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Introduction

This course will give you the skills to perform simple data analysis in Excel. You will learn how to use
formulas, conditional formatting, filtering and sorting and many more data analysis features to help you
in your work. This course will increase your competence in day-to-day data analysis making you more
efficient and productive.

Topics Include

e Use workbooks as templates for other workbooks.

e Manipulate worksheet data.

e Useintermediate data management tools such as filters and advanced filters.
e Summarize data that meets specific conditions.

e Link to data in other worksheets and workbooks.

e Locate and use some of the more complex Excel functions.

e Create and modify charts.

Prerequisite

Comfortable with Windows 7, or OSX

Platform

Windows, OSX

Software

Microsoft Excel 2013, Microsoft Excel 2010 (Windows)

Microsoft Excel 2011 (MAC)

Instructor

Anna Neagu — Application Support Consultant
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1. Worksheet Organization

The Excel 2013 "Big Grid" increases the maximum number of rows per worksheet from 65,536 to over 1
million, and the number of columns from 256 to 16,384. When you open a new workbook there 1
worksheet by default.

1.1. Using Workbook Templates

A template is a predesigned spreadsheet you can use to create a new workbook quickly. Templates often
include custom formatting and predefined formulas, so they can save you a lot of time and effort when
starting a new project.

To create @ new workbook from a template

1. Click the File tab to access Backstage view.

= -
HOME IMSERT PAGE LAYOUT
& e L
D Calibri 11 ~| A A
Eg -
F'aT:tE » B I U- i+ M. A
Clipboard Font T

2. Select New. Several templates will appear below the Blank workbook option.

3. Select a template to review it.

Bookl - Excel ? - O X
@ Anna C Meagu =
Info New
New
Open Search for online templates pel

Save Suggested searches:  Business  Personal Industry  Small Business  Calculator
Save

Finance - Accounting  Lists

Save As
Print

Share
1"

10 T

Export Tuesday —
- .
Close i =
'
T -
Account i e = =
Event budget Daily work schedule

Options

Page | 5



MountAllison

UNIVERSITY Excel Training - Level 2

4. A preview of the template will appear, along with additional information on how the template can
be used.

5. Click Create to use the selected template.

Sales invoice tracker

= e Provided by:  Microsoft Corporation

i

Gl | VI Lot

[ LS PRY [T | bt [

e b 2 bl emedm -

This termplate is mere than a one dimensicnal
| invoice, It actually is designed to maintain a history
el of customers, invoices, and invoice details so you
e can store multiple invoices without creating
F— rultiple files, You can also use the Invoice Tracker
v to analyze your previously inveiced data.

Download size: 59 KB

]

Create

6. A new workbook will appear with the selected template.

# TIP: You can also browse templates by category or use the search bar to find something more
specific.

Category -
e Lists 227
-—';__T__ L Business 116
= ST “g Personal 114
E Small Business 67
E Industry 63
- - Logs 47
Education 44
Sales leads tracker - ek List o
Checkdist 41
Event 36
Farmily a1
Household 29
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1.2. View Options

If your workbook contains a lot of content, it can sometimes be difficult to compare different sections.
Excel includes additional options to make your workbooks easier to view and compare. For example, you
can choose to open a new window for your workbook or split a worksheet into separate panes.

To open a new window for the current workbook

Excel allows you to open multiple windows for a single workbook at the same time. In our example, we'll
use this feature to compare two different worksheets from the same workbook.

Mac Users -

1. Click the View tab on the Ribbon, then select the New Window command.

H O = Excel2013_CellBasics Practicel - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
I = |:| 1 Split
Ruler ¥| Formula Bar Q [E) .2
= D “:IJ a Q| 5 ™ Hide
Mormal Page Break Page Custom | [ Gridlines [+ Headings foom 100% Zoom to Mew frrange Freeze )
Preview Layout Views Selection] | Window | Al Panes~ L Unhide
Workbook Views Show Zoom Wir
Al v| s ﬁ_ New Window
Open a second window for your
A B C D E F 5 H document so you can work in

1 :l 1 different places at the same time.
-

2. A new window for the workbook will appear.
3. You can now compare different worksheets from the same workbook across windows.

# TIP: If you have several windows open at the same time, you can use the Arrange All command to
rearrange them quickly.

Arrange Windows @

Arrange

) Horizontal
(7 Vertical
(71 Cascade

|:| Windows of active workbook

| ok || Ccancl
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Sometimes you may want to compare different sections of the same workbook without creating a new
window. The Split command allows you to divide the worksheet into multiple panes that scroll separately.

1. Select the cell where you wish to s

2. Click the View tab on the Ribbon, then select the Split command.

REVIEW

¥e|

Zoom to
Selection

plit the worksheet.

VIEW

i

= ===

Mew Arrange Freeze
Window  All  Panes~

Mac Users -

Spli

o

Unhide

W

3. The workbook will be split into different panes. You can scroll through each pane separately using
the scroll bars, allowing you to compare different sections of the workbook.

# TIP: After creating a split, you can click and drag the vertical and horizontal dividers to change the

size of each section.

B | e- 1= Detailed sales forecastl - Excel ? B - x
FILE HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Anna C Neagu ~
= B i Bromaesr | Q (3 08 | ) Ol Cvesewse | po |
o] ™ Hide Synchronous Scrolling

Normal Page Break Page Custom | [ Griglines [v] Headings Zoom 100% Zoomto | Mew Amange Freeze - - Switch | Macros

Preview Layout Views Selection | Window Al Panes~ L Unhide Reset Window Position ' wyindows+ | +

‘Workbook Views Show Zoom ‘Window Matcros ~
AL v fr v

A B c ) E F G H 1 J K L L3 N =] P -
-
replace with
. [Company Name] LOGO
3 | Detailed Sales Forecast
4 | Company Confidential
5
6 | Instructions: Enter values into the white and yelow cell only.
Sales Agent
7 = S = S = = = ] S S = =
8| A Datum Corporation Sales Agent1  US-Northeast Consulting $150,000 Formal Approval 90% 2013 January 11172013 $135,000 $151,600
9 | Fabrikam, Inc. SalesAgent4  EMEA- Other Consutting §166,000 ODDOrtunity 10% 2013 January 11172013 516,600 $151,600
10 Adventure Works Sales Agent2 U ) L. 13 February 21172013 514,520 531,920
11| Northwind Traders Sales Agent3 Ut The worksheet will be Sp||t Into 13 February 24172013 5145,800 $311,920
12 Apine Ski House Sales Agent 3 u 13 March 3/1/2013 $32,500 $555,420
13| Fourth Coffee Sales Agent 3 A Separate panes_ YoU can use 13 March 3/1/2013 554,000 5555,420
14| Proseware, Inc. Sales Agent4 G 13 March 34172013 $157,000 555,420
15| Baldwin Museum of Science Sales Agent 4 u |nd|v|dUa| Scro"bars to scro” 13 Apri 4/1/2013 544,250 5668,870
16 Schoolof Fine Art SalesAgent3 [ . —>
17| Bue Yonder Airlines Sales Agent5 U through each pane. 13 May 5/1/2013 559,200 5812,070
18| Graphic Design Institute Sales Agent2 M 13 May 5/1/2013 584,000 812,070 | sales Region -
- Y
| replace with
. [Company Name] LOGO
s | Detailed Sales Forecast
4 | Company Confidential
5
6 | Instructions: Enter values into the white and yelow cels only.
Sales Agent

7 = S = S = = = ] S S = =
8 | A. Datum Corporation Sales Agent 1 US - Northedst Consulting 560,000 Formal Approval 90% 2013 January 1/1/2013 $135,000 $151,600
9 | Fabrikam, Inc. Sales Agent4  EMEA- Otnd Consuiting 5%66,000 Oppartunity 10% 2013 January 11172013 516,600 5151,600
10| Adventure Works Sales Agent2  US - Southedst Products 545,200 Opportunity 10% 2013 February 21172013 514,520 531,920
11 Northwind Traders Sales Agent3  US-Southfntral  Prof. Services 562,000 Verbal Approval 90% 2013 February 21172013 5145,800 531,920
12| | Apine Sk House SalesAgent3  Us-horthentral  Training 5%62,500 Identified Need 20% 2013 March 31172013 532,500 $555,420
13| Fourth Coffee Sales Agent3  APSA- Asia Training 5§0,000 Budget Validated 30% 2013 March 3/1/2013 554,000 555,420
14| Proseware, Inc. Sales Agent4  Canada - Eaft Mixture 5§67,000 Formal Approval 100% 2013 March 34172013 $157,000 555,420
15 Baldwin Museum of Science Sales Agent 4 US - South Central Mixture S¥7,500 Sponsorship 30% 2013 April 47172013 544,250 $668,870
16 Schoolof Fine Art SelesAgent3  EMEA- FraljE Services 3,000 Budget Validated 40% 2013 Aorl 44172013 569,200 568,870

3 ForecastInp. ... (¥ i [« L B

Page | 8



MountAllison

UNIVERSITY Excel Training - Level 2

To remove the split, click the Split command again.

1.3. Finalizing and Protecting Workbooks

Before sharing a workbook, you'll want to make sure it doesn't include any spelling errors or information
you wish to keep private. Fortunately, Excel includes several tools to help finalize and protect your
workbook, such as Spell Check and the Document Inspector.

1.3.1. Spell Check

Mac Users —
1. From the Review tab, click the Spelling command. _

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ABC . =l Show/Hide Comment
v i B E Y

. _ 53 Show All Comments
Spelling Research Thesaurus = Translate Mew  Delete Previous MNext
L} Comment -3 Show Ink

Proofing Language Comments

2. The Spelling dialog box will appear. For each spelling error in your worksheet, Spell Check will try

to offer suggestions for the correct spelling. Choose a suggestion, then click Change to correct the
error.

# TIP: If there are no appropriate suggestions, you can also enter the correct spelling manually.

"Spelhng: Engieh (Canada)

Mot in Dictionary:

Planing Ignore Once

Ignore All

Add to Dictionary

Suggestions:

pPaoning__________________________________J§ Change

Planking

E::;ﬂ’;g Change All
- AutoCorrect

Dictionary language: | English (Canada) |z|

N
|}~i
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3. Adialog box will appear after reviewing all spelling errors. Click OK to close Spell Check.

Microsoft Excel @

I b Spell check complete, You're good to go!

Ignoring spelling "errors"

Spell Check isn't always correct. It will sometimes mark certain words as incorrect, even if they're
spelled correctly. This often happens with names, which may not be in the dictionary. You can choose
not to change a spelling "error" using one of three options:

e Ignore Once: This will skip the word without changing it.

e Ignore All: This will skip the word without changing it and also skip all other instances of the word
in your worksheet.

e Add: This adds the word to the dictionary so it will never appear as an error again. Make sure the
word is spelled correctly before choosing this option.

Whenever you create or edit a workbook, certain personal information may be added to the file
automatically. You can use the Document Inspector to remove this kind of information before sharing a
workbook with others.

Because some changes may be permanent, it's a good idea to save an additional copy of your workbook
before using the Document Inspector to remove information.

1. Click the File tab to access Backstage view.

2. From the Info pane, click Check for Issues, then select Inspect Document from the drop-down
menu.
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Project cost trackerl - Excel ? - 080 X

Anna C Meagu ~

Praotect Warkbook Properties
.4’ Control what types of changes Size Mot caved ...
Protect is wi
Workboic people can make to this workbook. Title Add a title
Tags Add a tag
Categories Add a cate...
Inspect Workbook Related Dates
Before publishing this file, be aware
Check for that it contains: Last Modified 2/25/2013 2:...
Docurment properties, content Created
E I—;-:_I Inspect Document Last Printed
Check the workbook for hidden properties
Close or personal information, Related People
|jb. Check Accessibility Author
@ Check the workbook for content that people A
with disabilities might find difficult to read.
Account Check C ibility Add an aut...
eck Compatibili ] . . .
Check for features not supported by earlier Last Modified By Not saved ...
versions of Excel. Show All Properties
Manage | of this file.
Versions -

3. The Document Inspector will appear. Check or uncheck boxes, depending on the content you wish
to review, then click Inspect.

