [ shapes- ﬂ x: .. 5 ‘ Q
D - §5martmt
Pictur Ciip .. Column Lin Area  Scatter Other
Art (&3 Screenshat v [:G - - - - ~  Charts
$18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00 THustratio Charts

______ % | Genre | cotumn

$94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00 i i

: Column charts are used to compare
)| SA2 685 0Off values across categories.




Chart Creation

»  4.Select the desired chart type from the drop-down
menu (Clustered Column, for example

r |
Insert Pa ge Layaut Formulas Data Review Design

| B8 @ i & Sp h -0

k]
I7) smartart

Picture Clip ... Column| Line Pie EBar Area Scatter Other
Art E‘FSCFEEHShUt* - - - - - - Charts =
IHustrations || 2-D Column ]

~ (= Je | Genre [ [
B | ¢ M ﬂﬂ e |
hd 2006 R 2007 B

= 3-00 Clustered Column

Compare values across categories
by using vertical rectangles.

Use it when the order of categories
i is not important or for displaying
| item counts such as a histogram.




Chart Creation

L= = R B = R B R T R N R ]

B [ = e I S e
ammumﬂhwmn-r:

Genre u
Classics S18,580.00 549,225.00 516,326.00 510,017.00 526,134.00
Mystery 578,970.00 $82,262.00 548,640.00 549,985.00 573,428.00
Romance 594,236.00 5131,390.00 579,022.00 571,009.00 581,474.00

Sci-Fi & Fantasy | $16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686.00
Young Adult .535’353'00 $42,685.00 $20,893.00 $16,065.00 521,333.00_

=

$140,000.00
$120,000.00
100,000.00
3100, M Classics
S20,000.00 Mystery
$60,000.00 +— H Romance
W 5ci-Fi & Fantasy
$40,000.00
WY oung Adult
$20,000.00 +—
$0.00 -
2006 2007 2008 2009 2010
[



Chart Tools

Once you insert a chart, a set of Chart Tools, arranged
into three tabs, will appear on the Ribbon. These are
only visible when the chart is selected. You can use
these three tabs to modify your chart.

Chart Tools

| —

View J Design Layout Format

o hd bd/

Make the switch to Excel 2010
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Part 4 — Spark Lines



Spark Lines

A Sparkline is a small chart that is aligned with rows
of some tabular data and usually shows trend
information.

Select the data from which you want to make a sparkline.

Go to Insert > Sparkline and select the type of sparkline
(you have 3 options — line, column and win-loss chart)

S ecifc?/ a target cell where you want the sparkline to be
place

Optional: Format the Sparkline if you want.

Here is a short screen-cast showing you how a Sparkline is
created.



How to create sparklines

Wrap Text General - % ﬁ Normal 2

Merge & Center - $ ~ 9 <0 ;00 | Conditional Format

Formatting = as Table

Calculation

la Mumber la

K L WYl N 8] P Q| R 5 T U VoW

15 12 10 18 14 11 15 20




Types of Sparklines

There are 3 basic types of sparklines in Excel
2010. They are,

Line chart
Column chart

Win-loss chart (useful for showing a bunch of wins &
losses denoted by 1s and -15s)

Sparklines Ribbon Options - Explored [ spackine roos |

slgn
- — - | High Point jlglt & Spar [« — It
e Blae e | { A
1 ¥ - T 3
Law Paint Last Pairt v E Mlarker Codor * af [
Line L e Bl — o Axlg
& egatiee L o 2.7 . = LA Cear ~ @
B s L : i -. ® o ;
I'. 5 II i
at | ‘ 1 ] ~y | W
Edit data points of .". Show markers etc. | Colors formarkers 4 Remove
Spark-lines k and more Spark-lines
Xy

wy wy
Changecharttype Quick styles Axis options
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VLOOKUP / HLOOKUP

The “V" in vlookup stands for “vertical” and “lookup”.

The "H" in Hlookup stands for “"Horizontal” and “lookup”.

This function allows you to look up values in a table that
are listed in column format (how most tables are laid out),
given another value (let's call this the “"key”).

Vlookup's format looks like the following:

=vlookup(lookup value, table where values reside, column #
where values are located, false)

Vlookup's format looks like the following:

=lhookup(lookup value, table where values reside, row#
where values are located, false)



"iérosoft Excel -'oo'k1

VLOOKUP / HLOOKUP

Table 1

Table 2

~10 ~ B 7

&) Fle Edt View Insert Format Tools Data  Window

DEFHRO SRAVE & @B-J

u

2 B A (= pEe e ] | K
A | B J C J D ‘name
_1 name ‘type of animal mikey
e o lassie
3 |lassie dog A
4 whiskers  cat ‘whiskers
5 mikey mouse fido
] |
-
o
5 @ B s ruj===mEs
0 e 0 T gk [ b M T N ]
name '
ike =VLOOKUP(H2 $A%1:5B%5 2, FALSE) ‘ . |
lassie - | YLOOKUP{lockup_value, table_array, col_index_num, [range_lookup]) |
‘whiskers

fido
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Pivot Table

As name implies it pivots down the existing data table
and tries to make user understand the crux of it.

