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CREATE MENDELEY INSTITUTIONAL ACCOUNT

Access to Mendeley Institutional edition (free service to all Technion community) requires* a Technion user
account (CAMPUS, STAFF, TX or T2).

To gain access to Mendeley Institutional edition, you should create new Mendeley Institutional account or upgrade
existing free account:

v Create new Mendeley Institutional account

v' Upgrade existing free Mendeley account

CREATE NEW MENDELEY INSTITUTIONAL ACCOUNT

To create new Mendeley Institutional account, go to Technion Mendeley Institutional Edition and click 'Join this

Group'":
GetMendeley ~ Whatis Mendeley? = Papers iGIoupsi Groups ~ | Search Q
Technion Israel Institute of Technology \
gl | Inthisgroup: 7 members Share ns}
Overview
Recent publications About this institution

Members

No members with publications yet Owned by Information Services
Department Central Library
Librarian

Social Sciences

Be the first to add your publication
[ &N

7 members

o a oad LR SN SN N

Fill in required fields (first and last name, email, password) and click 'Get Started'.

Create a free account

Already on Mendeley? Sign in

o0 |

‘ XXX@technion.ac.i ‘ v

Get started

*You can use your Technion or another account.
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Complete your profile by selecting your field of study and academic status:

Hi E. Let's complete your profile.

Computer and Information Science -

‘ Ph.D. Student v

m By clicking finish | agree to the terms of use.

By clicking 'Finish' you will agree to the terms of use.

You will be asked to confirm your Technion user account (CAMPUS, STAFF, TX or T2):

Enter your institutional e-mail address

Please confirm your technion.ac.il e-mail address to join this group. This can
include subdomains, e.g. department.technion.ac.il:

‘ XXX@technion.ac.il ‘
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Hi ez

You're almest dene! Click the link below te receive your premium upgrade.

http://www.mendeley.com/join/verify/28ff94d4a1/ncas%40tx.technion.ac.il/

Use Mendeley to organize your research, collaborate with others online, and
discover the latest research.

Automatically generate bibliegraphies

Collaborate easily with other researchers online
Easily import papers from other research software
Find relevant papers based on what you're reading
Access your papers from anywhere online

Read papers on the go, with our new iPhone app

(If the link above doesn't work, just copy and paste the link into your browser)

UPGRADE EXISTING FREE MENDELEY ACCOUNT TO THE INSTITUTIONAL

CITATION TOOLS
A MENDELEY

To upgrade existing free Mendeley account, sign in search for the group "Technion Israel Institute of Technology' on

Mendeley website:

AR MENDELEY

Dashboard‘ My Library = Papers

Welcome back Information Services ...

)

My Account ~ Upgrade

We're hiring! /

Support

Groups People [ Groups ~ Technion Israel Institute of Technology

Q

Newsfeed

Profile updates = Groups

Ask a question or comr

ment here

Install the Web Importer
The Web Importer lets you import

references and documents from over
30 academic databases. You can add
it to your browser here.

Click 'Join this group':

Get Mendeley =~ What is Mendeley?  Papers | Groups | Groups v | Search.. Q
Technion Israel Institute of Technology \
Inth - 7 membx
R, | TS arote: fembers 4 Join this group [EEIEE HL
Overview
Recent publications About this institution
Members
No members with publications yet gwned by |ngfm3l\IOC:eW\C65
Be the first to add your publication Lepanment entral Library
ibrarian
A
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You will be asked to confirm your Technion user account (CAMPUS, STAFF, TX or T2):

Enter your institutional e-mail address

Please confirm your technion.ac.il e-mail address to join this group. This can
include subdomains, e.g. department.technion.ac.il:

| XXX@technion.ac.il ‘

The verification e-mail will be send to your Technion e-mail. Click on the link inside to join:

113 1 14 1:15: (16 | 17 1 18 | +19: 1 20 1 '21: 1 +22+ 123 | 24 | -35- 1 26 | -27-

Hi hda,

You're almost done! Click the link below to receive your premium upgrade.

http://www.mendeley.com/join/verify/28ff84d4a1/noas%40tx.technion.ac.il/

Use Mendeley to organize your research, collaberate with others online, and
discover the latest research.

+« Automatically generate bibliographies

+ Collaborate easily with other researchers online

« Easily import papers from other research software
+ Find relevant papers based on what you're reading
+« Access your papers from anywhere online

+« Read papers on the go, with our new iPhone app

(If the link above doesn't work, just copy and paste the link intoe your browser)
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START USING MENDELEY

To start using Mendeley you should create an account and download the desktop program to your computer.

v" Download the desktop program

v"Install the web importer

DOWNLOAD THE DESKTOP PROGRAM
Immediately after creating new account you will be able to download Mendeley Desktop.

Or visit http://www.mendeley.com/download-mendeley-desktop/ and click 'Download Mendeley Desktop':

\5} Download Mendeley Desktop

Version 1.0.1 for Windows XP, Vistaor7  See release notes

MENDELEY DESKTOP FOR DIFFERENT SYSTEMS:

Windows
Mac

Linux

Mendeley App (iOS)

INSTALL THE WEB IMPORTER
Install the Web Importer to import references from different databases to Mendeley Desktop in the easiest way.
You can download the web importer in two ways.

Go to http://www.mendeley.com/import:

1. Drag the 'Save to Mendeley' button to your bookmarks toolbar or to your bookmarks.
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2. Right-click on the button and choose to add this link to your bookmarks.

Get Mendeley = Dashboard  MyLibrary = Papers = Groups People Papers ~

Help Guides ‘Web importer Contact support Feedback & support
How it works

1. Drag the "Save To Mendeley" button onto your

Bookmarks Toolbar. ﬂ} B rwo-photon lase
& - C [Y www.science

Can't see your Bookmarks Toolbar? \

2. Find an article

*You can do this later from the Dashboard tab in the Tools menu on the online version or from 'Tools' menu in
Mendeley desktop.

Mendeley Web Importer supported sites (please scrawl dawn).

ADDING REFERENCES FROM DATABASES AND WEBSITES

There are some ways to import/ enter records metadata:

Adding references by using 'Save to Mendeley' button

Adding references in a classical way

Adding references by creating RIS file

Adding references manually

Adding references by dragging PDFs files

AR NEE N NN

Adding references from existing software (Refworks)

ADDING REFERENCES BY USING 'SAVE TO MENDELEY' BUTTON

'Save to Mendeley' button is compatible with the most popular Technion Databases:

Engineering Village (Compendex, Inspec, NTIS), Google Scholar, Scopus, Web of Science, PubMed.

Full list of Mendeley 'Web Importer' supported sites (please scrawl dawn).
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To ‘grab’ the reference, click on the 'Save to Mendeley' button:

\ (' | d& https://wwaw.engineeringvilage.comy/search/results/quick.url?CID=quickSearchCitationFormat

|| Saveto Mendeley ‘

Need

T~
E) Engineering Village

If there are multiple references, click the sign 'plus' next to If there is one reference, choose the folder to store
each reference you wish to export from the list on the right it and click 'Save":

hand side of the page:

1 article found

A i
Mgl et Navier-stokes, fluid dynamics, and
~ image and video inpainting
[¥| Download PDFs if available (E;%%il;nio‘ o AELTE] LS ST R
. Numerical methods in fluid + Add to:
dynamics | All Documents 2
Holt, M (1977) EV -
Berlin and New York, Springer-Verlag, Mendeley
1977. 263 p. +
P - New Folder
. B ) New
| Numerical methods in fluid + Newl
dynamics 1
Chu, CK (1979) SFEX
Advances in applied mechanics Scholar
SciFinder
Computational methods for fluid * Scopus

dynamics
Ferziger, JH; Peric, M (2002)

*The option to include the PDFs is available for references with free or Technion access.

Next time you sync Mendeley Desktop, saved articles will appear in the 'Recently Added' folder:

M. Mendeley Desktop

File Edit View Tools Help

L~ | B | & | @ 2 || 2| w
Add Files Folders Related Share S',rr1| Synchronize your library with Mendeley Web i
Mendeley 4| |l 20.5  Edit Settings |

+- Literature Search *l ol B | Authors

Berger, O; Edholm, O; Jahn...

My Library .

=l All Documents

= Recently Added . Vitkin, L; Liberzon, D; Grits...
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ADDING REFERENCES IN A CLASSICAL WAY

If there are multiple references, mark each reference you wish to export, click 'Download'/ 'Export'/ 'Save to' (depend
on database), select 'Mendeley' and click 'Save":

2 [y B4 Email | B Print | g Download | mll Save to Folder |lm Remove Duplicates
<

“w

Choose your download settings for this session

Location Format: Output
[ * My PC € RIS (EndNote, Ref. Manager) € Current page view
 (E) RefWorks @ BibTeX @ Citation
&, Google Drive € Text (ASCII) € Abstract
 £3 Dropbox @ csv

¢ Detailed record
GHMendeley @ Excel®

File name prefix:

Download the detalled record

RTF (Word®) Engineering_Villa

Output_Date/Time.format

Note: Your selected records

Login or Register to save to My
(to @ maximum of 500) will be m Cancel Preferences
kept until your session ends

ADDING REFERENCES BY CREATING RIS FILE

PROQUEST DATABASES

If there are multiple references, mark each reference you wish to export, select 'RIS' from the drop-down list on
'Export/Save' option:

[Clear] | Save to My Research [ Emalil Print Cite Export/Save
EasyBib

Brief view | Detailed view EndNote, Citavi, or Reference Manag Export/Save
Advances in_computational fluid dynamics : Turbulent separated flows and transonic  [EPreview HTML

otential flows
potential flows PDF
Neel, Reece Edward. Virginia Polytechnic Institute and State University, ProQuest, UMI Dissertations RefWorks
Publishing, 1997. 9957084. 9 RIS
... Computational solutions are presented for flows ranging from incompressible

RTF (works with Microsoft Word)
Text only
XLS (works with Microsoft Excel)

Citation/Abstract Preview - PDF (220 k8) ) Full text - PDF (3 mg) %E""
QOrder a copy

To save a RIS file with your citation information, click ‘Continue' and the file will be downloaded automatically.
During the download, select 'Open File' option to export it directly to your Mendeley Desktop.

Saved articles will appear in the "Recently Added" folder.
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If there are multiple references, mark each reference you wish to export and click 'Export'.

Select the option 'Citation export format (*.ris)' and click 'Export":

Export ©@
* Required
Export: For: Details:
C Al Citation Manager File Name: *
@ Selected @ Citation export format [Reference_05_28_2015_091
C Ra (*.ris)
nge

I— ' Quoted Format (*.txt)

Example: 2-20 ' Tagged Format (*.txt)
Offline review
During the download, select 'Open File' option to export it directly to your Mendeley Desktop.

Saved articles will appear in the 'Recently Added' folder.

ADDING REFERENCES MANUALLY

To add references manually, click 'Add Files' button on the in the upper-left corner of the interface and from the drop-
down list select 'Add Entry Manually":

#* Mendeley Desktop
Fle Edit View Tools Help

(Ll & | &= | ® 4 |2

Add Flles... lated Share  Sync

Add Folder...

Watch Folder...

Add Entry Manually...
Wy Lbrary
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A pop-up window will appear. Select the type of material you wish to add (e.g. book, book section, document, journal
article, etc.), fill in metadata fields and click 'Save":

2lx

Type:l]numal Article ﬂ =1
|No Titlel |

Authors:

Journal:

Year:
Volume:
Issue:
Pages:

Abstract:

Tags:

Author Keywords:

&=
Reset | Save I Cancel |

ADDING REFERENCES BY DRAGGING PDF FILES

DRAG AND DROP

Individual PDFs or folders can also be dragged from your computer into your Mendeley Desktop.

Mendeley will try to automatically extract the citation information.

Verify that the information is accurate and full. Missing details can be added manually by typing them in the relevant

fields:

Details | Notes | Contents | Enrichments |

Type:l:lournal Article

=

3D shape estimation in video sequences provides
high precision evaluation of facial expressions|

Authors: L. Jeni, A. Lorincz, T. Nagy et al.

2| View research catalog entry for this paper

Journal: Image and Vision Computing

Year: 2012
Volume: 30
Issue: 10

Pages: 7853-795

*Not all PDFs will automatically convert into Mendeley records.
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ADD FILES/FOLDER

Click on the 'Add Files' button to the top left of the screen and navigate to the folder where the PDF is stored. Select a
document and click 'open':

&2 Mendeley Deskiop

File Edit View Tools Help

G (&6 (o] =2 (&
9 Add Files... lated Share Sync
-  Add Folder...
Watch Folder...

Add Entry Manually...
My Library

WATCH FOLDER

References from 'Watch Folder' on your computer will be added automatically to Mendeley Desktop.

To set up this option, create folder on your computer you want to be the dedicated pdf folder for automatic reference
import. Then click on the 'Add Files' button to the top left of the screen of Mendeley Desktop and navigate to this
folder:

28 Mendeley Desktop

File Edit View Tools Help

MG (&]6e (o] =2 (&
Add Files... lated Share  Sync
Add Folder...
Watch Folder...
Add Entry Manually...

My Library
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ADDING REFERENCES FROM EXISTING SOFTWARE (REFWORKS)

EXPORT YOUR LIBRARY

Log into your RefWorks account.