Document Inspector IEI

To check the document for the selected content, click Inspect.

Comments and Annotations I
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

m

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets, =

Content Apps
Inspects for Content apps saved in the document body.

Task Pane Apps
Inspects for Task Pane apps saved in the document,

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets,

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in the
file.

[ Inspect J Close
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4. The inspection results will appear. In our example, we can see that our workbook contains some
personal information, so we'll click Remove All to remove that information from the workbook.

- Document Inspector @

Review the inspection results.

»

Q Comments and Annotations
Mo items were found,

I Document Properties and Personal Information |
The following document information was found: 3
* Document properties
* Author
* Absolute path to the workbook
* Content type information

¢ Data Model
Mo embedded data found in the Data Model.

0 Content Apps
We did not find any Content apps for Office.

Q Task Pane Apps
‘We did not find any Task Pane apps for Office.

@ PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Mo PFivotTables, PivotCharts, cube formulas, slicers, or timelines were
found.

1 Mote: Some changes cannot be undone.

Beinspect ] [ LClose ]

5. When you're done, click Close.

1.3.3. Protecting Your Workbook

By default, anyone with access to your workbook will be able to open, copy, and edit its content unless
you protect it. There are many different ways to protect a workbook, depending on your needs.

To protect your workbook

1. Click the File tab to access Backstage view.
2. From the Info pane, click the Protect Workbook command.

3. Inthe drop-down menu, choose the option that best suits your needs. In our example, we'll select
Mark as Final. Marking your workbook as final is a good way to discourage others from editing the
workbook, while the other options give you even more control if needed.

Mac Users —
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Project cost trackerl - Excel ? - 0O X
Anna C Meagu ~
Protect Workbook Properties -
) Control what types of changes Size Nat saved ...
Protect people can make to this workbook. ] X :
Workbook = Title Add a title
Tags Add atag
I:B\ Mark as Final Categories Add a cate...
a Let readers know the workbook is final and
make it read-only.
o Related Dates
Encrypt with Password Lact Modified e s
} Require a password to open this workbook. ast Modimee 2/25/2013 &
Created
Protect Current Sheet Last Printed
Control what types of changes people can |
make to the current sheet. 1
Close Related People
Protect Workbook Structure .
Author Add an aut...
Prevent unwanted changes te the structure -
of the workbook, such as adding sheets. Last Modified By Mot saved ...
Account . .
D Restrict Access Show All Properties
o & Grant people access while removing their ~ *
Options ahility to edit, copy, or print.
¥ pY p
D Add a Digital Signature
2 Ensure the integrity of the workbook by -

adding an invisible digital signature.

4. Adialog box will appear, prompting you to save. Click OK.

Microsoft Excel

4 l} This workbook will be marked as final and then saved.

[ Ok ] [ Cancel

Was this information helpful?

5. Another dialog box will appear. Click OK.
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Microsoft Excel @

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned off,
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar,

|:| Don't show this message again

Was this information helpful?

6. The workbook will be marked as final.

O = Excel2013_CellBasics_Practice [Read-Only] - Excel ?T EH - O %X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Anna C Neagu -
'ﬂ MARKED AS FINAL An author has marked this workbook as final to discourage editing. Edit Anyway x
D14 | Jr v
A E i D -
|

# TIP: Marking a workbook as final will not prevent someone from editing it. If you want to prevent
people from editing it, you can use the Restrict Access option instead.

Challenge!
1. Open an existing Excel workbook.
2. Run the Spell Check to correct any spelling errors in the workbook.
3. Use the Document Inspector to check the workbook.
4. Protect the workbook by marking it as final.

1.3.4. Password Protect Workbook

When you share a workbook with other users, you may want to protect data in specific worksheet or
workbook elements to help prevent it from being changed. You can also specify a password that users
must enter to modify specific, protected worksheet and workbook elements. In addition, you can prevent
users from changing the structure of a worksheet.

When you protect a worksheet or workbook by locking its elements, adding a password to edit the
unlocked elements is optional. In this context, the password is only intended to allow access to certain
users while helping to prevent changes by other users. This level of password protection does not
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guarantee that all sensitive data in your workbook is secure. For optimal security, you should secure a
workbook itself with a password to help safeguard it from unauthorized access.

When you protect worksheet or workbook elements by using a password, it is very important that you

# TIP: It is critical that you remember your password. If you forget your password, Microsoft cannot
retrieve it. Store the passwords that you write down in a secure place away from the information
that they help protect.

To Password Protect Workbook
If you protect the workbook structure, users cannot insert, delete, rename, move, copy, hide or unhide
worksheets anymore.

1. Open a workbook.

2. On the Review tab, click Protect Workbook.

E - D - Excel2013_CellBasics_Practice - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ABC o . Show/Hide Comment Lg Protect and Share Workbook
v Ia B B & Sl R | EE

5 Show All Comments ’;1;1\Ilow Users to Edit Ranges

Spelling Research Thesaurus | Translate New  Delete Previous Next g Protect§ Protect Share §
Comment . Show Ink Sheet | Workbook Workbook [ Track Changes -
Proofing Language Comments Changes
D6 - J(; % Protect Workbook

Keep others from making structural
A B C changes to your workbook, such as E
maoving, deleting or adding sheets.

e Tell me more

3. Check Structure, enter a password and click OK.

’ Protect Structure and Windows @

Protect waorkbook for

Structure
[ wiindows

Password (optional):

[ Ok, %J [ Cancel

4. Re-enter the password and click on OK.
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Confirm Password

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

[ Ok [}J [ Cancel

# TIP: If you protect the workbook windows, users cannot move, change the size and close windows
anymore.

To unprotect the workbook, click Protect Workbook and enter the password.

When you share a file with other users, you may want to protect a worksheet to help prevent it from being
changed.

1. On the Review tab, click Protect Sheet.

2. Click Protect Sheet.

3. Enter a password.

4. Check the actions you allow the users of your worksheet to perform.

5. Click OK.
Protect Sheet

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

E Select locked cells

-
| Select unlocked cells r
|| Format cells
|| Format columns =

Format rows

Insert calumns

Insert rows

|| Insert hyperlinks

| Delete columns

| Delete rows 7

[ QK J [ Cancel
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6. Confirm the password and click OK.

P )

Confirm Password @

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

[ 0K [}J [ Cancel

You can lock cells if you want to protect cells from being edited.

Before you start: by default, all cells are locked.

# TIP: Locking cells has no effect until you protect the worksheet. So when you protect a worksheet,
all your cells (=worksheet) will be locked. As a result, if you want to lock a cell, you have to unlock
all cells first, lock a cell, and then protect the sheet.

1. Select all cells.
2. Right click, and then click Format Cells.

3. On the Protection tab, check the Locked check box and click OK.

Format Cells 3

|Num|::u.=_-r | .ﬁJignmentl Font | Border | Fill | Protection

[ Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes
group, Protect Sheet button).

# TIP: If you also check the Hidden check box, users cannot see the formula in the formula bar when
they select a cell.
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2. Data Analysis

If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be
used to narrow down the data in your worksheet, allowing you to view only the information you need.

2.1. AutoFilter and Advanced Filter

Filtering rows allows you to include or exclude rows based upon a value. When a column is filtered a
small filter icon (T) appears in the column header.

2.1.1. AutoFilter

The AutoFilter feature puts drop-down arrows (with menus) in the titles of each column. The menus are
used to select criteria in the column so that only records that meet the specified criteria are displayed.

1. In order for filtering to work correctly, your worksheet should include a header row, which is used
to identify the name of each column.

e | e S G o MO ™ e oo

A. Datum Corporation Sales Agent 1 US - Mortheast Consulting 5150,000 Formal Approval January
Fabrikam, Inc. Sales Agent 4 EMEA - Other Consulting 5166,000 Opportunity 10% 2013 January
Adventure Works Sales Agent 2 US - Southeast Products 5145,200 Opportunity 10% 2013 February
MNorthwind Traders Sales Agent 3 US - South Central Prof. Services 5162,000 Verbal Approval 90% 2013 February
Apine 5ki House Sales Agent 3 US - Morth Central  Training 5162,500 Identified Need 20% 2013 March
Fourth Coffee Sales Agent 3 APSA - Asia Training 5180,000 Budget Validated 30% 2013 March
Proseware, Inc. Sales Agent 4 Canada - East Mixture 5157,000 Formal Approval 100% 2013 March
Baldwin Museum of Science Sales Agent 4 US - South Central  Mixture 5147,500 Sponsorship 30% 2013 April
School of Fine Art Sales Agent 3 EMEA - France Services 5173,000 Budget Validated 40% 2013 April

Blue Yonder Airlines Sales Agent 5 US - Horthwest Prof. Services 5148,000 Budget Validated 40% 2013 May
Graphic Design Institute Sales Agent 2 APSA - Pacific Services 5140,000 Solution Proposed 60% 2013 May
City Power & Light Sales Agent 1 US - Southwest Support 5175,000 MNeeds Analysis 50 2013 June
Humongous Insurance Sales Agent 1 APSA - Mexico Support 5155,000 Sponsorship 30% 2013 June
Coho Vineyard Sales Agent 3 Canada - East Mixture 5149,000 Solution Proposed 60% 2013 July

2. Select the Data tab, then click the Filter command.

FORMULAS DATA REVIEW VIEW

Irﬁ L2l Connections al Y% Clear

Properties i Reapply
Refresh zl Sort Filter
All = Edit Links A Yo Advanced
Connections Sort & Filter

3. Adrop-down arrow | " will appear in the header cell for each column.
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4. Click the drop-down arrow for the column you wish to filter.

= = - - - = = =
A. Datum Corporation Sales Agent 1 US - Northeast Consulting $150,000 Formal Approval 90% 2013  January
Fabrikam, Inc. Sales Agent 4 EMEA - Other Consulting $166,000 Opportunity 10% 2013 January
Adventure Works Sales Agent 2 US - Southeast Products $145,200 Opportunity 10% 2013 February
Northwind Traders Sales Agent 3 US - South Central  Prof. Services $162,000 Verbal Approval 90% 2013 February
Alpine Ski House Sales Agent 3 US - North Central  Training $162,500 Identified Need 20% 2013  March
Fourth Coffee Sales Agent 3 APSA - Asia Training $180,000 Budget Validated 30% 2013 March
Proseware, Inc. Sales Agent 4 Canada - East Mixture $157,000 Formal Approval 100% 2013 March
Baldwin Museum of Science Sales Agent 4 US - South Central ~ Mixture $147,500 Sponsorship 30% 2013 April
School of Fine Art Sales Agent 3 EMEA - France Services $173,000 Budget Validated 40% 2013 April

5. The Filter menu will appear.
6. Uncheck the box next to Select All to quickly deselect all data.

7. Check the boxes next to the data you wish to filter, then click OK.

—

8] SertAteZ
Al

Sort £ to &
Sort by Color k
4
Teuxt Filters 3
|Search }3|
(M [Select All)

sales Agent 1

[]sales Agent 2
[]5ales Agent 3
i[] sales Agent 4
i sales Agent 5

[ ok || cancl

8. The data will be filtered, temporarily hiding any content that doesn't match the criteria.
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- 7 d - - - = -
A. Datum Corporation Sales Agent 1 US - Northeast Caonsulting 5150,000 Formal Approval 90% 2013 January
City Power & Light Sales Agent 1 LS - Southwest Support $175,000 Needs Analysis 50% 2013 June
Humongous Insurance Sales Agent 1 APSA - Mexico Support 5155,000 Sponsorship 30% 2013 June
Tailspin Toys Sales Agent 1 APEA - Australia Products 5168,000 Solution Proposed 60% 2013 September
Total $648,000

To Create Criteria

1. Point to Text Filters and then click one of the comparison operators or click Custom Filter.

2. For example, to filter by text that begins with a specific character, select Begins With, or to filter
by text that has specific characters anywhere in the text, select Contains.

