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What’s New in Excel 2013
The first thing you’ll see when you open Excel is a brand new look. It’s cleaner, but it’s also designed to help you get professional-looking results quickly. You’ll find many new features that let you get away from walls of numbers and draw more persuasive pictures of your data, guiding you to better, more informed decisions.
Top features to explore

Templates do most of the set-up and design work for you, so you can focus on your data. When you open Excel 2013, you’ll see templates for budgets, calendars, forms, and reports, and more.
Instant data analysis

The new Quick Analysis tool lets you convert your data into a chart or table in two steps or less. Preview your data with conditional formatting, sparklines, or charts, and make your choice stick in just one click.
[bookmark: _Toc318727742][bookmark: _Toc318727898][bookmark: _Toc318794837][bookmark: _Toc318817782][bookmark: _Toc318819473][bookmark: _Toc318819599][bookmark: _Toc319074839][bookmark: _Toc319326358][bookmark: _Toc319481490]Fill out an entire column of data in a flash

Flash Fill is like a data assistant that finishes your work for you. As soon as it detects what you want to do, Flash Fill enters the rest of your data in one fell swoop, following the pattern it recognizes in your data. To see when this feature comes in handy.
[bookmark: _Toc318727743][bookmark: _Toc318727899][bookmark: _Toc318794838][bookmark: _Toc318817783][bookmark: _Toc318819474][bookmark: _Toc318819600][bookmark: _Toc319074840][bookmark: _Toc319326359][bookmark: _Toc319481491]Create the right chart for your data

With Chart recommendations, Excel recommends the most suitable charts for your data. Get a quick peek to see how your data looks in the different charts, and then simply pick the one that shows the insights you want to present. 
[bookmark: _Toc318727744][bookmark: _Toc318727900][bookmark: _Toc318794839][bookmark: _Toc318817784][bookmark: _Toc318819475][bookmark: _Toc318819601][bookmark: _Toc319074841][bookmark: _Toc319326360][bookmark: _Toc319481492]Filter table data by using slicers

First introduced in Excel 2010 as an interactive way to filter PivotTable data, slicers can now also filter data in Excel tables, query tables, and other data tables. Simpler to set up and use, slicers show the current filter so you’ll know exactly what data you’re looking at.
[bookmark: _Toc318794840][bookmark: _Toc318817785]One workbook, one window

In Excel 2013 each workbook has in its own window, making it easier to work on two workbooks at once. It also makes life easier when you’re working on two monitors.
[bookmark: _Toc318727745][bookmark: _Toc318727901][bookmark: _Toc318794841][bookmark: _Toc318817786][bookmark: _Toc318819477][bookmark: _Toc318819603][bookmark: _Toc319074843][bookmark: _Toc319326362][bookmark: _Toc319481494]New Excel functions

You’ll find several new functions in the math and trigonometry, statistical, engineering, date and time, lookup and reference, logical, and text function categories. Also new are a few Web service functions for referencing existing Representational State Transfer (REST)-compliant Web services. 
[bookmark: _Toc319481495]Save and share files online

Excel makes it easier to save your workbooks to your own online location, like your free SkyDrive or your organization’s Office 365 service. It’s also simpler to share your worksheets with other people. No matter what device they’re using or where they are, everyone works with the latest version of a worksheet— and you can even work together in real time.
[bookmark: _Toc319326391][bookmark: _Toc319481523]Embed worksheet data in a web page
To share part of your worksheet on the web, you can simply embed it on your web page. Other people can then work with the data in Excel Web App or open the embedded data in Excel.
[bookmark: _Toc319326365][bookmark: _Toc319481497]Save to a new file format
Now you can save to and open files in the new Strict Open XML Spreadsheet (*.xlsx) file format. This file format lets you read and write ISO8601 dates to resolve a leap year issue for the year 1900. 
[bookmark: _Toc318794844][bookmark: _Toc319481499]New charting features
[bookmark: _Toc319326368][bookmark: _Toc319481500]Changes to the ribbon for charts

The new Recommended Charts button on the Insert tab lets you pick from a variety of charts that are right for your data. Related types of charts like scatter and bubble charts are under one umbrella. And there’s a brand new button for combo charts—a favorite chart you’ve asked for. When you click a chart, you’ll also see a simpler Chart Tools ribbon. With just a Design and Format tab, it should be easier to find what you need.
[bookmark: _Toc319326369][bookmark: _Toc319481501]Fine tune charts quickly