To export all references go to 'References' menu and click 'Export':

@® RefWorks

References Search Your Database
) Add New
der E Create Bibliography &) New Reference
'} Import
4 Export
. _.__5 > Al References
References H Organize & Share Folders | 12 3 4 5|GotoPage

Sort by Change View
References to Use

@ selected | CPage | Camusti | 7 |@X S Authors, Prinj Standard View j

Select 'Bibliographic Software' as the export format and click 'Export References':

® Resources

Export References X

7
References to Include From All References:  selected (0) € Page (25) ® Allin List (111) .
You can select a different folder from the folder area to the right of this window Folders -
¢ My List =
L Select an Export Format\ Bibliographic Software (EndNote,Reference Manager, ProCite) j Not In Folder  (32)
Need Help exporting references? L@ Lastimported (1)
0 (n
00 (4

| Export References

000 (5)

To export references from a special folder, click name of this folder from folders area to the right of the window:

® Resources

4
Export References X
References to Include From ~/00: lected (0)  Page (4) ® Allin List (4) . Folders
You can select a different folder from the folc I giant of this window -

Iy List
Select an Export Format Bibliographic Software (EndNote,Reference Not In Folder  (32)
[4@ Lastimported (1)
00 (4) 'l
000 (5)

Need Help exporting references?

| Export References

*Note: Alternatively you can export in BibTeX format
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IMPORT REFERENCES INTO MENDELEY DESKTOP

Open Mendeley Desktop.

Go to File menu and click 'Add Files":

#% Mendeley Desktop

Fie Edit View Tools Help

Add Files... Ctrl+0

Add Folder... Ctrl+Shift+0

Watch Folder...

Add Entry Manually... :[‘ /. 2.2 Edit Settings

Import... 4 *l cl BlAuthors /| Titke | Yearl
Export... Chi+E
Send by E-mai...

Merge Documents

Delete Documents
Remove from Folder
Rename Document Fes...

Synchronize Library F5

Sign Out (elakh@dl.technion.ac.il)
Quit Ctrl+Q

Select the file you exported from RefWorks.
All references should be imported automatically.

To import references by folder, you should firstly create a new folder in the Mendeley Desktop and select it while

importing.

To create folders in Mendeley Desktop click right and choose ‘New Folder":

£ Mendeley Desktop
Fie Edit View Tools Help

[d|™ e = am - -

Add Files Folders Related Share  Sync

Mendeley 21 & All Documents Edit Settings |
+ Literature Search
tl Ol EllAuthors i
My Libra ; i
ry Ralated Documents . Chan, Nee Nee; Walker, Caroli..
© Recently Add Rename Folder... F2 . Hagiwara, Kenta; Inui, Tetsu...
Jc Favorites Remove Folder
- Hering, 1G; Chen, PY
& Needs Reviev Edit Settings
2 My Publicatio . B MacRae, GA; Kimura, ¥: Roed..]
=) Unsorted New Group... Ctrl+Shift+M

*Note: To add PDF files from RefWorks to Mendeley you will need to download them manually and add them to

Mendeley.
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ORGANIZING MENDELEY LIBRARY

Folders & sub-folders

Filters
Records view

Record's details

A N N N

View and annotate PDFs

FOLDERS & SUB-FOLDERS

To organize your references, use folders & sub-folders.

To create folder, click on the 'Folders' button to the top left of the screen (or right click in the left pane of the desktop)

and create title for a new folder.

To create sub-folders stay on the folder for it you want a sub-folder, click on the 'Folders' button (or right click in the

left pane of the desktop) and create title for a new sub-folder.

. Mendeley Desktop

File Edit View Tools Help
Gl-l[G]&] @ =» | [ &
Add Fikﬁd F<1| Create a new folder bafe Sync
N

Mendeley

' Literature Search

My Library
= All Documents
(& Recently Added
¢ Favorites
@ MNeeds Review
2 my Publications

") Unsorted
EI || New Folder
B |JJ New Sub-Folder
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To add references to the new folder/ sub-folder, drag them from the 'Recently Added' folder:

Mendeley

' Literature Search

My Library
=l All Documents
(£ Recently Added
1 Favorites
@ Needs Review
2. My Publications
Unsorted

E| | New Folder

I-\*_—,- Recently Added I

* | (] | B | Authors Title

Augusto, Pedro Esteves D... Using computational fluid dynamics (CFD) for evaluation

* of fluid flow through a gate Valve

Elimelech, ¥; Kolomenskiy... Evolution of the leading-edge vortex over an accelerating
rotating wing

Gendel, S; Gottlieb, O; De... Flow around an elastically mounted slender body at high
incidence

L Mew Sub-Folder

*References can be put in more than one folder.

FILTERS

TAGS

To organize your references you can assign tags.

To add tag/tags to the reference you’ve added to your Mendeley desktop, click on the field 'Tags' on the pane of

record's details:

direct-interaction approximation (LDIA) theory in the range of non-dimensional
wave numbers smaller than 0.5. These results indicate that the rearranged CTA
could be used for more accurate investigations of fine-scale structures in
turbulent flows. Further, the profile obtained by the LDIA theory was valid and u..

=>» Tags:

anemometer
Author Keywords:

Constant temperature anemometer; Energy spectrum; Frequency response;
Measurement accuracy; Turbulent jet; Velocity measurement

Citation Key:
Terashima20l4a
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To find all articles with a particular tag, select 'Filter by My Tags' from the drop-down list to the bottom left of the

screen and click the appropriate tag:

Filter by My Tags

appropriate technology
cnt

disease

drug

VX

*Some references you've added to your Mendeley desktop can come with tags already.

FAVORITES

Use star icon to mark favorite documents:

My Library i e Sewall, Evan A; Tafti, Dane...
£l All Documents ‘
£ Recently Added e Math, Prem
1.0 Favorites e

. Yang, Duoxing; Yang, Yipen...
@ Needs Reviews hd

2 My Publications
" | Unsorted
E||_. MNew Folder

|l Newr Sub-Folder

READ/UNREAD

Mark documents as read or unread using the green circle:

|| New Sub-Folder

x| o] & Authors Tite | Year|Publshedn  [Added T
. Sewall, Evan A; Tafti, Dane... Large Eddy simulation of flow and heat transfer in the 2008 Journal of 11:22am
> developing flow region of a rotating gas turbine blade int... Turbomachinery
a & Nath, Prem 0On a sum form functional equation and its relevance in 2013 Movi Sad journal  11:22am
information theory and cryptanalysis of mathematics
. ing; Yang, Yipen... Mumerical simulation of non-Darcian flow through a porous 2009 Particuology 11:22am
medium
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RECORDS VIEW

To change view of references (middle pane) to citation view, click on the 'View' button on the Menu Bar and in the

drop down menu select 'Library as Citations":

#% Mendeley Desktop

File Edit | view Tools Help
Glx Library as Table

Add Files
———  Ciation Style P —_

Mendele ||/ New Sub-Folder

. Lite  Toolbar Layout 4 | | - -
v Show Document Details  Alt+Return *| @ I#orrnatted Citation - Chicago Manual of Style 16th edition (note) @

My Library . Nath, Prem. "0n a Sum Form Functional Equation and ks Relevance in Information Theory and Cryptanalysis” Novi Sad Journal of || 3d
£ All Documents Mathematics43, no. 1 (2013): 59-71.
© Recently Added . Sewall, Evan A, and Danesh K Tafti. "Large Eddy Simulation of Flow and Heat Transfer in the Developing Flow Region of a Rotating || 3d
1 Favorites Gas Turbine Blade Internal Cooling Duct with Coriolis and Buoyancy Forces.” Journal of Turbomachinery 130, no. 1 (2008). doi:..
@ Needs Review ° Yang, Duoxing, Yipeng Yang, and V A F Costa. "Numerical Simulation of Non-Darcian Flow through a Porous Medium.” Particuology || 3d
2, My Publications 7, no. 3 (2008): 193-98. doi:10.1016/j.partic.2009.02.001. )

To change style of citation, select 'Citation Style' and choose an appropriate style in this 'View' drop down menu:

#% Mendeley Desktop

Fie Edt|view Tools Help
- Library as Table

L4

Add Files ¥ Library as Citations
— American Medical Association
e Toolbar Layout » Mm@n Medx'd mn (sc-th-ed alphabetically) — -
v Show Document Detals  At+Return American Political Science Association 16th edition (note) (€]
My Library American Psychological Association 6th edition uation and Its Relevance in Information Theory and Cryptanalysis” Now Sad Journal of  3d
& All Documents Chicago Manual of Style 16th edition (author-date)
(& Recently Added v Chicago Manual of Style 16th edition (note) Eddy Simulation of Flow and Heat Transfer in the Developing Flow Region of a Rotating  3d
7.1 Favorites European Journal of Cancer with Coriolis and Buoyancy Forces.” Journal of Turbomachinery 130, no. 1 (2008). doi:...
@ Needs Review IEEE a. "Numerical Simulation of Non-Darcian Flow through a Porous Medium.” Particuology  3d
2 My Publications uodem Humanities Research Association 3rd edition (note with bibiograpw partic.2009.02.001.

To sort references by type of document indicator (.pdf, MS Word, etc.), authors, title, year, publication or date added

to Mendeley Desktop, click on any of these headers:

. New Sub-Folder

*| | & Authors Title 3 Year / |Publshedn | Added
Sewall, Evan A; Tafti, Dane... Large Eddy simulation of flow and heat transfer in the 2008 Journal of 28 "N
developing flow region of a rotating gas turbine blade i... Turbomachinery
. ‘Yang, Duoxing; Yang, Yipen... Mumerical simulation of non-Darcian flow through a 2009 Particuclogy 28 "nn
porous medium
Nath, Prem On a sum form functional equation and its relevance in 2013 Novi Sad journal 28 'wn
information theory and cryptanalysis of mathematics
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RECORD'S DETAILS

To add/ change details for a special record, click on the particular field on the 'Details' tab:

Authors Title | Year /- | Published In Added é Details | Notes | Contents | Enrichments |

Sewall, Evan A; Tafti, Dane... Large Eddy slmulat\pn of flow an!:l heat transfer inthe 2008 Journal of 28 NN Type:lJUuma\ Article j
developing flow region of a rotating gas turbine blade i... Turbomachinery

Yang, Duoxing; Yang, Yipen... Numerical simulation of non-Darcian flow through a 2009 Particuology 28 NN Numerical simulation of non-Darcian flow throth
porous medium a porous medium

Math, Prem On a sum form functional equation and its relevance in 2013 Movi Sad journal 28 'R0
information theory and cryptanalysis of mathematics Authors: D. Yang, Y. Yang, V. Costa

% View research catalog entry for this paper

Journal: Particuology

Year: | 2009
Volume: 7
Issue: 3

Pages: 193-198

To attach PDF file to metadata, scroll down to the field 'Files’, click '‘Add File', navigate to the folder where the PDF is

stored, select a document and click 'Open’.

To check where Mendeley has saved PDF on your computer, right mouse click on a pdf and select 'Open Containing
Folder"

URL:
71" http://linkinghub.elsevier.com/retrieve/pii/S0262885612000182

Catalog IDs

Ariv ID:

DOL: 10.1016/j.imavis.2012.02.003 f =

ISSN: 02628856

PMID:

Files:

Jeni et al. - 2012 - 3D shapee =~ ovides high pr..
Open File
Open File Externally

Other Settings == Open Containing Folder

[~ unpublished work - exclude frc Remove File
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VIEW AND ANNOTATE PDFS

Once PDFs have been added to your Mendeley Desktop, you can click the PDF icon or double-click on the reference

to read, highlight and annotate attached documents. The PDF will be opened by the PDF viewer in a separate tab:

& Mendeley Desktop

Fle Edit View Go Tools Help

(8] Al =] %~ [ [ 5 | ™ a | @ = = |2
Pan Select | Highlight MNote Rotate Zoom Fullscreen Share  Sync

My Library B] 3D shape estimation in vid... [£] |

vant for human-computer interaction and may gain broad applica-
tions in video annotation, situation analysis of social interactions.

In the last decade many approaci=5 have been proposed for auto-
matic facial expression recognition We are exneriencine a hreak-

through in this field due to two fac You © ses
that have been made available to ev 27/05/2015 13:11:23 n-
Kanade extended facial expression ¢ note here ed

Your annotations can be viewed in the 'Notes' tab, next to the 'Details' tab on the right pane:

Details Notes Contents | Enrichments I

01 You Page no. 1

15 09:26 in My Library

Note here

To share PDF file with annotations and notes, click 'Share' button.
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In the appeared pop-up window, enter e-mail of recipients and click ‘Send to ... person".

# Send Document _?I_X

Send this document by e-mail
B 3D shape estimation invideo sequences provides high precision evaluation off.

To
*‘ KX @technion.ac.il

" send highlights and nates attached to this document
Recipients will need Mendeley Desktop to read the annotations.

Message (optional)

Cancel Send to 1 person le

* It is only possible to share PDFs in Private Groups.

Create groups to share information with others.
There are 3 types of groups:

v Private Groups (content is visible only to invited members of the group)
v' Public Invite-only Groups (content is visible to everybody, but only members can contribute to them)

v" Public Open Groups (content is open, everybody can join and contribute to)
* Free version of Mendeley allows you to create 1 private group with 3 members.

To create a group you can in 2 ways:

FROM THE DESKTOP

In the left panel of Mendeley Desktop, click ‘Create Group':

Groups

@ New1l
B
R13
12

LB 29
9 Create Group...
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A pop-up window will appear. Create group name and description, and choose the type of group. Then, click 'Create

group':

Create a new group

| Enter a group name... |

Group Type
- or ol
Cancel Create group

Enter the email addresses of the people you would like to invite to your group.

FROM THE MENDELEY WEB

Select the 'Groups' tab and click 'Create a new group' button in upper right corner:

Groups ~ | Search

‘Dashboa.td My Library ~ Papers ‘ Groups ‘ People

2

A

Groups

In this catalog: 108,690 public groups

Create a new group

ADDING REFERENCES TO A GROUP

To add references to the group, drag them from your Mendeley library.

*Attached documents can be dragged to private groups only.

Click the Sync button in the toolbar to share references and documents with group members.
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CREATE CITATIONS AND BIBLIOGRAPHY

Install MS Word Plug In
Insert citations

Create bibliography
Citation styles

A N NI NN

INSTALL MS WORD PLUG IN

To insert citations to a paper and to create a bibliography, you will need to install a citation plug-in.