3. Inthe Custom AutoFilter dialog box, in the box on the right, enter text or select the text value from
the list. Optionally, filter by one more criteria.

7
2] SertAtoZ 1 LS - Mortheast Con
4 EMEA - Oither Cai
Z] sotZtoa
2 US - Southeast Prc
Sort by Color Fa US - South Central  Prc
Y. Clear Filter F Flimim | i N 3 US - Horth Central  Trz
- 3 APSA- Asia Tre
L 4 Canada - East Mix
Text Filters 4 Equalsm '
|Search ;}| Does Not Equal...
o] (Select All) - Begins With...
[ A, Datum Corporation .
-] Adventure Works Ends With...
[+ Alpine Ski House Contains...
--[+#] Baldwin Museum of Science . |
] Blue Yonder Airlines Does Not Contain...
[+ City Power & Light e '
[+ Coha Vineyard ]
[+ Coho Winery 3 EMEA - France Mix
-[w] Consolidated Messenger - [z APSA - Australia Pre
[ P . . e
4 EMEA - Germany Prc
[ ok | [ cancel |4  Us-Northeast  su
+|5 EMEA - Italy Prc

To add one or more criteria

1. To filter the table column or selection so that both criteria must be true, select And.

2. Tofilter the table column or selection so that either or both criteria can be true, select Or.
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3. Inthe second entry, select a comparison operator, and then in the box on the right, enter text or
select a text value from the list.

To remove criteria

1. Click anywhere with the filtered list.
2. Onthe Data Tab in the Sort & Filter group click on the Clear button.

3. The full list will be displayed again but the filter dropdown arrows are still available

To remove all filters from your worksheet, click the Filter command on the Data tab.

2.1.2. Advanced Filter

If you need to filter for something specific, basic filtering may not give you enough options. Fortunately,
Excel includes many advanced filtering tools, including search, text, date, and number filtering, which can
narrow your results to help find exactly what you need.

To filter with search

Excel allows you to search for data that contains an exact phrase, number, date, and more.
1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header
cell for each column. Note: If you've already added filters to your worksheet, you can skip this step.
2. Click the drop-down arrow for the column you wish to filter.

3. The Filter menu will appear. Enter a search term into the search box. Search results will appear
automatically below the Text Filters field as you type.

4. When you're done, click OK.

5. The worksheet will be filtered according to your search term.
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To use advanced text filters

Advanced text filters can be used to display more specific information, such as cells that contain a certain
number of characters, or data that excludes a specific word or number.

M And Criteria

To find data that meets one condition in two or more columns, enter all the criteria in the same row of
the criteria range.

1. Enter the criteria shown below on the worksheet.

it E s o
ji | ast Mame Sales Country Quarter
2 Canada Q1
3
4
ol Last Name Sales Country Quarter
& [Smith $145,258.00 Canada Q1
7 |lohnson  5475,822.00 Canada Q4
8 |Doe $169,854.00 US Q4
9 |Black 5152,888.00 Canada Q3
10 |Williams $6,000.00 US Qi
11 |Brown 55,200.00 US Qz
12

2. Click any single cell inside the data set.

3. Onthe Data tab, in the Sort & Filter group, click Advanced.

Formulas Data Review View Developer
“ |G Connections T & Clea
<] 24 [2]2]
EE Properties ‘1,?5:-.::_.
Refresh ) E-‘L Sort Filter —
All~ == Edit Links = _E?Aduanced
Connections Sort & Filter

4. Click in the Criteria range box and select the range C1:D2.

5. Click OK.
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E F G H
)l Last Mame Sales Country Quarter [J(FVNSEEFE. @
2 Canada Q1
3 Action
. (@) Filter the list, in-place

. - = (7} Copy to another location
Wl Last Name Sales Country Quarter
6 |Smith $145,258.00 Canada Q1 List range: SA55:5D511 i
17 Criteria range: | 5C51:5052 ﬁ
13 Copy to: 5.5
14
|:| Unique records only
13
16 [ QK J [ Cancel
17
M Or Criteria

To find data that meets either a condition in one column or a condition in another column, enter the
criteria in different rows of the criteria range.

1. Enter the criteria shown below on the worksheet.

2. On the Data tab, click Advanced, and adjust the Criteria range to range C1:D3.

3. Click OK.

A B C D E F G H
- Country Quarter Advanced Filter @
2 Canada Q1
Action
3 us a2 ]
1 @) Filter the list, in-place
5 cal SR () Copy to another location
Sales Coun ry
4145,258.00 Canada || Listrange: | 5AS5:5DS14]
I —
55,200.00 Us ] Criteria range: | 5C51:5053
12 Copy to: Rz
13
14 |:| Unique records only
15 [ oK J [ Cancel
16
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M Formula as Criteria

1. Enter the criteria (+formula) shown below on the worksheet.

2. On the Data tab, click Advanced, and adjust the Criteria range to range B1:D3.

3. Click OK.

A B C D E F G H
il [ ast Name Sales Country Quarter [JEFVFHNSEIR=TIS @
2 Canada Q4

Action
3 >=5150,000 i
4 @ Filter the list, in-place
5 () Copy to another location
[ Last Name Sales Country Quarter JCRIEUEE $AS6:5D512|
8 lohnson  $475,822.00 Canada Q4 || Criteria range: | $BS1:5DS3
9 |Doe 5169,85400 us Q4 : Copy to: E{
10 [Black 5152,888.00 Canada Q3 i
""""""""""""""" |:| Unique records only

13
14 [ oK ] [ Cancel
15

To turn off the Advanced Filter click on Clear from the Data tab in the Sort & Filter Group.

2.2. Creating and Using Outlines

Worksheets with a lot of content can sometimes feel overwhelming and even become difficult to read.
Fortunately, Excel can organize data in groups, allowing you to easily show and hide different sections of
your worksheet. You can also summarize different groups using the Subtotal command and create an
outline for your worksheet.

2.2.1. Grouping Rows or Columns

1. Select the rows or columns you wish to group. In this example, we'll select columns A, B, and C.

Page | 24



MountAllison

UNIVERSITY Excel Training - Level 2

Mac Users —

2. Select the Data tab on the Ribbon, then click the Group command.

DATA REWIEW VIEW Anna C Neagu =
tions | &) T4 Y Clear ¥ E g — E T 2 €0 % =
. zl o H= B =0 e i e BB -
IES \Eapplhy “ =

%l Sort Filter _ RE3 Textto Flash Remove Data Consolidate What-If Relationships | Group Ungroup Subtotal
ks Yo Advanced | Columns  Fill Duplicates Validation - Analysis - = =
Sort & Filter Data Tools Outline IF]

|l Homeroom # First Name Last Name T-Shirt Size Payment Date
2 220-B MMalik Reynolds Small 7-Oct

3 105 Melissa White small 14-Oct
4 220-B Windy Shaw Small Pending
5 105 Esther Yaron small 7-Oct

[ 220-A Brigid Ellison Small 7-Oct

7 220-B Michael Lazar small 7-Oct

8 135 Anisa Naser smaill Pending
9 220-A Christopher Peyton-Gomez Small 14-Oct
10 105 Christiana Chen Medium 5-Oct

11 105 Sidney Kelly Medium 11-Oct
12 105 Nathan Albee Medium 5-Oct
13 110 Gabriel Del Toro Medium 11-Oct
14 220-B Awvery Kelly Medium 13-Oct

3. The selected rows or columns will be grouped.

Al v o ‘)(t' Homeroom #
-]

A B c D E
|l |Homeroom # First Name Last Name T-Shirt Size Payment Date
2 220-B MMalik Reynolds Sraill 7-Oct
3 105 hMelissa White Small 14-Oct
4 220-B Windy Shaw Small Pending
5 105 Esther Yaron Small 7-Oct
é 220-A Brigid Ellison Small 7-Oct
7 220-B Michael Lazar Small 7-Oct
8 135 Anisa Naser Small Pending
9 220-A Christopher Peyton-Gomez Small 14-Oct
10 105 Christiana Chen Medium 5-Oct
11 105 Sidney Kelly Medium 11-Oct
12 105 Nathan Albee Medium 5-0Oct

Page | 25



MountAllison

UNIVERSITY Excel Training - Level 2

To ungroup data, select the grouped rows or columns, then click the Ungroup command.

Excel2013_GroupsSubs_Practice - Bxcel T B - 4
DATA REVIEW VIEW Anna C Meagu -
tions | g [Z]A Y v = E a v/ E _"_ ‘_'_ % =
2 g= B B ® R ? THTE -
il Sort Filter _ Textte Flash  Remove Data Consclidate  What-If Group Ungroup Subtotal
a Yo Advanced | Colymns  Fill Duplicates Validation ~ Analysis ~ - -
Sort & Filter Data Tools Cutline IF]

To hide and show groups

1. To hide a group, click the Hide Detail buttonE.

Ha - I

-]

A B C D

2. The group will be hidden. To show a hidden group, click the Show Detail button.

H4 - | Jr

2.2.2. Creating subtotals

The Subtotal command allows you to automatically create groups and use common functions like SUM,
COUNT, and AVERAGE to help summarize your data. For example, the Subtotal command could help to
calculate the cost of office supplies by type from a large inventory order. The Subtotal command will
create a hierarchy of groups, known as an outline, to help organize your worksheet.

To create a subtotal

In our example, we will use the Subtotal command with a T-shirt order form to determine how many T-
shirts were ordered in each size (Small, Medium, Large, and X-Large). This will create an outline for our
worksheet with a group for each T-shirt size and then count the total number of shirts in each group.

1. First, sort your worksheet by the data you wish to subtotal. In this example, we will create a
subtotal for each T-shirt size, so our worksheet has been sorted by T-shirt size from smallest to
largest.
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2. Select the Data tab, then click the Subtotal command.

DATA REVIEW VIEW Anna C MNeagu -

«tions | a) [Z1A Clear ¥ Eg — ’n__‘ ')r (—I’ EE =
ties 2l ) Y - Ee B B =) E"D 6 HE P B

zl Sort Filter Textto Flash  Remove Data Consolidate What-If Relationzhips | Group Ungroup Subtotal —
ks Yo Advanced | Columns  Fill Duplicates Validation = Analysis ~ = =
Sort & Filter Data Tools Outline F]

3. The Subtotal dialog box will appear. Click the drop-down arrow for the At each change in: field to
select the column you wish to subtotal. In our example, we'll select T-Shirt Size.

4. Click the drop-down arrow for the Use function: field to select the function you wish to use. In our
example, we'll select COUNT to count the number of shirts ordered in each size.

5. In the Add subtotal to: field, select the column where you want the calculated subtotal to appear.
In our example, we'll select T-Shirt Size.

