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ABOUT THIS COURSE

Course Prerequisites

This manual assumes the user has completed or understands the materials covered in the

first part of the Microsoft Office Excel 365: Basic courseware, including:
e Using absolute, relative, and mixed references
e Using formulas and functions in a worksheet
e Managing and organizing worksheets
e Editing and formatting Excel data
e Printing and saving Excel files

e Customizing the Excel interface

Course Overview

This version of Excel incorporates some new features and connectivity options in an effort

to make collaboration and production as easy as possible.

This course is intended to help all users get up to speed on the different features of Excel
and to become familiar with its more advanced selection of features. We will cover how to
create and use advanced formulas, analyze data, organize worksheet data with tables,

visualize data with charts, insert graphics, and enhance workbooks.
Course Objectives

By the end of this course users should be comfortable in analyzing data with functions,

working with tables, visualizing data with charts, and enhancing workbooks.
How to Use This Book

This course is divided into lessons. Each lesson focuses on several key topics, each of which
are broken down into easy-to-follow concepts. At the end of each topic, you will be given an
activity to complete. At the end of each lesson, we will summarize what has been covered

and provide a few review questions for you to answer.
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LESSON 1:
ANALYZING DATA WITH LOGICAL AND
LOOKUP FUNCTIONS

Lesson Objectives

In this lesson you will learn how to:
e Use text functions
e Use logical functions
e Use lookup functions
e Use date functions

e Use financial functions
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TOPIC A: Use Text Functions

Although you are familiar with Excel’s more commonly used functions, here we will learn
about some of its more specialized ones. In this topic you will learn about functions that are

specific to text analysis.

Topic Objectives
In this session, you will learn:
e About text functions
e About LEFT and RIGHT functions
e About the MID function
e About the LEN function
e About the TRIM function
e About the UPPER, LOWER, and PROPER functions
e About the CONCATENATE function

e About the TRANSPOSE function

Text Functions

Text functions are used in Excel to analyze text-based worksheet data. While such functions
can be used for data analysis, they are typically used instead to prepare data for analysis.
This is because they allow you to format textual data for use in other areas. For example,
you can use text functions to import textual data from another workbook and format it so

that it meets the formatting requirements for the destination workbook.
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The LEFT and RIGHT Functions

|:LEFT(text, [num_chars])|

|:RIG HT(text, [nu m_chars])|

The LEFT and RIGHT functions are used to return a specific number of characters from

either the left or the right side of a text string. Typically, these functions are used in

situations where you need to transfer text to a destination where there is a limit on the

number of characters each entry may have. The text argument is used to declare which text

you would like to transfer, while the [num_chars] argument is used to declare how many

characters you would like transferred.

Suppose that Al contains “John Smith” as a text string in a worksheet. Examine the possible

examples of how the LEFT and RIGHT functions would work with this data:

Function

=RIGHT(A1)

=RIGHT(A1, 5)

=LEFT(A1, 5)

=LEFT(“John”)

Description

As the num_chars argument was not set in this function it will
default to one character. This means that the output for this
function would be “h” —the last letter on the far right of the text
string.

With the num_chars argument set to 5, this function would result in
“Smith” as an output — the last five letters on the far right of the text
string.

With the num_chars argument set to 5, this function would result in
“John ” (including the space) as an output — the first five letters on
the far left of the text string.

This function would return only “J” as an output because the
num_chars argument was not set.
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The MID Function

|:l\/| ID(text, start_num, num_cha rs)|

Similar in use and design to the LEFT and RIGHT functions, the MID function will return
characters from the middle of a text string. As with the LEFT and RIGHT functions, the text
argument is used to reference the cell(s) with the text string in question or to enter a text
string directly into the function surrounded by double quotation marks. The start_num
argument is unique to the MID function as it tells the function which character in the text
string to start with. The num_chars argument then allows you to set the number of
characters that you would like to return from the starting point that you set in the previous
argument. Keep in mind that while the num_chars arguments behave the same as it does in
the LEFT and RIGHT functions, it is required for the MID function to operate correctly.

Suppose that Al contains “John Smith” as a text string in a worksheet. Examine the possible

examples of how the MID function would work with this text string:

Function Description

=MID(A1, 5, 6) Inthis case, the text is contained within cell Al. The start_num
argument is set to 5, so the function will start five characters
(including spaces) into the text string. The num_chars argument is set
to five so the five characters after the starting position will be
returned. This means that “Smith” would be the output for this
formula.

=MID(A1,1,4) Inthis case, the text is contained within cell Al. The start_num
function is set to one, so the function will start at the beginning of
the text string. The num_chars argument is set to four so the four
characters after the starting position will be returned. This means
that “John” would be the output for this formula.
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The LEN Function — (Length of a text string)
=LEN(text)

The LEN (short for length) function’s sole purpose is to return the number of characters that
appear within a text string. While there can be many uses for this function, it is typically
used to ensure that text strings are of the correct length. For example, you could use this
function to make sure that all of the text data within a row is under a specified length. The
only argument in this function, text, is used to specify where the text data that you would

like to count is stored.

Suppose that Al contains “John Smith” as a text string and B1 contains “Jane Doe” as a text
string. Examine the possible examples of how the LEN function would work with this

information in mind:

Function | Description

=LEN(A1) In this case the LEN function has the text argument set to Al. This means
that a count of the text string within this cell will be returned. The output
of this function would then be 10.

=LEN(B1) In this case the LEN function has the text argument set to B1. This means
that a count of the text string within this cell will be returned. The output
of this function would then be 8.
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The TRIM Function — (takes out spaces before & after text)

=TRIM(text)

The TRIM function is used to remove any empty spaces from text strings, excluding spaces
between words. This function can be very useful in solving data compatibility issues. For
example, a frequent problem in data entry is random spaces at the beginning or end of a

text string. Such problems can greatly affect your ability to work with text-based data.

Note that the only argument in this function, text, is used to specify where the text data

that you would like to work with is stored.

Suppose that Al contains “John Smith” as a text string and B1 contains “Jane ” as a text
string. Examine the possible examples of how the TRIM function would work with this

information in mind:

Function Description

=TRIM(A1) In this case the TRIM function has the text argument set to Al. “John
Smith” will be returned with all of the spaces at the beginning of this text
string removed.

=TRIM(B1) In this case the TRIM function has the text argument set to B1. “Jane” will
be returned with all of the spaces at the end of this text string removed.
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The UPPER, LOWER, and PROPER Functions
=UPPER(text)

=LOWER(text)

[=PROPER text)|

The UPPER, LOWER, and PROPER functions are used to change the case of text-based data.
The UPPER function will convert all lowercase characters into uppercase, while the LOWER
function will do the opposite. The PROPER function will only capitalize the first character of
each word in a text string. For all these functions, the only argument is text. This is used to

indicate the text-based data that you would like this function to work with.

Suppose that Al contains “John Smith” as a text string and B1 contains “jANe smiTh” as a
text string. Examine the possible examples of how the UPPER, LOWER, and PROPER

functions would work with this information in mind:

Function Description

=UPPER(A1) In this example, the UPPER function will convert all of the text within
cell Al to uppercase. This means that the output would be “JOHN
SMITH”.

=LOWER(A1) In this example, the LOWER function will convert all of the text within
cell Al to lowercase. This means that the output would be “john smith”.

=PROPER(B1) In this example, the PROPER function ensures that only the first
character in each word in cell B1 is capitalized. This means that “Jane
Smith” would be the resulting output.
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The CONCATENATE Function — Joins text together

[=CONCATENATE(text1, [text2], ...)

The CONCATENATE function is perhaps one of the most powerful text functions available in
Excel. Using this function, you can combine (concatenate) text strings together from
multiple cells into a single cell. This function can save you an enormous amount of time if

you need to combine data from multiple sources into one cell.

This function’s only required argument is textl. This is where you need to declare the first
string of text that you want to include in the new cell. Subsequent strings can be added
using more arguments, with each separated by a comma. Keep in mind that you are limited

to 254 arguments when using this function.

Suppose that you want to combine all the text data from the A1:A4 range of the example

worksheet into the C1 cell:

A B C
1 |lane Doe | _l
2 |lohn Doe
3 |John Smith
4 |lane Smith

[ =

With the C1 cell selected, you would type “=CONCATENATE(A1, A2, A3, A4)” into the
Formula Bar. After pressing Enter, the output of that result will display the text from all the

arguments into cell C1 with no spaces in between:

i Excel | John Smith * Bxcel Onlne 2

File Home Irsert Data Review Wiew Help Tell me what you want to do Open ir

o I ] & Cut Calibri 11~ A A == = b, Wrap Text

Pase - Y U o O === i & n

. < Format Painter s Re - = === i Merge & Center ©

c2 « fe

A B C D E F <] H ] K
1 Jane Doe Jane Doelohn Doelohn Doelans Doe
2 |.|0hn Doe
3 |John Doe

Jane Doe
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Spaces (or other symbols) can be added between each text string by adding a space
surrounded by double quotation marks between each argument. In this case, you would
type =CONCATENATE(AL, “ “, A2, ““, A3, “ “, Ad):

2 Excel  John Smith * Excel Onine 2

File Home Insert Data Review View Help Tell me what you want to do Open ir
& :| & Cut Caliiri dJu e x| == 2h Wirap Text
o L2 Copy \ _ — = — ;
Paste B I UDas i« A = = = = 3= [E]Merge & Center

<f Format Painter

c2 « Jx
A B C D E F 5] H ] K
1 | lanz Do= Jane Doelohn Doelohn Doelane Doe
2 |J0hn Doe !
2 | lohn Doe
4 |lanz Dos

Text Concatenation with the Ampersand

While the CONCATENATE function can be extremely useful, you can also use a somewhat
simpler method to join multiple text strings together. Using just the ampersand operator
(&) in the Formula Bar you can achieve the same result as if you used the CONCATENATE
function. For example, suppose that you wanted to combine text data from the A1 and A2
cells and display the output in cell C1:

A B C
1 |J0hn smith |
2 |John Doe
3
A

By typing “=A1&A2” into the Formula Bar, the output will result in the text strings from

these two cells being combined:
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File Home Irsert Data Review View Help Tell me what w
S [0 dh Cut Calitri ST, ===
Paste L[> Copy _ & . o
aste B IT UDa e A === iS5

4 Forrnat Painter

Ci = =ALEAZ -—

A B C D E F G H
lanz Doe |.Iar'a D:IE.':."lI'I Doe
Johmn Doe

Just like with the CONCATENATE function, you can also add spaces or other characters. In
this case, if you wanted to add a space between these two combined strings, you could type

the following into the Formula Bar: =A1&"” “&A2:

A B C D E F G
John Smith |J0hn Smith John Doe |
John Doe

.
2
3
A

(Note that if you wanted to add a third string, you would have to add another ampersand

character after the A2 cell reference.)
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The TRANSPOSE Function

The Transpose function will shift a vertical range of cells to a horizontal range and the
reverse. To operate correctly, this function needs to be entered as an array formula in a

range that has the same number of rows and columns.

For example, suppose that you wanted to transpose the values in column A so that they

appear horizontally in row 1:

File Home Irsert Data Review View Help Tell me what you want to do
& :| & Cut Calibri SIETERI N 2, Wrap Text
Paste 2 Copy BE I U D he o | E=EZ=E E S =

== I 4 - w A W — = = %= 3= = 1] B
« <% Format Painter - — = - - - — = Fres
Undo Cipboard Fani Aligrment
Al « k1
A B C C E F G H | ]
1 1
2 2
3 3
4 4
5 5
G

To do this, first select the destination cells that you would like the results to be shown in:

Excel John Smith * Excel Onine 2

File Home Insert Data Review View Help Tell me what you want to do
5 | [y A Calibri dJu e == 2b \irap Tex
Paste -EC:'F}I B r 1 D = -:f,'ﬁ A — = = = == ::l,,1 5
- <F Format Dainter T - T === == vierge
Undo Cipboard Fant Alig iment
C1 « K
A B C D E F G H | ]
1 1 [
2 2
3 3
4 4
5

=l h un
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Next, you would enter the transpose function into the Formula Bar with the original cell
range as the argument. In this case it would be “=TRANSPOSE(A1:A5)":

A B C D E F G
[(a1:a5)

Lo W b

EY I = I ) I S EE R L

Press Ctrl + Shift + Enter to enter this function as an array formula and the results will be

displayed within the selected cells:

A B C D E F G H

Lnoda w2

P = R R S TR R L% R
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Activity 1-1: Analyzing Data Using Text Functions

Using some of the text functions that you have learned about in this topic, you would like to
automate portions of an invoice form to decrease the time needed for data entry.

