Using Add-ins - Spreadsheet Assignment

Excel has many advanced features, but you may also add features. Add-ins are apps that have been
developed to add features or capabilities to Microsoft Excel. In this assignment, you will add the Mini
Calendar and Date Picker add-in to Excel. This add-in will allow you to easily add dates to your Excel
Spreadsheet by selecting them from a calendar.

Note: This assighment should be completed using the desktop version of Microsoft Excel

1. To begin, click the Insert tab, and then Get add-ins and enter mini calendar into the
search box. The Mini Calendar app should appear. Click Add. See the following
screenshot.
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2. You will be prompted to agree to the license agreement. Click Continue,as shown in the
following screenshot. The add-in will now be added to the spreadsheet.

Office Add-ins

MY ADD-INS | STORE
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;@ Mini Calendar and Date Picker

License terms and Privacy policy

By clicking continue, you agree to the provider's license terms and privacy
policy and understand that the rights to use this product do not come from

Microsoft, unless Microsoft is the provider.

3. To use this add-in, click in the cell where you wish to enter a date. Use the controls in
the add-in to find the desired date and click the date you wish to enter. In the following
two screenshots, for example, if you click in cell A3, then find and click Nov 9 2021 in the
calendar, the date will be added to the spreadsheet.
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If you wish to use the add-in in another spreadsheet, you can click on Insert, then My

Add-ins and then select the add-in you wish to include in the spreadsheet.

Fil

e Home

i 0%

Insert

PivotTable Recommended Table

E3

i PivotTables

Tables

~ i

Draw  Page Layout Formulas Data Review View Help
I . =3
@ O Shapes B SmartArt B Get Add-ips v
2R o} hot B
. o) lcons @4 Screensho
Pictures &j My Ade-ins ~
v fP) 3D Models ~ 2
Ilustrations Add-ing
S
C D E F G H

Office Add-ins

PN Mini Calendar and Dat...
VERTEX42

5. For this assignment, create the following spreadsheet showing upcoming dates of three
conferences you will be attending. You make up your own dates and locations, but use
the the Mini Calendar and Date Picker to enter the dates. If the dates cannot be
displayed properly, you may need to adjust column widths.
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6. When finished, save your spreadsheet as yourname-conferences. Also take a
screenshot showing the date picker and your spreadsheet. Name the screenshot
yourname-conferences-screenshot.

Submitting your Assignment.

For the Using Add-ins Spreadsheet assignment in Blackboard, submit the following items:

1. The Excel spreadsheet yourname-conferences
2. The screenshot yourname-conferences-screenshot.