Subtotal |7 (w3

At each change in:

T-Shirt Size |
Use function:
[Count__————————1%
Add subtotal to:

DHnmernnm # -
[ First Mame

[ Last Mame

[V] T-5hirt Size

W PaymentDate |

Replace current subtotals
|:| Page break between groups
Summary below data

[Eemnv&ﬁll ] [ 0K ] [ Cancel

6. When you're satisfied with your selections, click OK.

7. The worksheet will be outlined into groups, and the subtotal will be listed below each group. In our

example, the data is now grouped by T-shirt size, and the number of shirts ordered in that size
appears below each group.
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A
[l Homercom #
2 Z220-B
3 105
4 220-B
5 105
& Z220-A
7 220-B
g 135
9 Z220-A
E 10
1] 105
12 108
13 105
14 110
15 Z220-B
14 135
17 133
18 2P0-A
1% 110
20 220-B
E 21
22 110
23 1335
24 135
25 108
26 110

To view groups by level

B

First N\ame
Malik
Melizza
Windy
Esther
Brigid
Michael

Aniza

Christopher

Chriztiana
Sidney
Mathan
CGabriel
Awery
James
Chantal
Chevonne
Matt
Samantha

Kriz
Jordan
Alex
Dersk

Regina

[

Last Name
Reynolds
White
Shaw
Yaron
Ellizon
Lazar
MNazer
Peyton-Gomez
Small Count
Chen

Kellhy

Albee

Del Toro
Kelly
Panarellc
Weller
Means
Benzon

Bell
Medivm Count
Ackerman
Weller
Yuen
MacDonald
Olivera

D
T-Shirt Size
Small
Small
Small
Small
Small
Small
Small
Small
r
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
r
Large
Large
Large
Large
Large

Excel Training - Level 2

E

Payment Date
7-Oct

14-Oct
Pending
7-Oct

7-Oct

7-Oct
Pending
14-Oct

5-Oct

11-0ct
5-Oct

11-0ct
13-0ct
11-0ct
11-Oct
13-Oct
153-0ct
13-0ct

Pending
1-Oct
5-Oct
1-Oct
Pending

When you create subtotals, your worksheet it is divided into different levels. You can switch between
these levels to quickly control how much information is displayed in the worksheet by clicking the Level

buttons to the left of the worksheet. In our example, we'll switch between all three levels in our
outline. While this example contains only three levels, Excel can accommodate up to eight.

1. Click the lowest level to display the least detail (level 1).

2. Click the next level to expand the detail. In our example, we'll select level 2, which contains each

subtotal row but hides all other data from the worksheet.

F11 A

A
|l Homeroom #

10

21

27

32

[=] 33

Jx

B

First Name

C

Last Name
Small Count
Medium Count
Large Count
X-large Count
Grand Count
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3. Click the highest level to view and expand all of your worksheet data (level 2).

# TIP: You can also use the Show and Hide Detail buttons to show and hide the groups within the
outline.

To remove subtotals

Sometimes you may not want to keep subtotals in your worksheet, especially if you want to reorganize
data in different ways. If you no longer wish to use subtotalling, you'll need remove it from your
worksheet.

1. Select the Data tab, then click the Subtotal command.

2. The Subtotal dialog box will appear. Click Remove All.

Subtatal [~ B |[E3m]

At each change in:

T-Shirt Size E|

Use function:

Count

[«]

Add subtotal to:

[TTHomeroom = -
|:|First Mame
|:|Last Mame

T-Shirt Size

| Payment Date

Replace current subtotals
|:| Page break between groups
Summary below data

[Eemnveﬁ.ll [ OK ][ Cancel ]

3. All worksheet data will be ungrouped, and the subtotals will be removed.

# TIP: To remove all groups without deleting the subtotals, click the Ungroup command drop-down
arrow, then choose Clear Outline.

Challenge!

Open an existing Excel workbook.

Try grouping a range of rows or columns together.

Use the Show and Hide Detail buttons to hide and unhide the group.
Try ungrouping the group.

Outline your worksheet using the Subtotal command.

Remove subtotalling from your worksheet.

OV A WM R
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2.3. Conditional Formatting

Let's imagine you have a worksheet with thousands of rows of data. It would be extremely difficult to see
patterns and trends just from examining the raw information. Similar to charts and sparklines, conditional
formatting provides another way to visualize data and make worksheets easier to understand.

Understanding conditional formatting

Conditional formatting allows you to automatically apply formatting—such as colors, icons, and data
bars—to one or more cells based on the cell value. To do this, you'll need to create a conditional formatting
rule. For example, a conditional formatting rule might be: "If the value is less than $2000, color the cell
red." By applying this rule, you'd be able to quickly see which cells contain values under $2000.

Note: When you create a conditional format, you can only reference other cells on the same worksheet;
you cannot reference cells on other worksheets in the same workbook, or use external references to
another workbook.

To create a conditional formatting rule

In our example, we have a worksheet containing sales data, and we'd like to see which salespeople are
meeting their monthly sales goals. The sales goal is $4000 per month, so we'll create a conditional
formatting rule for any cells containing a value higher than 4000.

1. Select the desired cells for the conditional formatting rule.

2. From the Home tab, click the Conditional Formatting command. A drop-down menu will appear.

TAELE TOOLS
DESIGM
o [ E A t
. | ] } | ol ] [E 1 e
rEney .- r — =2 B E Fill =
- o5 » &0 00| Conditional Formatas  Cell Insert Delete Format
© | Formattingr Table~ Styles~ @ & = B
Number a L
Highlight Cells Rules » Greater Than...
G L T Top/Bottom Rules » Less Than...
$8,690.00 E Data Bars 3 E Between...
518,749.00
58,046.00 I:E:I Color Scales » =l Equal To...
520,114.00
$10,733.00 E Icon Sets ’ Text that Contains...
518,524.00
$13,953.00 ] NewRule.. i A Date Occurring...
$15,275.00 [2 Clear Rules »
513,085.00
$13J?1400 E Manage Rules... I:l Duplicate Values...
$15,065.00 More Rules...
<12 2940 NN

Page | 30



MountAllison

UNIVERSITY Excel Training - Level 2

3. Hover the mouse over the desired conditional formatting type, then select the desired rule from
the menu that appears. In our example, we want to highlight cells that are greater than $4000.

il Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael

Hodges, Melissa
Jameson, Robinson
Kellerman, Frances
Mark, Katharine
Maorrison, Thomas
Moss, Pete

Carlson, David { Format cells that are GREATER THAN:

gg:j:l:x: :;t?; th |$4mm with |Light Red Fill with Dark Red Text E“
David, Chloe [ = ] [ = ]
Davis, William

Dumlao, Richard

Farmer, Kim

Ferguson, Elizabeth

Flores, Tia

Ford, Victor

@
g
3

2

5

3

:EE

g8
g
&
3

4
2 §
g
g
2

R[useslssslspkE]s]e]n]x]a]n]s]]m]

4. Adialog box will appear. Enter the desired value(s) into the blank field. In our example, we'll enter
4000 as our value.

5. Select a formatting style from the drop-down menu. In our example, we'll choose Green Fill with
Dark Green Text, then click OK.

6. The conditional formatting will be applied to the selected cells. In our example, it's easy to see
which salespeople reached the $4000 sales goal for each month.

# TIP: You can apply multiple conditional formatting rules to a cell range or worksheet, allowing you
to visualize different trends and patterns in your data.

To remove conditional formatting
1. Click the Conditional Formatting command. A drop-down menu will appear.

2. Hover the mouse over Clear Rules, and choose which rules you wish to clear. In our example, we'll
select Clear Rules from Entire Sheet to remove all conditional formatting from the worksheet.
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L:J‘ Q EEEI E}( EI E::tvo_‘.um -

Conditional Format as  Cell Insert Delete Format
Formatting > Table = Styles - = = =

,__| Hiahliaht Cells Rul Cells Editi
ighlight Cells Rules »
_9 g

T Top/Bottom Rules » K L M N

& Clear~

(=]
& g
SR
¥}

[=1]
8 a
i
b .

-

E Icon Sets

E] Mew Rule...
E# Clear Rules ¥ Clear Rules from Selected Cells

E Manage Rules... Clear Rules from Entire Sheet

3. The conditional formatting will be removed.

# TIP: Click Manage Rules to edit or delete individual rules. This is especially useful if you have applied
multiple rules to a worksheet.

Conditional Formatting Rules Manager
Show formatting rules for: | Fhis Warksheet El
[ ] Mew Rule.., ] [ (7 Edit Rule... ] [ 7% Delete Rule ] E
Rule [applied in order shown)  Format Applies to Stop If True
Cell Value > 11352 AaBbCcYyZz =5B52:5G522 [l
Cell Value > 4000 AaBbCcYyZz =3B52:563522 (]
Icon Set @ 0® =51517

[ ok || close

Conditional formatting presets

Excel has a number of predefined styles, or presets, you can use to quickly apply conditional formatting
to your data. They are grouped into three categories:
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o Data Bars are horizontal bars added to each cell, much like a bar graph.

$3,863.00 $1,117.00 $8,237.00 $8,690.00
$9,355.00 . $1,100.00 $10,185.00 S$18,749.00
$6,702.00  $2,116.00 $13,452.00 $8,046.00
$4,415.00  $1,089.00 $4,404.00 | $20,114.00

o Color Scales change the color of each cell based on its value. Each color scale uses a two- or three-
color gradient. For example, in the Green - Yellow - Red color scale, the highest values are green,
the average values are yellow, and the lowest values are red.

$3,863.00 $1,117.00 $8,237.00 $8,690.00
$9,355.00 $1,100.00 $10,185.00 5$18,749.00
$6,702.00 $2,116.00 $13,452.00 $8,046.00
$4,415.00 $1,089.00 $4,404.00 $20,114.00

¢ Icon Sets add a specific icon to each cell based on its value.

J $3,863.00 4 $1,117.00 & $8,237.00 & $8,690.00
94 $9,355.00 4. $1,100.00 $4$10,185.00 4 $18,749.00
9 $6,702.00 4 $2,116.00 71$13,452.00 < $8,046.00
J $4,415.00 §.$1,089.00 § $4,404.00 4 $20,114.00

To use pre-set conditional formatting
1. Select the desired cells for the conditional formatting rule.
2. Click the Conditional Formatting command. A drop-down menu will appear.
3. Hover the mouse over the desired preset, then choose a preset style from the menu that appears.

4. The conditional formatting will be applied to the selected cells.

Challenge!

Open an existing Excel workbook.

Apply conditional formatting to a range of cells with numerical values.
Apply a second conditional formatting rule to the same set of cells.
Clear all conditional formatting rules from the worksheet.

A wnN e
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2.4. Sparklines

Sometimes you may want to analyze and view trends in your data without creating an entire chart.
Sparklines are miniature charts that fit into a single cell. Because they're so compact, it's easy to include
several sparklines in a workbook.

2.4.1. Types of sparklines

There are three different types of sparklines: Line, Column, and Win/Loss. Line and Column work the same
as line and column charts. Win/Loss is similar to Column, except it only shows whether each value is
positive or negative instead of how high or low the values are. All three types can display markers at
important points, such as the highest and lowest points, to make them easier to read.

H_Bu | l.
H HE - ha

L LLL I | e
L LIS N -~
"y e

"pmm" BB —

Sparklines are ideal for situations when you need a clear overview of the data at a glance and when you
don't need all of the features of a full chart. On the other hand, charts are ideal for situations when you
want to represent the data in greater detail, and they are often better for comparing different data series.

To create sparklines

Generally, you will have one sparkline for each row, but you can create as many as you want in any
location. Just like formulas, it's usually easiest to create a single sparkline and then use the fill handle to
create sparklines for the adjacent rows. In our example, we'll create sparklines to help visualize trends in
sales over time for each salesperson.

1. Select the cells that will serve as the source data for the first sparkline. In our example, we'll select
the cell range B5:G5.