1. To begin, open Activity 1-1 from your Exercise Files folder:

Excel John Smith » Lesson 1 Activity 1-1.xdsx copy - Saved

Insert  Data Review View  Help Tell me what you wantto do  Open in Desktop App
= = o C B
i n == General B IR BEE e
Past B uop . O =E== = M erter © v o8 8 Conditional Format  Insert Delete Format | & ¢
o Formst Painter i L EEEE=E Hwmsom $-% 2% Fomaming - wiTable o - ©
c2 f
A B C o E F G H J K
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice # Shipment Method:
2 John Smith 1 11/12/2015 B463157
3 Jane Johnson 11/13/2015 45678
5
L]
kS
e
10
o
12
13
14

2.  First you would like to find the first initial from the first name that is entered
column A. Click to select cell C2 and type “=LEFT(A2)” into the Formula Bar:

PMT - X « K | =EeFT(a2)
A B C
1 First Name Last Name First Initial
2 | John I Smith [zeFr(az) |
3 Jane Johnson
4

3. Pressthe Enter key on your keyboard and you will see that the previously selected

cell now displays the initial from the first name (“J” in this case):

A B C D E F G H
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice #:  Shipment Method:
2 John Smith 1 11/12/2015 8463157
3 Jane Johnson 1) 11/13/2015 45678
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4. Next, you need to do the same thing and find the first initial from the last name
that is entered column B. Click to select cell D2 and type “=LEFT(B2)” into the
Formula Bar:
= X v K =LEFT(B2)
A B \ D E F
First Name Last Name First Ini Last Initial Full Initals Date:
John | Smith | J |:LEFT{B2] l 11/12/201¢
Jane Johnson 11/13/201:
5. Press the Enter key on your keyboard and you will see that the previously selected
cell now displays the initial from the last name (“S” in this case):
A B T D E F
1 First Name Last Name First Initial Last Initial Full Initals Date
2 John Smith ] S 11/12/:
3 Jane Johnson I\ 11/13/:
6. Now you need to use the CONCATENATE function to fill in the Full Initials column.

Click to select the E2 cell and then type “=CONCATENATE(C2, D2)” into the Formula

Bar:

=CONCATENATE(C2, D2)

B ‘c\ E F G H
Last Name First Initial Last Initi Full Initals Date: Invoice #f2  Shipment Method:

Smith | 1 | S | ATE(C2, D2) | 11/12/2015 8463157
Johnson 11/13/2015 45678

7. Press the Enter key and you will see that the values from cells C2 and D2 have been

combined to show the full initials:

Last Name First Initial Last Initial Full Initals
Smith J s 15
Johnson

Invoice #: __Shipment Method:
2463157
45672

Date:
11/12/2015
1 11/13/2015

First Name
John
Jane
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8. Finally, you would like to automatically fill in the shipment method based on the
number of characters that appear in the invoice number. If the invoice has more
than five characters, then it is a rush order, while if it is five characters or less, it is

a standard order. Select H2:

A 8 [s D E F G H
1 First Name Last Name First Initial Last Initial Full Initals Date: Invoice #__shipment Method:
2 John Smith 1 s 1S 11/12/2015 8463157 () 1

3 Jane Johnson 11/13/2015 45678

9. Type “=IF(LEN(G2)>5, "RUSH", "STANDARD")” into the Formula Bar:

ont ANgnment MumBer STYIES LENS

=IF(LEN(G2)>5, "RUSH", "STANDARD")

B (T D E F G H
Last Name First Initial Last Initial Full Initals Date: ice #2  Shipment Method:
Smith J 3 15 11/12/2015 | 8463157 |=IF{LEN{G2)>5, "RUSH|
Johnson 11/13/2015 45678

10. Press the Enter key on your keyboard and you will see that this order is a rush

order because its invoice number is more than five characters:

E F G H |
tial Full Initals Date: Invoice #:  Shipment Method:
15 11/12/2015 8463157 RUSH —
11/13/2015 45678 |

11. Use the Auto Fill feature to copy the formulas that you entered over the course of

this activity into the adjacent cells in row 3:

E F G H I
I Full Initals Date: Invoice # = Shipment Method:

s 11/12/2015 8463157 RUSH

n 11/13/2015 45678 STANDARD

12. Save the current workbook as ‘Activity 1-1 Complete’ and then close Microsoft

Excel.
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TOPIC B: Use Logical Functions

Logical functions are used to ask yes or no questions of your data. In this session, you will
learn all about the logical functions that are available in Excel 365, including the AND, OR,

and IF functions.

Topic Objectives

In this session, you will learn:
e About logical functions
e About logical operators
e About the AND function
e About the OR function

e About the IF function
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Logical Functions

Excel contains a collection of logical functions that allow you to essentially ask yes or no
guestions of your data. Such questions return a positive (TRUE) or negative (FALSE)
response. Logical functions also allow you to perform calculations when certain conditions
are met. For example, logical functions could be used to ask your data if the sales
department met its goals for this quarter. Or, it could be used to find out if the sales
department met its goal, and if so, what the bonus would be for the people in that

department.

Logical Operators

Logical operators are used to compare two values against one another to see if they meet a
specified logical condition. Should the values meet the logical condition (2 > 1) then the
output would be the logical value of TRUE. If the values do not meet the logical condition (2
< 1), then the output would instead be FALSE. Due to this behavior, logical operators are

instrumental in constructing conditions for functions and calculations to run correctly.

Below you will find a table with all of the logical operators that are available in Excel and

what they do:

Operator Symbol Examples with TRUE Result
Equal to = 1=1
Greater than > 2>1
Less than < 1<2
Greater than or equal to >= 2>=2

3>=2
Less than or equal to <= 2<=2

1<=2
Not equal to <> 1<>2
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The AND Function

|:AN D(logicall, [logical2], )|

This function will return a TRUE value when all of the arguments are true. On the flipside, it
will return a FALSE value when all arguments in this function are false. While there can be a
varied amount of use cases for this function, you would typically use it for conditional
purposes. For example, you could use this function to check if all of the departmentsin an

organization have met all of their goals for the current quarter.

The first argument that is required in this function is logicall. You can have up to 30 of
these arguments in one AND function with each argument separated by a comma. These
arguments are where you enter the logical values and operators that you would like to test
for (e.g. A1>B2). Additionally, you also have the option of entering a formula as a single

argument.

Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B C D
1 15 20 25  FALSE
2
Function Description

=AND(A1<B1, B1>C1)  While the value of Al is less than the value in B1, B1 is
actually less than C1. As not all of the arguments in this
function are true, the AND function will output FALSE.

=AND(A1<B1, B1<C1) The value of Al is less than B1, and similarly the value of B1
is less than C1. As all of the arguments in this AND function

have returned as true, the output for this function would be
TRUE.

=AND(D1) The value of D1 holds the logical value of FALSE so the output
of this AND function would also be FALSE.

=AND(2*2=4) In this function a simple equation has been added as an
argument. As this equation is correct (2X2=4) the output
from this AND function would be TRUE.
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The OR Function

|:OR(Iogica|1, [logical?], )|

The OR function is similar to the AND function with one key difference: the OR function will
return a TRUE value if any of the arguments evaluate to TRUE. With the same 30 arguments
limit as the AND function, the OR function is constructed in the same manner and supports
the same items (formulas, cell references, etc.). Typically this function would be used to
determine if there is a TRUE value in a group of data. For example, you could use it to
quickly see if anyone in your sales department has made sales over a particular dollar

amount this quarter.

Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally assume that D1 holds the logical value of FALSE:

A B C D
1 15 20 25 FALSE

Description

=0R(A1<B1, B1>C1)  While the value of Al is less than the value in B1, B1 is actually
less than C1. Even though only one of the arguments in this
function has returned as TRUE, the OR function will still output
TRUE.

=OR(A1<B1, B1<C1) @ The value of Al is less than B1, and similarly the value of B1 is
less than C1. As all of the arguments in this OR function have
returned as true, the output for this function would be TRUE.

=OR(D1, A1<5) The value of D1 holds the logical value of FALSE and the data in
Al is not less than five, so both of these arguments resolve to
FALSE. This means that the output for this OR function would
also be FALSE.
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The IF Function

|:|F(|ogica|_test, value_if _true, value_if_false)|

The IF function is one of the most commonly used logical functions. It will set a cell value
based upon if a logical test resolves to true or false. For example, you could use this
function to test if a salesperson in your organization exceeded a sales goal. If that resolves
to true then you could have this function output a bonus amount. If it resolves to false, then

you could have this function output a zero amount.

The IF function has three arguments: logical_test, value_if_true, and value_if_false. The
logical_test argument is where you create the condition that you would like to test. The
value_if_true argument will be the output of this function if the condition is found to be
true. Similarly, the value_if_false argument will be the output if the condition is found to be
false. Keep in mind that the value arguments in this function can not only hold text and

numerical data; however, all text data must be enclosed in double quotation marks.

Suppose that Al contains the value of 15, while cell B1 holds the value 20, and C1 contains
25. Additionally, assume that D1 holds the logical value of FALSE:

A B C D
15 20 25 FALSE
Function Description

=IF(A1<B1, “Yes”, “No”) In this example, Al is in fact less than B1 so this function
would output Yes.

=IF(A1<B1, B1*C1, “No”) | In this example, Al is less than B1 so this function would
output the result of the B1*C1 formula - 500 in this case.

=IF(A1>B1, “Yes”, “No”) In this example, Al is less than B1 so this function will
result in No as the output.
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Activity 1-2: Analyzing Data Using Logical Functions

You have been tasked with maintaining a worksheet that is used to determine if an
employee qualifies for a bonus. Use the functions you learned about in this lesson to

determine which employees will receive a bonus and complete the data in the ID column.

1. To begin, open Activity 1-2 from your Exercise Files folder:

Excel | John Smith * Lesson 1 Activity 1-2 - Saved
File Home Insert Data Review View Help Tell me what you want to do Open in Desktop App
ﬁ:‘ g;; Calibri S A s 28 Wiap Text Accounting - F‘v &8 B B pawesn- 27 L
Pase - BT UD=S «& ==== 7] Marge & Center + . 9 550 Conditional Format  Inssrt Delete Format Clear » Sort& Fine
+ < Format Painter Cs T = _at | ==== Evterze b % w Formaming « s:Table « - . T @ e Fitter v Sele
F5 . A
A ] [ D E F G H 1 K L M N o ]
1 |\Weekly Sales & Bonus Payout Weekly Bonus Amount
2 s 500.00
3
4 | FirstName LastName ] Weekly Sales _Weekly Goal _Bonus
5 |lackie Willizmson 5 1678514 § 15000.00
6 |Lucas Sressan S 14637.50 § 15000.00
7 [Stanley Prestwick $ 1347896 5 1500000
8 |lerry Harrisan S 2163947 § 1500000
9 (Lean Thompson % 2547845 5 1500000
10 |Robyn Flstcher 5 760000 § 10,000.00
11 |Lis=2 MecCain $ 568300 5 10,000.00
12 |Steven  Stone 5 1234587 § 10,000.00
13 |Devon Lawrence. $ 11,68700 5 10,000.00
14 |George  Jackson 5 987445 § 10,000.00

2.  First you need to fill in the ID column. This data is the first name and last name
separated by an underscore (_). While you can do this manually, the
CONCATENATE function is built for exactly this type of work. Use your cursor to

select cells C5:C14 on the worksheet:

A B C D E F
1 |Weekly Sales & Bonus Payout
2
3
4 |First Name Last Name 1D Weekly Sales Weekly Goal Bonus
5 |lackie Williamson 5 16,785.14 § 15,000.00
& |Lucas Bressan 5 14,687.50 § 15,000.00
7 |Stanley Prestwick 5 13,478.96 5§ 15,000.00
& |lerry Harrison S 21,689.47 5 15,000.00
g |Leah Thompson S 2547845 5 15,000.00
10 |Robyn Fletcher $  7,600.00 & 10,000.00
11 |Lisa McCain $  5,689.00 & 10,000.00
12 |steven Stone § 12,346.87 & 10,000.00
13 |Devon Lawrence S5 11,687.00 S 10,000.00
14 |George Jackson o] S 9,874.45 5 10,000.00
15
1A
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3. Next, in the Formula Bar, type “=CONCATENATE(A5:A14, “_”, B5:B14)":

ira [ ront Algnment

- X v K =CONCATENATE(A5:A14," ", B5:B14)

B € D E F G

kly Sales & Bonus Payout

1e_Last Name ID Weekly Sales Weekly Goal Bonus
Williamson |:A14, " ", BS:B14) $ 16,785.14 § 15,000.00
Bressan $ 14,687.50 § 15,000.00
Prestwick $ 13,473.96 5 15,000.00
Harrison $ 21,689.47 § 15,000.00
Thompson $ 25478.45 § 15,000.00
Fletcher $ 7,600.00 5 10,000.00
McCain $ 568900 § 10,000.00
Stone $ 12,346.87 $ 10,000.00
Lawrence $ 11,687.00 § 10,000.00
Jackson $ 9,87445 § 10,000.00