To install a citation plug-in, click 'Install MS Word Plug In' from 'Tools' menu:

. Mendeley Desktop

File Edit View | Tools Help

[Gl+] [ & Invite Colleagues... o |
Add Files Fi Instal Web Importer Sync
Eammememmm—  Install MS Word Plugin i:

Mendeley
0 Literature  Check for Duplicates

My Library Options

A pop up menu will appear indicating successful installation. Click 'Ok’ and open your MS Word document:

# Plugin Installed

The installation was successful

nat's nexts

1. Start Microsoft Word

2. Click on the References tab

The Mendeley Cite-0O-Matic plugin should show up in the references
tab in your Microsoft Word toolbar. Use this to choose a dtation
style, insert or edit citations and bibliographies.

References IMailings Review

Style: Insert a citation... - @

Ed Insert Bibliography
Insert Export
Citation 2] Refresh B

| Mendeley Cite-O-Matic

*Be noted, all office documents should be closed during installation.
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INSERT CITATIONS

The Mendeley Cite-O-Matic plug-in will appear in the 'References' tab in the Word toolbar:

[EHH -0 A0 E EA|: START USING MEI
Home Insert Page Layout References Mailings Review View MathType Developer Add-Ins EndMote X7
E# Add Text ~ 1 [ Insert Endnote IE__\'Q. Style: American Medic... ~ j S [ Manage Sources  USE
= Update Table A Next Footnote ~ L dmnsert Bibliography ([ style: APA Fiftt ~ N
Table of Insert i Insert Export Insert o Cite While
Contents ~ Footnote SUGHBLGIES Citation L Refresh v Citation ~ ! Bibliography You Write
Table of Contents Footnotes Fl Mendeley Cite-O-Matic Citations & Bibliography EndMote

To insert a citation, place cursor where you want the citation in the document and click 'Insert Citation'.

In the appeared search window, start to enter a search term to bring up the citation you need:

9 Search by author, title or year in My Librar

|M1,r Library j ElcoTo Mendeleyl 0K I Cancel

Or (advanced) click 'Go to Mendeley' in the appeared window and select one or more references from the list. Then

click 'Cite":

& Mendeley Desktop
Fle Edit View Tools Help

Add Files Folders Related Share  Sync Cite _Cancel
I Send citation to plugin 'i

Mendeley |/ New Folder Edit Settings |

' Literature Search

*| ®| E | Authors Title

My Library
=) All Documents

+ Recently Added

1. Favorites

@ Needs Review

Russo, Daniela; Hura, Greg... Hydration

*References can be inserted from Groups as well.

CREATE BIBLIOGRAPHY

To create bibliography, click 'Insert Bibliography' button in the end of the document.

*New citations will be added automatically to created list.
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CITATION STYLES

To change bibliographic styles, go to 'Styles' in the Mendeley toolbar and choose a bibliographic style from the style
dropdown list.

MORE STYLES

To download more styles to your Word list of styles, click 'More styles':

References Mailings Review View MathType Developer Add-Ins EndNote X7

t Endnote lm_ﬁq- Style: American Medic... E .w—.lﬂ, &) Manage Sources '1_15.‘—" |
| Footnote - — L;JIn American Medical Association
R Insert [@) R American Medical Association (sorted alphabetically)

LS Citation . . . -

American Political Science Association
= & American Psychological Association 6th edition
Chicago Manual of Style 16th edition (author-date)
Chicago Manual of Style 16th edition (note)
European Journal of Cancer
IEEE
Modern Humanities Research Association 3rd edition (note with bibliography)
Mature
é Moare Styles...

In the appeared window search for the style you need and download it:

X
Ins‘tme Get More Styles | Abbreviations | About |
Q medi
ACS Medicinal Chemistry Letters ﬁ
Acta Medica

Acta Médica Colombiana
Acupuncture in Medicine

Advances in Digestive Medicine

Advances in Integrative Medicine

Instal

=

Download Style: | Download
Done

The downloaded style will be shown in your Word style's list.
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EDIT RELATED STYLE

To edit related style, go to 'Citation Style Editor' (CSL).

Right click on the style closest to the one you need from a list of styles that are currently installed and click 'Edit Style":
|

—) Installed | Get More Styles | Abbreviations | About |

Q

i Bl
Harvard Reference format 1 (author-date)
IEEE

Modern Humanities Research Association 3rd edition
(note with biblioaraphy)
Modern Language Association 7th edition

Update Available

Use this Style

Update Style
Uninstall Style

Nature

K}

Copy Style Link
Include URLs and Date Accessed in Bibliographies: IF . = =

Citation and Bibliography Language: |Default -

Done

The style editor will ask for permission to access your account.
After authorizing the style editor will create a new style based on the one that was selected.
Automatically the title of the new style will include your name: IEEE — Your Name

To change the title, click in the Title box in the options below the example citation and enter the new title:

Style * Edit * Help ~ IEEE - New Style
-

STYLEINFO ‘ * | EXAMPLE CITATIONS
i () Info

- .2 Global Formatting Options [11
INLINE CITATIONS [2]

Layout
b 22 Sort

EXAMPLE BIBLIOGRAPHY
BIBLIOGRAPHY

A Layout [11 T Accadia, F. Acernese, M. Alshourbagy, P. Amico, F. Antonucci, S. Aoudia, N. Arnaud,
i.. /J1 citation-number (variable) Basti, T. S. Bauer, F. Beauville, M. Bebronne, M. Bejger, M. G. Beker, F. Bellachia, A. B¢
- /1 author (macro) D. Boget, F. Bondu, L. Bonelli, R. Bonnand, V. Boschi, L. Bosi, T. Bouedo, B. Bouhou, A
\ A e Names Bulten, D. Buskulic, C. Buy, G. Cagnoli, G. Calamai, E. Calloni, E. Campagna, B. Canug
1 L. e Name Chatterji, R. Chiche, A. Chincarini, A. Chiummo, N. Christensen, A. C. Clapson, F. Clev:

i @ Label Cottone, J.-P. Coulon, E. Cuoco, S. D'Antonio, G. Daguin, A. Dari, V. Dattilo, P. Y. Davig
i Substitute = D Rosa, R DeSalvo, M Dialinas, L D Fiore, A. D_Lieto, M. D. P. Emilio, A. D_ Virgilio,
4. (2) Conditional M. Evans, L. Fabbroni, V. Fafone, H. Fang, |. Ferrante, F. Fidecaro, |. Fiori, R. Flaminio,
1 @ If article-journal Galimberti. L. Gammaitoni, P. Ganau. C. Garnier. F. Garufi, M. E. Gaspar. G. Gemme. B
- i Group Info
A title (macro)
- < container-title (varia
¢ M locators (macro)
| At poge (macre) 9ﬂﬂe [IEEE - New Style
4. Jissued (macra) Title (SthT)I
4- @) Conditional D [htpusrcst.mendeley.comistyles/24006521/ieee
# @ If articlejourr To save a copy of this style with a different ID, use Style — Save Style As

The style ID will be created automatically.
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To make changes, click on the relevant part of the inline citations or bibliography entry on the left pane. The tool will

open the options are available to be changed.
For example, to limit the number of authors shown in bibliography go to 'Bibliography' section on the left pane.

Select 'Author (macro)' and choose 'Name' in the 'Names' section:

Style + Edit ~ Help ~

STYLE INFO | | - ‘
L@ nfo

.2 Clobal Formatting Options

INLINE CITATIONS

i Layout

[ Group

: L A citation-number (variable)
i "~ « 4 citation-locator (macro)
b &2 Sort

BIBLIOGRAPHY
4. Layout

f‘ ] citation-number (variable)
Jf‘ 4 author (macro)
© A4 ® Names

- @ Name

In the opened field 'et-al-min' choose relevant number of authors to be shown:

|IEEE - New Style IEEE - New Style
EXAMPLE CITATIONS EXAMPLE CITATIONS
U} 1
12l 2]
EXAMPLE BIBLIOGRAPHY EXAMPLE BIBLIOGRAPHY
[1]1 T Accadia, F. Acernese, M. Alshourbagy, P. Amico, F. Antonucci, S. Aoudia, N. Arnaud, C. Arault, K. G. [11 T Accadia, etal T Accadia, etal, “Virgo: a laser to detect waves,” J. Instrum,
Barsotti, M. Barsuglia, A. Basti, T. S. Bauer, F. Beauville, M. Bebronne, M. Bejger, M. G. Beker, F. Bellach| 2012,
Bitossi, M. A. Bizouard, M. Blom, C. Boccara, D. Boget, F. Bondu, L. Bonelli, R. Bonnand, V. Boschi, L. B + [2I M.D.Mclnnis and L. P Nelson,M. D. Mclnnis and L. P. Nelson, Shaping the body politic: Art and political

Branchesi, T. Briant, A. Brillet, V. Brisson, L. Brocco, T. Bulik, H. J. Bulten, D. Buskulic, C. Buy, G. Cagnol
Cavalier, R. Cavalieri, R. Cecchi, G. Cella, E. Cesarini, E. Chassande-Mottin, S. Chatterji, R. Chiche, A.
Cohadon, C. N. Colacino, J. Colas, A Colla, M. Colombini, G. Conforto, A. Corsi, S. Cortese, F. Cottone,
Davier, R. Day, G. Debreczeni, G. D. Carolis, M. Dehamme, R. D. Fabbro, W. D. Pozzo, M. del Prete, L.
Emilio, A. D. Virgilio, A. Dietz, M. Doets, P. Dominici, A. Dominjen, M. Drago, C. Drezen, B. Dujardin, B. C 6
Ferrante, F. Fidecaro. | Fiori. R. Flaminio, D. Forest. L. A Forte. J.-D. Fournier. L. Foumnier, J. Franc. O.

20mM

formflong ¥ form|{long ¥
and[tet =] and[lext =
delimiter-precedes-ct-al [ always - delimiter-precedes-et-al [always. -~
defimiter-precedes-last [ contextual - deimiter-precedes-ast [contexwal v
l et-al-min 2 et-al-min ﬁ l

et-al-subseguent-min hd

et-al-use-first hd

Set the minimum number of names needed in a name variable to activate et-al
abbreviation. et-al-subsequent-min v

Set the minimum number of names needed in a name variable to activate et-al
abbreviation.

To save your style, got to 'Style' and from dropdown list select 'Save Style'":

Style ~ Edit ~ Help »

New Style |
Load Style_. i
Save Style
Save Style As

1cess
Logout

tors.o
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Introduction
This booklet is the companion document to the Excel 2016: PivotTables and Pivot Charts workshop.

The booklet will explain PivotTables and Pivot Charts, how to create them, and how to use them to
quickly analyze large quantities of data.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Define PivotTables and Pivot Charts
e Insert PivotTables
e Insert Pivot Charts
e Filter information in your PivotTable and Pivot Chart

e Use Slicers

Revised: 6/28/2016 Page 4 of 19



PivotTables

PivotTables are a powerful tool in Excel that will allow you to quickly summarize, sort, filter, and
analyze data. They can handle large amounts of data in lists and tables by organizing data, on the fly,
by different rows and columns. This is faster, and more flexible for analyzing your data, as you don’t
need to rely on formulas.

For example, you could have a spreadsheet that contains information on salespeople, products sold,
regions, items sold, etc. Using a PivotTable, you can quickly organize the data so different relationships
are visible (e.g. Who is the top salesperson? What product has sold the most?).

Salesperson Product Region |Customer Date Item Cost | No.ltems | Total Cost
Vaughn, Harlon Captain Recliner NE B&B Spaces 01/03/11| § 340.95 9|$ 3,068.55
Norman, Rita Media Armoire SE Home USA 01/03/11| S 340.95 2(S$ 68190
Christensen, Jill Bamboo End Table NW Ellington Designs [01/04/11| § 79.99 7|8 55993
Norman, Rita Bamboo Coffee Table |SE Ellington Designs |01/05/11| $ 168.95 3|8 506.85
Byrd, Asa Bamboo End Table SE B&B Spaces 01/05/11| § 79.99 12 [ S 959.88
Owen, Robert Chameleon Couch SW Ellington Designs [01/07/11| § 799.95 13 | $10,399.35
Maynard, Susan Bamboo End Table NE Home USA 01/08/11| § 79.99 10| S 799.90
Norman, Rita Chameleon Couch SE Home USA 01/08/11| § 799.95 2|$ 1,599.90
Norman, Rita Media Armoire SE Home USA 01/08/11| § 340.95 6|S 2,045.70
Norman, Rita Media Armoire SE B&B Spaces 01/11/11| S 340.95 13 | $ 4,432.35

Figure 1 - Sample Sales Spreadsheet

Note: When working with PivotTables, the data should contain your titles in a single row, and the table
should not contain any empty cells.

Creating PivotTables
The following will show you how to create a PivotTable using the sample sales spreadsheet as an

example:
1. Inthe Ribbon, Click the Insert tab.

R -

Home Page Layout Formulas Data Review View @ Tell me what you want to do...
5 | ] - 7 - le- - ]
J 3 ) lag 5 W 12 i i 1
PivotTable Recommended Table  Pictures Online -‘ My Add-i . Recommended PivatChart
- ins . L .
PivotTables Pictures i+ 7 g E Charts L RGIRR -
Tables Illustrations Add-ins Charts [}

Figure 2 - Insert Tab
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2. Under the Tables grouping, Click PivotTable.

PivotTablejRecommended Table
PivotTables

Tables

Figure 3 - PivotTable

3. The Create PivotTable window will appear. Excel will automatically select the data it thinks you
want to use to create your PivotTable.

a

Create PivotTable

Choose the data that you want to analyze

@ Select a table or range
Table/Range: | Creating!SAS4:5HS913 £

(") Use an external data source

Connection name:

Choose where you want the PivotTable report to be placed

() Existing Worksheet

Location: E’é

Choose whether you want to analyze multiple tables
[} Add this data to the Data Model

OK 1[ Cancel ]

.

Figure 4 - Create PivotTable Window

Note: To select a different range from what Excel has suggested, Click the cell selection box and use
the mouse to select a new range.

