CONTENTS

BSBITU402 Develop and use complex spreadsheets............uvuvvviiiiiiiiiiiiiiiiiiiiiiiiiieennns 1
ASSESSMENT FOF TS UNIT....uuiiiiiiiiiiiiiiiiiiiii e e e e e e e 4
HOW t0 USE thiS WOIKDOOK .......uiiiiiiiiiii e 5
How to download eXErCiSe flES .........uuuuiiiiiiiiiiiiiiiiiiii s 7
SECTION 1: OFFICE PROCEDURES ........ootiiiiiiiiiiiiiieee ettt 9
WINAOWS 10 DASICS ...ceiiiieiiiiiiiie ettt e e e e e e et r e e e e e e e ann 10
File MaNAGEMENT ... ...t e e e e e e e e e e e eaeas 14
L L= o] (o T 15
Using meaningful file NAMES..........ueee e 18
LI =211 = 18
Getting Nelp oo 20
107 o)/ 11| 11 PP 21
Identifying spreadsheet reqQUIrEMENTS........uuuiurriiiii e 23
Organisational rEQUITEMENTS ...t e e e e e e e e annbeeeees 25
File distribution ProCEAUIES........ccci i e e e e e e e e e e e e eeeenes 26
SECUNEY ISSUBS ... e 26
Conventions fOr PErSONAI NAIMES ..........uiiiiiiiiiiii e e e e e e 26
o Tod (] o U] 0 - 27
D F= 1= B (0 ] = 1o [ 28
= LAY T PR PP PP 28
Protection againSt MAIWAIE ...........ooiiiiiiiiii e e e 29
e (01 (=Tox 1] o o F= = PP 30
SECTION 2: SPREADSHEET DESIGN AND PLANNING .....ccooiiiiiiiiiiiicee e 31
Y 0= T= 1o £ aT=T = o [T [ | PP 32
(D TSTS o oI o)A o] (o Tod LGSR (o] A= V=T 1) IR 33
LBYOULS ... 33
What makes a good SpPreadShEet? ..o e 36
Spreadsheet dOCUMENLALION ..........ccooeiiiiii i 39
Using spreadsheets to SOIVE ProbIEmMIS ..........uiviiiiiiiie e 41
Planning @ SPreadSN@eT ..........c.eiiiieieee e 44
SECTION 3: FORMATTING, CLIPBOARD AND SERIES .......cciriiiiirieinisineeeneeeseeesenens 48
[ (ot =T o T=T o 1] o oo ] 0 AVZ= 01 0] o 49
] Lo ¢ (o[ o 1= o O TP PPPPPTR P 49
INSEIT SYMDIOI ...t e e e e e e e e e e e e e e e bbb e e e e e e e eans 50
SEIECHNG CEIIS ...t e e e e e 51
0] 0 £ T PSPPI TUPPPPPPIN 52
2T 0] (0 1= SRR 53
REMOVING DOMUEIS ...t e e e e 54
FOrmatting NUMDEIS ... e e e e e e et e e e e e e e e e re e e eeees 55
Copying and moving data SUMMATY .........cceeeeieiiei i 58
Using the right MOUSE DULION .........uuiiiiiiiiii e 59
T (= o 111 o] o R 60
Clipboard Task Pane ..o, 61
Inserting cells, FOWS @and COIUMNS ... ..uuuiuieiiiiiiieii e a e e e e e e e e e 63
D=1 1= 1] o o [P T PP PP PP PPPPPPPPPRPPPN 64
Y= 1= PP 65
LIRS =Y 0] o] 1o o 1= 65
[ 1= o PP PSP PP PP PPTPPP 66
F Y o LYo ][0 (eIt | = (=T (=T ot 69
L L=y A T T o T 11T R 70



SECTION 4: EASY FUNCTIONS, FORMULA AUDITING AND HYPERLINKS................... 72

U] 11 (o 1 73
OPLION BUIONS ... ..o, 77
ChECKING At .. .o 81
[T 410 == U8 (o 114 T 84
o 14 L= 1 1T 0] R 89
(Of0] Yo [0 F=N o] g I =) (T (03 11 I 91
Of0] g EsYo] [0 F=N 0] g =) (T (03 11 SIS 92
SE CTION B CHA R T S ettt ettt e et e e e e e e e e et e e e e et e e e e st s e e s st s eesaransas 94
L T 1 £ 95
(O T T (3 €110 U o PP 99
(OF0] 18] 0 01 4 1w g =1 £ 100
RIS I @] g T T 109
QUICK CRAITS ...ttt et e e et e e et e e e et e e e et eeeeranes 112
|23 T o] o =1 o P 115
(@0 ] a1 o ToJox o F= 1 o VR 115
[T ST = o 117
Changing the 3D view Of @ Chart.........ccooooiiioiiii e, 119
(Of0] 1Yo [0 F=X 0] g I =) (T (0 FYCIRC 120
SECTION 6: MULTIPLE WORKSHEETS ... oottt e e e e e 122
[NV E= T 1= 123
Working with multiple WOrKShEELS .......ccc i i e 127
CoNSOlIALING TALA ....ceee e 139
SECTION 7: FUNCTIONS, DATA TABLES AND ARRAYS ..., 145
T [ o2 10 1T 146
Printing an entire WOrkBDOOK..............oo e 151
(D=1 t= 10 7= o] [T 168
(g0 0100 0T (o {0 o T 168
TWO-INPUE TADIE. ...t e e e e e et r e e e e e e e e aaanes 172
01110 1 174
F N = Y (0] 11 11 PP 177
(Of0] Yo [0 F=X 0] g I =Y (=T (0 1Y ST 178
SECTION 8: DATA ANALYSIS, VALIDATION, MACROS, PROTECTION, TEMPLATES 180
DALA ANAIYSIS. ...ttt e e et e e e e s e e e e eaan 181
(D=1 e IV [0 F= 1 4[] o I 184
Conditional FOrMALING ......ccuvuuiiii e e e e e e e e e e e er e aeees 187
Y=o 0 1 192
Personal Macro WOrKDOOK..........couu it 201
L= | I o] 10 = ox 1o o [P 205
(0011 010 81T 0 55PN 208
] 1] 0] L0 PP TP POPPPPPPPPPPPP 210
(Od0] gFsYo] [0 F=NaT0] g I =T (o1 LTSI T 217
IMPOFtiNG aNd EXPOITING ...vvvvreiieiiieiiiieii s 220
Importing a text file INt0 EXCEI ........cooiiiiiiieie e 221
(Od0] gFsYo] [0 E=NaT0] g W= ] (ol Y ST 225
| = (o (0T T= LYY S ToTs] 0 1] 227
A S S E S SIMEN T e e et e e et e e et e et e b e e e et e et et e e e aa e e araaaaae 230
INSITUCLIONS OF ASSESSONIS ....iiviiiiii it ee ettt et e et e e et e e et e e e et e e e et e e e eabneeseabaneeees 230
INFOrMAtION fOr CANAIAALES. .. .ceviieitieii ettt e et e e e et e e st s e et e e st s e st s eeanresenees 231
EVIOENCE QUITE. ...ttt e e e e e et e e e e e e e e e e e eeeeas 235
ASSESSIMENT TASKS . .eeniiit i e et e e e e e e e b e et e e e e e e b e e e b e st e e ea e raaas 238
1] T 245
CHANGES MADE TO THIS WORKBOOK ....cuuuiiiiiiieeee ettt a e e 248