4. Thisis also an array formula so press Enter to apply it. You will now see that the
formula is complete, and the contents of the ID column have been filled in

correctly:

Ci4 4 I {=COMCATENATE(A5:A14, " ", B5:B14)}
A B C / D E

1 'Weekly Sales & Bonus Payout

2

3

4 |First Name Last Name 1D Weekly Sales Weekly Goal B

5 |lackie Williamson [Jackie_Williamson $ 16,785.14 & 15,000.00

6 |Lucas Bressan Lucas_Bressan $ 14,687.50 $ 15,000.00

7 |Stanley Prestwick |Stanley Prestwick $ 13,478.96 & 15,000.00

g |lerry Harrison Jerry_Harrison $ 21,689.47 & 15,000.00

3 |Leah Thompson |Leah_Thompson $ 25,478.45 $ 15,000.00

10 |Robyn Fletcher Robyn_Fletcher $  7,600.00 & 10,000.00

11 |Lisa McCain Lisa_McCain S 5,689.00 5 10,000.00

12 |Steven Stone Steven_Stone $ 12,346.87 $ 10,000.00

13 |Devon Lawrence |Devon_Lawrence $ 11,687.00 & 10,000.00

14 |George Jackson George Jackson $ 987445 5 10,000.00

15
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5. Next, you need to determine which salespeople are going to receive a bonus.
Bonuses are dispensed if they exceed their weekly sales goal. For this purpose, you

can use the IF function. Use your cursor to select cells F5:F9 on the worksheet:

A B C D E F
1 |Weekly Sales & Bonus Payout
2
3
4 |First Name Last Name 1D Weekly Sales Weekly Goal Bonus
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 § 15,000.00
& |Lucas Bressan Lucas_Bressan 5 14,687.50 S 15,000.00
7 |Stanley Prestwick Stanley_Prestwick § 13,478.96 & 15,000.00
g |Jerry Harrison  Jerry Harrison 5 21,689.47 5 15,000.00
9 |Leah Thompson Leah_Thompson $ 25,473.45 5 15,000.00 =)
10 |Robyn Fletcher Robyn_Fletcher $  7,600.00 S 10,000.00
11 |Lisa McCain Lisa_McCain $ 5,689.00 $ 10,000.00
12 |Steven Stone Steven_Stone $ 12,346.87 & 10,000.00
13 |Devon Lawrence Devon_Lawrence 5 11,687.00 S 10,000.00
14 |George Jackson George _Jackson $ 987445 5 10,000.00
15

6. Inside the Formula Bar, type “=IF(D5:D9>E5:E9, 12, 0)” and then press Enter:

Hint: This is a capital “I”, not a 12!

A B i D E F G H I )
1 Weekly Sales & Bonus Payout Weekly Bonus Amount
2 E S SDD.DDI
3
4 |First Name Last Name D Weekly Sales Weekly Goal _Bonus
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 | $ 15,000.00 |=IF{D5:D9
6 |Lucas Bressan Lucas_Bressan S 14,687.50 | $ 15,000.00
7 |Stanley Prestwick  Stanley_Prestwick S 13,478.96 | 5 15,000.00
2 |lerry Harrison  Jerry_Harrison $ 21,689.47 | $ 15,000.00
9 |Leah Thompson Leah_Thompson $ 25478.45 | S 15,000.00 |
10 |Robyn Flstcher  Robyn_Fletcher $  7,600.00 $ 10,000.00
11 |Lisa McCain Lisa_McCain ¢ 5689.00 $ 10,000.00
12 |Steven Stone Steven_Stone $ 12,346.87 $ 10,000.00
13 |Devon Lawrence Devon_Lawrence $ 11,687.00 $ 10,000.00
14 George Jackson George _Jackson $  9,874.45 5 10,000.00
1=

7. The new IF function will then be applied to the selected cells as an array. You will

immediately see that three of the selected employees qualify for a $500 bonus:

A B C D E F G H |
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 S 500.00
3
4 |First Name Last Name D Weekly Sales Weekly Goal Bonus
5 |lackie Williamson Jackie_Williamson $ 16,785.14 S 15,000.00 | $500.00
6 |Lucas Bressan Lucas_Bressan $ 14,687.50 S 15,000.00 | §
7 |Stanley Prestwick Stanley_Prestwick S 13,473.96 5 15,000.00 | &
3 |lerry Harrison  Jerry_Harrison $ 21,689.47 S 15,000.00 | $500.00
9 |Leah Thompson Leah_Thompson $ 25,478.45 § 15,000.00 | $500.00
10 |Robyn Fletcher Robyn_Fletcher S 7,600.00 S 10,000.00 5
11 |Lisa McCain Lisa_McCain $  5,689.00 $ 10,000.00
12 |Steven Stone Steven_Stone S 12,346.87 5 10,000.00
13 |Devon Lawrence Devon_Lawrence $ 11,687.00 S 10,000.00
14 |George Jackson George _Jackson $  9,874.45 S 10,000.00
15
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8.

of the salespeople on the worksheet. Use your cursor to select cells F10:F14:

| = W B W R =

=
R S T ]

9.

Next, you need to construct a similar function that will be applied to the remainder

A B C D E
Weekly Sales & Bonus Payout
First Name Last Name 1D Weekly Sales Weekly Goal Bonus
Jackie Williamson Jackie_Williamson § 16,785.14 S 15,000.00 S500.00
Lucas Bressan Lucas_Bressan 5 14,687.50 5 15,000.00 5
Stanley Prestwick Stanley Prestwick § 13,478.96 S 15,000.00 5
Jerry Harrison  Jerry_Harrison S 21,689.47 S 15,000.00 S500.00
Leah Thompson Leah_Thompson § 25473.45 § 15,000.00 S500.00
Robyn Fletcher Robyn_Fletcher 5 7,600.00 S 10,000.00
Lisa McCain Lisa_McCain $  5,689.00 S 10,000.00
Steven Stone Steven_Stone S 12,346.87 S 10,000.00
Devon Lawrence Devon_Lawrence $ 11,687.00 S 10,000.00
George Jackson George Jackson 5  9,874.45 5 10,000.00

function, press Enter:

Hint: This is a capital “I”, not a 12!

R R BT SRR

—_
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Inside the Formula Bar, type “=IF(D10:D14>E10:E14, 12, 0)”. Because this is an array

Je

{=IF(D10:D14>E10:E14, 12, 0)}

T

D

Weekly Sales & Bonus Payout

First Name Last Name 1D Weekly Sales Weekly Goal Bonus
Jackie Williamson Jackie_Williamson S 16,785.14 S 15,000.00 $500.00
Lucas Bressan Lucas_Bressan $ 14,687.50 5 15,000.00 5 -
Stanley Prestwick Stanley Prestwick S 13,478.96 S 15,000.00 S -
Jerry Harrison  Jerry Harrison $ 21,689.47 5 15,000.00 $500.00
Leah Thompson Leah_Thompson S 2547345 5 15,000.00 5500.00
Robyn Fletcher  Robyn_Fletcher $ 7,600.00 5 10,000.00|5 -
Lisa McCain Lisa_McCain $ 5,689.00 S 10,000.00|5 -
Steven Stone Steven_Stone $ 12,346.87 5 10,000.00 | $500.00
Devon Lawrence Devon_Lawrence $ 11,687.00 $§ 10,000.00 | $500.00
George Jackson George _Jackson $ 987445 5 10,000.00|5 -
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10. The bonus information has now been calculated for all employees in this

worksheet:
A B C D E F

1 |\Weekly Sales & Bonus Payout

2

3

4 |First N\ame Last Name 1D Weekly Sales Weekly Goal| Bonus
5 |lackie Williamson Jackie_Williamson S 16,785.14 § 15,000.00 | 5500.00
& |Lucas Bressan Lucas_Bressan $ 14,687.50 § 15,000.00 | S

7 |Stanley Prestwick Stanley Prestwick 5§ 13,478.96 S 15,000.00 | 5

& |Jerry Harrison Jerry_Harrison S 21,689.47 § 15,000.00 | $500.00
5 |Leah Thompson Leah_Thompson § 2547845 § 15,000.00 | 5500.00
10 |Robyn Fletcher Robyn_Fletcher S 7.600.00 S 10,000.00 | S

11 |Lisa McCain Lisa_McCain §  5,689.00 S 10,000.00 |5

12 |Steven stone Steven_Stone S 12,346.87 § 10,000.00 | $500.00
13 |Devon Lawrence Devon_Lawrence $ 11,687.00 S 10,000.00 | 5500.00
14 |George Jackson George Jackson S  9,874.45 § 10,000.00 | S

-
n

11. Save your work as ‘Activity 1-2 Complete’ and then close Microsoft Excel.

Hint: If you have not used an array formula but rather copied your formula down, it may not
return the correct answer as excel automatically adjusts the formula that is copied to move

rows as it goes.

To correct this, go into the first formula and adjust 12 to be $1S2 and recopy the formula.

The $ holds the cell reference as static, rather than moving it with the copied formula.
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TOPIC C: Use Lookup Functions

In this topic you will learn about functions that are specific to data analysis.

Topic Objectives

In this session, you will learn:
e About lookup functions
e About the LOOKUP function
e About the HLOOKUP function
e About the VLOOKUP function
e About the MATCH function

e About the INDEX function

Lookup Functions

Lookup functions are used to find and return a value by searching a corresponding row or
column. For example, suppose that you are trying to find a product name that corresponds
to a product number. You could use the LOOKUP function to search for the product number

and then return the value from an adjacent column (Product Name in this case):

A B C
1 | Product # Product Name Unit Price
2 | 548946 USBE Cable 4.99
3 | 48546 Keyboard 29.99
4 13467  Wirless Mouse 49.99
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The LOOKUP Function

|:LOOKU P(lookup_value, lookup_area, results_area)|

The LOOKUP function requires three arguments. The first is the value that you are searching
for, followed by the area that you would like to search, and then the corresponding range
from which you would like the results to be shown. For example, let’s suppose that you

want to find out the product name for product number 48946 in the following worksheet:

A B C
1 |Product# Product Name Unit Price
2 | 548946 USBE Cable 4.99
3 | 48546 Keyboard 29.99
4 13467  Wirless Mouse 49.99
c

To do this using a LOOKUP function, you would use the following formula:

PMT - X v kK =L OOKUP(48946, A2:A4, Bz:a4}| -
A B C ] E F

1 l_Pdeuctﬁ.PdeuctNﬂme Unit Price |=LGGKUP|[‘|

2 | 543946 USB Cable 4.93

3 | 48946 Keyboard 29.99

4 | 15467 | Wirless Mouse 45.99

[

As you can see the value that you are looking up is entered first (48946), followed by the
lookup area (A2:A4), and it is ended with the results area where the corresponding result is
found (B2:B4). In this case, the result is “Keyboard:”

F1 S 5 =LOOKUP(48946, A2:A4, B2:B4)
A B C D E F G H
1 |Product # Product Name Unit Price |Keyboard.|
2 | 548945 USB Cable 4.99
3 | 48946 Keyboard 29.99
4 | 15467 Wireless Mouse 459.99
5
A
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The VLOOKUP Function — Vertical Lookup

|:VLOOKUP(Iookup_va|ue, lookup_area, column, approximate_match)|

The VLOOKUP (vertical lookup) function operates in a similar way to the LOOKUP function.
It is used when you need to find things in a table or range only by row, and it does this by
only looking for a value that appears in the left-most column of a table and then returns the

corresponding value from any other column that you specify.

For example, let’s suppose that you want to find unit price for “Keyboard” product. To do

this, you would enter the following formula:

PMT S x W I =\LOOKUP("Keyboard" ,A1:C4, 3, :ALSE]| i
A B C D E F

1 [ Product Name Product # Unit Price |:VLOOI<UE|-

2 USE Cable 548946 4,99

3 Keyboard 48946 29.99

4 | Wireless Mouse 15467 49.99

As you can see the value that you are looking up is entered first (“Keyboard”), followed by
the lookup area (A2:C4) that includes the whole range (or table). Following this is the
column index number. Columns in the selected range or table are numbered from left to
right, with the first column being 1, the next 2, and so on. In this example, as we are looking
for the unit price, we entered 3 for the third column. Finally, you can then choose between
looking for approximate matches or exact. In this example FALSE was chosen as we wanted

a direct match.

