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Our Story

Over 25 years ago, we opened the first Bit by Bit Fitness cemter in Hartford, Conecticut. 1t wasa't fancy: it didn’t
harve  pool or a sauna. [t didn't have a spa mom of vibrating masage chairs. %o TV, o magasine:

What it did have: a sociable and welcaning stnsosphere. A nonjudgmental appeoach 1o
fitmess. State-of-the-art exercise equipment. And a pledge to help vou be the best you can be

That lnle gym was the stan of somethang very big- a passionste traditon of providing fimess.

opportunitics 1o cveryone—and we mean cveryone, Now, 25 years later, Bit by Bit Fitness
s expanded to 14 fitness centers in 3 states: Connecticut, New York, and Vermont

Why Choose Us?
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Microsoft Office 2016

« Open PDF and Edit a PDF file with Word 2016.
* You can create a PDF file with Office 2016.
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Whkater yuuar airm, we' I Bk you et there. Bt by bt
What We Offer
< Cardiay wsewbar Equipaent: O carids somses it 1 68 arel thers somse
treachmille, sliipnical and ses wasmars, secumbent wnd upright
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New Horizons' | Microsoft Office 2016
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Register Todey: Spotlight Webinar

Google Apps for Elfective Teaching and Learning
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Register Now for the Upcoming Webinar|
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Computer Laarning Centers

Newosoons | Microsoft Office 2016
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4 My Tasks
To-Do List

Register Now for the Upcoming Webinar|
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£ 13 open g Catenaar

Hlareaal .7 Allowed: Sharing request: Calendar
Molly Clark
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Theme Colors
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Standard Colors
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Tip: :
bemme inacasrde when movedto anew
workbook

Steps:

L Openworkbooks

2 Narigake tothe sheetto be mpied.

3. Right dick withithe mouse on the
workshe et tob and scled: Move or
Gopy.

4. From the Move or Copy diakog box,
seledtthe workbook to be wpied
1o, location inthe workbook where
you wank the cpy loabed. {Note:
The copy will be the seleded
checkbon if you want a opy.

5. Seled the OK bulton.

‘Wie empower people to
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Microsoft Office 2016

Computer Laarning Centers

Data Validation

Data validation can be used to restrict the type of data that can be entered nto a cell. This can ba very
useful when workbooks are being shared, or for verifying the data entered into cells i consistent
throughout and entire worksheet.

Add Data Validation to cells
To add data validation to celks, first select the cell or cells that need to be validated.

Mote: Thi bean enti na ACROBAT Q@ Tellmew
m oy [T %
R

‘When the celks or cohamn has been selected, navigateto the Data 44

~ B Remove Duplicates
Tab select the Data Validation button.  The Data Validation window HE W
nn

will appear where there are several options that can be changed.

e
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Within the Data Validation window, make sure the Settngs tab
s selected. Thisis where the type of data that will be accepted
will be changed.

By default, the Allow dropds et in l: i

value may be typed nio the cell. To change the type of dai
that can be typed into the cell, dick on the dropdown in the
Allow sechon.

dedmal, Ist, et Depending on which type of data is selecied,
wsers will have vars phions & to ranges that have
10 be in, a max number, et

¥ -y

There will be several options for users 1o select, Whole Number,

[T —

Valigation eriteria
Allow:
Anyvalue

Whole number
Decimal

Time
Text length
custor

G

e
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settings  Input Message  Error Alert
validation crteria
allow:

Whale number +| Ml ignore blank

For example, iF option & users will i the type of whole
mumber that can i clicking on'the
under ion Settings  Input Message  Em
Validstion aiteria
1Fth than aption & selected, a mini will have to be
enterad.

Dot
between

resterthanorequatto |
s thanerequatte |
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Computer Laarning O

Data Validation Lists

Est of the options that are avadable for a particular cell entry.

Before adding data validatit vith a st to the Bst of

One of the most popular data validation options is the List option. This will provide users a drop down

someplace ina worksheet.

MNote: This data cannot be moved from its location. If it is moved,
the Est will not populate.

Onwce the list has been areated, seledt the cells or column to have
data validation added to, then navigate to the Data Tab and select
the Data Validation button.

The Data Validation window will appear where there are several options that can be changed.

be created

LT
L&

B!l Remove Duplicates
il Se to
+ rnd(C5 Data Validation =

e
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Wiren kst is velerterd, there will b= 2 Soure
= o e To selct

e,

x nt
then make a selection of the B

%) Bianare

button
epeessas2sass ®
Now,
- 1 Employee Name:
ehich vell allover thvem to pick from the et that
s crester. r
Bery Bluberry
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Microsoft Office 2016

Datia validlatiom Inpat me ssage
The ion i

llorw for be displayed on any cell with
vadation, when that cellis selected. To add an Input message io the cells that have data validation set,
dick on the Input message tah.