A B C D E F G
1
2 Canada Qi1
3
'l | ast Name May June July August  September October
5 |Smith 514,258.00| $557.00 53,863.00(51,117.00| 5$8,237.00| 58,630.00
& |Johnson 425,822.00| $1,042.00| $9,355.00| $1,100.00| $10,185.00| $18,749.00
7 |Doe 519,854.00| $3,072.00| 56,702.00( 52,116.00| $13,452.00( 58,046.00
& |Black 52,888.00| 53,755.00| 54,415.00(51,089.00 54,404.00(520,114.00
9 |williams 56,000.00| $3,152.00| 511,601.00( 51,122.00| 5$3,170.00| 510,733.00
10 |Brown 45,200.00| $4,056.00| %3,726.00| $1,135.00| 5%8,817.00|%18,524.00
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2. Select the Insert tab, then choose the desired Sparkline from the Sparklines group. In our example,
we'll choose Line.
Mac Users —
i B R S
PrwotChart  Power Line%@:lumn Win/ Slicer Timeline
- View Loss
lx Reports Sparklines Filters
3. The Create Sparklines dialog box will appear. Use the mouse to select the cell where the sparkline
will appear, then click OK. In our example, we'll select cell H5, and the cell reference will appear in
the Location Range: field.
E F G H I ]
il | ast Mame Sales Country Quarter
2 Canada Q1
3
i Aug
5 [smith $14,258.00) $557.00] $3,863.00/$1,117.00] $8,237.00| $s6%0.00i |
6 |Johnson | $25,822.00|$1,042.00| $9,355.00|%$1,100.00|$10,185.00| $18,749.00
7 |Doe $19,854.00| $3,072.00| $6,702.00|$2,116.00| $13,452.00| $8,046.00
8 |Black $2,888.00| $3,755.00| $4,415.00| $1,04' Create Sparklines -
9 |williams 56,000.00| $3,152.00| $11,601.00| $1,1]
10 |Brown $5,200.00| $4,056.00| %3,726.00| 51,11 Choose the data that you want
11 Data Range: |B5:G5
12
13 Choose where you want the sparklines to be placed
14 Location Range: 5HSS|
15
16 [ oK ] [ Cancel ]
17
4. The sparkline will appear in the specified cell.
4 ALE
5 |Smith $14,258.00) 5557.00| $3,863.00|$1,117.00| 58,237.00| 58,690.00| “__— |
& |Johnson 525,822.00($1,042.00| $9,355.00( $1,100.00| $10,185.00| $18,745.00
7 |Doe 519,854.00( $3,072.00| $6,702.00(5$2,116.00| $13,452.00| $8,046.00
& |Black 52,888.00( 53,755.00( 54,415.00| 51,089.00| 54,404.00(520,114.00
9 Williams 56,000.00| 53,152.00( 511,601.00{ 51,122.00| 53,170.00( 510,733.00
10 |Brown 55,200.00| 54,056.00( 53,726.00| 51,135.00| 58,817.00(518,524.00
11
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5. Click, hold, and drag the fill handle to create sparklines in adjacent cells.
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6. Sparklines will be created for the selected cells. In our example, the sparklines show clear trends
in sales over time for each salesperson in our worksheet.

Last Mame May June July August  September October

Smith 514,258.00| $557.00| 53,863.00|51,117.00( S$8,237.00| 58,690.00
Johnson 525,822.00( $1,042.00| 59,355.00|51,100.00| $10,185.00| 518,749.00
Doe 519,854.00| $3,072.00| 56,702.00|52,116.00| 513,452.00| 58,046.00
Black 52,888.00| 53,755.00( $54,415.00|51,089.00| S54,404.00(5$20,114.00
Williams 56,000.00( $3,152.00| 511,601.00| 51,122.00( 53,170.00| 510,733.00
Brown 55,200.00( 54,056.00| $3,726.00|51,135.00( 58,817.00|518,524.00

2.4.2. Modifying sparklines

|
" -
R
",
M
&
A o
i L

It's easy to change the way sparklines appear in your worksheet. Excel allows you to customize a
sparkline's markers, style, type, and more.

To display markers

Certain points on a sparkline can be emphasized with markers, or dots, making the sparkline more
readable. For example, in a line with a lot of ups and downs, it might be difficult to tell which values are
the highest and lowest points. Showing the High Point and Low Point will make them easier to identify.

1. Select the sparkline(s) you want to change. If they are grouped in adjacent cells, you'll only need
to click on one sparkline to select them all.

2. From the Design tab, select the desired option(s) from the Show group. In our example, we'll select
High Point and Low Point.

FILE HOME

Edit
Data~

Sparkline Type

IMNSERT

Line Column Win/

PAGE LAYOUT

¥ High Point

+| Low Point

MNegative Points

Show

FORMULAS ~ DATA  REVIEW  VIEW DESIGN

First Point -
Y

Last Point \/\/\\/\/ MMMM'

4

Markers
Style

3. The sparkline(s) will update to show the selected markers.
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July August  September October
53,863.00| 51,117.00| 58,237.00| 58,690.00| ~ ___—
$9,355.00| $1,100.00| $10,185.00| $18,749.00| ™, ~_—
56,702.00| 52,116.00| 513,452.00| 58,046.00 '\.F--,/'“--
$4,415.00| $1,089.00| $4,404.00| $20,114.00| ___, "

$11,601.00| $1,122.00| 53,170.00| $10,733.00| — ",
$3,726.00( $1,135.00| $8,817.00|$18,524.00| —__, -~

To change the sparkline style
1. Select the sparkline(s) you want to change.

2. From the Design tab, click the More drop-down arrow.

SPARKLIME TOHOLS

FORMULAS DATA REVIEW VIEW DESIGM
First Point \ x ESparkline Color~
Last Point M \/\\/ M M M M - EMarkerCnlnr*
Markers I

c?-d

Style
3. Choose the desired style from the drop-down menu.

4. The sparkline(s) will update to show the selected style.

To change the sparkline type
1. Select the sparkline(s) you want to change.

2. From the Design tab, select the desired Sparkline type. In our example, we'll select Column.

FILE HOME IMNSERT PAGE LAYOUT FORMULAS
' ' v| High Paint First Point
ot A |I|I- T
E i +| Low Point Last Point
Edit Line Column Win/
Data - Loss Megative Points Markers
Sparkline Type Show

3. The sparkline(s) will update to reflect the new type.
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August  September October

$1,117.00

58,237.00

58,690.00

1| $1,100.00

$10,185.00

$18,749.00

| $2,116.00

$13,452.00

$3,046.00

I| $1,089.00

$4,404.00

$20,114.00

| $1,122.00

$3,170.00

$10,733.00

1| $1,135.00

58,817.00

$18,524.00

Excel Training - Level 2

# TIP: Some sparkline types will be better suited for certain types of data. For example, Win/Loss is
best suited for data where there could be positive and negative values (such as net earnings).

Changing the display range

By default, each sparkline is scaled to fit the maximum and minimum values of its own data source: The
maximum value will go to the top of the cell, while the minimum will go to the bottom. However, this
doesn't show how high or low the values are when compared to the other sparklines. Excel allows you to

modify the sparkline display range, which makes it easier to compare sparklines.

To change the display range:

1. Select the sparklines you want to change.

2. From the Design tab, click the Axis command. A drop-down menu will appear.

3. Below Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options, select Same

for All Sparklines.

4. The sparklines will update to reflect the new display range.

Challenge!
1. Open an existing Excel workbook.
2. Create a sparkline on the first row of data.
3.
4. Create markers for the High Point and Low Point.
5. Change the sparkline type.
6.
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2.5. Collating Data from Several Worksheets

Excel allows you to refer to any cell on any worksheet, which can be especially helpful if you want to
reference a specific value from one worksheet to another. To do this, you'll simply need to begin the cell
reference with the worksheet name followed by an exclamation point (!). For example, if you wanted to
reference cell Al on Sheetl, its cell reference would be Sheet1!Al.

To reference cells across worksheets

In our example below, we'll refer to a cell with a calculated value between two worksheets. This will allow
us to use the exact same value on two different worksheets without rewriting the formula or copying data
between worksheets.

1. Locate the cell you wish to reference, and note its worksheet. In our example, we want to
reference cell B11 on the Sales worksheet.

B11 | Jx || =sum(es:B10)

E F G H
il | 35t Name ale: Country  Quarter
2 Canada a1
3
Ll | st Mame July August  September October
5 |Smith 81425800 $557.00| $3,863.00(%1,117.00| %8,237.00 $8,690.00
6 |lohnson $25,822.00| 51,042.00| $%9,355.00(51,100.00| 510,185.00| 518,749.00
7 |Doe 519,854.00| 53,072.00| 56,702.00|52,116.00| 513,452.00| 58,046.00
8 |Black %2 888.00 $3,755.00| $4,415.00|$1,089.00| $4,404.00| $20,114.00
g |Williams $6,000.00| $3,152.00| $11,601.00| $1,122.00| $3,170.00| $10,733.00
10 |Brown 55,200.00| 54,056.00| 53,726.00|51,135.00| S$8,817.00 518,524.00
11 |Total 574,022.00] 515,634.00| 539,662.00| 57,679.00| 548,265.00| 534,856.00
12
13
14

ic
March Total () E]

2. Navigate to the desired worksheet. In our example, we'll select the Catering Invoice worksheet.
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3 =
Nay

June

July

August
September
October
TOTAL SALES

TRl == TR R R ) R S WV S )

=
=

= e e
B ke

b
N

March Sales

3. The selected worksheet will appear.
4. Locate and select the cell where you want the value to appear. In our example, we'll select cell B4.

5. Type the equals sign (=), the sheet name followed by an exclamation point (!), and the cell address.
In our example, we'll type ='Sales’!|B11.

NETWORK.. * | i X «f Jx | =SalestBll

A B C

T ale
May =Sales!B11
June

July

August
September
October
TOTAL SALES

W0~ W =

=
o

=R e
R TP

b
n

March Sales Total +)

6. Press Enter on your keyboard. The value of the referenced cell will appear.
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# TIP: If you rename your worksheet at a later point, the cell reference will be updated automatically

to reflect the new worksheet name.

B4 .| Jr

A B

May 574,022.00
June

July

August
September
October
TOTAL SALES

W~ W W

=
(=)

=
=

To replicate a worksheet

=Sales!B11

In our example, we’ll create the following sheet in a workbook, saving the workbook as Faculty.xls

1.

2.

Rename the sheet from Sheetl to 2010

To create Sheet2, instead of retyping the information copy the sheet click on the 2010 tab and
keep the mouse pressed, hold down the Ctrl key, and release the mouse to the right of the 2010

Tab.

A
Number of Students per Faculty 2010

Fine Arts
Science
Law
Chemistry
Music
History

LT = = B = B, I N W B O

10 Yearly Totals
11|

12

13

14

15

2010 | 2011 2012
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Enter the figures for 2011, by overwriting the 2010 figures. The Yearly Totals will automatically
update.

Change the Year in cell A1 to 2011 and Rename the sheet to 2011.

To create the sheet for 2012, we can copy the 2011 sheet. Again change the figures and the Year
to 2012 in cell A1. Rename the sheet to 2012.

Formulas — using cells from different worksheets

To calculate the Total for Arts for 2010, 2011 & 2012 using the manual option.

1.

2.

In cell B2 of the Faculty Totals worksheet type the heading Totals.
Click in cell B3 of the Faculty Totals worksheet and type the equals sign =
Click on 2010 sheet, and select the cell with the Arts figures, B3 type the + addition symbol.

Click on 2011 sheet, and select the cell with the Arts figures, B3 type the + addition symbol. Click
on 2012 sheet and select the cell with the Arts figures, B3 and press Enter.