The result is 29.99 being returned by the formula:

F1 - I =VLOOKUP{"Keyboard",A1:C4, 3, FALSE)
A B C D E F G
1 | Product Name Product # Unit Price | 29.99_'
2 USE Cable 548946 4.99
3 Keyboard 43946 29.99
4 | Wireless Mouse 15467 49.99
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The HLOOKUP Function — Horizontal Lookup

|:H LOOKUP(lookup_value, lookup_area, row, approximate_match)|

The HLOOKUP function is very similar to the VLOOKUP function, but it works horizontally
rather than vertically. Like the others, it is used when you need to find things in a table or
range only by column. It does this by only looking for a value that appears in the top-most
row of a table and then returns the corresponding value from any other row that you

specify.

For example, let’s suppose that you want to find unit price for “USB Cable” product. To do

this, you would enter the following formula:

PMT i bt ¥4 5 =HLOOKUP("USB Cable", A1:D3, 3, FALSE) -
A B C D E F G
1 [ Product Name USB Cable Keyboard Wireless Mouse |:HLOOKUE|-
2 Product # 548546 43946 15467
3 Unit Price 4.99 29.99 49.99
4

As you can see, the value that you are looking up is entered first (“USB Cable”), followed by
the lookup area (A1:D3) that includes the whole range (or table). Following this is the row
index number. Rows in the selected range or table are numbered from top to bottom, with
the first row being 1, the next 2, and so on. In this example, as we are looking for the unit
price, we entered 3 for the third row. Finally, you can then choose between looking for
approximate matches or exact. In this example FALSE was chosen as we wanted a direct

match.

The result returned by the formula is 4.99:

F1 - I =HLOOKUP("USB Cable", A1:D3, 3, FALSE)
A B C D E F G
1 | Product Name USB Cable Keyboard Wireless Mouse 4.98
2 Product # 548946 48546 15467
3 Unit Price 4.99 29.99 49.99
4
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The MATCH Function

|: MATCH(lookup_value, lookup_array, [match_type])|

The MATCH function searches for a value in a range of cells and then returns its position.
This function requires two arguments: the value that you are searching for, followed by the

range of cells that you would like to search. Note that this function is not case-sensitive.

You can also use the optional match type argument to customize the function’s behavior:

Match_Type Behavior

1 (or omitted)  Finds the largest value that is less than or equal to the lookup value.
Requires the lookup array argument values to be in ascending order.

0 Finds the first value exactly matching the lookup value argument.

2 Finds the smallest value that is greater than or equal to the lookup
value. Requires the lookup array argument values to be in
descending order.

For example, let’s suppose that you want to find the most expensive product in this

worksheet:
A B C
1 |Product# Product Name  Unit Price
2 548946 USBE Cahle 4,99
3 48546 Keyboard 29.99
4 15467  Wireless Mouse  49.99

To do this using a MATCH function, you would use the following formula:
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F1 - X o S =MATCH( 1000, C:C) «u—
A B C D E F G
1 |Product# Product Mame  Unit Price |DDD,C:C} ‘I
248946 USB Cable 4.99
48946 Keyboard 29.99

15467 Wireless Mouse 49,99

We know we do not sell any products over $1,000, so we have entered that as the lookup
value, followed by the lookup area (Column C). We have also omitted the match type

argument as we want the default behavior.

In this case, results are returned showing the most expensive product is in Row 4 of our

dataset:
A B C D E F
1 |Product# Product Name  Unit Price | 4_|
2 548946 USE Cable 4.99
3 438546 Keyboard 29.99

4 15467 Wireless Mouse 49,99
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The INDEX Function

|INDEX(reference, row_num, [column_num], [area_num])|

The INDEX function returns a value from a table or range. It also offers an alternative syntax

which allows you to use it with an array:

|IN DEX(array, row_num, [column_num])|

For example, let’s suppose that you want to find the value at the very end of this range:

A B C
1 [Product# Product Name  Unit Price
2 548946 USE Cable 4.99
3 43946 Keyboard 29.99

4 15467 Wireless Mouse 49,99

To do this using an INDEX function, you would use the following formula:

SUM bt ~ w Fe =I\.|DE?'£|:;-1L:C£,4,3]|
A B C D E E G
1 [Prndur,t# Product Name  Unit Price |=INDE}C|{A‘I
2 548946 USB Cable 4.99
3 43946 Keyboard 29.99
4 15467 | Wireless Mouse 49,99

In this case, the value in Row 4, Column 3 (C4) is returned:

A B C D E F
1 |Product# Product Name  Unit Price | 49.99_'
2 548946 USE Cable 4.99
3 438546 Keyboard 29.99

4 15467 Wireless Mouse 49,99
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Activity 1-3: Analyzing Data Using Lookup Functions

Using a lookup function, you would like to find the total amount of sales that were made by
an employee.

12. To begin, open Activity 1-3 from your Exercise Files folder:

Excel  John Smith * Lesson 1 Activity 1-3 - Saved
File Home Insert Data Review View Help Tell me what you want to do Open in Deskiop App
:| 4 Cut Calibri Ju oea o == 2b Wrap Text Generzl . &l F
Past [ Copy o _ _ o Conditonsl E v
aste B T U v v A = : = Enter + " D P onditional  Format
- <f Format Bainter ITub=s_ = B Merge & Cemt $o% 9 W Formatting « 2 Table
----- ant Mumber Tables
Al « fr  Weskly Sales Report
A B C D 7 G H | K L
1 |\.I".."eekl\_.r Slales Report
2
3
4 First Name Last Name (1] Weeldy Sales Weeldy Goal
5 | lackiz Williamson Jackie_Wiliamson 5 16,785.14 S5 15,000.00
6 | Lucas Bressan Lucas_Bressan 5 1468750 S 15,000.00
7 |Stanley Prestwick Stanley_Prestwick S 1347896 5  15000.00
2 |Jerry Harrizan Jerry_Harrisan S 2168947 5 1500000
9 |Leah Thompson Leah_Thompsan 5 2547845 5 15000.00
10 |Rabyn Fletcher Robyn_Fletchar 5 760000 5 15,000.00
11 |Lisz McCzin Lisa_McCain 5 568900 | S 15,000.00
12 |Steven Stone Steven_Stone 5 1234687 S 15,000.00
12 | Devon Lawrence Devon_Lawrence 5 11687.00 5  15,000.00
14 | George Jackson George _lackson | § 3,87445 5 15,000.00

13. Click cell D1 to place your cursor there:

A B C D E

1 |Weekly Sales Report o

2

3

4 | First Name Last Name ID Weekly Sales  Weekly Goal
5 |Jackie Williamson Jackie Williamson 5 16,785.14 & 15,000.00
6 |Lucas Bressan Lucas_Bressan 3 14,687.50 &  15,000.00
7 |Stanley Prestwick Stanley Prestwick 3 13,478.96 S  15,000.00
5 |Jerry Harrison Jerry_Harrison 3 21,689.47 S 15,000.00
9 |Leah Thompson Leah_Thompson 3 25,478.45 5 15,000.00
10 |Robyn Fletcher Robyn_Fletcher 3 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain 3 5,689.00 5  15,000.00
12 |Steven Stone Steven_Stone 3 12,346.87 &  15,000.00
13 |Devon Lawrence Devon_Lawrence & 11,687.00 &  15,000.00
14 |George Jackson George Jackson 3 9,874.45 5 15,000.00
15

1A
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14. You would like to find out the weekly sales made by Lucas, so start by typing
=VLOOKUP(“Lucas”, into the Formula Bar:

PMT - X v A =VLO0KUP:”Lucas",| —

A B | VLOOKUP(lookup_value, table_array, col_index_num, [range_lockup]) | G H
1 |Weekly Sales Report OKUP("Lucas”, |
, -
3
4 | First Name Last Name 1D Weekly Sales  Weekly Goal
5 |Jackie Williamson Jackie_Williamson $ 16,785.14 5  15,000.00
6 |Lucas Bressan Lucas_Bressan 5 14,687.50 S  15,000.00
7 |Stanley Prestwick Stanley_Prestwick S 13,478.96 5  15,000.00
g |Jerry Harrison lerry_Harrison 3 21,689.47 5  15,000.00
9 |Leah Thompson Leah_Thompson 5 25478.45 5  15,000.00
10 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain 3 5,689.00 §  15,000.00
12 Steven Stone Steven_Stone s 12,346.87 $  15,000.00
13 Devon Lawrence Devon_Lawrence 5§ 11,687.00 5  15,000.00
14 George Jackson George _Jackson 5 9,874.45 5 15,000.00
15

15. Next, you need to add the cell range that you are working with. For this example,
type “A5:E14,” (without quotation marks), following the comma:

Clipboard [F} Font l Alignment Number

PMT - X v fx =VLOOKUP("Lucas",A5:E14,
A B 1 VLOOKUP(lookup_value, table_array, col_index_num, [range_lockup]) | G H

1 |Weekly Sales Report J(“Lucas",AS:EM,l
. a
3
4 | First Name Last Name 1D Weekly Sales ~ Weekly Goal
5 |Jackie Williamson Jackie Williamson = $ 16,785.14 §  15,000.00
6 |Lucas Bressan Lucas_Bressan 5 14,687.50 S  15,000.00
7 |Stanley Prestwick Stanley_Prestwick $ 13,478.96 5  15,000.00
8 |Jerry Harrison lerry_Harrison 3 21,689.47 §  15,000.00
9 |Leah Thompson Leah_Thompson 3 25478.45 S  15,000.00
10 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain 3 5,689.00 $  15,000.00
12 |Steven Stone Steven_Stone 3 12,346.87 §  15,000.00
13 Devon Lawrence Devon_Lawrence | § 11,687.00 S  15,000.00
14 George Jackson George _Jackson 5 9,87445 5  15,000.00
15
1R
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16. Now you need to enter the column whose data you would like to use as a result. In
this case you want the weekly sales to be shown, so type “4,” as the Weekly Sales

column is further from the left:

Clipboard ] Font ‘ Alignment Number

PMT - X v fx =VLOOKUPE”LUCES”,A5:E14.4-‘
A B 1 VLOOKUP(lookup_value, table_array, col_index_num, [range_lockup]) | G H

1 |Weekly Sales Report 25", AS:E14,4 |
2
3
4 | First Name Last Name 1D Weekly Sales ~ Weekly Goal
5 |Jackie Williamson Jackie_Williamson = $ 16,785.14 $  15,000.00
6 |Lucas Bressan Lucas_Bressan 5 14,687.50 S  15,000.00
7 |Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15,000.00
8 |Jerry Harrison lerry_Harrison 3 21,689.47 §  15,000.00
9 |Leah Thompson Leah_Thompson 5 25478.45 $  15,000.00
10 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 S  15,000.00
11 |Lisa McCain Lisa_McCain 3 5,689.00 $  15,000.00
12 Steven Stone Steven_Stone 5 12,346.87 $§  15,000.00
13 Devon Lawrence Devon_Lawrence | § 11,687.00 S  15,000.00
14 George Jackson George _Jackson 3 9,874.45 $  15,000.00
15

17. Finally, you need to decide if you would like only exact matches to be used or
approximate matches. For this example, you would like exact matches, so type
“FALSE” followed by a closing parenthesis:

Clipboard [F} Font Alignment Number
PMT ad X v fe =VLOOKUP("Lucas",A5:E14,4,FALSE)
A B C D H [ G H

1 |Weekly Sales Report 5:E14,4,FALSE) |

s .

3

4 | First Name Last Name 1D Weekly Sales  Weekly Goal

5 |Jackie williamson Jackie_Williamson | $ 16,785.14 §  15,000.00

6 |Lucas Bressan Lucas_Bressan 3 14,687.50 $  15,000.00

7 |Stanley Prestwick Stanley_Prestwick S 13,478.96 $  15,000.00

8 \lerry Harrison lerry_Harrison 3 21,689.47 §  15,000.00

9 |Leah Thompson Leah_Thompson 5 2547845 $  15,000.00

10 |Robyn Fletcher Robyn_Fletcher 5 7,600.00 S  15,000.00

11 |Lisa McCain Lisa_McCain 5 5,689.00 S 15,000.00

12 |Steven Stone Steven_Stone 3 12,346.87 §  15,000.00

13 |Devon Lawrence Devon_Lawrence | $ 11,687.00 $  15,000.00

14 George Jackson George Jackson 3 9,874.45  §  15,000.00

15

1R
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18. With the formula now completed, press Enter. The weekly sales made by Lucas will

now be shown in D1:

A B T D E
1 |Weekly Sales Report 14687.5 tmmm
2 | | ]
3
4 | First Name Last Name ID Weekly Sales  Weekly Goal
5 |lackie Williamson Jackie_Williamson § 16,785.14 §  15,000.00
6 |Lucas Bressan Lucas_Bressan 3 14,687.50 §  15,000.00
7 |Stanley Prestwick Stanley_Prestwick § 13,478.96 S  15,000.00
3 |lerry Harrison Jerry_Harrison 5 21,689.47 S 15,000.00
9 |Leah Thompson Leah_Thompson 5 25,478.45 §  15,000.00
10 |Robyn Fletcher Robyn_Fletcher 3 7,600.00 5  15,000.00
11 |Lisa McCain Lisa_McCain 5 5,689.00 S5  15,000.00
12 |Steven Stone Steven_Stone 5 12,346.87 S5 15,000.00
13 |Devon Lawrence Devon_Lawrence | § 11,687.00 S  15,000.00
14 George Jackson George _Jackson S 9,874.45 5  15,000.00

15

19. Save the changes that you have made to the workbook as ‘Activity 1-3 Complete’
and then close Microsoft Excel to complete this exercise.
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TOPIC D: Use Date Functions

Entering the current date and time into a worksheet is one of the more common tasks that
you will complete using Excel. In this session, you will learn how to add date information
using the TODAY and NOW date functions.

