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1. Workbook Management Facts (5.2.6 Lab)
2. Organize and Enter in Data (5.3.5 Lab)
3. Format Cells (5.5.6 Lab)
4. Organize Budget Worksheets (5.2.10 Lab)
5. Looking Ahead

Note: Any labs we do in seminar, will still need to be done separately in the 
CompTIA environment to receive credit through the automatic grading system. 
Our coverage is to help you practice and maximize your performance for the 
labs.

AGENDA
IN150 - Seminar 6



WORKBOOK 
MANAGEMENT 
FACTS

5.2.6 Lab



Purpose

WORKBOOK MANAGEMENT FACTS

The purpose of this 
lab is to get you 

familiar with 
creating a new 

workbook. 

We will go through 
the lab here.



5.2.6 Lab

How did we get to this screen?

WORKBOOK MANAGEMENT FACTS



5.2.6 Lab

● Where can you insert a new tab?
● Where can you delete a tab?
● Where can you copy a tab?

WORKBOOK MANAGEMENT FACTS



5.2.6 Lab

● Where can you protect the sheet?
● Where can you change the tab color?
● Where do you hide a tab?

WORKBOOK MANAGEMENT FACTS



ORGANIZE AND 
ENTER IN DATA 

5.3.5 Lab



Purpose

ORGANIZE AND ENTER IN DATA

The purpose of this lab is to get you 
familiar with organizing data in Excel.

We will go through the lab here.



5.3.5

How can you add a row to the top of the Cookie Sales sheet?

ORGANIZE AND ENTER DATA



5.3.5

How would you add a new column to the left of all of the data below?

ORGANIZE AND ENTER IN DATA

Video: 
https://www.linkedin.com/le
arning-
login/share?account=20455
32&forceAccount=false&redi
rect=https%3A%2F%2Fwww.
linkedin.com%2Flearning%2
Fcert-prep-excel-associate-
microsoft-office-specialist-
for-microsoft-365-
apps%2Finsert-and-delete-
columns-rows-and-
cells%3Ftrk%3Dshare_video
_url%26shareId%3Dv1mSxDf
hRkOZBHnmkzwSfg%253D%
253D 

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Finsert-and-delete-columns-rows-and-cells%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D


5.3.5

How can you freeze the first column? 

ORGANIZE AND ENTER DATA



5.3.5

What do the different paste options mean?

ORGANIZE AND ENTER DATA

Video: 
https://www.linkedin.com/
learning-
login/share?account=2045
532&forceAccount=false&r
edirect=https%3A%2F%2F
www.linkedin.com%2Flear
ning%2Fcert-prep-excel-
associate-microsoft-office-
specialist-for-microsoft-
365-apps%2Fpaste-data-
using-special-paste-
options%3Ftrk%3Dshare_vi
deo_url%26shareId%3Dv1
mSxDfhRkOZBHnmkzwSfg
%253D%253D 

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcert-prep-excel-associate-microsoft-office-specialist-for-microsoft-365-apps%2Fpaste-data-using-special-paste-options%3Ftrk%3Dshare_video_url%26shareId%3Dv1mSxDfhRkOZBHnmkzwSfg%253D%253D


5.3.5

Where is cell H2?

ORGANIZE AND ENTER DATA



5.3.5

How can you clear a row of data?

ORGANIZE AND ENTER DATA



FORMAT CELLS5.5.6 Lab



Purpose

FORMAT CELLS

The purpose 
of this lab is 
to get you 

familiar with 
formatting 

cells in Excel. 

We will go 
through the 

lab here.



5.5.6 Lab

● Where is the cell border function?
● Where can you clear all formatting of a cell?

FORMATTING CELLS



5.5.6 Lab

● Where can you change the cell content type (e.g., date, $)?
● What is another way to change the formatting of a cell?

FORMATTING CELLS

Video: 
https://www.linkedin.com/learning-
login/share?account=2045532&forc
eAccount=false&redirect=https%3A
%2F%2Fwww.linkedin.com%2Flearni
ng%2Fexcel-introduction-to-
formatting-22826330%2Fcustom-
number-
formats%3Ftrk%3Dshare_video_url%
26shareId%3DvrQXehj1QhOQT8cwIQ
WRvg%253D%253D 

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-formatting-22826330%2Fcustom-number-formats%3Ftrk%3Dshare_video_url%26shareId%3DvrQXehj1QhOQT8cwIQWRvg%253D%253D


5.5.6 Lab

● Where can text can be rotated?
● Where is the center justification button? 
● Where is the merge and center function?

FORMATTING CELLS



5.5.6 Lab

● Where can text be wrapped?
● Where can you show more/fewer decimal places?
● Where can you change a cell’s color? 

FORMATTING CELLS



ORGANIZE BUDGET WORKSHEETS
5.2.10 Lab



Purpose

ORGANIZE BUDGET WORKSHEETS

The purpose of this 
lab is to get you 

familiar with editing 
spreadsheets within 

Excel. 

We will go through 
the lab here.



5.2.10 Lab

● Where can you right click and change the color of the tab?
● How do you rearrange the order of tabs in the workbook?

ORGANIZE BUDGET WORKSHEETS



LOOKING AHEAD For next seminar



Seminar 7

We will review the learning activity in Unit 7. 

LOOKING AHEAD



THANK YOU ▪ Questions? Please contact me:

▪ betsy.mccall@purdueglobal.edu

27
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