It has been extensively used to summarize and clean up
the data

Make sure that all rows and columns are selected

Insert Page Layout Formulas Data R

AEE® L W

PivotTable] Table Picture Clip Shapes SmartArt Screenshot  Column
- Aft v - v

Tables [llustrations
Al v J< | software
A i s E

| e Software Sales Paltform Month
2 [inventory $200 .NET JAN
3 |word editor $90 PHP FEB
4 |presentation tool $40 .NET APRIL
5 |Media player $100 PHP AUGUST
6 [search engine $300 .NET SEP
7 |router manager $120 PHP ocT
8 |Browser $250 .NET NOV
9 |Photo editor $80 PHP DEC
10 |Enhanced Calculater $60 .NET FEB




+ You will reach Create Pivot Table dialog box. Excel fills in
data range from first to last selected columns and rows.
You can also specify any external data source to be used.
Finally choose worksheet to save the pivot table report.

Pivot Table

Click OK to proceed further

fe | Software
......... ‘E o el e ek e e I F G H
1 : Software Sales Paltform Month
2 'Inventory $200 .NET JAN
.word editor S90 PHP FEB
Jpresentatlon tool
s Media player { Create PivotTable ‘

_ 'search engine
7777 router manager
3 'Browser
'Photo editor
10 Enhanced Calculater

d

11
12
13
14
15
16
17
18
19

|

' Choose the data that you want to analyze

© Select a table or range

TableRange: SISEXIHGII0]

Use an external data source

Connection name;

Choose where you want the PivotTable report to be placed

O New Worksheet
Existing Worksheet
Location:

[ o




Pivot Table

* . Now we will populate this table with data fields which is
being present at the right side of the Excel window.

l A3 - f< | Row Labels
| A ! B | C | [Z| PivotTable Field List
1| 1<
2 Choose fields to add to re
3 |Row Labels '~ |sum of sales V| Software
a |=.NET | 850 [7]sales
5 SAPRIL 40 [ Paltform
6 presentation tool 40 [ Fioath
7 =/JAN 200
8 inventory 200
9 =/FEB 60
10 Enhanced Calculater 60 3
11 =SEP 300 1
12 search engine 300
13 =INOV 250
14 Browser 250
15 , 390 Drag fields between areas
16| =FEB 90 W ReportFilter
17 word editor 90 i
18| =ocT 120
19 router manager 120
20 =IDEC 80 L L
21 Photo editor 80 i owtaes
22 =AUGUST 100 falthm
23 Media player 100 Hoh
24 Grand Total B 1240 Softwere




Pivot Table

* . Now we will populate this table with data fields which is
being present at the right side of the Excel window.

‘ A3 v f< | Row Labels A5 - F | NI
A | B | C | [T PpivotTable Field List A | B
1 B 1
2 Choose fields to add to r !
3 [Row Labels _~ Isum of sales (V] Software 2
a [5.NET [ 850 (7] sales 3 Row Labels um of Sales
5  SAPRIL a0 |l Paltform Select field:
6 presentation tool 40 | Month | Paltform B
7 =/JAN 200 A
8 inventory 200 2} sotAtoz
9  =FEB 60 %l sotztoa
10 | Enhanced Calculater 60 = More Sort Options...
11| SSEP 300
12 | search engine 300 W L
13 =INOV 250 Label Filters L
14 Browser 250 :
Value Filters 4
15 , 390 Drag fields between areas ; :
16| =FEB 90 ¥ Report Filter |Search R
17 word editor 90 ] (Select All)
18| =ocT 120 .. .NET
19 | router manager 120 L. @IPHP
20 =DEC 80 L
21 Photoeditor 80 E2 Rowtabek
22 =AUGUST 100 | Laltfoos
23 Media player 100 ot
| : ) ; | Software
24 Grand Total 1240




Pivot Charts

A pivot chart is the visual representation of a pivot table
In Excel. Pivot charts and pivot tables are connected with

each other.

Below you can find a two-dimensional pivot table.