Topic Objectives
In this session, you will learn:

e About the TODAY function
e About the NOW function

e How to serialize dates and times with functions
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The TODAY Function

About as simple as a function can get, the TODAY function has no arguments:
=TODAY()

When executed, it will simply print today’s date into a cell:

H Excel John Smith > Lesson 1
Fil= Home Insert Data Revie
> [ffj db Cut Calibri
[ Copy
Paste B T U D
- <% Farmat Painter - =
Undeo Clipboard
Al ~ Jx =TODAY()

A J"H!I'r C D
|3f23;2019“

1
2
3

If you wish, you can customize this function’s output by changing the number format to

Short Date or Long Date, depending on your requirements.
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The NOW Function

The NOW function is also very simple and uses no arguments:

=NOW()

It will print the current date and time into the cell where the function is placed:

File Home Insert Data Res
é) If'lj & Cut Calibri
C
Paste E@ oFY BE T U
B § Format Painter
Undeo Clipboard
Al v J =NOW()
A C D

| 8,'"23,"2019“

1
2
3
4

Usually this function is used in conjunction with others to complete time calculations.
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Serializing Dates and Times with Functions

If you are using formulas where you only need the month or a specific time of day, there are
several different functions that you can use to gather that information from an original
serial value. For example, here you can see the YEAR, MONTH, DAY, HOUR, MINUTE, and
SECOND functions serializing the date in A1 and the time in A2:

A B C D E

1 | Monday, December 7, 2015 YEAR 2015
2 12:45:01 PM MOMNTH 12
3 DAY 7
4 HOUR 12
5 MIMNUTE 45
i SECOMD 1
i

]

Each of these functions only accept one argument — a reference to the cell that contains the
date or time value. For example, here you can see an example of the YEAR function pointing
to cell Al:

=YEAR(A1)
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Activity 1-4: Analyzing Data Using Date Functions

You would like to fill out an invoice tracking sheet using some of the date functions that you
learned about in this topic.

1. To begin, open Activity 1-4 from your Exercise Files folder:

Excel | John Smith > Lesson 1 Activity 1-4 - Saved
File Home Insert Data REviewo View Help Tell me what you want to do Open in Desktop App
<n K cut - il
Lo o S Geren DB O B
Paste B T UDaes ~ v A . <9 00 Condiional Format | Insert Delete Fo
« < Format Painter == & $-% 2 @58 Formatting ~ a5 Table « .
Unde Clipboard Font MNumber Tables Cells
B2 v S
A E = D E F G H
1 Name: Date: Time: Invoice #: Comment:
2 I
3
4
5
6
7
8

2.  Ensure that cell B2 is selected and then type “=TODAY()” into the formula bar:

- X « £ || =Topav)
A / B
Name: ¥ Date:
[=Topav() |

LR RSP RY R

3. Press “Enter” and the current date will be shown as a value in previously selected

cell:
A B
1 Name: Date:
2 | 12/8/2015 |
3 I !
4
5
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4. Click cell C2 and type “=NOW()” into the formula bar:

£ fo | NOW()|

B C
Date: Time: 1
12/8/2015/=NOW()

5. Press the Enter key and the current date and time will be the value shown in the
previously selected cell:

Je

B C
Date: Time: Inwe

12)'8!20].5' 12/8/2015 15:23 |

6. Select cell C2 once again. Change the number format to Time by clicking Home -
Number Format - Time:

c2 - Fe =NOW()
A B C D

1 Name: Date: Time: Invoice #:
2 12}3;2015| 12/8/2015 15:23_|

3
4

3

3]
T

7. With the time number format applied to the selected cell, you will see that its
value will now only show the current time:

B | =Nowq()
B C D E
Date: Time: Invoice #: Comment:

12;"8,-"2015' 3:23:31 PM.I
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8. Save the current workbook as ‘Activity 1-4 Complete’ and then close Microsoft
Excel to complete this exercise.
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TOPIC E: Use Financial Functions

As Microsoft Excel is widely used by many accounting and finance professionals, it includes
several special financial functions. For example, some financial functions can be used to
calculate loan interest, while others can be used to determine the value of investments over
time. In this session you will learn about the four major financial functions that are available
in Excel 365.

Topic Objectives

In this session, you will learn:
e About the IPMT function
e About the PPMT function
e About the NPV function

e About the FV function
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The IPMT Function — Interest Payment Function

|:|P|\/|T(rate, per, nper, pv [fv], [type])|

The IPMT function is used to calculate the interest payment that is due for a period on a
loan that has a fixed interest rate with regular payments. Alternatively, this function could

also be used to calculate the return per period on an investment with the same restrictions.

The rate argument is where you declare the interest rate per period. For example, if you
were trying to calculate the interest payment on a loan that has a three per cent annual

interest rate, you would divide three per cent by 12.

The per argument is the period over which you need to calculate the interest. For example,
if the period of the loan was four years and payments are being made monthly, the per
argument would be 48. If annual payments were being made, the per argument would be

four.

The total number of payments for the loan or investment are entered as the nper
argument. For example, if payments were being calculated on a three-year investment,

nper would be 36.

Finally, the pv argument is where you enter the principal of the loan or total amount of

money being invested.

In addition to the required argument, the IPMT function includes two optional arguments:
fv and type. The fv argument is used to enter the future value of the investment after all
payments have been made to it, or if working with a loan, the balance of the loan. If you
choose not to set this argument, it will default to 0 (the typical balance of a loan after all the
payments are made). Finally, the type argument is used to indicate if payments are due at
the end of each payment period (indicated by “0” or by omitting the argument), or at the
beginning (indicated by “1”). If left blank, this argument will default to 0.

Suppose that in a worksheet, A1 contains the value of $15,000, while cell B1 holds the value

6%, and C1 contains the value 4:

A B C
1 $15,000.00 6% 4

-
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With that information in mind, below you can see how an IPMT function could be
constructed to determine how much interest the borrower would owe one and a half years

into the four-year loan:

Function Description Result

=IPMT(B1/12, 18, C1*12, A1)  This function will calculate the how (550.46)
much interest a borrower will owe for
the loan (A1), one and a half years
into the term (18) with an annual
interest rate of 6% (B1/12) and a total
term of four years (C1*12).

If this were from the lender’s perspective, the function would be almost the same, but the
principal would be a negative value as they would be paying that out. This would result in a
positive result rather than a negative one.

Function Description Result

=IPMT(B1/12, 18, C1*12,-A1)  This function will calculate how $50.46
much interest is owed to you as the
lender of the loan (-Al), one and a
half years into the loan (18) with an
annual interest rate of 6% (B1/12)
and a total term of four years
(C1*12).
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The PPMT Function - Principal Payment Function

|:PPI\/IT(rate, per, nper, pv, [fv], [tvpe])|

The PPMT (payment) function is used to calculate the amount owed against the principal on
a loan (or gained from an investment) over a select period and a fixed interest rate. Like the
IPMT function, the PPMT function uses the exact same arguments: rate, per, nper, pv, [fv],
and [type]. You could even add the result from the same period of the same loan calculated
by the IPMT function to the result using the same arguments from the PPMT function to

calculate the total payment for the selected period.

Suppose that in a worksheet, A1 contains the value of $15,000, while cell B1 holds the value

six per cent and C1 contains the value four:

A B C
1 $15,000.00 6% 4

-

With that information in mind, below you can see how a PPMT function could be
constructed to determine the required payment on the principal of a loan, one and a half

years into the four-year loan:

Function Description Result

=PPMT(B1/12, 18, C1*12, A1) This function will calculate the $(301.81)
amount owed to the principal of a
loan (A1), one and a half years into
the loan (18) with an annual interest
rate of 6% (B1/12) and a total term of
four years (C1*12).
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The NPV Function — Net Present Value Function

|:N PV(rate, valuel, [value2], )|

If you are unfamiliar with NPV (net present value) calculations, they are used to compare
the value of money today to the value of money in the future, taking inflation and returns
into account. In particular, the NPV function is used to calculate the net present value of an
asset or investment using the estimated (or known) future cash flow, as well as the discount

rate per period.

The rate argument in this function is used to declare the discount rate per period. The value
arguments are used to represent any future cash flow. For example, suppose that an initial
cost of $75,000 was incurred (A1) with a discount rate of nine per cent (A2). The cash flows
for the next consecutive four years are $16,000, $14,000, $12,000, and $10,000 (A3:A6)

respectively:

A B
$(75,000.00)
9%
$ 16,000.00
$ 14,000.00
$ 12,000.00
$ 10,000.00
$42,812.87

9 = LW e

The NPV function could then be constructed as follows:

Function Description Result

=NPV(A2, A3:A6)  This function will calculate the net present $42,812.87
value of $75,000 with a discount rate of 9%
(A2) and future cash flow (A3:A6).

Keep in mind that the output from this formula does not include the initial cost. To factor
that into the result, you would subtract the result from the initial cost. With that in mind,
the NPV for this example would be $32,187.13.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by Unlock Success Pty Ltd and The Proven Group.



50

Microsoft Excel 365: Intermediate

The FV Function — Future Value Function

|=FV(rate, nper, pmt, [pv], [tvpe])l

The FV function is used to calculate the future value of an investment that has a fixed
interest rate, as well as a fixed or periodic payment schedule. Like most of the other

financial functions covered in this topic, the FV function uses many of the same arguments.

The rate argument is where you declare the interest rate per period. For example, if you
were trying to calculate the interest payment on an investment that has a three per cent
annual interest rate, you would divide .03 (or 3%) by 12 and enter that result (.0025 in this
case) as the argument.

The total number of periods from now that you want to use to calculate the future value of
the investment are entered as the nper argument. Keep in mind that the periods entered
are the same as the ones used to calculate the rate argument e.g. 25 yeas x 12 months per

year.

The pmt argument is where you enter the payment that is being made for each period. For
example, if you were paying $200 a month into this investment over 10 years, you would

enter 200 as the pmt value. It would also mean that the nper value would be 120 (12 x 10).

In addition to the required argument, the FV function includes two optional arguments: pv
and type. The pv argument is used to enter the present value of the investment. This would
be used if you need to calculate the future value of a one-time investment that has a fixed
interest rate. The type argument is used to indicate if payments are due at the end of each
payment period (indicated by “0” or by omitting the argument), or at the beginning
(indicated by “1”). If left blank, this argument will default to 0.
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Suppose that in a worksheet, Al contains the value of -515,000 (initial investment), while
cell B1 holds the value six per cent (annual interest), and C1 contains the value -$200
(additional monthly payments). As well, assume that the investor wants to contribute the

additional monthly payments for a period of 25 years:

A B C
1 | $(15,000.00) 6% $(200.00)
2

With that information in mind, below you can see how an FV function could be constructed

to determine the future value of this investment:

Function Description Result

=FV(B1/12, 25*%12, C1, A1)  This function will calculate the future $205,573.34
value of the initial investment (A1),
combined with a monthly contribution
of (C1) over a period of 25 years (25*12)
with a fixed annual interest rate of 6%
(B1/12).

Note that because you are calculating an investment, the initial payment (pv) and monthly
payment (pmt) need to be entered as negative values to receive a positive result. On the

other hand, entering positive values would result in a negative value.
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Activity 1-5: Using Financial Functions

You have been given the task of calculating the net present value of an investment, as well
as calculating the future value of an investment.