4. Under Choose where you want the PivotTable report to be placed, select New Worksheet.

Choose where you want the PivotTable report to be placed

(") Existing Worksheet
Location: E&E

Figure 5 - Create PivotTable on a New Worksheet

5. Click OK.
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6. The PivotTable will be created in a new worksheet.

| ||| PivotTable Fields =X
Chooss fisdds to add to repark: & -

Search

)=}

Salesperion
Product

To build a report, chonse
fields from the PlvatTable
Field List

Regicn

5o @ ~ o v kW
| 1 1

-
)

No

Takal Cost

|
14 = MORE TABLES ..
O

Dirag fickds bebween arzas below.

T ETERs 1l COLUMMNS

= ROWS E VALLES

» FivorTable & Pivet Chart | Sheetl o 7| e LI Defer Layond Update

Figure 6 - New PivotTable Worksheet

7. The PivotTable Fields will appear on the right side of the screen.

PivotTable Fields v
Choose fields to add to report: -
Search yel

Salesperson
Product
Region
Customer
Date

Item Cost
Mo.ltems
Total Cost

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMMNS

= ROWS Z VALUES

Figure 7 - PivotTable Fields
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Analyzing Data with PivotTables

After creating your PivotTable, the PivotTable Fields list will display the data ranges that you selected,
and four areas that will make up your PivotTable (Filters, Columns, Rows, and Values). You can quickly

move fields in and out of these areas to view your data in different ways.

For example, we want to use the PivotTable to analyze the data and determine how many sales a
salesperson has made of each product.

1. Drag-and-drop your fields into the filter, column, rows, and values boxes.

Filters area fields are shown as top-level report filters above the PivotTable (See Error! R
eference source not found.).
Columns area fields are shown as Column Labels at the top of the PivotTable (See Error! R
eference source not found.).
Rows area fields are shown as Row Labels on the left side of the PivotTable (See Error! R
eference source not found.).

a.

PivotTable Fields v X

Choose fields to add to report: -
Search sl
| Salesperson

| Product

+| Region

Customer

Date

Itemn Cost
+| No.Items

Total Cost

MORE TABLES...

Drag fields between areas below:

FILTERS @ COLUMNS@

Region - Product -

ROWS © VALUES @

Salesperson ¥ Sum of MNo.lte.. =

Defer Layout Update

Figure 8 - Select PivotTable Fields

Values area fields are shown as summarized numeric values in the PivotTable (See Error! R
eference source not found.).
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2. The PivotTable will change to show the fields in their respective locations, showing total sales

for each sales person by product.

Region (All) -

Sum of No.ltems |Column Labels v

Row Labels v Bm Bamboo End Table Captain Recliner Chameleon Couch Media Armoire Grand Total
Arnold, Cole 154 104 138 121 91 608
Byrd, Asa 150 69 155 101 110 585
Christensen, Jill 209 118 151 117 183 778
Kelly, Icelita 19 150 90 174 166 599
Leon, Emily 154 124 80 105 169 632
Livingston, Lynette 79 122 74 107 142 524
Lucas, John 77 130 75 172 62 516
Maynard, Susan 147 145 125 116 212 745
McCullough, Scott 93 62 72 90 121 438
Norman, Rita 134 145 79 128 172 658
Owen, Robert 157 120 150 245 170 846
Vaughn, Harlon 233 199 214 199 217 1068
Grand Total 1612 1488 1403 1679 1815 7997

Figure 9 - PivotTable Results

Filtering the PivotTable
The following shows how to filter information within a PivotTable:
1. Next to a Field Header, click the drop-down arrow.

Region Al v

Sum of No.ltems Column Labels =

Arnold, Cole 154 104
Byrd, Asa 150 69
Grand Total 304 173

138
155
293

Row Lahels ~| Bamboo Coffee Tahle Bambhoo End Tahle Captain Recliner Chameleon Couch

121
101
222

Figure 10 - Drop-Down Button
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2. A Drop-down menu will appear with values for the field listed below.

More Sort Options...

Label Filters 4
Value Filters 4
Search yel
] (Select All) -~
¥l Arnold, Cole 3l
-[¥] Byrd, Asa

V| Christensen, Jill
V] Kelly, Icelita

-[¥| Leon, Emily

-[¥] Livingston, Lynette
¥ Lucas, John

-[¥| Maynard, Susan

-[¥] McCullough, Scott

1]

oK ] [ Cancel

Figure 11 - Filter Values

3. Click the checkboxes to select/deselect values that you want to filter for.

Click OK to apply your filter.
5. Afilter icon will appear next to the drop-down arrow to indicate a filter has been applied to the

field.
Region Al -
Sum of No.ltems Column Labels v
Row Lahels .Y‘Famboo Coffee Table Bamboo End Table Captain Recliner Chameleon Couch
Arnold, Cole 154 104 138 121
Byrd, Asa 150 69 155 101
Grand Total 304 173 293 222

Figure 12 - Filter Applied

6. To remove the filter, click the drop-down arrow.
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7. The drop-down menu will appear. Click Clear Filter From to remove the filter.

8] SortAtoZ
Zl SortZtoA

Muore Sort Options..

IYX Clear Filter From "Salesperson” I
Label Filters 3

Walue Filters 4
Search el
¥i <[] (Select All) a
[l &rnold, Cole
[Vl Byrd, &sa
~[] Christensen, Jill
-] Kelly, Icelita
-] Leon, Emily
~[] livingston; Lynette
-] Lucas, John —
-] Maynard, Susan
~[IMcCullough, Scott L‘

| OK I Cancel I

Figure 13 - Clear Filter From

PivotCharts

Similar to PivotTables, PivotCharts can be used to quickly summarize, sort, filter, and analyze large
amounts of data, and display that data as a visual representation. After creating your PivotTable, you
can create a PivotChart using a variety of available charts (e.g. Pie, Line, Bar) that uses the same field
settings.

Creating PivotCharts

The following will show you how to create a PivotChart from an existing PivotTable:
1. Highlight the data you want to use for your PivotChart.
2. Inthe Ribbon, Click the Insert tab.

3 - R -
File Home Page Layout Formulas Data Review View Q' Tell me what you want to do...
3 | L?;'I' - ll'l-' |ll" [ |
7 B B LD LD @ ' RO g
PivotTable Recommended Table  Pictures Online 1M Add-i . Recommended PivotChart 3D
H ins DO
PivotTables Pictures @+ ™ Y I Charts L RSERg = Map ~
Tables INustrations Add-ins Charts | Tours

Figure 14 - Insert Tab
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3. Under the Charts grouping, click PivotChart.

View ¢ Tell me what you want to do...

1?

0| TRl I
Recommended I

Charts L AR >L<.

Charts

- - -
II I- |l'l

|

|

Figure 15 - PivotChart

4. The Create PivotChart window appears to allow you to change the data range, choose where

you want the PivotChart to be placed, and choose whether or not you want to analyze multiple

tables. Make your selections and click OK. In this example, a new worksheet will be created.

s

Create PivotChart

i@ Select a table or range

_ Use an external data source

Connection name:
Use this workbook's Data Model

@ Mew Worksheet
71 Existing Worksheet

Location: |

|:| Add this data to the Data Model

[ 2 [ |

Choose the data that you want to analyze

Table/Range:  ‘Creating a PivotChart'!SAS1:5H5910

Choose where you want the PivotChart to be placed

Choose whether you want to analyze multiple tables

Figure 16 - Create PivotChart Options
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5. The PivotChart will be placed into your workbook on a new worksheet.

To build a report, choose
fields from the PivotTable
Field List

=
BB 0@ o e W e

A

=
e

| i ]| v | [ — — | f—| PivotChart Fi b
{
Chart 1 | Choase fields to add b repork: -
wotChart, choose fields from the PreotChart Feld List + =
|
" - |
(] — '
= |
— |
|
Tirag fields between aress below
Y ALTERS 11! LEGENE) {SERIES)

= AXISICATEG.  Z VALUES

Figure 17 - New PivotChart Worksheet

6. The PivotChart Fields will appear on the right side of the screen.

PivotChart Fields v

Choose fields to add to report: =
Search Peol

Salesperson
Product
Region
Customer
Date

Itern Cost
Mo.Items
Total Cost

Drag fields between areas below:

FILTERS LEGEMD (SERIES)

AXIS (CATEG.. % VALUES

Figure 18 - PivotChart Fields

Note: You can alter the information that is displayed the same way as with PivotTables. See Analyzing
Data with PivotTables for more information.
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7. To change the chart type, click the chart and click the Change Chart Type in the Data grouping

on the Design tab.

Switch Row/ Select
Column Data

Data

Figure 19 - Change Chart Type

8. Click a Chart Type (see Figure 20).
9. Click the Chart Style you want to use (see Figure 20).

10. Click OK to save the selection (see Figure 20).

All Charts o~

™ Recent

9

o3 (|

18 #n 88 08 dd

Bar

Area

XY (Scatter)
Stock
Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

FEREFOEARBEEEMGT

Combo

X Line Stacked Column

i0

OK

Cancel

Figure 20 - New Chart Selection
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Filtering the PivotChart

The following shows how to filter information within a PivotChart:

1. Next to a Field Header, click the drop-down arrow.

Region ¥
Sum of No.Items
1200
1000 I
800 . .
600 =
B | 0 g E = I g
400 = & ; :
R EEEREEEER
0
& RN S < & QO T Q
& 6‘7&’ é\*\’\ & & & F P & Q:o“\o
SIS > N A B R 3 A
S &N FH VT E RS s
< & N o N Q7 \O o 3
& & @ Yo
©
Salesperson Y@

Product b

= Media Armoire
Chameleon Couch

= Captain Recliner

8 Bamboo End Table

® Bamboo Coffee Table

Figure 21 - Drop-Down Button

2. A Drop-down menu will appear with values for the field listed below.

SortAtoZ

PN N
—

—

SertZto A

More Sort Options...

Label Filters

Value Filters

[Search

"V (Select All

-] Arnold, Cole

-[¥| Byrd, Asa

-[¥] Christensen, Jill
[ Kelly, Icelita

-[¥| Leon, Emily

¥ Livingston, Lynette
¥ Lucas, John

-] Maynard, Susan
¥ McCullough, Scott

>

-

[ ok

][ Cancel ]

Figure 22 - Filter Values

3. Click the checkboxes to select/deselect values that you want to filter for.

4. Click OK to apply your filter.
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5. Afilter icon will appear next to the drop-down arrow to indicate a filter has been applied to the
field.

Region ¥

Sum of No.Items

700
600
L] [ Product -

200 ' m Media Armoire
100 ‘ 1 Chameleon Couch
ROB m Captain Recliner
200 ® Bamboo End Table
100 B Bamboo Coffee Table

0

Arnold, Cole Byrd, Asa

Salesperson I -Y

6. To remove the filter, Click the drop-down arrow.
7. The drop-down menu will appear. click Clear Filter From to remove the filter.

Figure 23 - Filter Applied

—

SortAtoZ
SortZto A

DN N
s

More Sort Options..,

IYX Clear Filter From "Salesperson” l
Label Filters 4

Walue Filters

v

(Search

Ve (Select Al
- Arnold, Cole
-] Byrd, Asa
-] Christensen, Jill
-] Kelly, Icelita
~[ILleon, Emily
-] Livingston, Lynette
~[Jlucas, John =
-1 Maynard, Susan

E T»-:‘IcCuIIouEI.q, Scott LI

| QK I Cancel I

Figure 24 - Clear Filter From

I* %
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Using Slicers to Filter Data

Slicers can provide greater control over your PivotTable or PivotChart when you are analyzing your
data. Slicers work similar to filtering your information, but allows you to insert tables that you can use
to quickly select values to filter/unfilter. They will show what is currently shown/not shown at a glance.
Slicers can also be adjusted to change their size and color to make them more presentable.

Inserting Slicers into your PivotTable or PivotChart
The following explains how to insert Slicers into your PivotTable:
1. Click within your PivotTable to select it.
2. Inthe Ribbon, Click the Insert tab.

H ©- v B =
File Home Page Layout Formulas Data Review View Q Tell me what you want to do...
C - = (RN SR | ] R fiss)
B LD d 2 e A [T R TP T ]
H = = ' L || T -
PivotTable Recommended Table  Pictures Online _ &My Add-ins - E Recommended Do \L_I" PivotChart 30 Line Column Win/  Slicer Timeline Hyperlink
PivotTables Pictures @i+ Chars = =] o Map - Loss
Tahbles Illustrations Add-ins Charts ' Tours Sparklines Filters Links

Figure 25 - Insert Tab

3. Under the Filters grouping, click Slicer.

F

=

Slicer fTimeline

Filters

Figure 26 — Slicer

4. The Insert Slicers window will appear with a list of your available fields.

=

Insert Slicers

||salesperson
[ ]Product
[]Region

[] Customer
[]Date
[]Hitem Cost
[[MNo.tems
[]Total Cost

Figure 27 - Insert Slicers Window

5. Click the checkboxes next to the field(s) you want to create slicers for.
6. Click OK.

Page 17 of 19



7. The slicers will be inserted into your spreadsheet.

Salesperson

|
Arnold, Cole 1= ‘ ‘

: Byrd, ‘l Product

Christ'; | Bamboo Coffee Table

Keily,j ' Bamb Region

| Leon, | [ captal | NE

S|

| Living! | cham{ | nw

| Lucas, | Mediz | sE

L Maynara; susar ‘ SW

Figure 28 - Slicers Inserted

8. Click and drag the slicers to reposition them as necessary.
9. To apply a filter from one of the slicers, click one of the values.

Salesperson

qArnold, Cole | 2

: Byrd, Asa

Christensen, Jill

m

Kelly, Icelita

Leon, Emily

| Livingston, Lynette
Lucas, John

: Maynard, Susan

Figure 29 - Using a Slicer

Note: To select multiple values, hold down the shift key while clicking your values.