[bookmark: _Toc318794849]Three new chart buttons let you quickly pick and preview changes to chart elements (like titles or labels), the look and style of your chart, or to the data that is shown.
[bookmark: _Toc319481502]Richer data labels

Now you can include rich and refreshable text from data points or any other text in your data labels, enhance them with formatting and additional freeform text, and display them in just about any shape. Data labels stay in place, even when you switch to a different type of chart. You can also connect them to their data points with leader lines on all charts, not just pie charts.
[bookmark: _Toc319326372][bookmark: _Toc319481504][bookmark: _Toc318794847]View animation in charts
See a chart come alive when you make changes to its source data. This isn’t just fun to watch—the movement in the chart also makes the changes in your data much clearer. 
[bookmark: _Toc318794851][bookmark: _Toc319481505]Powerful data analysis
[bookmark: _Toc319326375][bookmark: _Toc319481507][bookmark: _Toc318794862][bookmark: _Toc318817806][bookmark: _Toc318819497][bookmark: _Toc318819623][bookmark: _Toc318794855][bookmark: _Toc318817799][bookmark: _Toc318819490][bookmark: _Toc318819616][bookmark: _Toc318727752][bookmark: _Toc318727908][bookmark: _Toc318794854][bookmark: _Toc318817798][bookmark: _Toc318819489][bookmark: _Toc318819615]Create a PivotTable that suits your data

Picking the right fields to summarize your data in a PivotTable report can be a daunting task. Now you can get some help with that. When you create a PivotTable, Excel recommends several ways to summarize your data, and shows you a quick preview of the field layouts so you can pick the one that gives you the insights you’re looking for.
[bookmark: _Toc319326376][bookmark: _Toc319481508]Use one Field List to create different types of PivotTables

Create the layout of a PivotTable that uses one table or multiple tables by using one and the same Field List. Revamped to accommodate both single and multi-table PivotTables, the Field List makes it easier to find the fields you want in your PivotTable layout, switch to the new Excel Data Model by adding more tables, and explore and navigate to all of the tables. 
[bookmark: _Toc319326377][bookmark: _Toc319481509]Use multiple tables in your data analysis
The new Excel Data Model lets you to tap into powerful analysis features that were previously only available by installing the PowerPivot add-in. In addition to creating traditional PivotTables, you can now create PivotTables based on multiple tables in Excel. By importing different tables, and creating relationships between them, you’ll be able to analyze your data with results you aren’t able to get from traditional PivotTable data.
[bookmark: _Toc319326378][bookmark: _Toc319481510]Connect to new data sources
[bookmark: _Toc319074858]To use multiple tables in the Excel Data Model, you can now connect to and import data from additional data sources into Excel as tables or PivotTables. For example, connect to data feeds like OData, Windows Azure DataMarket, and SharePoint data feeds. You can also connect to data sources from additional OLE DB providers. 
[bookmark: _Toc319326379][bookmark: _Toc319481511]Create relationships between tables
When you’ve got data from different data sources in multiple tables in the Excel Data Model, creating relationships between those tables makes it easy to analyze your data without having to consolidate it into one table. By using MDX queries, you can further leverage table relationships to create meaningful PivotTable reports.
[bookmark: _Toc319326380][bookmark: _Toc319481512][bookmark: _Toc319326385][bookmark: _Toc319481517][bookmark: _Toc318794870][bookmark: _Toc319481518]
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Compatibility
In Excel 2013, you can open files that were created in previous versions of Excel, from Excel 95 through Excel 2003.
But what if you're the first person in your office to have Excel 2013? What if you need to share files with departments that don't have Excel 2013 yet? 

You can all share workbooks with each other. Here's how:
Old files stay old unless you choose otherwise.    If you open a file that was created in a previous version, when you save that file and any work you do in it, the automatic setting in the Save As dialog box is to save the file in the original version's format. If it started in Excel 2003, Excel 2013 saves it in the 2003 format unless you say otherwise.

Newer features warn you if you save a file as older.    
When you save a file in a previous version's format, if any 2013 features are not compatible with the previous version, a Compatibility Checker tells you so.

For example, if you apply colour to a header in Excel 2013, and then save the file in Excel 97-2003 format, the Compatibility Checker will tell you that previous versions of Excel do not have colour for headers and footers, and that the header will appear as plain text.

Important    
When a new feature will not become available again if you save a file in an earlier format and then open it again in Excel 2013, the Compatibility Checker will warn you.