Once you press Enter, it should return you to the Faculty Totals sheet with a totals figure for Arts
in cell B3. Notice the formula in the formula bar.

Use the AutoFill to copy this formula for the other faculties.

NETWORK... ¥ | i | X &/ fi | =2010'B3+2011'1B3+2012'B3

A B C D
Number of Students per Faculty

Faculty Totals
Fine Arts ='2010'"'B3+'2011'IB3+'2012' B3

Science

1

2

3

4

5 |Law
& |Chemistry
7 [Music

& |History
g9

10 | Yearly Totals 1654

Functions — using cells from different worksheets

To calculate the Average for Arts for 2010, 2011 & 2012 using the insert function option.
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In cell C2 of the Faculty Totals type the heading Average.

Excel Training - Level 2

Click into cell C3 of the Faculty Totals worksheet and insert the average function (use the Insert

Function button either on the Formulas Tab or Formula Bar).
Click into Numberl and click on 2010 sheet, and select the cell B3.
Click into Number2 and click on 2011 sheet, and select the cell B3.

Click into Number3 and click on 2012 sheet, and select the cell B3.

Click on OK, once you press OK, it will return to the Faculty Totals sheet displaying an average

figure for Arts in cell B3. Notice the formula in the formula bar

7. Use the AutoFill to copy this function for the other faculties.

B3 M - x q/' f\ =AVERAGE('2010'!B3,"2011'!B3,"2012'|B3)
A B iz D E E G H

1 Number of Students per Faculty 2012
2

R ———
3 |Fine Arts | 543
4 |Science 432
5 Law 1100 2
£l Chemis Function Arguments @
7 |Music
8 History| #VERAGE -
9 Numberl | ‘2010183 fe| = 568
10 |Yearly 7| Number2 | '2011''E3 FeE| = 543
11 Number3 |*2012'83] B| = 543
12 MNumberd ﬁ =
13
14
15 = 551.3333333

Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references

16 that contain numbers,
w Number3: numberl number2,... are 1 to 255 numeric arguments for which you want
18 the average.
19
20
21 Formula result = 551.3333333
22 Help on this function ok | [ cancel
23

3. Advanced Functions

There are a variety of functions. Here are some of the most common functions you'll use:

M SUM: This fu

nction adds all the values of the cells in the argument.
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M AVERAGE: This function determines the average of the values included in the argument. It
calculates the sum of the cells and then divides that value by the number of cells in the argument.

M COUNT: This function counts the number of cells with numerical data in the argument. This
function is useful for quickly counting items in a cell range.

M MAX: This function determines the highest cell value included in the argument.

MIN: This function determines the lowest cell value included in the argument.

3.1. AutoSum
The SUM function is the most commonly used function so to make it more accessible there is an AutoSum
button on the Home tab.

1. Position the cell pointer in the cell that will contain the result of the function.

2. Click on the AutoSum button Excel will guess the range of cells to be calculated and it will insert
the =SUM function.If the range of cells is not correct use the mouse to select the correct range of
cells to be added.

# TIP: use the mouse and the Ctrl key to select non-adjacent cells.

3. Press return to display the results in the cell or click on the tick on the formula bar.

FILE HOME INSERT PAGE LAYOUT FORMULAS

A2 A B EDE B

Insert  AutoSum Recently Financial Logical Text Date & Lookup

Function - Used - - - = Time~ Referen:
> sum Function Library
AVERAG| ~ Dversge Jr | =sum(sa:B9)
Count Numbers
B C
Max
1 |Numb y 2010
Min
20
2 |Fine A More Functions... :r 555:
4 |Science : 458:
5 Law ! 1522!
I
6 |Chemistry : 488:
7 |Music : ?S:
8 |History ! 258
g 1 1

————1
10 |Yearly Totals I:SUM{Ba:PS}
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Using the Average, Count, Max and Min Functions

1. Click on the down arrow to the right of the AutoSum button and select the required function e.g.
Average.

2. Excel will guess the range of cells to be calculated and it will insert the =Average function. If the
range of cells is not correct use the mouse to select the correct range of cells to be included in the
calculation.

3. Press return to display the results in the cell or click on the tick on the formula bar.

3.2. IF Function

The IF function checks whether a condition is met, and returns one value if TRUE and another value if FALSE.

Use the IF function, one of the logical functions, to return one value if a condition is true and another value if it's
false.

Syntax: IF(logical_test, value_if true, [value_if false])

= |ogical_test (required) = the condition you want to test.
= value_if true (required) = the value that you want returned if the result of logical_test is TRUE.
= value_if false (optional) = the value that you want returned if the result of logical_test is FALSE.

For example:

O =IF(A2>B2,"Over Budget","OK")

O =IF(A4=500,B4-A4,""

O =IF(A2<B2,TRUE, IF(A3>B3,"over budget","OK"))

O =IF(AND(A1>15, B1<3),”Correct”,”Incorrect”)

O =IF(A2>89,"A",IF(A2>79,"B" IF(A2>69,"C" IF(A2>59,"D","F"))))

Use nested functions in a formula

Using a function as one of the arguments in a formula that uses a function is called nesting, and we’ll refer
to that function as a nested function.

Nested IF functions work by replacing one or both of the TRUE/FALSE calculations with another IF
function.

For example, imagine you have a sales team of five people, and you need to calculate their commission
for the month based on their sales figures.
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_ A B C
1 |5ales Teamn
2
3 |Salesperson  Sales Commission
= |Bob 1255| !
5 | Shelly 235
6 | Rajiv 750
7 |Li 450

Your commission plan works as follows:
v If someone sells less than $400 in a month, they get 7% commission.
v For sales between $400 and $750, they get 10% commission.
v For sales between $750 and $1000, they get 12.5%
v For sales over $1000, they get 16%

Rather than calculate each of these commission figures individually, you decide to use a nested IF formula
instead. The logical tests you would use in this case are these:

M Is commission less than $400? If TRUE, then calculate commission.

M If FALSE, then is commission less than $7507? If TRUE then calculate commission.
M If FALSE, then is commission less than $10007? If TRUE then calculate commission.
4]

If FALSE, then calculate commission (because it must be more than $1000 - we don't need
to do another logical test for this).

The formula to represent this to calculate commission for Bob looks like this:
=|F(B4<400,B4*7%,IF(B4<750,B4*10%,|F(B4<1000,84*12.5%,B4*16%)))

Sometimes the VLOOKUP function can sometimes be a better solution in a scenario like this.
3.3. vLookup Function

Use VLOOKUP, one of the lookup and reference functions, when you need to find things in a table or a
range by row. For example, look up an employee's last name by her employee number, or find her phone
number by looking up her last name (just like a telephone book).

The secret to VLOOKUP is to organize your data so that the value you look up (employee’s last name) is
to the left of the return value you want to find (employee’s phone number).

Syntax: VLOOKUP (lookup_value, table_array, col_index_num, [range_lookup])
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= |ookup_value (required) =the value you want to lookup. The value you want to look up must be
in the first column of the range of cells you specify in table-array. For example, if table-array spans
cells B2:D7, then your lookup_value must be in column B. See the graphic below. Lookup_value
can be a value or a reference to a cell.

= Table_array (required) = the range of cells that VLOOKUP will search for the Lookup_value and
the return value. The first column in the cell range must contain the Lookup_value (for example,
Last Name in the graphic below.) The cell range also needs to include the return value (for
example, First Name in the graphic below) you want to find.

= col_index_num (required) = the column number (starting with 1 for the left-most column of
table-array) that contains the return value.

= range_lookup (optional)=tells VLOOKUP if it should look for approximate or exact matches: FALSE
searches for the exact value in the first column; TRUE assumes the first column in the table is
sorted either numerically or alphabetically, and will then search for the closest value. This is the
default method if you don't specify one.

In our example, it will search for the Product ID number on the Products worksheet. It first searches
vertically down the first column (VLOOKUP is short for "vertical lookup"). When it finds the desired product
ID, it moves to the right to find the product name and product price.

A B C

1 Product ID Product Name Product Price

2 |MELTETY heasuring cups $4.99
3 |LAD7890 Ladle §7.25
4 |SLD]’881 Slotted spoon $4.50
5 COP7852 12" copper skillet $89.79
6 |GARTEE3 Garlic press $3.99
7 (CAMTSS4 Can opener $6.49
& FOIJ885 Foil wrap §7.87
9 CoL788sY Colander $14.09
10 —P Mesh sieve $8.89
11 |CHE7&88 Cheesecloth §2.59
12 |COP7889 9" copper pot $55.59
13 |RAMTES0 Ramekin $11.89

1. We'll start by typing an equals sign (=), followed by the function name and an open parenthesis:
=VLOOKUP(

2. Next, we'll add each of the four arguments, separate them with commas, then close the
parentheses: =VLOOKUP(A2, Products!SAS2:5CS13, 2, FALSE)
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Note that we're using absolute references so this range won't change when we copy the formula to other
cells.

B2 X ﬁ =VLOOKUP({A2,Products!$A$2:5C5$13,2, FALSE)
A B C D E
Product Price Units Subtotal

1

2 |MEATETO hMeasuring cups $0.00
3 |GART883 Garlic press $0.00
4 |CHE7888 Cheesecloth $0.00
5 Tax $0.00

What-If Analysis in Excel allows you to try out different values (scenarios) for formulas. This feature can
help you experiment and answer questions with your data, even when the data is incomplete.

Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result.
Goal Seek works in the opposite way: It lets you start with the desired result, and it calculates the input
value that will give you that result.

Let's imagine you're enrolled in a class. You currently have a grade of 65, and you need at least a 70 to
pass the class. Luckily, you have one final assignment that might be able to raise your average. You can
use Goal Seek to find out what grade you need on the final assignment to pass the class.

In the image below, you can see that the grades on the first four assignments are 58, 70, 72, and 60. Even
though we don't know what the fifth grade will be, we can write a formula, or function, that calculates
the final grade. In this case, each assignment is weighted equally, so all we have to do is average all five
grades by typing =AVERAGE(B2:B6). Once we use Goal Seek, cell B6 will show us the minimum grade we'll
need to make on that assignment.

COUNTA - x v K =AVERAGE(B2:B6)
A B C D

1

2 Test 1 [ s8 |

3 |Paper1 70

4 |Test 2 72

5 |Paper 2 60

& |Test 3 1 1

7 |Final Grade =AVERAGE{B2:BE§)

g
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1. Select the cell whose value you wish to change. Whenever you use Goal Seek, you'll need to select

a cell that already contains a formula or function. In our example, we'll select cell B7 because it
contains the formula =AVERAGE(B2:B6).

COUNTA - x v kK =AVERAGE(B2:B6)
A B C D

w

2 |Test1 58

3 |Paper 70

4 |Test 2 72

5 Paper 2 60

& |Test3

7 |Final Grade ;ﬁWGE{E::;

8

2. From the Data tab, click the What-If Analysis command, then select Goal Seek from the drop-down

menu.
Excel2013_Whatlf_Practice - Excel ?T EH -
DATA REVIEW VIEW Anna C MNeagu ~
rections | g H Y Clear ¥ E a v E ')l— ('l— %
N 2l e Ele & = b ? e TE
erties leapply
gl Sort Filter RE3 Textte Flash  Remowve Data Consclidatef) What-If Felationships | Group Ungroup Subtotal
S A a A A . . . . .
-inks Yo Advanced | columns  Fil Duplicates Validation ~ Analysis ~ M -
ns Sort & Filter Data Tools Scenaric Manager... Cutline ]
Goal Seek...