1. To begin, open Activity 1-5 from your Exercise Files folder:

Excel John Smith > Lesson 1 Activity 1-5 - Saved
File Home Insert Data Review View Help Tell me what you want to do Open in Desktop App

E” 4 Cut Calibri oA T TE 8 Genenl - E ?é

[ copy = = -
Paste B T UDal[ vdv Ay _ - . . <o g Conditional Format
v < Format Painter === & = = $4% % W Formatting v as Table v
Unde Clipboard Font Alignment Number Tables
B3 v K
A ; C D E F G H

1 CALCULATE NET PRESENT VALUE
2 Initial Investment 5(250,000.00)
3 Discount Rate 3%
4 Cash Flow Year 1 $ 210,000.00
5 Cash Flow Year 2 S 190,000.00
& Cash Flow Year 3 $ 150,000.00
7 CashFlow Year 4 S 110,000.00
& [NetPresent value |
9
10
11 CALCULATE FUTURE INVESTMENT
12 Initial Investment S (1,500.00)
13 Annual Interest Rate 5%
14 Monthly Contribution S (200.00)
15 Value After 25 Years
16
17
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2. Let’s start with the NPV calculation. Click inside cell B8 to select it:

A B
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment 5 (250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year1 $ 210,000.00
5 |Cash Flow Year 2 5 190,000.00
& |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 5 110,000.00
2 |Net Present Value | QE l
9 i
10 |
11| CALCULATE FUTURE INVESTMENT
12 | Initial Investment 5 (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution 5 {200.00)
15 |Value After 25 Years
16

3. Next, in the Formula Bar, type “=NPV(”:

PMT - X ¥ F | =NPV(

A B C D E
1 |CALCULATE NET PRESENT VALUE
2 |Initial Investment 5 (250,000.00)
3 |Discount Rate 3%
4 Cash Flow Year 1 S 210,000.00
5 |Cash Flow Year 2 S 190,000.00
& |Cash Flow Year 3 S 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
& |Met Present Value |:NPV{ l
a
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4. Now you need to enter the discount rate (rate argument). In this example it is three
per cent, so enter the B3 cell reference:

PMT & X  f | =NPV(B3

A MNPV(rate, valuel, [value?], ..) | € (8]
1 [CALCULATE NET PRESENT VALUE
2 |Initial Investment i 5!250,000.00!_
3 |Discount Rate l 3%!
4 |Cash Flow Year 1 $ 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
& |Cash Flow Year 3 S 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
2 [net Present value [=npvie3 |
a

5.  The future cash flow (value argument) now needs to be entered. Add a comma and
then enter the B4:B7 range followed by a closing parenthesis:

PMT - X « Jf || =NPV(B3,B4:B7)

A B i D E
1 |[CALCULATE NET PRESENT VALUE
2 |Initial Investment 5{250,000.00)
3 |Discount Rate 3%
4 | Cash Flow Year 1 S 210,000.00
5 |Cash Flow Year 2 S 190,000.00
& |Cash Flow Year 3 S 150,000.00
7 |Cash Flow Year 4 S 110,000.00
g |Met Present Value V(B3, BA:B7)
g

6. Press “Enter” to apply the new function. You will see the result in the currently

selected cell:
A B C
1 (CALCULATE NET PRESENT VALUE
2 |Initial Investment 5 (250,000.00)
3 |Discount Rate 3%
4 |Cash Flow Year 1 5 210,000.00
5 |Cash Flow Year 2 S 190,000.00
& |Cash Flow Year 3 5 150,000.00
7 |Cash Flow Year 4 S 110,000.00
& |[Net Present Value 5617,981.54
]
| ]
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7. Keep in mind that this result does not factor in the initial cost (B2). In order to
calculate the true NPV of this investment, the initial cost of the investment needs to
be subtracted from the value that was returned from the NPV function. In this
example, the NPV for this investment would be $367,981.54.

8. Next, you need to calculate the future investment value using the information a
little lower on this worksheet. Click to select cell B15:

A B
4 | Cash Flow Year 1 5 210,000.00
5 |Cash Flow Year 2 5 190,000.00
& |Cash Flow Year 3 5 150,000.00
7 |Cash Flow Year 4 5 110,000.00
2 MNet Present Value 5617,981.54
g
10
11 |CALCULATE FUTURE INVESTMENT
12 |Initial Investment 5 (1,500.00)
13 |Annual Interest Rate 5%
14 'Menthly Contribution 5 {300.00)
15 |value After 25 Years | ] l
15

9. Inside the Formula Bar, type “=FV(B13/12":

£ || =FV(B13/12 <

| FV(rate, nper, pmt, [pv], [type]) C D E
$ 210,000.00
$ 190,000.00
$ 150,000.00
S 110,000.00
$617,981.54

JVESTMENT
.S (1,500.00)
A
$  (300.00)

[zFvip13/12 |
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10.

11.

12.

Now you need to add the period from now that you wish to use to calculate the
future value (nper). In this example it is 25 years, so in the Formula Bar add a
comma and then type “25*12”:

fe =FV(B13/12, 25%12 e

Next, you need to declare what the monthly contribution to this investment will be
after the initial investment (pmt). In the Formula Bar, add a comma and type the
“B14” cell reference:

A | FV(rate, nper, pmt, [pv], [type]) _C D E
4 |Cash Flow Year1 S 210,000.00
5 |Cash Flow Year 2 $ 190,000.00
& |Cash Flow Year 3 $ 150,000.00
7 |Cash Flow Year 4 $ 110,000.00
8 |Net Present Value 5617,981.54
g

10
11 |CALCULATE FUTURE INVESTMENT

12 |Initial Investment S (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution S (300.00)
‘ISl‘JaIue After 25 Years 12, 25%12, B14

16
17

Finally, you need to enter the present value of the investment (pv). In the Formula
Bar, add a comma and then type B12 followed by a closing parenthesis:

fe || =FV(B13/12, 25°12, B14, B12)

B C D E
$ 210,000.00
$ 190,000.00
$ 150,000.00
$ 110,000.00
$617,981.54

JWWESTMENT

$  (1,500.00)
5%

$  (300.00)
3*12, B14, B12)
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13. Press “Enter” to apply the new formula. You will see that the value of this
investment will be $183,874.85 after 25 years of contributions and the initial
investment of $1,500:

(LY

11 [CALCULATE FUTURE INVESTMENT

12 |Initial Investment 5 (1,500.00)
13 |Annual Interest Rate 5%
14 |Monthly Contribution

15 Value After 25 Years 5183,874.85
16

17

1g

14. Save your changes as ‘Activity 1-5 Complete’ and close Microsoft Excel.

Summary

In this lesson you learned how to analyze data in your worksheets using a variety of
different functions. You learned how to use text functions to manage and manipulate text,
as well as date functions to return date information. Additionally, you learned about the

many different financial functions that are available to you and how they operate.
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LESSON 2:
ORGANIZING WORKSHEET DATA WITH
TABLES

Lesson Objectives

In this lesson you will learn how to:

e Create and modify tables

e Sort data and filter data
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TOPIC A: Create and Modify Tables

While formulas and functions are great at analyzing data within your workbook, they are
more apt at analyzing entire workbooks rather than specific sets of data. If you need to
analyze smaller sets of data within a large workbook or break down large sets of data into
smaller parts, then converting your data into tables is often the best solution. Tables allow
you to use Excel’s powerful organizational capabilities without modifying the data itself.
Using tables, you can narrow down specific data, focus on only the important information,

and more.

Topic Objectives
In this session, you will learn:
e About tables
e About the components of a table
e How to use the Create Table dialog box
e About the Table Tools — Design contextual tab
e How to use and apply table styles, as well as Quick Styles
e How to customize row display

e About table modification options
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Tables

A table is a specially designated range of information that has added functionality. You can
have multiple tables per worksheet, and tables can be as large or small as the amount of
data you want to work with. Tables can be created from existing data ranges or from empty
ranges and then populated afterwards. Once a table has been created, it will automatically
be given a generic name such as “Table1” or “Table2” depending upon the number of tables
present in the current worksheet; however, these names can be changed at any time.
Additionally, tables are flexible in that you can convert a table back to a normal range at any

point without affecting the contents.

A table is made from adjacent columns of data, with a unique label or heading for each
column. Columns and rows may be added to a table just as you would when working with a

normal range.

Remember that each worksheet has a lot more rows than columns. This design is well

suited for data organized in long, adjacent, list-like columns:

A B C D E

1 \Weekly Sales Report

2

3

41| First Nam{ ~ Last Name |~ ID | Weekly Sale: | Weekly Goz ~
5 ||lackie Williamson Jackie_Williamson 5 16,785.14 S  15,000.00
& || Lucas Bressan Lucas_Bressan 3 14,687.50 S  15,000.00
7 ||stanley Prestwick Stanley_Prestwick 5 13,478.96 5  15,000.00
g ||Jerry Harrison Jerry_Harrison 3 21,689.47 S  15,000.00
9 ||Leah Thompson Leah Thompson 5 25473.45 S  15,000.00
10| Robyn Fletcher Robyn_Fletcher 3 7.600.00 S  15,000.00
11||Lisa McCain Lisa_McCain 3 5,689.00 S  15,000.00
12||Steven Stone Steven_Stone 5 12,346.87 5  15,000.00
13| Devon Lawrence Devon_Lawrence 5 11,687.00 S  15,000.00
14| George Jackson George Jackson 5 9,874.45 5  15,000.00
15
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Table Components

Several components come together to create a table. Some of these components, such as

the header row and banded rows, are required, but other components can be toggled on or

off. Below you can see a table with many of the components toggled on:

=

o w=P| First Nami vl Last Name |~ 1D v | Weekly Sale! v | Weekly G0 v | s
5 |lackie Williamson Jackie_Williamson $ 16,785.14 | §  15,000.00
& |Lucas Bressan Lucas_Bressan 5 14,687.50 | $  15,000.00
7 |Stanley Prestwick Stanley_Prestwick S 13,478.96 | §  15,000.00
2 |ler Harrison Jerry ison 5 21,689.47 | §
g |Le Thompson Lea son 5 25,478.45 | §
10 |Rol Fletcher Rob er 5 7,600.00 | 5§
11 |Lisa McCain Lisa_McCain 5 5,689.00 | §
12 |Steven Stone Steven_Stone 3 12,346.87 | §
13 |Devon Lawrence Devon_Lawrence S 11,687.00 | §
14 |George Jackson George Jackson S 9,874.45 | §

e =il Total 5
16

Here is an overview of each element.

The Header row (1) will display the column headers for each column in the table. For
each header within the Header row, you will see the Header row drop-down arrow
(2). This is used to access a variety of organizational commands.

Banded rows (6) allow you to easily differentiate between each row that appears
within the table, while the Total row (3) is used to display the results of calculations
that are done on a column-by-column basis. The Total row also includes the Total row
drop-down arrow when selected. This gives you quick access to functions that can
perform calculations on the table data. Note that this component will only be
displayed if a cell in the Total row is selected.

Finally, the First column (4) option will apply a bold effect to the first column in the
table to differentiate it from other columns. The Last column (5) option, when
applied, will do the same thing to the last column of data.
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The Create Table Dialog Box

The Create Table dialog box is used to convert existing ranges of data into a table.
Additionally, this dialog box also allows you to choose if you want to include the top row of

the selected range in the new table as a header row.

To access this dialog box, select the cell range that you would like to convert into a table
and then click Insert - Table:

File

f

nction  Forghs

Data Review

i 6310

tTable = Picture Shapes

£

Table Pi

nctions ables ustrations

The Create Table dialog box will open. You will see the selected range (using absolute cell

references) in the “Where is the data for your table?” text box:

Create Table ? >

Where is the data for your table?
=SAS4SES14) F

My table has headers

Clicking the OK button will convert the selected cell range into a table.
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Table Modification Options

Tables can be modified like any worksheet found in Excel. To insert a new row, select the
table row below where you want to insert one or more blank table rows. Next, click Home
-> Insert = Insert Table Rows Above:

) |7 Share b
A
R ERE swe v O £

| Format Insert Delete Format & Clear~ Sort & Find & Ideas

~ as Table » ~ v v Filter v Select v

bles ng deas
%" Insert Sheet Rows

M thy Insert Sheet Columns R 5

:% Insert Table Rows Above
E[H Insert'¥able Columns to the Left
Esﬂ Insert Sheet

A new blank row will then be added above the selected row, shifting everything below this

row downwards:

First Nam Last Name |~ 1D ~| Weekly Sale: ~| Weekly Goz ~
Jackie Williamson Jackie_Williamson $ 16,785.14 S  15,000.00
Lucas Bressan Lucas_Bressan 5 14,687.50 S  15,000.00
Stanley Prestwick Stanley_Prestwick $ 13,478.96 S  15,000.00
Jerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00
Leah Thompson Leah_Thompson 5 25,478.45 S  15,000.00
Robyn Fletcher Robyn_Fletcher 5 7,600.00 5 15,000.00
Lisa McCain Lisa_McCain S 5,689.00 S  15,000.00
Steven Stone Steven_Stone S 12,346.87 S 15,000.00
Devon .Lawrence Devon_Lawrence 5 11,687.00 5  15,000.00 |
George Jackson George Jackson 5 9,874.45 5  15,000.00

Similarly, you can add new columns by selecting the table column to the right of where you

want to insert a new column. Next, click Home = Insert - Insert Table Columns to Left.
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Activity 2-1: Creating and Modifying a Table

You have decided that because the Weekly Sales & Bonus Payout worksheet will grow on a
weekly basis, it is a good idea to convert the range into a table to facilitate data analysis.