You can always copy newer files in newer format first.   
In Office 2007 a new file format was introduced all documents created in Office programs now receive an extra letter on the file extension “x” in Excel this means that files by default are saved as “xlsx” not “xls”. You can easily keep a 2013-format copy of the workbook. Just use Save As and tell Excel you want an Excel Workbook (*.xlsx). That copy of the file will contain all the Excel 2013 features.

Share documents between versions by using a converter.    
If you create a file in 2013 and save it in 2013 format, your colleagues who have Excel versions 2000 through 2003 (and the latest patches and service packs) can work in your 2013 files. When they click on your document, they will be asked if they want to download a converter that will let them open your document.

If the technical details interest you: The Excel 2013 file format is based on XML (Extensible Markup Language) and embraces the Office Open XML Formats. This is the new file format for Microsoft Office Word 2013 and PowerPoint 2013 as well.

[bookmark: _Toc345168054]Benefits in the new version
[bookmark: _Ref376451192]The new file format means improvements to Excel. Here are its chief benefits:

New technical and file features
In version 2013 the number of rows on a worksheet has gone from 65,536 to 1,048,576. The number of columns has increased from 256 to 16,384. 

You can write longer formulas in the new resizable Formula Bar. And if you click large chunks of text in a cell, the Formula Bar no longer spills into the worksheet grid.

Safer files
Workbooks containing unwanted code or macros are easier to identify and block.

Less risk of file corruption    
Excel has an improved ability to open corrupt files and recover some of your work that might otherwise have been lost.

Reduced file size
Workbooks are compressed; file size is approximately 50 percent to 75 percent smaller than in previous versions of Excel. You open and save the compressed files as you are used to opening and saving any Excel file.

More useful data
More can be done with the data because its basis in XML makes it much easier to integrate with other data sets from other computers and programs. For example, store your budget data in a specialized program, select what you need, and import it into a Word document, an Excel worksheet, and an Access database.



[bookmark: _Toc345168055]
File Types

There are several file types you can choose from when you save a file in Excel 2013.

Excel Workbook (*.xlsx)     
Save a workbook as this file type if it does not contain macros or Microsoft Visual Basic for Applications (VBA) code. If you try to save a workbook as an Excel Workbook, and there are any macro commands or VBA projects in the file, Excel 2013 will warn you that the macro or VBA code will be deleted from the file.

Excel Macro-Enabled Workbook (*.xlsm)    
Save your workbook as this file type when the workbook contains macros or VBA code. If you try to save a workbook containing macros or VBA as the Excel Workbook file type, Excel will warn you against this choice.

Excel Template (*.xltx)    
Save your workbook as this file type when you need a template.

Excel Macro-Enabled Template (*.xltm)    
Save your workbook as this file type when you need a template and the workbook contains macros or VBA.

Excel Binary Workbook (*.xlsb)    
Save your workbook as this file type when you have an especially large workbook; this file type will open faster than a very large Excel Workbook will. You'll still have the new Excel features with this file type, but not XML.

Excel 97 - Excel 2003 Workbook (*.xls)    
Save your workbook as this file type when you need to share it with someone who is working with a previous version of Excel, and who does not have the Microsoft Compatibility Pack for Office 2013.

Microsoft Excel 5.0/95 Workbook (*.xls)    
Save your workbook as this file type when you need to share it with someone using Microsoft Excel 5.0. Most Excel 2013 features will be disabled when you save as this file type.
[bookmark: _Toc345168056]
The Ribbon
Introduction

If you've ever used a previous version of Excel then you'll notice that the new version looks different! Microsoft have completely redesigned the look of the software. Excel has a sleeker more defined look It has now what's called the Ribbon running right across the top. It's supposed to be more intuitive. Emphasis is placed on the tools and menu options appropriate to what you're doing. Here's a closer look at the Ribbon when Excel first starts (it's split in half, here):


In the top left of the left side of the Ribbon there's a “File” Tab.


Click on this, and you'll see all the file operations: Close, Open, New, Print Exit, etc:




The biggest change from a visual point of view, across the whole Office suite of applications is the introduction of The Ribbon. It replaces the old toolbars and menus system to an almost total extent.

What you need is now more clearly visible and more readily available. Instead of having 30 or so undisplayed toolbars, and commands buried on menus, you have one control center — the Ribbon, which brings together the essentials and makes them very visual.

When you try the new design, you'll discover that the commands you already know how to use are grouped together in ways that make much more sense to common tasks.





The basic components of the ribbon
There are three basic components to the Ribbon:

1. Tabs 
There are seven of them across the top. Each represents core tasks you do in Excel.

2. Groups 
Each tab has groups that show related items together.

3. Commands 
A command is a button, a box to enter information, or a menu.

Getting started - Begin at the beginning, with the first tab.