10. To remove values from your slicer, click the Clear Filter icon in the upper-right hand corner of
the slicer.

Salesperson 9%&
i V'S

: Arnold, Cole
Byrd, Asa
Christensen, lill
Kelly, lcelita

Leon, Emily

Livingston, Lynette
Lucas, John

Maynard, Susan _I
v

Figure 30 - Clear Filter from Slicer
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Additional Slicer Options

When a Slicer is selected, the Slicer Tools — Options tab will be available in the Ribbon. From this tab,
you can change the Slicer caption, style, and size of the buttons and window. The following explains

how to access the Slicer Tools — Options tab:

1. Click the Slicer.
2. Inthe Ribbon, click the Slicer Tools — Options tab.

Slicer Tools

@ Tell mewhat you want to do...

Review Wiew

File Home [nsert Page Layout Formulaz Data
Slicer Caption: =7 =] === == == === [==] == 3 (- ‘B Columns: |1 -l & . .
R "?_)ﬂ = BV Ve B 0V = =T ol ] On e £ regne 025 ¥ Height: |2.75
ion === === == == == =2 E== |- : sightz |02 .
= = Feport oo 222 222 EEE EEE EEE EEEL . Ering Send  Selection Align Group Rotote L _g . | = Widthe (2
[E] Shieer Setings  Connections Forward - Backward ©  Pane = eos Width: 181 .
Elicer Slicer Styles Arrange Buttons Size ]

Figure 31 - Slicer Tools - Options Tab

3. Additional Slicer tools will be displayed. From here you can alter the slicer captions, styles,

button, and window size.

.1Bring Forward ~ |(=_ -

‘B Columns: |1

Slicer Caption: = ==l === —— == [ == == I T . .

: \L;‘EI _ i e B e B = = e £ [ Height: |2.76 -
Region o === == I==—=I|} I E== === === === |===] ~ 0 Send Backward - 3__|:|HE|ght: 0.26" .

eport ——C 22222 222 EEE EEE) 222 EEE] . —| = . |an -

(] Slicer Settings  Conmections % Ci; Selection Pane S Width: 181" G [ -

Slicer Slicer Styles Arrange Buttons Size P

Figure 32 - Additional Slicer Tools

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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Excel 2016: Charts and Graphs

2.0 hours

This workshop assumes prior experience with Excel, Basics | recommended. Topics
include data groupings; creating and modifying charts; chart types; source data; chart
options; chart locations; formatting; adding trend lines and error bars.
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Charts

A chart helps you display your data into a graphical representation. There are many types of charts, but in this
class we'll focus on simple column, line, and pie charts. There are examples of other charts near the end of this
handouts.

The first thing to know is the data has to be organized so Excel can understand what you are trying to chart.
Excel will chart your data selection or your connected data range. As long as there are no blank columns and no
blank rows within your dataset, you can skip selecting the cells.

Chart Title
Clustered Column i:

=
700

] |

500

|
400 B
300

200

n il il
o o L | I | :
Pants Shoes Socks Blouses Hats Category Axis

BistQur E2nd Otr B 3rd Qr WAth Qtr
Legend

Here is a dataset we will use in class:

Item 1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
Pants 456 489 423 468
Shoes 498 435 472 436
Socks 128 168 157 138
Blouses 579 498 531 589
Hats 126 129 123 119

This is a structured collection of related data set in a table
format. When plotted onto a clustered column chart, like the Line
one shown above, the titles in the first column of the dataset
appear along our category axis. The titles in the first row

appear within the legend. The values are represented by the %—;

height of each column. 30
200 — =
Line charts are usually set up to go across a period of time, i
think Time Line. For this chart I've used the Switch Row ¥ 1 2nd e srd ath e

Pants eesssSHOOS  ses—Socks selouses —ssHats

Column tool so we can see the trend of the sales through the

year. In this case our first column titles appear in the legend,
and the first row of titles appears in our category axis.

Pie

Pie charts are usually created to display the breakdown of
the total values within the whole. Pie charts can only be
based on one set of data. When you try to create one with
the above dataset, you will only see the first value set appear
within the chart. If you want to go to an extreme and have all
four quarters show, try using a Doughnut chart.

= Pants mShoes = Socks = Blouses =Hats
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Creating a Chart
To create a chart make sure your cursor is in the dataset you would like to plot. If you want a subset of the
dataset, select that portion. You can use your Ctrl key to add to a current selection.

You will find the Charts group on the Insert tab. Click on any small chart button to see a list of possible charts.

Formulas Data Review View Developer ... Tell me what you want to do...

T— = | [L2] [z] &Oshapes- = - 12-1-| o8
| = L I_  Store m H @
Pi Itfl.".i:.'ol Rec D.ded T bll Pctr;l 0 II@ Tomani Bi People| R I ?d d m' il - h i 'I;Chart
ivotTable Recommen able  Pictures Online i« - Bing People| Recommende . Divo
PivotTables Pictures &+ Screenshot - R Maps Graph Charts U M v
Tables Hustrations Add-ins Charts I'i

If you are unsure of the best chart option for your data use the Recommend Charts button. It will open the
Insert Chart window shown here.

Recommended Charts | All Charts

- -~
e “  Clustered Column
- I||| |I|I Chart Title
. 700
b il i
it e . - - 500
500
Chart Title —_—
- = 400
300
i
T B il i
i i ,
Crart Title Pants Shoes Socks Blouses Hats
o mistQr m2nd Otr m3rd Qo m4thOr
i || | || | || | || ‘ A clustered column chart is used to compare values across a few categories. Use it
= I 1 ik [][] when the order of categories is not important.

Chart Title

oK. i l Cancel
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Chart Tools
When you select a chart, three buttons appear along the right side of the selection.

(o O O
Chart Title *
700 j"
Goo
500 Y
400
Osao 0]
200
- i [
0
Pants Shoes Socks Elouses Hats
Wlst Qtr m2nd Qir m3rd Gtr W 4th Qtr
O O O
E'J C:*ARTELE”E"TS The plus sign is the Add Chart Element button. This option is used to add and
A1 O me ' remove different pieces of your chart. The list of options will vary depending on
e :::::;‘:my the type of chart. For example, a pie chart will not have a set of category axis
3: o e More Options.. titles. As you hover your mouse over each option, you will see a small arrow head
# Grdlines pointing to the right. This will open another menu with more detailed choices.
RS Each menu also has a "More Options..." button which will open a Format Pane on
to customize each chart element.
[_J|(I Style  Color 'J Style  Color
(¥ ] S = T Colorful -
= ; [ ] | ] There is a Chart Style Gallery and a Colors menu on the
; Im |“| = "II o L BEREEEE Design tab, but the Chart Styles button, the paint brush
= SoS— - EETEEE next to the chart, offers the same options.
e L
- : Menechromatic If you are patient while you hover over each option, Excel
||| ||“ s |“| ” ==== will provide you with a Live Preview of the result.
e NN The Color opti ilable at the t fth
i b EEEE ptions are available at the top of the menu.
HEEN -
How do I change these colors?
4l ":“;:fps Hanies "'I ""MB Nmes The third button is a funnel. This is a Chart Filters button.
« 1 I';I ) Rofirlern and Qr, 3rd Q. The Values group allows you to add and remove data
M 1 2nsqu =20 points from the chart.
5 R « e
A0 angr s Sk S The Names page allows you to change the labels that
i e appear in the legend (series) and axis titles (category).
¥ Pants
@ Shaes The Select Data... option at the bottom of the window
¥l Socks opens the same window as the Select Data button on the
L oy Design tab. From there you can change or adjust the
= o= range of cells used to create this chart.
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Chart Tool Tabs
When a chart is selected two chart tool tabs appear at the end of the ribbon, Design and Format.

Design Tab
L - T i pr—
1L ©= e S e : SUIE A == |
Add Chart Quick  Change |” [II i I!| - |” |f: i l] B o= vy u"II "lli-‘ ||| |I| dliv |i| v = Switch Row/ Seie\l.r {Change Mave
Elernent = Layout= Colars~ Column Data Chart Type Chart
Chart Layouts Chart Shytes Data TypE Location
1 2 3 4 5 6 7 8

1. Add Chart Element — A menu of chart elements that can be added or removed to the chart. Each option
will have a expand arrow at the end of the element name that will provide specifics and a More Options
button to open the Format Pane. This is the same as the Add Chart Element button that appears next to
the selected chart.

2. Quick Layout — A variety of layouts that offer suggested views and choices that adjust the chart
elements such as adding a title, varying the space between columns, and moving the legend.

3. Change Colors — Different color that can be applied to your chart. Changing the Theme on the Page
Layout tab will give you a different sets of colors.

4. Chart Style Gallery — Different chart styles that can be applied to your chart. Because Excel
automatically adjusts the Ribbon to fit on your screen, your copy of Excel may show less options than
the picture above. Use the scroll arrows and open menu buttons at the right side of the gallery for more.

5. Switch Row/Column — Changes the direction the chart looks at| Item 1stQtr  2ndQtr | 3rd Qtr | 4th Qtr
the data. | | hart h col is plotted th Pants 456 489 423 468
e data. In our column chart, each column is plotted on the Shoes 498 435 472 436
chart, when we Switch each row is plotted. We are swapping | Socks 128 168 157 138
; Blouses 579 498 531 589
the category labels with the legend labels. Hoks 156 159 153 119
Chart Title Chart Title
B0 600
500 [ ‘ 500 —
/ | 1st Qir

400 | [ . 400 mShoes

300 ! | & 100 = Sacks

200 ] { I 4th C 200 il S

100 1 | | | | 100 B !

1T i il 1 Wil il
Pants Shoes Sacks Blouses Hats 1st Citr Znd Citr Jrd Otr ath Otr
6. Select Data — Opens a Select Data Source window T O S v s
. Chart data range: | &' Sales by QuarerisAsTsesd il
where you can customize the source of the chart :
data, even edit the labels. Use this window to T
reorder your legend and change how Line charts deal | imsemes senes Harictets Categry) Avis Lobel
with blank cell values. | T Raeo |- o |7
7. Change Chart Type — Opens Insert Chart window iy il |
where you can change to other chart types. If you [ ama Ul Somes
| ¥ Has
have multiple series you can change each to be . .

. . Hidden and Empty Ceils [_r:m_ Cancel
different chart type by choosing the Combo chart e =
type from the bottom of the left pane. Move Chart e

Chacse whire you want the chart to be placed:
8. Move Chart — By default when you create a chart it is T
'] MNew sheel:  Chartl
placed on the same worksheet as your data set. You can =
move the chart to its own worksheet or to any existing |;jj._} Oighiea: T - |
worksheet with the workbook. o | s
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Format Tab

Chart Area - |J L3 shape Fill + A~ ] orward = [B Align= | . IS
| : 3
i & . ; ; 3 i
" Format Selection Oc i Abc ADC apc | |+ | L Shape Outiing - A A A - | A - Send Backwa
N = 2 e
A Reset to Maltech Shyle |12\ L Li=heacie] * |« Shape Effects - =| fy - EI_' Selection Pane Rt e
Current Seledion Iisert shapes hape Styles s WordArt Styies ATTAng e hize

1. Current Selection

a. Chart Elements — This box shows the currently selected Chart Element, and the menu provides a
list of the major chart elements. Choose an item from this list to select that element.

b. Format Selection — Opens the Format Pane based on the current selection shown in the Chart
Elements box.

c. Reset to Match Style — Changes the current selection to match the original style of the chart.

2. Insert Shape

a. Shape Gallery — Use this gallery to find a shape such as a block arrow to add
to your chart.

b. Change Shape — Use this tool to change the current shape to a different one,
perhaps a rectangle into a rounded rectangle.

3. Shape Styles

a. Style Gallery — Different shape styles, options will vary based on

the current selection. : |

b. Shape Fill - Menu of the most common fill colors and options,
such as pictures and textures. For more options, open the
Format Pane.

c. Shape Outline — Menu of the most common outline colors and
options, such as dashes and arrows. For more options open the
Format Pane.

d. Shape Effects — Menu of the most common shape effects, such
as shadows. For more options open the Format Pane.

4. WordArt Styles

a. WordArt Gallery — Different WordArt styles

b. Text Fill — Menu of the most common fill colors and options, A
such as pictures and textures. A/ A A

c. Text Outline — Menu of the most common outline colors and
options, such as dashes and line weight.

d. Text Effects — Menu of the most common Text effects, such as A }& A &
shadows. For more options open the Format Pane. a

5. Arrange — Change the alignment and arrangement of multiple charts. Use the Shift key to select more
than one chart at a time.

6. Size — Change the height and width of the chart.
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Format Pane
There are multiple ways to open the Format Pane.

e Click on the Format Selection button in the Format tab
e Click on More option from any menu

e Right-click on a chart element and choose Format...

e Double-click on a chart element

The format pane can remain open for as long as you need it. The properties shown change depending on the
current selection. The current selection is shown on the Format tab and in the title of the Format Pane.

The pane can be pulled free from the side by dragging the title toward the middle of the window. To return the
pane to the side of the window drag it back into place or double-click the title of the Format Pane.

To close the pane, click on the X in the upper right hand corner. If you accidentally close the pane, use any
method above to reopen it.

Within the Format Pane, click on each icon to see the subset of properties. Click on the expand arrow in front of
the options to see the relevant properties.

Format Axis v X Format Axis 2 oS
Axis Options V] Text Options Axis Options =
= il A& 4
b Fill | Text FN\
I* Line Il Text OQutline
I \ N | N\
Fill & Line Effects Size & Properties Options Text Fill & Outline Text Effects  Text Box Options

The Fill & Line and Effects options are the same for all the of the chart elements. If an option cannot be applied

to that chart element, Excel will disable (grey out) that option.

Below are the fill options for a Chart Element. Each Fill choice provides a new set of options.