“ I Insert l Page Layout Formulas Data Review View Option: Desig
d 5 PP e 5' h
; , SAT < “ M’X ‘ ——
Pictur (Ip Shp SmartArt Ser hot Clmn l Atea ) ~ 150 of Sales
Art - Labels
. = APRIL 0 .
‘‘‘‘ 2-D Column - NET Py
B3 | 7 presentation tool 40 30
| P i
! A - < NET 200 2
?_ 3DColumn L  invem ory 200 1350
3 |Row Labels [ @ “FEB 150
e | P — = ‘ = “.NET 60
4 |-ApRiL ; ’ { ) :
il YA] j . SJ Ek?l Ajjl Enhanced Calculater 60 e
5| =.NET - PHP 920 %0
- prasentation fool o 3-D Clustered Colu | e 5 . '
7 |-1aN 'T oo “sep 00 0
=N Compare values across cate gories UNET 300 g 4 s
= NEL ﬂh nd display clustered columns in search engine 300 § H T‘:: v z
B9 inventory —1 3-01 rmat. S OCT 120 3 H 3 '-' §
10| -FEB. cone o 12 ! 2 1
11 - .NET ‘ ‘ A | router manager 120 g =
onl A A l A 1 | ! / ' - 250 b
a2 Enhanced Calculater N804l 1808 (M80- 8 = % e -
13| -eup == ' 250
14 word editor 80
zE ] o] 4] :
16| -.NET b A0 B0 | N
17 search engine db ancrant ypes..
As|-ocr
13| -ewp




Slicers

Slicers are easy-to-use filtering components that contain
a set of buttons that enable you to quickly filter the data
In a PivotTable report, without the need to open drop-
down lists to find the items that you want to filter.

sepeson (1) «=(4) A slicer header indicates the category of the
e o I items in the slicer.

E— » A filtering button that is not selected

0 IS indicates that the item is not included in the
’ filter.

— 6 « Afiltering button that is selected indicates

that the item is included in the filter.



Create a slicer in an existing
PivotTable

Click anywhere in the PivotTable report for which you
want to create a slicer.

This displays the PivotTable Tools, adding
an Options and a Design tab.

On the Options tab, in the Sort & Filter group,
click Insert Slicer.

A ' ——-‘
ll 2 ﬁ :|
Sort

“ Insert

Slicer ~
Sort & Filter




Create a slicer in an existing
PivotTable

In the Insert Slicers dialog box, select the check box of
the PivotTable fields for which you want to create a slicer.

Click OK.
Slicer is displayed for every field that you selected.
In each slicer, click the items on which you want to filter.

To select more than one item, hold down CTRL, and then
click the items on which you want to filter.
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Record Macro

This helps us to save time by automating tasks that you
perform frequently.

A macro is a series of commands grouped together that
you can run whenever you need to perform the task.


http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-group

Record Macro

Display the Developer tab

The Developer tab provides access to the macro commands,
but this tab doesn't appear by default. To display the
Developer tab, follow these steps:

Click the File tab and then click Options.

The Excel Options dialog box appears.

Click Customize Ribbon in the left pane, and then select the
Developer check box under Main Tabs on the right side of the
dialog box.

Click OK.
The Developer tab appears in the Ribbon.


http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-tabs
http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-dialog_box
http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-dialog_box
http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-Ribbon

Record Macro

Record a macro
Follow these steps to record a macro:

Choose Record Macro in the Code group of the
Developer tab.

The Record Macro dialog box appears.

Type a name for the macro in the Macro Name text box.

The first character of the macro name must be a letter,
and the name cannot contain spaces or cell references.
Macro names are not case-sensitive.

(Optional) Assign a Shortcut Key.


http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-cell

Record Macro

If you select a shortcut key already used in Excel, the macro
shortcut key overrides the Excel shortcut key while
the workbook that contains the macro is open.

From the Store Macro In drop-down list, select where you
want to store the macro:

This Workbook: Save the macro in the current workbook file.

New Workbook: Create macros that you can run in any
new workbooks created during the current Excel session.

Personal Macro Workbook: Choose this option if you want the
macro to be available whenever you use Excel, regardless of
which worksheet you're using.

(Optional) Type a description of the macro in the Description
text box.


http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-workbook
http://www.dummies.com/how-to/content/how-to-record-a-macro-to-automate-tasks-in-excel-2.html#glossary-worksheet

Record Macro

Click OK.

The Record Macro option on the Developer tab changes to
Stop Recording.

Perform the actions you want to record.

Excel records your steps exactly — such as (Select cell C3) —
but you can also record the steps relative to any current cell —
such as (Go up one row and insert a blank line). To do so, click
the Use Relative References button on the Developer tab. You
can turn the Use Relative References feature on and off as
needed when recording the macro.

Choose Stop Recording in the Code group of the Developer
tab.



Record Macro

r

Record Macro

O

Macro name:

[ EnterNames

Shortcut key: -
Ctrl+Shift+ N_ |

Store macro in:

iThis Workbook

Description:

|Enters the names of all sales representatives.
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