3. Adialog box will appear with three fields:

o Set cell: This is the cell that will contain the desired result. In our example, cell B7 is already
selected.

e Tovalue: This is the desired result. In our example, we'll enter 70 because we need to earn at least
that to pass the class.

e By changing cell: This is the cell where Goal Seek will place its answer. In our example, we'll select
cell B6 because we want to determine the grade we need to earn on the final assignment.

" Goal Seck =

set cell: E7 55
To value: 70
By changing cell: | SBS& s

8.4 ] [ Cancel

Page | 49



MountAllison

UNIVERSITY Excel Training - Level 2

4. When you're done, click OK.

5. The dialog box will tell you if Goal Seek was able to find a solution. Click OK.

Goal Seek Status @

Goal Seeking with Cell BT
found a solution.

Target value: 70
Current value: 70

o] 4 l [ Cancel

6. The result will appear in the specified cell. In our example, Goal Seek calculated that we will need
to score at least a 90 on the final assighnment to earn a passing grade.

B6 .| Jr

A B C
il Assignment Grade
2 Test1 58
3 |Paperl 70
4 |Test 2 72
5 |Paper 2 60
6 |Test 3 | 90 _I

7 |Final Grade 70

3.5. Name Ranges

A name range is a description that you assign to a cell or group of cells. Names are an alternative to cell
references. Once a name has been defined, you can refer to it in a formula; for example, =sum(Year1).
You can use names to move quickly to a certain area of the workbook or to specify print ranges.

Excel named ranges are formula boosters.

When assigning range names to a cell or cell range, you need to follow a few guidelines:
O Range names must begin with a letter of the alphabet, not a number.

For example, instead of 01Profit, use ProfitO1.
O Range names cannot contain spaces.

Instead of a space, use the underscore (Shift+hyphen) to tie the parts of the name together. For example,
instead of Profit 01, use Profit_01.

O Range names cannot correspond to cell coordinates in the worksheet.
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For example, you can’t name a cell Q1 because this is a valid cell coordinate. Instead, use something like
Q1l_sales.

To name a cell or cell range

1. Select the cell or cell range that you want to name.

3. Select Define Name

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

A > BB B @ B | o

Define Mame...

Insert  AutoSum Recently Financial Logical Text Date & Lockup & Math&  More MNarme
Function hé Used ~ - hé -~ Time~ Reference~ Trig~= Functions~ | Manager Apply Names..,
Function Library Defined Mames
Sales - ﬁ- Smith
A B C D E F G H 1 ]
il Last Mame Country  Quarter
2 Canada a1
3
Ll | ast Name Y June July August  September October
5 |Smith 514,258.00 5557.00| 53,863.00|51,117.00| $8,237.00| 58,690.00
6 |Johnson 525,822.00| 51,042.00| 59,355.00|$1,100.00| 510,185.00| S518,749.00
71 |Doe 519,854.00| $3,072.00| 56,702.00|$2,116.00|513,452.00| 58,046.00
8 |Black 52,888.00| $3,755.00| $4,415.00(51,089.00| $4,404.00| 520,114.00
9 |Williams 56,000.00| $3,152.00|511,601.00(51,122.00| $3,170.00| 510,733.00
10 (Brown 55,200.00| 54,056.00| $3,726.00|51,135.00| 58,817.00| 518,524.00
11 |Total 574,022.00| 515,634.00| 539,662.00| 57,679.00| 548,265.00| 584,856.00
12 2013 $270,118.00

4. Type the name for the selected cell or cell range in the Name Box.

5. Press Enter.

New Name
Mame: Sales|

stope: Warkbook |E|

Comment: "
Referstor | - 3g1315435:56511 e

[ OK J[ Cancel L

You can use the Name Manager box to work with all of the defined names in the workbook.
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3.6. Array formulas

An array formula is a formula that can perform multiple calculations on one or more of the items in an
array. Single cell array formulas perform multiple calculations in one cell.

Without Array Formula
Without using an array formula, we would execute the following steps to find the greatest progress.

1. First, we would calculate the progress of each student.

D2 | J || =c2-B2
A B C D E

1 |Student TestA TestB Progress

2 |Anna 34 ?El 24_'

3 |Kyle 36 69 33

4 |Lisa 42 82 40

5 lohn 38 73 37

& |Craig 69 20 17

2. Next, we would use the MAX function to find the greatest progress.

D7 | Jx || =max(p2:Ds)
A E C D E

1 Student TestA TestB Progress

2 |Anna 54 78 24

3 |Kyle 36 69 33

4 |Lisa 42 82 40

5 |John 38 75 37

& |Craig 69 86 17

7 | 4D_|

8

With Array Formula

We don't need to store the range in column D. Excel can store this range in its memory. A range stored in
Excel's memory is called an array constant.

1. We already know that we can find the progress of the first student by using the formula below.
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El -

A

1 |Student TestA

Anna
Kyle
Lisa
John
Craig

o en s W R

E

3o
42
38
63

Excel Training - Level 2

Jr | =c2B2

C
TestB
78
69
82
75
86

D E

[ 2

2. To find the greatest progress, add the MAX function, replace C2 with C2:C6 and B2 with B2:B6.

=MAX({C2:C6-B2:B6)

VLOOKUP  ~ X v [
A B C D
1 |Student .TestA .TestB !
2 |Anna 4 78
3 Kyle 36 69
4 |Lisa 42 82
5 |John 38 75
& |Craig 69 86

E E

|:E—EZ:BE-} |

3. Finish by pressing CTRL + SHIFT + ENTER.

El -

A E

1 |Student TestA

Anna
Kyle
Lisa
John
Craig

[ I ) R = VR % ]

C D
TestB
24 78
30 69
42 82
38 73
69 86

S

[=MAX([C2:C6-B2:B6)}

E F

[l

Note: The formula bar indicates that this is an array formula by enclosing it in curly braces {}. Do not type
these yourself. They will disappear when you edit the formula.
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Explanation: The range (array constant) is stored in Excel's memory, not in a range. The array constant
looks as follows: {24;33;40;37;17}

This array constant is used as an argument for the MAX function, giving a result of 40.
F9 Key
When working with array formulas, you can have a look at these array constants yourself.

1. Select C2:C6-B2:B6 in the formula.

VLOOKUP | i | X &/ ﬁ- :Mﬂx[tz:c&ez:ﬂﬁ}
A B C D | MAX(numberl, [number2], ...)
1 |Student JestA  TestB |:MAK|{C2:1
2 |Anna 54 78
3 |Kyle 36 69
4 |Lisa 42 82
5 [lohn 38 75
& |Craig 69 26
| | | | | |
T
Mac Users —
2 presro. (N
VLOOKUP ~| i | X & ﬁ :MAK{{Zd;EE;dﬂ;B?;l?}h
A E C D | MAX(numberl, [number2], ...} i
1 |Student TestA TestB |};3?;1?}} l
2 |Anna 4 78
3 |Kyle 36 69
4 |Lisa 42 B2
5 |lohn 38 75
& |Craig a9 86
7

# TIP: Elements in a vertical array constant are separated by semicolons. Elements in a horizontal
array constant are separated by commas.
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4. Using Tables
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Once you've entered information into a worksheet, you may want to format your data as a table. Just like
regular formatting, tables can improve the look and feel of your workbook, but they'll also help to organize
your content and make your data easier to use. Excel includes several tools and predefined table styles,
allowing you to create tables quickly and easily.

To format data as a table

1. Select the cells you want to format as a table. In our example, we'll select the cell range A4:G12.

Last Name

Country  Quarter
Canada Qi

June July August  September October

$14,258.00| $557.00| $3,863.00|51,117.00| $8,237.00| $8,690.00

Johnson

$25,822.00| $1,042.00| $39,355.00| $1,100.00($10,185.00| $18,749.00

Doe

$19,854.00| 53,072.00| $6,702.00|52,116.00| $12,452.00| S$8,046.00

Black

42,838.00| $3,755.00| 54,415.00|$1,089.00| $4,404.00 $20,114.00

O 0= W R
%
3
=
=

Williams

$6,000.00| $3,152.00|$11,601.00| $1,122.00| $3,170.00 $10,733.00

—
=

Brown

55,200.00| $4,056.00| 53,726.00|51,135.00| S8,817.00| $18,524.00

[
=

Total

474,022.00| $15,634.00| $39,662.00| $7,679.00| $48,265.00| $84,856.00

—
ha

2013 $270,118.00

2. From the Home tab, click the Format as Table command in the Styles group

REVIEW WIEW

General - [g.“ Q

$ -9 » 0 oM Cnnditipnal Format as  Cell
Formatting~ Table= Styles -

MNumber ] Styles

3. Select a table style from the drop-down menu.
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I;) Q EEEI E}( iil Z;:\utDSum - %Y H]

¥ Fill - .
Format as  Cell Insert Delete Format Sort & Find &
Table~ Styles- | - - - < Clear~ Filter - Select ~
Light
S . S e S ——— E———
Medium
A R RS B S ——— ==
EEEEE EEEEE BEEEE BEERRS BEERs e Eeeas
e e e e e g e

4. Adialog box will appear, confirming the selected cell range for the table.

5. If your table has headers, check the box next to My table has headers, then click OK.

Format As Table @
Where is the data for your table?
=5A54:5G512 2.5

My table has headers

| ok || Ccancel |

6. The cell range will be formatted in the selected table style.

# TIP: Tables include filtering by default. You can filter your data at any time using the drop-down
arrows in the header cells.
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Modifying tables

It's easy to modify the look and feel of any table after adding it to a worksheet. Excel includes different
options for customizing a table, including adding rows or columns, changing the table style, and more.

To add rows or columns to a table:

If you need to fit more content in your table, Excel allows you to modify the table size by including

Excel Training - Level 2

additional rows and columns. There are two simple ways to change the table size:

M Begin typing new content after the last row or column in the table. The row or column will be

included in the table automatically.

M Click, hold, and drag the bottom-right corner of the table to create additional rows or columns.

May njune njulv nAugustHSEptemher -
Smith 514,258.00 5557.00| 53,863.00( $1,117.00 58,237.00| 58,690.00
Johnson $25,822.00| 51,042.00( $9,355.00| 51,100.00 $10,185.00| 518,749.00
Doe 419,854.00| $3,072.00| $6,702.00| $2,116.00|  $13,452.00| $8,046.00
Black 42 888.00| $3,755.00| $4,415.00| $1,089.00 44 404.00 %20,114.00
Williams 56,000.00| $3,152.00| 511,601.00| 51,122.00 53,170.00| 510,733.00
Brown $5,200.00| %4,056.00| $3,726.00| $1,135.00 58,817.00| 518,524.00
Total 474,022.00| $15,634.00| $39,662.00| $7,679.00|  $48,265.00| $84,856.00
2013 4270,118.00

Brown | | | | |

To change the table style
1. Select any cell in your table, then click the Design tab.
2. Locatethe Table Styles group, then click the More drop-down arrow to see all available table styles.
3. Select the desired style.

4. The selected table style will appear.

To modify the table style options
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You can turn various options on or off to change the appearance of any table. There are six options: Header
Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

1.

2.

Select any cell in your table.

From the Design tab, check or uncheck the desired options in the Table Style Options group. In our
example, we'll check Total Row to automatically include a total for our table.

YIEW DESIGN
+| Header Row First Column +| Filter Button
Total Row Last Column
+|"Banded Rows Banded Columns

Table Style Options

To remove a table

Sometimes you may not want to use the additional features included with tables, such as the Sort and
Filter drop-down arrows. You can remove a table from the workbook while still preserving the table's

formatting elements, like font and cell color.