A ¥ 4 Fill 4 Fill 4 Fill
Iy | | ;
No fill Mo fill Mo fill
4 Fil Solid fill Solid fill Sofid fill
Mo fill ® Gradient fill Gradient fill Gradient fill
®. Solid fill Picture or texture fill * Picture or texture fill Bicture or texture fill
Gradient fill Pattern fill Pattern fill ® Pattern fill
Picture or texture fill Automatic Automatic Automatic
Pattern fill Twert if negative Invert if negative Invert if negative
Automatic = o
Preset gradients D - Insert picture from Pattern
Ll : Eile.. Clipboard Onling...
Type Radial -
Color - - ot B
Direction n - Ll t
Transparency | 0% = s Transparency § 0% A
4 Border Gradient stops ® Stratch
* Mo line I | TE | Stack
Solid line ) ' ' - Stack and Scale with
Color -
Gradient line
T Fasition 0% . 1
Automatic - Offseq lef 0% =l




Howdol...?

Change Axis Numbers
Select the Axis by clicking on a number in the area. Open the Format pane, be sure the title says Format Axis.
Click on the Options button. m

From here you can:

e Change the Minimum and Maximum numbers shown. These can be greater than the minimum and less
than the maximum if you want.

e Change the Major unit, this is how the displayed number is chosen. If the major unit is 100 the chart axis
will read 100, 200, 300. If it's 25 the chart will show 25, 50, 75.

e Change the Display Units to Thousands, Millions, Billions. This will change the unit shown in the labels
and data tables as well.

e Change the Format of the numbers; number of decimals, include a dollar sign, etc.

Change Distance Between Columns
Select any column. Open the Format pane, be sure the title says Format Data Series.
Click on the Options button. m
From here you can:
e Change the selected series to be on a secondary axis
e Change the distance the series overlap
e Change the width between the each category grouping
Explode a Pie Chart

In the chart: Hover over a pie wedge. Click and drag the piece away from the center. To move one piece at a
time, select the single pie wedge first, and then move it from the middle.

In the properties: Select a pie wedge. Open the Format pane, be sure the title says Format Data Series.
Click on the Options button. m
From here you can:

e Change the rotation without changing the order of the data

e Change the explosion, how close the wedges are to each other

Add Trendlines and Error Bars
Select the chart. Click on the Add Chart Element button in the Design tab, or on the D button next to the chart.

You can add your own custom error bars, if needed, from the error bar options. You do have to format one
series of error bars at a time.

Make Charts the Same Size
Use the Height and Width properties found on the Format tab in the ribbon, or on the Format Pane for the Chart
Area's Size & Options. You can use the alignment options on the format tab to make the charts line up.
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Changing the Data Source

From the Worksheet

When you select a chart you will see the Chart Tool ltem 1st Qtr  2nd Qtr  3rd Qtr | 4th Qtr
tabs in the ribbon, and the three options buttons along ||pPants 456 489 493 A68
the right side of the chart. If you can see the cells in Shoes 498 435 AT? 436
the worksheet used for the chart you will also be able Socks 128 168 157 138
to see the data is selected and each section is shaded.

. Chart Title +
If you hover your mouse over the bottom right-hand
corner of the data grouping you will get the two-way so0 Y
sizing arrow. If you click and drag the selection you can 400 II II -
manually change the chart data source. 200

. ml Y

If you know you will have more categories and series Pants shoes Socks

you can grow the data area beyond what's showing
and Excel will assign new colors and make room in the
chart for the new values.

N 1stQtr W 2nd Qtr 3rd Qtr

From the Select Data Source Window
From the Chart Tools Design tab choose Select Data. Select Data Saurce . 2 |

chart data range: | = Sales by Quarer!$ES24E45 E

The Chart data range option can be a bit finicky so |
recommend deleting the current range and selecting

" | [l switch RowColumn

the new Set from the WOFkSheet. Leqinn Entries [Gerias) = — Han'z_unrz!.-’gatzgorw Axis Labels

| 17 | EHEdit || € Remove |v | | 7 Edlit

W dstoir ¥ Pants |
The chart is initially arranged to follow the order of the Bl andpr ] shoes |

. . . . ¢ ardab W sotks |

data, but if you would like the legend in a different order, I
you can rearrange the Legend Entries using the up and |
down arrows. Hidden and Empty Cells ok | | ancel

Removing data

Both of the above options will help you add and remove data. You can manually adjust the range in the
worksheet or you can select a different range from the Select Data Source window. Both are great as long as you
are using a consecutive range of data.

The Select Data Source window also had a Remove button to delete a series from B vooes  tame
the chart. Notice there is not one for the Category/Axis labels. To be able to remove B
one you will need to first Switch Row/Column. Once you've removed the categories,

Select All

v 0 st Gt

Switch Row/Column again. 7 1 znd

3rd Qtr

From the chart itself you can click on the series you want to remove and press Delete 5
on the keyboard. You can only delete the series, so the same actions apply in order
to remove a category you will need to switch the row/columns first. 7 Sk

However, we now have a Filters button along the side of the selected chart. From
here we can uncheck any of the values we do not want on the chart; Series and
Categories. You must click the Apply button at the bottom of the menu for the filter
to take effect.

onth | | Apply Selert Data
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Types of Charts
Column and Bar Charts

Clustered Column

Insert Column or Bar Chart

WilstOtr ®WZnd Qtr ®3rd Qv W4Ath Otr

e Use this chart type to visually
- compare values across a few
o categories.
400
o Click the arrow to see the different
- types of column and bar charts
00 R -
A - - available and pause the pointer on
0 . . R
Bare S Sl e (G, the icons to see a preview in your
Wi1stOtr m2ndQtr ®3rd Qtr M4th Qtr chument
3-D Clustered 3-D Column
&00
500
400 600
- 500
400
200 300 Ath Qtr
200 3rd Qtr
100 100 2nd Qe
o o 1st Gtr
Pants Shoes Socks Blouses Hats Pants Shoes Socks Blouses Hats
WilstOtr ®WZnd Qtr ®3rd Qv W4Ath Otr W1stOtr w2nd Qtr ® 3rd Qtr WM4ath Otr
Stacked Column 3-D Stacked Column
2500
2500
2000
2000
1500
1500
1000 106
- - 3 =
4] . Q
Pants Shoes Socks Blouses Hats Pants Shoes Socks Blouses Hats
WistOtr m2ndQtr ®3rd Qtr M4th Qtr W1stOtr w2nd Qtr ® 3rd Qtr WM4ath Otr
100% Stacked Chart 3-D 100% Stacked Column
100%
9% 100%
B0
705 B0%
60%
50% ops
408
40%
308
200 206
10%
0% 0%
Pants Shoes Socks Blouses Hats Pants Shoes. Socks Blouses Hats.

W1stOtr w2nd Qtr ® 3rd Qtr WM4ath Otr
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Hats

Clustered Bar

3-D Clustered Bar

WlstOtr E2nd Qir ®3rd Qr WAth Otr

Hats
Biofisdy Blouses
Socks Soicks
Shoes Shoes
Pants Panis
0 100 200 300 400 500 600 700 0 100 200 300 400 500 600
WathQir ®E3rd Qtr W2nd Otr W 1stOtr mathQtr ®3rdQur W2nd Qtr = st Qtr
Stacked Bar 3-D Stacked Bar
Hats
slovses . | S — ——
socks NI o
shoes I shoes (N
pants | N S pants (N
0 500 1000 1500 2000 2500 0 500 1000 1500 2000 2500

mlstOtr m2ndQur ®3rd O mAthOtr

Hats

100% Stacked Bar

3-D 100% Stacked Bar

IS 209090202
vars (Y T
Blouses | S — ploses (T
socks | S socxs (I
shoes | o
panes | S pares (I
0% 2086 A0% 60% 80% 100% 0% 20% 408 6% 80% 100%
WlstOtr E2nd Qir ®3rd Qr WAth Otr mlstOtr m2ndQur ®3rd O mAthOtr
Line and Area Charts
3-D Line Insert Line or Area Chart
Use this chart type to show trends
600 over time (years, months, and days)
. or categaries.
200 ath e Click the arrow 1o see the different
3rd Qu -
0 e types of line and area charts
Pants  shoes Socks 1stQrr available and pause the pointer on
Bl - . R
5 Hats the icons to see a preview in your
WistGtr mIndQtr ®3rdQu mathoir document.
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Line

Line with Markers

700 700
GO0 600
500 500
400 400
300 300
200 200 —
L ———— ——————
100 — 100 2 2 — &
0 0
IstQtr 2nd Qtr 3rd Qtr 4th Qe 1st Qtr 2nd Qtr 3rd Qtr ath Qir
— PNt e—SOES  s—SOCKS  m—lOUSES  —ats = PANTS e Sh0ES B S0CKS e Blouses e=etHats
Stacked Line Stacked Line with Markers
2000 2000
1800 1800 — -
1600 1600 — = - —
1400 1400
1200 1200 —
1000 1000 —— -
800 800 = =
600 600
400 400 s
200 200
0 0
1stQer 2nd Qtr 3rd Qtr 4th Qtr st Qtr 2nd Qtr 3rd Qir 4th Qur
— PNt e—SOES  s—SOCKS  m—lOUSES  —ats = PANTS e Sh0ES B S0CKS e Blouses e=etHats
100% Stacked Line 100% Stacked Line with Markers
100% 100% e - < ®
90% 90% i
BO% BO%
T0% J0%
B0%G — e M --
50% 508 — -
A40% A0
30% e ——— —
20% 20% bt
10% 10%
0% 0%
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr 1stQtr 2nd Qtr 3rd Qtr 4th Qur
— PNt e—SOES  s—SOCKS  m—lOUSES  —ats = PANTS e Sh0ES B S0CKS e Blouses e=etHats
Area 3-D Area
120

Item 1

Item 2 ftem 3 Item 4 Item 5

milstvVal m2ndVal m3rdvVal mathval

60
40
20

item 1

4th Val
3rd Val
2nd Val

1st Val

Item 3

Item 4
Item 5

mistVal ®m2ndVal ®m3rdVal m4athval
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ftem 1

Stacked Area

Item 2 Item 3 Item 4

mistval m2ndval ®m3rdvVal marhval

ftem &

3-D Stacked Area

ftem 4
Item 5

mistVal m2ndVal ®3rdVal ®=4thVal

100%
90%
BO%
700
B0f%
508
A40%
3%
20%
10%

Item 1

100% Stacked Area

Item 2 Item 3 Item 4

mistval m2ndval ®m3rdvVal marhval

ftem &

3-D 100% Stacked Chart

100%
BO%
6085
40%
20%

Item 2

Item 3
Item 4
Item 5

mistvVal m2ndVal ®m3rdVal mathval

Pie and Donut Charts

Pie

= Pants = Shoes = Socks = Blouses = Hats

Insert Pie or Doughnut Chart

Use this chart type to show
proportions of a whole. Use it when
the total of your numbers is 100%.

Click the arrow to see the different
types of pie and doughnut charts
available and pause the pointer on
the icons to see a preview in your
document.

3-D Pie

= Pants = Shoes = Socks = Blouses = Hats

Doughnut

mPants MWShoes ESocks MBlouses ®Hats

Page 12




Pie of Pie

= Pants = Shoes = Socks = Blouses = Hats

Bar of Pie

= Pants = Shoes = Socks = Blouses = Hats

Hierarchy Chart

Tree Map

B Pants B Shoes ® Socks W Blouses B Hats

Shoes

Sunburst

Insert Hierarchy Chart

Use this chart type to compare
parts to a whole, or when several
columns of categories form a
hierarchy.

Click the arrow to see the different
types of hierarchy charts available
and point to the icons to see a
preview in your document.

Statistic Charts

Insert S5tatistic Chart

Use this chart type to show
statistical analysis of your data.

Click the arrow to see the different
types of statistic charts and pause
the pointer on the icons to see a
preview in your document.

[10, 180]

Histogram

{180, 350] (350, 520]

(520, 690]

(690, 860]

{860, 1030]

Pareto

{350,520] (690,860] [10,180]  (520,690] (860,1030] (180, 350]

100%
0%
80%
0%
60%
50%
40%
30%
20%
10%
0%
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Scatter (X,Y) and Bubble Charts

Scatter Insert Scatter (X, Y) or Bubble Chart
:: ® Use this chart type to show the
"~ P . relationship between sets of values.
so0 ® r >
P ° Click the arrow to see the different
300 B types of scatter and bubble charts
200 s available and pause the pointer on
100 . " the icons to see a preview in your
9 document.
0 100 200 300 400 500 600 700 800 00
Scatter with Smooth Lines and Markers Scatter with Smooth Lines
800
700
600 |
500
400 |
300 |
200 |
100 |
0 100 200 300 400 500 600 700 800 900 100 200 300 400 500 600 700 800 900
Scatter with Straight Lines and Markers Scatter with Straight Lines
800
700
600 |
500 |
400 |
300 |
200 |
100 |
o | _ . o | _ | _ | . _ .
0 100 200 300 400 500 600 700 800 900 100 200 300 400 500 600 700 800 900
Bubble Chart 3-D Bubble
16 14
2000 |
@ Seriesl @Seres2 & Seresd @Seriesl @%eries? @ Seres3
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Radar and Surface Charts

Radar Fi

lled Radar

M

Insert Surface or Radar Chart

ar Click the arrow to see the different

types of surface and radar charts
available and pause the pointer on

Senesl]
May

- reb Mar

00-1000 0O1000-2000 [CJ2000-3000 (J3000-4000

0o-2 O2-4 046 O6-8 O8-10

12

Apr
the icons to see a preview in your
document.
May
Jul Jul
Contour Contour
Seriesh
Seriesd
Seress
Seriesd | Series3
Seriesd Sariae
Series?
Seriesl
Series 1 2 3 4 5 6 7 8 $ 1w 11 12
Nov Aug Oct Apr Jan Jul Dec Sep Jun Feb Mar May
mO0-1000 ®m1000-2000 w2000-3000 = 3000-4000 BO2 m24 46 m6E EB-10
Wireframe Contour Wireframe Contour
/ \ \ ] Seriest
, Y ; Seriesd
/ Seriess \I { \ / >\'\ .-"fé\/ /
\ N, b s F4
Seriesd ) 7 | Series3
A \ I\ / \C
Series3 \ =t [ Series2
\ g ________H;//,_. __\ — I~ Seriesl
Series2 \ ;\l/ £ o AI
N LT AN /AT Sediai
Series 1 2 3 4 5 6 7 8 $ 1w 11 12
Nov Aug Oct Apr Jan Jul Dec Sep Jun Feb Mar May
O00-1000 DO1000-2000 CJ2000-3000 0O 3000-4000 0o-2 O2-4 046 O68 O8-10
Wireframe 3-D Surface Wireframe 3-D Surface
4000
3000
2000
1000
o Seriesh - Series3
Nov g Series3 2 3 4 5
UE Oct Apr g 7 8 i
9 Seriesl
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Class Exercise