You would also like to apply a new table style to it.

1. To begin, open Activity 2-1 from your Exercise Files folder:

Excel | John Smith > Lesson 2 Activity 2-1 - Saved
File Home Insert Data Review View Help Tell me what you wantto do ~ Open in Desktop App
C'D & Cut Calib BEREES b Generl
Pacte LEICoPY BT UDa P 5% 9 W

& Format Painter s = & = o
Undo Cipoosrs Fort Norer
AL ~ J<  Weekly Sales & Bonus Payout

A 8 S D E F G H
f Weekl‘l/ Sales & Bonus Payout Weekly Bonus Amount
2 i 3 500.00
3
4 Week First Name Last Name D ‘Weekly Sales 'Weekly Goal Bonus
5 1 Jackie Williamson Jackie_Williamson ~ $ 16,785.14 S 15,000.00 ' $ 500.00
6 1 Lucas Bressan Lucas_Bressan s 14,687.50 $  15000.00 $
7 1 Stanley Prestwick Stanley_Prestwick  $ 1347896 S 15,000.00 'S -
8 1 Jerry Harrison Jerry_Harrison s 21,689.47 $  15000.00 $ 500.00
9 1 Leah Thompson Leah_Thompson S 2547845 'S 15,000.00 S 500.00
10 1 Robyn Fletcher Robyn_Fletcher s 7,600.00 $ 1500000 $ -
m 1 Lisa McCain Lisa_McCain 3 5689.00 S 15,000.00 $
12 1 Steven Stone Steven_Stone s 12,346.87 S 15,000.00 S
13 1 Devon Lawrence Devon_Lawrence 3 11,687.00 $ 15,000.00 $
14 1 George Jackson ‘George _Jacksan B 987445 $ 1500000 3
15
16
17
3
Sheet1 sheet2 Sheet3 @

2.  First, use your cursor to select the A4:G14 cell range:

A B C D E F G H
1| Weekly Sales & Bonus Payout
2
=
4 Week First Name Last Name [[v] Weekly Sales  Weekly Goal Bonus
5 1 Jackie Williamson Jackie_Williamson = $ 16,785.14 $  15,000.00 %500.00
6 1 Lucas Bressan Lucas_Bressan 3 14,687.50 % 15,000.00 5 -
7 i Stanley Prestwick Stanley_Prestwick S 13,47896 S$ 15,000.00 | § -
E:} i Jerry Harrison Jerry_Harrison 3 21,689.47  §  15,000.00 $500.00
9 1 Leah Thompson Leah_Thompson 5 2547845 §  15,000.00 S500.00
10 1 Robyn Fletcher Robyn_Fletcher 5 7,600.00 S 1500000 S -
1 1 Lisa McCain Lisa_McCain 5 5,689.00 S§ 1500000 S -
12 1 Steven Stone Steven_Stone 5 12,346.87 S 1500000 S -
13 1 Devon Lawrence Devon_Lawrence S 11,687.00 § 1500000 S -
14 1 George Jackson George Jackson S 9,874.45 $ 1500000 § G2
15 =
16
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3. Next, click Insert = Table:

Page Layout Formulas Data Review View
C F & - )
El? D g El a Store Bing Maps
PivotTable Rec.ommended Table  Pictures inlne ; 3 Wy Add-ins - E People Graph
PivotTables k Pictures @i+
Tables INustrations Add-ins

4. Inthe Create Table dialog box, you will see that the range you previously selected
is listed inside the “Where is the data for your table?” text box:

Create Table ? -

Where is the data for your table?
=5A54:5G514 25

My table has headers

5.  Ensure that the “My table has headers” checkbox is checked and click “OK:”

Create Table ? >

Where is the data for your table?
=3A34:5G514 s

= [.7] My table has headers

Cancel
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6. You will see that the previously selected range has now been converted into a

table:
A B (T D E F G [

1 |Weekly Sales & Bonus Payout

2

3

4 Week| ~| First Nami ~ Last Name |~ 1D ~| WeeklySale: ~| Weekly Goz ~| Bonu ~
5 1 Jackie Williamson Jackie_Williamson $ 16,785.14 S  15,000.00 $500.00
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 5  15,000.00 S

7 1 Stanley Prestwick Stanley Prestwick § 13,478.96 S 15,000.00 5 -

B 1 Jerry Harrison Jerry_Harrison ] 21,689.47 $  15,000.00 $500.00
] 1 Leah Thompsaon Leah_Thompson S 25,478.45 §  15,000.00 $500.00
10 1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 1500000 § -

11 1 Lisa McCain Lisa_McCain S 5,689.00 S 15,000.00 % -

12 1 Steven Stone Steven_Stone S 12,346.87 5  15,000.00 5

13 1 Devon Lawrence Devon_Lawrence  $ 11,687.00 % 15,000.00 % -

14 1 George Jackson George _Jackson S 9,874.45 5 15,000.00 S J
15

.
b

7. Save your work as ‘Activity 2-1 Complete’ and then close Microsoft Excel.
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TOPIC B: Sort and Filter Data

The data that populates your worksheets is typically randomly sorted. This can cause a
problem if you need to conduct data analysis or simply get a better grasp of the data at
hand. Using tables, you can quickly sort and filter data in several different ways to best suit

your goals. In this session, you will learn how to sort and filter data in tables and ranges.

Topic Objectives
In this session, you will learn:
e About the difference between sorting and filtering
e About sorting data
e About advanced filtering
e About filter operators

e How to remove duplicate values
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The Difference Between Sorting and Filtering

Typically, you are able to sort worksheet data alphabetically or numerically in ascending or
descending order, but there are also options to sort data based on date and time, and even
cell color. While you can sort by either row or column, the vast majority of sorting is done
by column due to how most worksheets are constructed. Additionally, multiple sorts can be

applied to the same set of data.

Keep in mind when sorting table data that in order to make the most of Excel’s table
functionality, you should make sure that your table contains headers. This will make the
data more meaningful and easier to read, particularly if the data will be given to someone
else.

It is also important to keep in mind that when you sort data you are not changing the data
in the worksheet; you are only changing how it is displayed. Additionally, while there is no
option available to clear a sort and return it back to its original state, the Undo command
can have the same effect. Finally, if you apply a sort and then save your workbook, the sort
applied will also be saved. This means that if you need to undo a sort, you can only do it in

the same session as when the sort was applied.

Note that the sorting of multiple columns or rows in one range or table should only be done
if those columns or rows being sorted share some of the same entries. If this is not the case,

the sort will tell you nothing of value.

Filtering data limits the amount of data shown in the report based on a selected condition.
For example, if you only want to show data from those with the last name Stone, you could

use a filter to do that.
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Sorting Data

Quick sorting allows you to quickly and easily apply common sorting options to data within
the table. Quick sorting can be applied to tables by clicking the pull-down arrow beside the

name of the header you want to sort. Then choose an ascending or descending sort option:

}

First Mami ~ Last Name |~ ID | Weekly Sale{ ~| Weekly Goz ~
Jackie Williamson  £| Sort Smallest to Largest §  15,000.00
Lucas Bressan Z| Sort Largest to Smallest 5 15,000.00
Stanley Prestwick Sort by Color I}, R S 15,000.00
Jerry Harrison S 15,000.00
Leah Thompson S 15,000.00
Robyn Fletcher !S 15,000.00
Lisa McCain Number Filters v §  15,000.00
Steven Stone S 15,000.00
Search pel
Devaon Lawrence S 15,000.00
-[v] [Select All) ~
George Jackson 15,000.00
£ -[#] 55,689.00 3 o
-{¥] §7,600.00
-[v] §9,874.45
-] $11,687.00
-[¥] 512,346,837
-[v] §13,478.96
-] §14,687.50
-[¥] §16,785.14
-[v] §21,689.47 o

OK Cancel
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The values will now be sorted in ascending or descending order based on the criteria that
you selected. The pull-down arrow beside the header name will also show what type of sort
has been applied. In the example below, you can see that the Weekly Sales column is now

sorted by largest value to smallest:

First MNami ~ Last Name |- 1D -| Weekly Sale:.!|| Weekly Go: ~
Leah Thompson Leah_Thompson 5 25,478.45 |S$  15,000.00
Jerry Harrison Jerry_Harrison 5 21,689.47 |5 15,000.00
Jackie Williamson Jackie_Williamson| 16,785.14 |5  15,000.00
Lucas Bressan Lucas_Bressan 5 14,687.50 |5  15,000.00
Stanley Prestwick Stanley_Prestwick | § 13,478.96 |5  15,000.00
Steven Stone Steven_Stone 5 12,346.87 |5 15,000.00
Devon Lawrence Devon_Lawrence | § 11,687.00 |S  15,000.00
George Jackson George Jackson 5 9,874.45 |5  15,000.00
Robyn Fletcher Robyn_Fletcher S 7,600.00 |$  15,000.00
Lisa McCain Lisa_MecCain 5 5,689.00 |5  15,000.00

You can also apply a quick sort by clicking Data - Sort A to Z or Sort Z to A:

Excel | John Smith » Lesson 2 Activity 2-1 - Saved
File Home Insert Data Review View Help Tell me what you want to do Open in Desktop Ap
A Z[A yis
B - v o
[z B @ o Elscnscoars B =
Refresh Selected Refresh All Calculate] 2z Qustom | Filter Flash  Rer
Stock: G hy  ~ Sort D d
Connection  Connections oo ograpy ‘Workbool Al ort Heseending Sort Fill  Dupl
Connections Data Types Calculatior ot & Filter D&
Al v = Weekly Sales & Bonus Payout
A B C D E F G H

While using quick sorts is a simple way to apply basic sorting to your data, you are limited to
sorting one column at a time. Additionally, quick sorts can only be used to sort columns, not

rows.
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Filter Operators

Like logical operators, filter operators are used to define the criteria for advanced filtering.

They are used to narrow down the specific data that you are looking for. You can use them

in a variety of combinations.

Below is a breakdown of the filter operators that you can choose from in Excel.

Will filter out data that is not an exact match to the value
entered. Note that because Excel will assume the equals sign is
the start of a formula or function, you need to enclose this
symbol in double quotations when using it as a filter operator.

Displays only data that is greater than a specified value.
Displays only data that is less than a specified value.

Displays only data that is equal to or greater than a specified
value.

Displays only data that is equal to or less than a specified value.

Display only data that is not equal to a specified value.

Operator Example Action

= =1
> >1
< <2
>= >=1
<= <=2
<> <> 2
? 1?

The question mark is used as a wildcard character. You put this
character in position where the digit can be any number
between zero and nine. For example, if you want to filter for data
that starts with a one but is followed by any number, you would
enter one.
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Removing Duplicate Values

In Excel, duplicate values occur when all values in a single row are identical to all values in
another row. Additionally, duplicate values are identified by a value that is displayed in cell
— not necessarily the one that is stored. For example, if you have two different date formats
(1/22/2018 versus January 22", 2018), these values will be determined to be unique.
Below, you can see the table contains a duplicate value with the information for Irma being

shown twice:

A B C D
1 Namﬂ HEightﬂ Weight H
2 | Alice 52 128 a7
3| Bo b o4 179 27
4 | Carl 58 1594 34
5 | Danielle 59 111 13
6 | Earl 62 203 a9
7 | Fern a9 151 33
8 | George 69 217 26
g Harry 63 160 a5
10 Irma 67 157 73 |
11| Jessica ) 110 25
12| Irma 67 157 73 |
12

Excel has a built-in function to remove duplicate values where and when necessary. To take
advantage of this function, click anywhere inside of the table where the duplicate values
occur and then click Data - Remove Duplicates:

Tell me what you want to do Openy in Desktop App

) = K r r
2] sort Ascending ] [ E)‘( [ E EII_E

El Sort Descending Custom | Filter Remo\.‘e F)E ta Group Ungroup
Sort Duplicates Validgtion v -
Sort & Filter Data Tools Outline
E F G H J K
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This action will display the Remove Duplicates dialog box. Here, you can select the columns
that contains the duplicates that you would like to remove (By default all the columns in the
table will be selected). Click “OK:”

Remove Duplicates 7 >

To delete duplicate values, select one or more columns that contain duplicates.