The principal commands in Excel are gathered on the first tab, the Home tab. The commands on this tab are those that Microsoft has identified as the most commonly used when people do basic tasks with worksheets.

For example, the Paste, Cut, and Copy commands are arranged first on the Home tab, in the Clipboard group. Font formatting commands are next, in the Font group. Commands to center text or align text to the left or right are in the Alignment group, and commands to insert and delete cells, rows, columns, and worksheets are in the Cells group.

Groups
Groups pull together all the commands you're likely to need for a particular type of task, and throughout the task they remain on display and readily available, instead of being hidden in menus. These vital commands are visible above your work space.

Here's an example of the convenience: If you want text displayed on multiple lines in a cell, you don't have to click a command on a menu, click a tab in a dialog box, and then click an option in the dialog box. 



Commands on display when you need them




The commands on the Ribbon are the ones you use the most. Instead of showing every command all the time, Excel 2013 shows some commands when you may need them, in response to an action you take.

For example, if you don't have a chart in your worksheet, the commands to work with charts aren't necessary.

But after you create a chart, the Chart Tools appear, with three tabs: 

Design, Layout, and Format. On these tabs, you'll find the commands you need to work with the chart. The Ribbon responds to your action.

Use the Design tab to change the chart type or to move the chart location; the Layout tab to change chart titles or other chart elements; and the 

Format tab to add fill colors or to change line styles. When you complete the chart, click outside the chart area. The Chart Tools go away. To get them back, click inside the chart. Then the tabs reappear. 

So don't worry if you don't see all the commands you need at all times. Take the first steps. Then the commands you need will be at hand.


More (extended) options related to the task at hand



Click the arrow at the bottom of a group to get more options if you need them.


1. Click the arrow in the Alignment group.

2. The Format Cells dialog box opens.


When you see this arrow (called the Dialog Box Launcher) in the lower-right corner of a group, there are more options available for the group. 

Click the arrow, and you'll see a dialog box or a task pane.

For example, on the Home tab, in the Font group, you have all the commands that are used the most to make font changes: commands to change the font, to change the size, and to make the font bold, italic, or underlined.

If you want more options, such as superscript, click the arrow to the right of Font, and you'll get the Format Cells dialog box, which has superscript and other options related to fonts.
[bookmark: _Toc345168057]
The Quick Access Toolbar

If you look at the very top of the Excel 2013 screen, you'll see what's called the Quick Access Toolbar. The default will look similar to this:

Figure A‑1: The Quick Access Toolbar in Excel 2013

If you often use commands that are not as quickly available as you would like, you can easily add them to the Quick Access Toolbar, which is above the Ribbon when you first start Excel 2013. On that toolbar, commands are always visible and near at hand.

For example, if you use AutoFilter every day, and you don't want to have to click the Data tab to access the Filter command each time, you can add Filter to the Quick Access Toolbar.

To do that, right-click Filter on the Data tab, and then click Add to Quick Access Toolbar.
The floppy disk icon is for quick saving, then you have an Undo, and Redo options, followed by a touch/mouse option should you have a touch screen. You can add your own items to the Quick Access Toolbar. 
Touch screen

Figure A-2: The touch screen option in Excel 2013

Should you have a touch screen PC you can better optimize you display to take advantage with Excel 2013. By clicking the touch icon in the quick access toolbar as show in Figure A-2. By click this button you can choose to set more space between the commands on screen thus making it easier to use the touch screen to operate Excel.


Figure A-3: The ribbon in touch screen mode in Excel 2013

Exercise: Add an item to the Quick Access Toolbar.
‘Data Forms’ are not on the Excel Ribbon, but have now (in this version of Excel) been tucked away. So we'll add the Data Forms icon to the Quick Access Toolbar.
To find Data Forms, click on the OFFICE button in the top left of Excel. 
Click on Excel options at the bottom:

Figure A‑4: Options from clicking the File Tab in Excel

When you click the Excel Options button, you'll see the dialog box below popping up:

Figure A‑5: Excel Options
Click the Customization button on the left. The idea is that you can place any items you like on the Quick Access toolbar at the top of Excel 2013. You pick one from the list, and then click the Add button in the middle.
To add the Data Form option to the Quick Access Toolbar, click the drop down list where it says Choose Commands From. You should see this (we've chopped a few options off, in the image below):

Figure A‑6: The Customization Form (i)

Click on Commands Not in the Ribbon. The list box will change:

Figure A‑7: The Customization Form (ii)

From the Commands Not in the Ribbon list, select Form. Now click the Add button in the Middle. The list box on the right will then look something like this one:

Figure A‑8: The Customization Form (iii)

Explore the other items you can add to the Quick Access Toolbar. You might find your favourite in there somewhere!
When you click OK on the Excel Options dialogue box, you'll be returned to Excel 2013. Look at the Quick Access toolbar, and you should see your new item:

Figure A‑9: The updated Quick Access Toolbar

The Data Form item is highlighted, in the image above. 
To remove a button from the toolbar, right-click the button on the toolbar, and then click Remove from Quick Access Toolbar.
[bookmark: _Toc345168058]
Keyboard shortcuts in Excel 2013 (KEY TIPS)



You can use Key Tips to center text in Excel, for example.

1. Press ALT to make the Key Tips appear.

2. Then press H to select the Home tab. 

3. Press A, then C in the Alignment group to center the selected text.


If you rely on the keyboard more than the mouse, you'll want to know about keyboard shortcuts in Excel 2013.

The Ribbon design comes with new shortcuts. Why? Because this change brings two big advantages over previous versions: 

· Shortcuts for every single button on the Ribbon. 

· Shortcuts that often require fewer keys. 


Using the new shortcuts

The new shortcuts also have a new name: Key Tips. You press ALT to make the Key Tips appear.

You'll see Key Tips for all Ribbon tabs, all commands on the tabs, the Quick Access Toolbar, and the Microsoft Office Button. 

Press the key for the tab you want to display. This makes all the Key Tip badges for that tab's buttons appear. Then, press the key for the button you want. 

What about the old keyboard shortcuts?    
Keyboard shortcuts of old that begin with CTRL are all still intact, and you can use them like you always have. For example, the shortcut CTRL+C still copies something to the clipboard, and the shortcut CTRL+V still pastes something from the clipboard.


[bookmark: _Toc345168059]The Excel 2013 Page Layout View


The new Page Layout view in Excel. 

1. Column headings.

2. Row headings.

3. Margin rulers. 


Not only the Ribbon is new in Excel 2013. Page Layout view is new too. If you have worked in Print Layout view in Microsoft Office Word, you'll be glad to see Excel with similar advantages.

To see the new view, click Page Layout View on the View toolbar on the bottom right of the window. Or click the View tab on the Ribbon, and then click Page Layout View in the Workbook Views group.

In Page Layout view there are page margins at the top, sides, and bottom of the worksheet, and a bit of blue space between worksheets. Rulers at the top and side help you adjust margins. You can turn the rulers on and off as you need them (click Ruler in the Show/Hide group on the View tab).

With this new view, you don't need print preview to make adjustments to your worksheet before you print. 

It's easy to add headers and footers in Page Layout view. When you type in the new header and footer area at the top or bottom of a page, the Design tab opens with all the commands you need to create your headers and footers. 

You can see each sheet in a workbook in the view that works best for that sheet. Just select a view on the View toolbar, or in the Workbook Views group on the View tab, for each worksheet. Normal view and Page Break preview are both there.
[bookmark: _Toc345168060]
Different Screen Resolutions - Solutions

All commands in the group are displayed in high resolution. In low resolution you need to click the arrow on the group button to display the commands.

There is a problem with the Office 2013 screens due to the variation these days in screen resolution. You may find you are not viewing as much as you could be. Adjustments are made as follows.

The illustrations in this section of the course manual apply only if your screen is set to high resolution and the Excel window is maximized. If not, things look different. 

Low resolution   
If your screen is set to a low resolution, for example to 800 by 600 pixels, a few groups on the Ribbon will display the group name only, not the commands in the group. You will need to click the arrow on the group button to display the commands.

For example, on the View tab, the Show/Hide group has several commands to show or hide various items. With a higher resolution, you will see all the commands in the Show/Hide group. In 800 by 600 resolution, you will see the Show/Hide button, not the commands in the group.

In that case, you click the arrow on the Show/Hide group button to display the commands in the group.

The groups that display only the group name in a smaller resolution are those with less frequently used commands.

Minimized    
At any resolution, if you make the Excel window smaller, there is a size at which some groups will display only the group names, and you will need to click the arrow on the group button to display the commands.

Tablet PCs   
If you're working on a Tablet PC with a smaller screen, you'll notice that the Ribbon adjusts to show you smaller versions of tabs and groups. If you have a larger monitor, the Ribbon adjusts to show you larger versions of the tabs and groups.
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