Explore workbook

Open ChartData.xlsx

View each worksheet ROW TITLE

Discuss 'consistent' range of data

COLUMN TITLE COLUMN TITLE
DATA DATA
ROW TITLE DATA DATA

Create Chart

Turn to Sheet 'Sales by Quarter'
Turn to the Insert Tab

Click on Recommended Charts

o Click on each suggestion to see a preview of our dataset

o Click on the ALL CHARTS page at the top of the window and explore the options

o Choose first Column Chart
Chart Tool tabs — Design and Format
Click outside of chart to deselect

o Tabs disappear

Design Tab

Add Chart Element
o Add: Data Labels on the Outside End
o Remove: Chart Title
o Move: Legend to the top
Explore different Quick Layouts
o Choose first layout (title above, legend on right)
Explore different Chart Colors
Explore different Chart Styles
o Notice it changes the Chart Layout

o Return to the Quick Layout menu and choose the first one again

Switch Row/Column

o Notice it's switching the legend with the category axis

o Leave the chart with quarter in the legend
Select Data

o Rearrange legend 4™ Qtr - 1°t Qtr

o Cancel the window
Change Chart Type to different options

o Reset it back to the original, first column chart

Move chart to its own sheet
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Format Tab — Current Selection

- Select Legend from Current Selection dropdown
- Click Format Selection button

o Legend Options

o Fill

o Border

o Effects

Move legend to different positions

Try it with overlapping the chart

Solid Fill
Gradient Fill
e Preset Colors
Picture or Texture Fill
e Textures
e Insert afile

Solid line
Increase width
Gradient

Add a Shadow
Add a Glow

- Inthe Format tab in the ribbon, click Reset to Match Style

Layout Tab — Insert =

- Insert Shapes

o Insert Block Arrow

500 -

o Uses yellow diamond to modify arrow

o Use green circle to rotate =

15t Cuiter

o Delete S

w ard s
300 TR Duarier

- Insert Text Box
o Typeinside o
o Move around el .

o Delete

Delete Chart
- Right-click on Chart 1 Sheet name
- Select Delete

- Confirm deletion
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Create Chart

- Turnto Sheet 'Sales by Year

- Insert Tab, Chart Group, Column
o Choose first Column Chart

- Move to a new worksheet

- Change Font
o Right-click on Category Axis (pants, shoes...)
o Choose Font, sent size to 14
o Undo
o Right-click in Chart Area (blank space)
o Choose Font, sent size to 14

- Change Title to read "Yearly Sales

- Add Minor Horizontal Gridlines

o So you have Major and Minor lines

Format Tab - Styles

Select Major Gridlines

Change Shape Styles

o Use Preset options
o Use Shape Outline
o Use Shape Effects
- Select a column
- Change Shape Styles
o Use Preset options
o Use Shape Fill
o Use Shape Outline
o Use Shape Effects
- Format
o Fill, Outline, and Effects for each column, independently
o Fill for Plot Area
o Fill for Chart Area
- Format Chart Title
o Change font size to 40
o See Shape Styles, don't change it
o See WordArt Styles
= Text Fill
= Text Outline

= Text Effects
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Save as Template

Saving the template then closing the file without saving it.
- Right-click on the chart
- Save as Template...
o 'Chartl'is fine
- Exit the file

o Don't save

Use Template
- Reopen the Charts file

- Turn to Sheet 'Sales by Year'
- Insert Tab, Chart Group, Column, First chart
- Design Tab - > Change Chart Type
- Templates
o First option in pane on left
- Choose Chart1, Click OK
- Delete Chart

Default Chart
- In Sheet 'Sales by year' Press F11

Modify Default Chart
- Innew chart, Design Tab - > Change Chart Type

- Right-click on the Template
- Set as Default Chart
o Click OK
- Return to sheet 'Sales by year'
- PressF11
- In Sheet 'Sales by Quarter' Press F11
o Note only the first column was formatted

Close but don't save the file

Manually Changing Data Ranges

- Insert a column chart on Sheet 'Sales by Quarter'
- Notice color Coding around original data
- Use fill handle to change the selection
o Ifthe colors go away, click inside the chart again.

o Adjust the chart to include only the data
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Remove Data

Click on a column for 4" Quarter
o Press Delete on the keyboard
Click on a column for 2" Quarter

o Press Delete on the keyboard

Notice the color grouping around our dataset is gone

Switch row/columns to remove your shoes

Switch row/columns back

Open the filters button. There is only the first and third quarter, and no shoes

Delete Chart

Insert a column chart

Use the Filter to remove second and fourth quarter, and remove your shoes

Use the Filter to add them back in

Chart Specific Data

Select Items through 3™ Quarter, A1:D6
Insert a column chart
Delete 2" Quarter

Delete Chart

Select Items through 1% Quarter, A1:B6
Use Ctrl key to select 3" Quarter, D1:D6
Insert a Column chart

Delete Chart

Pie Chart

Turn to Sheet 'Sales by Year

Insert Tab, Chart Group, Pie, First chart
Remove Title & Legend

Add labels for %, Delete labels

Explode Pie

Rotate Pie (in the options)

Pull individual pieces

Delete Chart

: ‘
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3-D Pie Chart

Insert a 3-D Pie chart
Explode Pie
o Re-connect/Implode
Select Plot Area from the Format Pane
View the effects, 3-D Rotations
Change X & Y rotations
o Use little scroll up and down arrows
Uncheck Autoscale
Change Height (% of base)
Delete Chart

3-D Column Chart

In Sheet 'Sales by Quarter"

Insert Tab, Chart Group, Column, Last 3-D option

Delete Legend
Design tab - Switch Row/Columns

Design tab — Select Data

o Rearrange Legend so smaller values are in the front

Delete Chart

Line Chart

In Sheet 'Sales by Quarter"
Insert Tab, Chart Group, Line, First option
Design tab - Switch Row/Columns
Remove Smaller Values
Move to new sheet
Format Axis Options

o Minimum 400

o Maximum 600

o Major Unit 25

Layout Tab - Analysis

Trend Line

Error Bars
o More Error Bar Options
o Fixed Value 5

Delete Chart
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Introduction

This booklet is the companion document to the Word 2016: Reviewing Your Document workshop. Several of

the tools available under the Review tab provide the user with a way for tracking the changes in their

document and leaving notes for others to see (e.g. when a professor returns a paper to the student, it usually

has corrections in addition to comments), as well as combining and comparing changes across multiple

documents.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Turn track changes on and off.

Understand the different review display settings and how to apply them.
Accept/reject changes to the document.

Add/delete/reply to comments in the document.

Lock tracking changes for your document.

Combine changed documents.

Compare changed documents.
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Collaborating on Documents

Word contains features that make it easy for several people to work on a document together. Rather
than passing a hard copy of the document containing manual changes back and forth, you can have
Word automatically track the changes, and then you can pass the document electronically.

Track Changes

By using the Track Changes tool, you can easily see what changes have been made to the existing
document. This feature is very useful if you are collaborating with others, or wish to make suggestions
that can be later accepted or rejected. Furthermore, you can quickly switch between different views to
see the extent of the changes, or if you wish to view the original document in its entirety.

If you wish to make changes to a document that you want to share with others, you must enable Track
Changes first before making any changes to your document.
1. Click on the Review tab (See Figure 1).

2. In the Review tab, click on Track Changes (See Figure 1).

=] = | o arch Paper.docy - Word = i a

File Home Insert Design Layout Feferences Mailings Vi o Add-ins Q' Tell mawk antto do. Sgnin ,Q,_.‘;ha'e
f/( Spelling & Grammar ﬁ) a”?"& :_—'E T:"‘_l Previous T|_|‘ ! 'ﬁ Al Markup ;| B Reject = :|| |_' | m
EE Thesaurus A Mext - B Show Markup - = ‘3 Previous W T (=
i Smart  Translate Language MNew  Dsfete - rack . Accept Compare Bleck Restrict  Linked
£85 Werd Count tookug = £ Gl | Show Comiment Changes~ > | Reviewing Pane - - 2] Next . s Editing  Motss

Froofing Insights Language Commernts Tracking s Changes Cempare Protedt arieMole £

Figure 1 - Track Changes

3. Word will now begin to track changes to your document (e.g. inserting text, deleting text, etc.).
The Track Changes button will be shaded to indicate track changes has been activated.

4. To turn off Track Changes, click the Track Changes button.

Note: Track Changes will remain on unless it is deactivated; even if you save your document. Be

sure to turn off Track Changes if you don’t want others to track changes. If you want to prevent

others from turning off Track Changes, see Locking Track Changes.

Making Changes to Your Document with Track Changes

Once Track Changes has been activated, Word will make note of all changes made to your document.
To make changes to your document, simply edit the document as you normally would. The default
settings for changes will appear as red lettering for insertions, and red lettering with a strikethrough
for deletions.

The-largest-elephants-are-the-Africar-Asian-elephants. They-grow-to-be-20-t0-25-feet.(6:t0-7-1/2-
meters)-long,-33-10-feet-{about-3-1/2-meters)tallaad. These-elephants-weigh-up-to-13,200-

Figure 2 - Changes to the Document
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Leaving Comments

You can leave notes in your document for others to read that ask for clarification, explain a revision,
etc. When your review settings are set to Simple Markup, all comments will be hidden and areas that
have had a comment added will display a speech bubble.

New Comment
1. Click within your document, or select a section of text that you want to add the comment to.
2. Click on the Review tab (See Figure 3).
3. In the Review tab, click on New Comment (See Figure 3).

B ©- S = | o Reszarch Paperdec: - Waord

Fle  Home Insert Design  Layout  Referl Mailings View  Addins @ Tell me whatyou vantto do.. Signin 5 Share

ABC |: ] ABC ;D a e -|+—| Rl ?_l I:_.I_, 55 Al Markup . Iil |>l £ Previous D— | y Eﬂ
V’ - et A i i R e o J [ Show Markup - | _l 2 Mext : e =
Spelling & Theraurus Word  Smart | Translate Language Mew  |Delete Previous  Med o Track .. Accept Reject Compars EBlock Restrict Linked
Grammar Count  Lookup = - Comment] - { :  Changes= [5] Reviening Pane ~ - - - Suthors - Editing | Motes

Proofing Insights Languags Comments Tracking = Changes Compare Protect DneMote’

Figure 3 - New Comment

4. A comment textbox will be added to your document. Type your message within the comment

textbox to leave your comment.

Randy Dean A few secondsago e
Itwould-be-interesting-if-you-included-some-statistics
about-this v

Figure 4 - Comment Textbox

5. Once finished, click anywhere inside your document to leave the comment textbox.

Edit a Comment
1. Search within your document for the comment to edit.
2. Click on the comment speech bubble.
3. Once you are finished editing, click anywhere inside your document to leave the comment

textbox.

Reply to a Comment

The following shows how to reply to a comment while in Simple Markup view:
1. Click on the comment speech bubble to display your comment.
2. Inthe comment window, click on the Reply icon.

Randy Dean A few secondsago

Itwould-be-interesting-if-you-included-some-statistics
about-this v

Figure 5 - Reply to a Comment
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3. Your username will be added to the comment window. Type your response to the comment.

Randy Dean 33 minutes ago Ed
It-would-be-interesting-ifyou-included-some-statistics:
about-this.

Evan Atkin A few seconds ago
Thanks!-lt-will-be-in-the-next-draft.y

Figure 6 - Response to a Comment

Delete a Comment

The following shows how to delete a comment while in Simple Markup view:
1. Click on the speech bubble to display your comment.
2. Click on the Review tab (See Figure 7).
3. In the Review tab, click on Delete (See Figure 7).

H - | = .o Fescarch Paper.doo: - Ward

File Home Insert Design Layaut References = View Add-ins Q Tell me what you want to do., Signin  F Share
in/r. = ABC ,G) a’%} o TF:J > (L:_| E_l I:I_] E A Markep - Iﬂl @ &1 Previaus I:l-
| | 123 s et = =it o .
e " il a! [Z] Show Markup - 7"1 MNext |
Spzlling & Thesaurus Word  Smart  Tranzlate Language New | Dalete {Pravious  MNext Shom Track _— Arcept Reiect Comparz
Grammar Count - Lookup - = Comment]__- L = Changes- [5] Reviewing Pane + = - -
Proofing Incights Language Comments Tracking = Changes Compars

Figure 7 - Delete a Comment

Changing Your Review Display Settings
While Track Changes is active, you can alter your display settings to show how changes appear in your
document. To alter your settings:
1. Click on the Review tab (See Figure 8).
2. Inthe Review tab, click on the Display for Review drop-down (See Figure 8).
3. Alist of display options will appear. Select one of the following to apply:
a. Simple Markup - Provides a clean, uncomplicated view of your document. You will see
indicators where tracked changes have been made as a red line. It will also show comments
as a speech bubble (See Figure 8).
b. All Markup - Will show all changes and comments made to your document (See Figure 8).
c. No Markup - Will show how the final version of the document will look with changes. No
comments will be shown (See Figure 8).
d. Original - Will show how the original version of the document looks without changes and
comments (See Figure 8).