1. Select any cell in your table. The Design tab will appear.
2. Click the Convert to Range command in the Tools group.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
Table Mame: Summarize with PivotTable ? D +| Header Row F
Tablel H*H Remove Duplicates 9 Total Row L
. = Insert  Export Refresh
‘[ Resize Table  g= Convert to Range Slicer - - +| Banded Rows B
Properties Tu:u:ulls}3 External Table Data
3. Adialog box will appear. Click Yes.
4. The range will no longer be a table, but the cells will retain their data and formatting.
Challenge!
1. Open an existing Excel workbook.
2. Format a range of cells as a table.
3. Add a row or column to the table.
4. Choose a new table style.
5. Change the table style options.
6. Remove the table.
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5. Chart Tools

Creating a chart in Microsoft Office Excel is quick and easy. Excel provides a variety of chart types that you
can choose from when you create a chart. Excel offers Pie, Line, Bar, and Column charts to name but a
few. Showing data in a chart can make it clearer, more interesting and easier to read. Charts can also help
you evaluate your data and make comparisons between different values. Try the Recommended Charts
command, new to Excel 2013, on the Insert tab to quickly create a chart that’s just right for your data.

To create a Chart

1. Select the data that you want to use in the chart — remember for non-adjacent cells use the Ctrl
key with the mouse.

2. Click on to the Insert Tab

3. In the Chart Group select the Chart Type that you require. From the drop down list select the
version of the chart you require or Click on the Recommend Charts button and select a chart layout
that excel recommends for your data.

4. The chart will display on your worksheet and the Chart Tools Tabs will display.

H - 0 -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

LE
= L—&' = I|':'>Ji" ] alal T
PivotTable Rec.nmmended Table | Pictures in\ne B .’MyApps . E Recommended| ,v I;v PivotChart quer Line Column Win/
PivotTables Pictures @i+ Charts v : @ View Loss
Tables Iustrations Apps Charts | Reports Sparklines
Al M S e cnen
A B C Recommended Charts | All Charts N
1 |Student TestA  TestB Pr:
2 |Anna 54 78 cren e *  Clustered Column
:Ey;e ig g I I I I I| Chart Title
5 |1ohn 38 75 I i I I
6 [Craig 70 86 T T
7
8
9

EHEssadnsg b

1 R s = £ :
) nna Kyie Liza John crag

W TestA ETetB

A clustered column chart is used to compare values across a few categories,
Use it when the arder of categories is not important.

ra

[=]
AL H e
A HEB Mg

19 | 8

21

22

23

24

25 -

26

a7 [ ok | [ conc
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Chart Shortcuts

M Chart Elements — Add, remove or change chart elements such as the title, legend, gridlines, and
data labels.

+ CHART ELEMENTS
Axes

Ais Titles
Chart Title
Data Labels
Data Table

Error Bars

Gridlines

Legend

OREO0O0ROE

Trendline

M Chart Styles — These can be used to change the look and colours used in a chart.

|

- STYLE | COLOR
Crme TRz

CHART TITLE

|

1

|

|

T

|

1

|

|

T

|

1

|

| s

T

1 . ] . -
1 ] _ n
1 .

1 . ;
T . -
|

1

|

| awn Lis e [
T

|

1

|

|

T !

|

1

|

|

T

|

1

|

|

T

|

CHART TITLE

M Chart Filters — Edit what data points and names are visible on your chart.
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VALUES MAMES

4 SERIES
| [Select All)

v| B TestA
| | TestB

4 CATEGORIES
| [Select All)

v| Anna

| Kyle

v| Lisa
v| John

| Craig

Apply Select Data...

To access additional design and formatting features, click anywhere in the chart to add the Chart Tools to
the ribbon, and then click the options you want on the Design and Format tabs.

CHART TOOLS
DESIGN FORMAT

i dddtl dad : -
W - I II_II_ in - I 1 __I___ L = | | Switch Row/ Select Change Move

Column Data | Chart Type | Chart
Data Type Location

5.1. Formatting a chart

Although the Chart Tools ribbon is full of cool things you can do to your chart, sometimes you might want
more control. In earlier versions of Office, advanced formatting options were buried deeply in hard to
find, complex dialog boxes. Now these options are available in clean, shiny, new task panes.

1. Select the chart element (for example, data series, axes, or titles), right-click it.
2. Click Format <chart element>. The new Format pane appears with options that are tailored for the

selected chart element.

Page | 61



MountAllison

UNIVERSITY

For example, to format an axis:

1. Right-click the chart axis, and click Format Axis.
Delete
¥ Reset to Match Style

A  Font..
1.1 Change Chart Type..

Select Data...

Add Major Gridlines
Add Minor Gridlines
LJ Format fxis...

2. Inthe Format Axis task pane, make the tweaks you want.

Format Axis v

AXIS OPTIONS ¥ | TEXT OPTIONS

Q IH lll‘\ Axis Options

_ —
I AXIS OPTIONS
Fill & Line
I TICK MARKS Effects Size & Properties
b LABELS W Ne—

I NUMBER

5.2. Creating a Combo Chart

A combination chart is a chart that combines two or more chart types in a single chart.

To create a combination chart, execute the following steps.

1. Select the data that you want to use in the chart.

Excel Training - Level 2

2. On the Insert tab, in the Charts group, choose Combo.
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REVIEW VIEW

17 oape s 2 B

Recommended okClasek | Dlovae Lima Calymp  Win/
Charts " |— Cﬂmhﬂ Loss
Charts H H . i Elines
H I |k Create Custorn Combo Chart... N

3. The Combo chart will display on your worksheet.

Chart Title
100 45
50 a0
ED 5
70 20
60 25
50
40 20
30 15
20 10
10 5
0 0
Anna Kyle John Craig
m TestA S TestB  em—Progress

# TIP: When you are comparing data series that have a wide “gap” between them — e.g. comparing
actual sales in a month (large number) — to Profit % in each month (small number), you will want
to create a Secondary Vertical (Value) Axis in your Combination Chart. Begin by selecting the series
that you want to plot and Right Mouse Click to Format the Series on a Secondary Vertical Axis. |
recommend that you add in Axis Titles for both the Primary and Secondary Vertical Axes.

crart it & 12 |

Fill  Qutline
100

S0
B0
0
&0
30
40

40
Delete

¥ Reset to Match Style

11 Change Series Chart Type...
Select Data...

20 3 3-D Rotation

10

Add Data Labels 3

Anna Kyle Lics Add Trendline...

— TectB |y Format Data Series...
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6. Applying Formatting

All cell content uses the same formatting by default, which can make it difficult to read a workbook with
a lot of information. Basic formatting can customize the look and feel of your workbook, allowing you to
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draw attention to specific sections and making your content easier to view and understand.

6.1. Working with Styles

Rather than formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a quick
way to include professional formatting for different parts of your workbook, such as titles and headers.

To apply a cell style

1. Select the cell(s) you wish to modify.

2. Click the Cell Styles command on the Home tab, then choose the desired style from the drop-down

menu. In our example, we'll choose Accent 1.

o

Eﬂj Ex @ EAutoSum - }EY H

“onditional Format a Insert Delete Format mFi”- Sort & Find &
ormatting = Table~ |5 - - - & Clear~ Filter ~ Select -
Good, Bad and Neutral
| Normal Bad Good Neutral
| Dataand Model
Check Cell Explanatory ... Hyperlink Input Linked Cell
|Nc—te ||Dutput | Warning Text
Titles and Headings
HeadinE 1 Heading2 Heading 3 Heading 4 Title Total
Themed Cell Styles
20% - Accentl  20%- Accent2  20%- Accent3  20% - Accentd  20%- Accent5  20% - Accentf
40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accent6

Accentl

|

3. The selected cell style will appear.

- | May Bliuvne B July
Smith 414,258.00  $557.00 $3,863.00 51,117.00
Johnson 425,822.00 %1,042.00 $9,355.00 51,100.00
Doe 419,854.00 $3,072.00 $6,702.00 52,116.00
Black 47 888,00 $3,755.00 $4,415.00 $1,089.00

46,000.00 $3,152.00 $11,601.00 $1,122.00

45200.00 %4,056.00 $3,726.00 $1,135.00

474,022.00 $15,634.00 539,662.00 57,679.00
2013

Last Name

Williams

Brown
Total
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- | August B September Bl ociober B3

$8,237.00
$10,185.00
$13,452.00
$4,404.00
$3,170.00
$8,817.00
$48,265.00

$8,690.00
$18,749.00
$8,046.00
$20,114.00
$10,733.00
$18,524.00
$84,856.00
$270,118.00
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Formatting text and numbers

One of the most powerful tools in Excel is the ability to apply specific formatting for text and numbers.
Instead of displaying all cell content in exactly the same way, you can use formatting to change the
appearance of dates, times, decimals, percentages (%), currency ($), and much more.

To apply number formatting:
1. Select the cells(s) you wish to modify.

2. Click the drop-down arrow next to the Number Format command on the Home tab. The Number
Formatting drop-down menu will appear.

3. Select the desired formatting option. In our example, we will change the formatting to Long Date.

TABLE TOOLS
VIEW DESIGN
| 1
" [Z
e ABC General

123 Mo specific format

12 Number
14258.00

Currency

§14,258.00

Accounting
§14,258.00

Short Date
1/13/1939

4
~ m
s}

=
=

o B0 Do o
=
B

=
(=]

[5, RENR R

L

Long Date
Friday, January 13, 1939

&
>

Time
12:00:00 &AM

Gl ||

Percentage
1425800.00%

- - -
E =

= o
Ln

Fraction
14258

Scientific
1.43E+04

ABC Text
14258

More Mumber Formats...

4. The selected cells will change to the new formatting style
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6.2. Insert headers and footers

You can make your workbook easier to read and look more professional by including headers and footers.
The header is a section of the workbook that appears in the top margin, while the footer appears in the
bottom margin. Headers and footers generally contain information such as page number, date, and
workbook name.
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1. Locate and select the Page Layout view command at the bottom of the Excel window. The
worksheet will appear in Page Layout view.

{Page Layout} ’
HH *EI -—F—+ 10m

2. Select the desired header or footer you wish to modify. In our example, we'll modify the footer at
the bottom of the page.

3. The Header & Footer Tools tab will appear on the Ribbon. From here, you can access commands
that will automatically include page numbers, dates, and workbook names. In our example, we'll add
page numbers.

E = Excel2013_CellBasics_Practice - Excel
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

MR NGE RN ERON” X - e

Header Footer Page JMumber Current Current  File File  Sheet Picture Format

= = Murmnberof Pages Date  Time Path  Mame Mame Picture
Header & Footer Header & Footer Elements
Page Number
H5 9

Add the page number to the header
or footer,

4. The footer will change to include page numbers automatically.
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6.3. Paste Special

Paste Special is useful to copy only values, formulas, comments, or cell formats. Instead of copying entire
cells, you can copy specified contents from the cells — for example, you can copy the resulting value of a
formula without copying the formula itself.

1. Select the cells you want to copy.
2. Right click and select Copy.
3. Select the paste area.

4. Right click and select Paste Special. The following dialogue box appears:

Paste Special @
Paste
@ gll All using Source theme
Formulas All except borders
Values Column widths
Formats Formulas and number formats
Comments Values and number formats
Validation All merging conditional formats
Operation
@ MNone Multiply
Add Divide
Subtract
Skip blanks Transpose
Paste Link | ok || canca |

M All - pastes all cell contents and formatting. This option is the same as using the Paste command
on the Edit menu.

Formula - pastes only the formulas as entered in the formula bar.

Values - pastes only the values as displayed in the cells.

N A E

Formats - pastes only cell formatting.
5. Select an option under the Paste heading, and then click OK.
M Transpose - changes columns of copied data to rows, and vice versa.

M Paste Link - links the pasted data to the active worksheet.
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