Nole: i data validation was dready set on a range of cells and the Data Yalidation window was dosed,

make awe 1o select the cells that " 1o the Data the
Data ] o make ary o 7
‘the previous vaidation settings.
settngs Enor aiert
On the Inpurt Message tab, there i an option for a =] siectes
Title, and an aciual message that will display|

ihen cell I selected, show this ingut message:

users who are entering dala. T

Giearan

Cancel

We empower people to
succeed through learning

Microsoft Office 2016

Data Validation Error Alert
By default, any time data is entered into the cell that i not accepted, Excel will populate an ermor
messape saying the value entered doesn't match the data validation restrictions.

1

rosoft Excel

9 This value doesn't match the data validation restrictions defined for this cell.

Cancel Help

The default ermor message is a Kttle vague becawse it does not explain what type of datais acceptable to
be enter into the cell

To areate an emror message that will provide information to the user as to why there is an ermor and
what type of vakse is accepted, select the Error Alert tab on the Data Validation window.

e

We empower people to
succeed through learning

22



| Frevse enter s wnote rumber
grester than 150

Gear A D one

On the Enror Al=it, users may chonos Wami on, by
cicking on the Styke drovwd o

Mote: A point of cout e

n invalid data by accepting moa coll P & o a o,

select the Stop Stele.

bl a ; _
> s P )

The exvor message will appear in the bady of [ rew
the eror wincow thst populates. M

% - [
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thedata, butcannot adjust arry of the data, colis that
adjuss.

By defaul, all colls within Excel are locked, meanang, ¥ you
protect the wosksheet, none of the cellsare bk tobe

Rtyper in because they are Incked To protect a waorksheet =) Show All Comments
sothat i can only be vewed, click an the Review Tah, then T e
sbect the Protect Sheet icon_

[1=3

Bassword o Unproted sheet

able to do.

1l wsers of this worksheet o

ect unlogked cells
rmat celic

#prmat columns
rmat rows

et columns

sert rows

thsert hypestinis
Jeete columns
elete rews

(o) [Caame ][l empoer peopie

succeed through learning

When your ions, click OK.
Your s now inst any editing, h LY vhy
has the and then edit
click thy Sheet lcon on iew Tab. Excel will ask for the
IF istyped, y edit Youmust protect the
agan ify it i
Unprotect Sheet M‘
Password: ||

I Show All Comments
> Show Ink

ents

|

Tip= fyou do usea password to protect the sheet, mak that If you forget
‘the passward, you will not be able to edit the information.
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Protecting parts of a worksheet

If you want an end user to be able to edit some of the information within
the worksheet, you will have to unlock the cells that you want to be edited
To do this, highlight the Cells that you want to be edited. When you have
your selection, right click within that selection and select Format Cells.

%3 Insert Comment
In the Format Cells dialog box, click on the Protection tab, then click on the
Locked checkbox so it is unchecked.

e o

Unchedk the
Locked Option

ummner [ aigrment

Lodking cells or TGN TORMOIE BTG Sffect until you protect the worksheet (Review tab,
Changes group, Protect Sheet button).

|
o) L )|
|

Next, protect the worksheet as you did in the previous section. All cells except the ones that are
unlocked will be protected. Users are now able to enter data into the unlocked cells only.

We empower people to
succeed through learning
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Tables
Tables can be very beneficial when you are working with large amounts of data and the data is being
added and subtracted from. Tables will give you a nice visual layout or your data and will allow for your
data to grow without effects to any formulas that are created on the data.
Benefits of using tables:

1) Integrated Filter and Sort functionality

2) Header row remains visible while scrolling, if your cursor is within the Table

3

Automatic expansion of the table when new data is entered

4)

Automatic reformatting of the table when new data is entered

5) Automatic adjustment of formulas, charts when new data is entered

We empower people to
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To convert your data into a Table, make sure your cursor is someplace within the data
navigate to the Insert Tab and select Table. Excel will display a Format As Table dialog
box confirming your selection in which the formatting should be applied. -

Tarmat A Tabe

Tip: When selecting the option for My table has headers, Excel will

automatically add column filtering when applying the format as a table. || ¥mesitegnigyeunse
‘You will now see that the look of the data has changed. Excel has s s esders

added colored rows for easy navigation and added in filtering for each

P G

1

2 5

3 2 Foxre Fanny 999 Broad 5 Wellingto AHS 2500 1976

4 31y Blake 222Main St Fort Colli Engineerin 3000 1015
33 smun Owen 1784 €. Mul Fort Collir Vet Meo 0 2907

E: 34 Bergeron  Cheryl 2821 Rewhi La Porte  Business 1700 1956
35 Frydendall  Max 401 ClydescGreeley  Natural Sc 1500 1987,
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Insert functions, build formulas

i The Formutss tab " "

Microsoft Office 2016
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