H S " 5 = o Rescarch Page dogt - Word 5 s = g

Fle  Home st Desan  Lajout  References  Maings [N viev A Signin 9 Share

e B & [ B

ABC ==| ABC T LY [z +— X T P | TE &
‘/ L___l lﬁl ﬁj a?) A¥ by H,—I |-|—| |—_,_| = > ;

5 Maficug PN
S;\.\ellmg& Thesaurus Word  Smart Translate Language . Mew  Delete Previous Ned = Show THACK N B Wiarkon b pt Reject — Comjpare : Ife;trict Linked
Grammar Count  Lockup L - Comment = Commerts | CF (D s - + thor - Edibng | Motes
Praating Inzighte language Comments L — Changes Campare Pratect Oneblate| &
-z [ R TR ) KR B AR TR IR | T T LR S TRRrEL - T e B 0 1 i) ' ol @l-- [ EE AT ) N | JRCIRCI! MRCRCRSCLS i CR A

Figure 8 - Display for Review
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Using the Simple Markup Display Settings
The Simple Markup display setting will show you sections of your document that have had changes
made to them as a red line in the left side margin. Comments will also be shown as a speech bubble in
the right margin of your document. The changes will remain hidden until you click the red line, upon
which the changes and comments will be made visible.

1. Ensure that Simple Markup has been selected as your Display for Review on the Review tab.

2. Red lines will appear in the left margin of your document, indicating that a change has been

made on this line (See Figure 9).
3. Click the red line to show the changes made in your document (See Figure 9).

= General
The-largest-elephants-are-the-Asian-elephants.-They-grow-to-be-20-to-25-feet-(6-t0-7-1/2-meters)-
long,-10-feet-(about-3-1/2-meters)-tall.-These-elephants-weigh-up-to-13,200-pounds,-which-is-
close-to-6-1/2-tons-(6,000-kilograms-or-six-metric-tons).-Female-African-elephants-are-usually-two-

Figure 9 - Red Line Indicating a Change

4. The red line will become gray and the changes in your document will become visible.
5. To hide the changes again, click the Gray Line (See Figure 10).

= Generalf
The-largest-elephants-are-the-Afriean-Asian-elephants. They-grow-to-be-20-to-25-feet-(6-t0-7-1/2-
meters)-long,-13-10-feet-(about-3-1/2-meters)tallaad.-These-elephants-weigh-up-to-13,200-
pounds,-which-is-close-to-6-1/2-tons-(6,000-kilograms-or-six-metric-tons).-Female-African-

Figure 10 - Gray Line Indicating Changes Visible

Activating the Reviewing Pane
When active, the Reviewing Pane will display the number of revisions in the document, the type of
change made, and what was changed. You can also use the Reviewing Pane to quickly jump to revisions
within your document by selecting them. The following shows how to activate the Reviewing Pane:

1. Click on the Review tab (See Figure 11).

2. Inthe Review tab, click on Reviewing Pane (See Figure 11).

B S 05 = .o Research Paper.docy - Word

File Home Insert Design Layout References Mailings View Add-ins & Tellme what you want to do... Sign in _Q Share

':'3; [_: _] ?E% ;D a’%} ﬁ$ ‘|§':| ; E‘)_—; S5 Al Mg ;— I;—| £ Previous E B Eﬂ

(123] H A1 B tho b — = St — =
Spelling & Thesaurus Word  Smam Translate Language Mewr Jelete Previous e Sk Track  p—t— Accept Reject Compare | fBloce  Restrict | Linked
Grammar Court  Lookup = : Comment Comments  [Changes: » o ] hors+ Editing | Motes

Proofing Insights Language Comments Tracking = Change: Compare Protect Onebiote -~

Figure 11 - Enable Reviewing Pane
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3. The Reviewing Pane will appear on the left side of your document.

Revisions Vs
~ 7 revisions 5
Insertions: 4
Deletions: 3
Maowves: 0

Formatting: 0

Comments: 0

rdean2l Deleted =
African-9

rdean2l Inserted
Asian-

rdeanl Deleted
119

Figure 12 - Reviewing Pane
Locking Track Changes

If you are collaborating on a document with users, and want to ensure that Track Changes is used, you
can Lock Tracking so the tracking option cannot be turned off.

Enable Lock Tracking
1. Click on the Review tab (See Figure 13).

2. Inthe Review tab, click on the lower-half of the Track Changes icon (See Figure 13).
3. Inthe Track Changes drop-down, click Lock Tracking (See Figure 13).

H S 0% = o Research Papendoce - Word

File e e £ ) e £ Niesi| ARz DTl et vo pwantitalis

ABC — = ABC S = (! . > _ I : L B & Prevh :

J I? I ,E‘ ﬂ) d& »E"“? J = =] L Al Markup \/| R ;_L evious |—J | & Eis

: 2 B shiow Markup~ i Nee . X
Spelling 8 Thesaurus Word |~ Smart | Translate Language Mew e P s Neit 1" Track . Accept Reject Compare Block  Restrict | Linked
Grammar Count | Leokup Comment o Changes = | Reviewing Pane - s A v Editing = Mates
Praoling Trsights Language D» Track Changes ] Changes Compare Protect Onellote|  »

5 [ Sirsie o i i 1 i 2

i 4 65 | o AR

Figure 13 - Lock Tracking

4. Inthe Lock Tracking window, set a password (if desired) and click OK.

Prevent other authors from turning off Track Changes.

Enter password (optionall: |
RBeenter to confirm: .

[This is not a security feature.)

Figure 14 - Lock Tracking
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Disable Lock Tracking
1. Click on the Review tab (See Figure 15).
2. In the Review tab, click on the lower-half of the Track Changes icon (See Figure 15).
3. Inthe Track Changes drop-down, click Lock Tracking (See Figure 15).

=] (] (‘_‘D = o Research Papendoce - Word

File e e £ ) e £ Niesi| ARz D Tl me el vo pwantitalis

'ju l_:__! ,%‘ ﬂ) drzs 'E"?]v: ’a'l_ 3 .’ - B Al Markup T ; i?:‘e\riuu: |—J | s Ej

Bl show Markup~ + 1 Mexe

Spelling 8 Thesaurus Word Smart  Transhate Language Mew  Delete Previous Mest 1 Track . Accept Reject — Compare Block  Restrict | Linked
Grammar Count | Leokup L ¥ Caomment o Changes = | Reviewing Pane - \ Aurh Editi Motes

Froofling Irsights Language Comments b : -] Change: Compare Totect Onelote  »
£ L O X e o2 0 3|_"‘;odchdc'mg RO | o AR

Figure 15 - Disable Lock Tracking

Accepting and Rejecting Changes

If you receive a document that has had changes made, you can move through the document to accept
or reject the changes in the document. Once the changes have been accepted/rejected, the track
markings will disappear.

The easiest way to accept/reject changes is to start from the beginning of your document. The
following explains how to accept/reject changes:
1. Click to place your cursor at the beginning of the document.
2. Click on the Review tab (See Figure 16).
3. Inthe Changes group on the Review tab, you can do the following:
a. Accept - Accept the change and move to the next change in your document (See Figure 16).
b. Reject - Reject the change and move to the next change in your document (See Figure 16).
c. Previous/Next - Navigate between changes without accepting/rejecting (See Figure 16).
4. Continue this process until you have moved through the entire document.

| e Research Papendoc: - Word

Fle  Home Tset Design  loyout  References  Mailings Yiew | At D el oot Sl Bchn.
AR I ' ST (v [ 0 W
¥ & 3 Show Markug - . o
Spelling & Thesaurus Word  Smart  Tranclate Language Mawy  Belste Previoue e Snoiw Track ey e cept] et Campare Restrict  Linked
Grammar Count  Lookup = Comment Cammerts | Changes - [ElReviewing Pane - = - < Editing  MNotes
Proofing Insights Language Comments Tracking () Changes Compara Proted Onahlote S

Figure 16 - Accepting and Rejecting Changes
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Personalize Your Copy of Word
By personalizing your copy of Word, changes made to the document will show your “User name” and
make it easier for others to identify your revisions when multiple reviewers are involved. This is helpful
if you plan to collaborate with other users. The following explains how to modify your user
information:

1. Click the File tab.

2. In the Backstage View, click Options.

3. The Word Options window will appear, click General (See Figure 17).

4. Inthe Personalize your copy of Microsoft Office section, enter your name and initials

(See Figure 17).
5. Click the OK button (See Figure 17).

General

| E.:% General options for working with Word.

Display
Proofing User Interface options

Save [?] Show Mini Toolbar on selection &
Language [¥] Enable Live Preview G

W hi ; ]
sibarced | Update document content while dragging

ScreenTip style: i"S-hnw.'“fe-;ﬂ:ure d“n.ascri-p-léinns in Screen;i:ips-
Customize Ribbon

PuickAccess Toolbiar Personalize your copy of Microsoft Office

| Trust Center A User narne: [Scrappy the Owl
4 Initials: [s0 [

|| Always use these values regardless of sign into Office.

Office Theme: Co_lcrrful_ o
Start up options

Choose the extensions you want Word to open by default: | Default Programs... |
[v] Tell me if Micresoft Word isn't the default program for viewing and editing documents,
[] Open e-mail attachments and other uneditable files in reading view &

[] Show the Start screen when this application starts
Real-time collaboration options

When working with others, Iwant to automatically share my changes: | AskMe —|

_| Show narnes on presence flags

Figure 17 - Personalize your copy of Microsoft Office
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Compare Changed Documents
If you receive a document that has been revised, but track changes were not enabled, then you can
use the Compare tool in Word to determine what changes were made between the original document

and the revised one. Please note, that to use this tool, you will need the original document and the
revised document in order to compare.

1. Click on the Review tab (See Figure 18).
2. Inthe Review tab, click on Compare (See Figure 18).
3. Inthe Compare drop-down, click Compare (See Figure 18).

H ©- 5 1 o Rescarch Paper.docx - Word

File Plimet et Begnl | Popmdt ftoences Mg I et B

ABC = ABC ﬂ) i & PR > Ij_ 135 &l Markup . . £ Previous f I:: @

|_ = : |

v & A ] Z 2 show Markup = ¥ Mt = =
Spelling B Thesauus Word Smarl  Translat= Languege New  Delel= Previous Nest Sk Track L Accept Reject Compare Block rict | Linked
Grammar Count  Lookup L .2 Comment ents | Changes = Reviewing Pane - 3 - - authoill 3 Prg | Notss

Froofing Insights Language Commerts Tracking [ Changes gmllpne...v

L foo s R A SRR RN F Foooeoe g e 4T G| e BB ehdLia G0 ORI

Compare fwo versions of 2
decument {legal blackling).
|—_~<_: Combine...
bE Combine revizions fram multiple
authorsinte a single document.

o

Figure 18 - Compare Changes

4. Inthe Compare Documents window, click on the Folders next to Original document and Revised

document to browse through your computer and select the appropriate documents
(See Figure 19).

5. Click the OK button (See Figure 19).

2riginal document o Rwised document

o [Research paper_Original.doo E[ - Research Paper Re'u'lsed doox B - l

Label changes with : Lagel changes with | & thaor

.Co-mpare Doc;imnﬁ

€
—

(5) |

Figure 19 - Compare Documents Window
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6. A screen will appear that shows three documents (from left to right): Compared Document,

Original Document, and Revised Document.
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Figure 20 - Documents Compared

Combine Changed Documents

If you send a document for review to several reviewers, and each reviewer returns the document, you

You can go through the changes in the Compared Document section and accept/reject changes

When finished reviewing the Compared Document, you can save it as its own version of the

can combine the documents two at a time until all the reviewer changes have been incorporated into a

single document. The following explains how to combine multiple documents:
1. Click on the Review tab (See Figure 21).

2.
3.

Haiie
ABC

Spelling & Thesaurus Word
Gramimar Count

ABC

Froafing

L

Insert

In the Review tab, click on Compare (See Figure 21).

0 exearch Paper_Revised.doc - Ward

View

Deeign

o & g

MNew  Delete Provs Jieat ho

[ Al Markup
B} Show Markup +

=

Smart. | Translabe Language Tesel
Lookup - Comiment = Changes~ [ Reviewing Pane =
Ttights Language Comments Tracking

R e ¥y . Ey TR SR T

In the Compare drop-down, click Combine (See Figure 21).

+ Previous
iEEed &
L SN —
Accept Reject ompare] Restnct  Linked
- v - « - Editing  Maotes
Change: '”'l Compare._
Y. W | =l Compare tyggmeggsians of &
dacumenty 3 l= ]
| #-| Combine . Nt
%= Combine rmvisions from multipie
authors inba @ single docurment.

Figure 21 - Combine Changes
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4. Inthe Combine Documents window, click on the Folder next to Original document and Revised
document to browse through your computer and select the appropriate documents
(See Figure 22).

5. Click the OK button (See Figure 22).

| Combine Documents

l Original document Revised document o

.F‘.esearch paper_riginal.doot B - |Research Paper_Revised.doox B -
—

Label unmarked changes with! |Eyan R Atkin Label unmarked changes with: | pandy Dean

-3

(5) oc |

Figure 22 - Combine Documents Window

6. Inthe Microsoft Word window, select the document you want to Keep formatting changes

from (See Figure 23).
7. Click the Continue with Merge button (See Figure 23).

Word can store only one set of formatting changes in the final, merged
document, Choose which set of formatting changes to keep.

Keep formatting changes from:
(71 Your document [Research paper_Original.doci

(@ The other document [Research Paper_Revised.doc)]
o Continue with Merge

Figure 23 - Keep Formatting Changes From
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8. A screen will appear that shows three documents (from left to right): Combined Document,

Original Document, and Revised Document.

=] = Combine Result 4 - Word
File Home Inse=rt Design Layout References Mailings Tewr View Add-ins & Tell mewhet you want to do.. Randall Dean S Share
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Grammar Count  Lookup - ¥ Comment Cammants | Changes~ (2] Reviewing Pane ~ b = ¥ uthors= Editing | Motes
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Figure 24 - Documents Combined

9. You can go through the changes in the Combined Document section and accept/reject changes
as needed.

10. When finished reviewing the Combined Document, you can save it as its own version of the
document.

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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