4= select All | | B Unselect Al SRS T TR

Columns
Mame
Height
Weight
Age

Any duplicate value found will then be removed. A dialog box will appear that informs you

of the number of duplicate values found and how many unique values remain:

Microsoft Excel >

o 1 duplicate values found and removed; 10 unigque values remain.
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Activity 2-2: Sorting Data

You would like to analyze the top sales associates sorted by week in the Weekly Sales &
Bonus Payout worksheet that you have been working on. You will use custom sorts to find
this information and then apply a quick sort to the Week column that sorts its data from

low to high.

1. To begin, open Activity 2-2 from your Exercise Files folder:

Excel | John Smith > Lesson 2 Activity 2-2 - Saved
File Home Insert ~Data  Review View  Help Tell me what you wanttodo  Open in Desktop App
X cu o .
s ae Calbi KA General B R B=mE
Paste B I UDab ilvdean . &0 00 Conditional Format  Insert Delete Format
5 Format Painter = 4 $-% 3 W Formatting » as Table v . .
Undo Clipboard Font Number Tables Cells
W22 v
A B c D E F G H J
; Weekly Sales & Bonus Payout CEETTR T
2 s 500.00
3
4 Week[~| FirstNam{~|  LastName [-] D [~] WeeklySales~| WeeklyGoa~| Bonu{~|
5 1 Jackie williamson Jackie_Williamson 16,785.14 $  15,000.00 $500.00
6 1 Lucas Bressan Lucas_Bressan $ 1468750 § 1500000 $
7 1 Stanley Prestwick Stanley_Prestwick  $ 1347896 $ 1500000 $
2 1 ey Harrison Jerry_Harrison $ 2168947 § 1500000 $500.00
9 1 Leah Thompson Leah_Thompson $ 2547845 $ 1500000 $500.00
10 2 Robyn Fletcher Robyn_Fletcher ' § 760000 S 1500000 S -
11 2 Lisa McCain Lisa_McCain S 568900 $ 1500000 $
12 2 Steven Stone Steven_Stone $ 1234687 § 1500000 $
13 2 Devon Lawrence Devon_lawrence  § 1168700 S 1500000 S
14 2 George Jackson George Jackson | § 987445 § 1500000 $

2. The data in this worksheet has been formatted into a table. Click to place your
cursor on the weekly sales column inside this table to select it and then click Data -

Sort Ascending:

Excel John Smith > Lesson 2 Adi\«'ity 2-1 - Saved

File Home Insert Data Review View Help Tell me what you want to do Open in Desktop Aj

[‘% Pé @ ﬂ:ﬂ 8 | Sort Ascending ? @ E

Refresh Selected Refresh All Calculate| Z ing ‘istom | Filter Flash Rer
Stock G hy Sort Descendin
Connection  Connections ks ograpny Workbool Al ° Sort Fill  Dupl
Connections Data Types Calculatior St & Filter Da
Al ~ J  wWeekly Sales & Bonus Payout
A B 5 D E F G H
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3. The new sort will now be applied to the currently selected table. In this case the
data is being sorted first by the Weekly Sales column and then by the Week column.
This is helpful in showing you, from largest to smallest, the sales made by each
salesperson in each week. Now you can quickly determine the highest and lowest

earners by week:

A B { D E F G
1 |Weekly Sales & Bonus Payout
2
3
4 Week|-T First Nami Last Name |~ 1] | Weekly Sale{.!| WeeklyGog | Bonu +
5 1 Leah Thompson Leah_Thompson S 2547845 S 15,000.00 $500.00
6 1 lerry Harrison Jerry_Harrison S 21,689.47 S 15,000.00 $500.00
7 1 Jackie Williamson .Jackie_WiIIiamson S 16,785.14 S  15,000.00 $500.00
8 1 Lucas Bressan Lucas_Bressan S 14,687.50 § 1500000 § -
9 1 Stanley Prestwick Stanley Prestwick § 1347896 S 1500000 § -
10 2 Steven Stone Steven_Stone S 12,346.87 S 15,000.00 S
11 2 Devon Lawrence Devon_Lawrence  § 11,687.00 $ 1500000 & -
12 2 George Jackson George _Jackson S 9,874.45 S 15,000.00 S
13 2 Robyn Fletcher Robyn_Fletcher S 7,600.00 $ 1500000 S -
14 2 Lisa McCain Lisa_McCain S 5,689.00 S5  15,000.00 S

-
n

4. Next, you will use a quick sort to sort this data by last name. Click the arrow beside

the Last Name column and click “Sort A to Z:”

A B C D E [F G

1 |Weekly Sales & Bonus Payout

2

3

4 Week .1| First Nami ~ Last Name |~ | 1D ~| Weekly Sale:.!| Weekly Go: ~| Bonu|~

5 2] sertAtoZ L\\, Leah_Thompson S 2547845 $  15,000.00 $500.00

6 Z] sorZtoA Jerry_Harrison $  21,689.47 §  15,000.00 $500.00

?l Sort by Calor ) !Jackle_WlIIlamson 3 16,785.14 §  15,000.00 $500.00

] Lucas_Bressan 3 14,687.50 §  15,000.00 5 -

9 Stanley Prestwick S 13,478.96 S  15,000.00 5

10 Steven_Stone $  12,346.87 $  15,000.00 $

1 Text Filters » Devon_Lawrence $ 11,687.00 S  15,000.00 5

12 F—. George Jackson 3 9,87445 $  15,000.00 S

13 Seare Robyn_Fletcher  § 7,600.00 $ 15,000.00 §

14 Felect All ~  Lisa_McCain s 5689.00 $  15000.00 $ J
essan

15 tcher

16 rrisan

17 ckson

12 wra.nce
cCain

19 estwick

20 ane

21 ompsan ©

22

23 oK Cancel

24

3
n
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5. The data in this table will now be sorted alphabetically based on the last names of

the sales associates:

A E (L D E F G
1 \Weekly Sales & Bonus Payout
2
3
4 Week| v | First Nam( ~ Last Name |.f ] ~ | Weekly Sale{ | Weekly Go: | Bonu| ~
5 1 Lucas Bressan Lucas_Bressan 3 14,687.50 S  15,000.00 5 -
6 2 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 5 -
7 1 lerry Harrison Merry_Harrison 3 21,689.47 S  15,000.00 $500.00
8 2 George Jackson George _Jackson S 9,874.45 S 1500000 § -
g 2 Devon Lawrence Devon_Lawrence S 11,687.00 § 15000.00 § -
10 2 Lisa McCain Lisa_McCain 3 5,689.00 & 15,000.00 $
11 1 Stanley Prestwick Stanley_Prestwick S 13,478.96 S 15000.00 5 -
12 2 Steven Stone Steven_Stone 3 12,346.87 S  15000.00 5 -
13 1 Leah Thompson Leah_Thompson 3 2547845 S  15,000.00 $500.00
14 1 Jackie Williamson Jackie_williamson S 16,785.14 $  15,000.00 $500.00

n

Note that this action will overrule the previously applied custom sort. If you wanted

to apply that custom sort once again, you would need to reconstruct it from scratch.

6. Save your work as ‘Activity 2-2 Complete’ and then close Microsoft Excel.

Summary

In this lesson you learned how to organize workbook data. You can create tables, sort data,
and apply filters. By taking advantage of all these tools you will be able to learn more about

your data than ever before.
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LESSON 3:
VISUALIZING DATA WITH CHARTS

Lesson Objectives

In this lesson you will learn how to:
e Create charts

o Modify and format existing charts

TOPIC A: Create Charts

While pure data can be analyzed by those familiar with this data and the tools that Excel
provides, sometimes you need graphical assistance to help interpret it. Additionally, charts
are an enormous help when people do not have time to study the data and only need a
brief overview of the relevant information. In this session, you will learn how to create

charts of different types, using different methods in Excel.

Topic Objectives
In this session, you will learn:
e About charts
e About chart types
e How toinsert a chart
e How to resize and move a chart

e How to add additional data
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Charts

Charts are graphical representations of data and relationships in a dataset. They are
commonly used in situations where viewers need to be able to quickly interpret data,

without having to wade through the worksheet itself.

For example, here you can immediately see on this chart that A division generates the vast
amount of sales within the organization, while D generates the least:

Division Sales Figures

512,000,000.00 _ 549 pp0,000.00

558,000,000.00

s/ wB uC D nE
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Chart Types

You can choose from different chart types, and each of them are tailored to display specific
types of data. Each chart type then has even more sub-types that you can choose from, in
order to further customize their appearance. All these chart types and sub-types are
accessed using the Insert Chart or Change Chart Type dialog boxes. To open the Insert Chart
dialog box, click the Insert tab and click the option button ('*) in the Charts group while the

dataset that you would like to represent is selected:

Excel John Smith > Lesson 1 Book - Saved

Home Insert Data Review  View Help Tell me what you want to do  Open in Desktop App

@A ] 20 J XA [l

on  Forms Table PivotTable Picture Shapes  Offied  Column Line  Pie Bar  Area Scatter Other

- - Add-igs - - ~ - - ~  Charts
ns Tables lllustrations Add-ing Charts Waterfall
v Columnl
A B c D E F G H M N
Folumn1 K

n
8/23/2019 Funmel

=

Hierarchical

i@

Statistical

i, M 444

Radar

—— s
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The Insert Chart dialog box consists of two tabs — Recommended Charts and All Charts. The
Recommended Charts tab will be displayed by default and will suggest a few chart types
that best fit the data that you are trying to represent. Usually, there a few options to choose

from with the top-most option being the most recommended one:

Insert Chart ? >

Recommended Charts = Al Charts

s Clustered Column
Chart Title
$00,000,000 00
B = - $800,000,000.00
- £700,000,000.00
o $600,000,000 00
£500,000,000.00
$400,000,000 00
$300,000,000 00
£200,000,000 00
$100,000,000 00
ra— N . - - -
& B C o E

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

Cancel
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The Other Charts tab displays a list of primary chart types:

QB QA - B

Column  Line Pie Bar  Area Scatter Other

w - - w w - Charts h
Charts Waterfall
Funnel

=

Hierarchical

il @

Statistical

il e

Radar

e g
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Below is a breakdown of each chart type that is available and what data each type is best
suited to display:

e Column: Best suited to display data changes over time or to compare separate data
points.

e Line: Typically used to display data changes over time.

e Pie: Used to compare different data points in relation to a total. For example, you
could use this chart type to show the total expenses of a company broken down by
department.

e Bar: Typically, this chart type is used to compare different data points. It is like the
Column chart type, but instead has the X-axis as the vertical axis and the Y-axis as the
horizontal axis.

e Area: This chart type is typically used to illustrate rates of change over a period, as
well as include the total value in a trend.

e XY (Scatter): Used to illustrate values from a variety of different trends and their
relationship to one another.

e Radar: This chart type is used to compare values from multiple data sets all on the
same chart with each separate data (category) on a separate axis. Typically, this chart
type is best suited to identify outliers and commonalities between data points.

e Hierarchical / Treemap: This chart type is designed to display hierarchical data
through nested rectangles. Each branch of the tree is shown as a rectangle which is
then tiled with smaller rectangles that show sub-branches.

e Funnel: Show progressively smaller stages in a process.
e Statistical / Histogram: A column chart that is designed to show frequency data.

e Waterfall: Sometimes referred to as a flying bricks chart or a Mario chart, this chart
type represents data through a series of columns that are suspended in mid-air.
These are typically used to understand how an initial value (e.g. sales revenue) is
affected by positive or negative values (e.g. staff costs).
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Chart Insertion Methods

When inserting a new chart into a worksheet, you should always have the dataset that you
would like represented selected. If you select only one cell within the dataset in question,
Excel will automatically try and guess the data range that you are trying to represent. While

this is a good idea in theory, in practice, this feature does not always work as intended.

Additionally, when you are inserting charts, remember to include the row or column header
when selecting the dataset. This will ensure that categories that you want plotted along the
X axis of the chart are your column labels from the dataset and the data series are row
labels. Once the data set is selected, including labels, you can then insert a chart using one
of several options. Perhaps the most direct way is to use the commands inside the Charts
group of the Insert tab; however, you can also use the Insert Chart dialog box, or insert the

most recommended chart type for the selected data using keyboard shortcuts.

If you would like the most recommended chart type to be inserted onto the same
worksheet, you press Alt + F1. If you want the default chart type to be inserted into a new
worksheet, press F11.
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Resizing and Moving the Chart

Once a chart has been added to a worksheet, you are able to resize and move the chart
around as you see fit. To move a chart, click to select the chart in question and then drag it

to its new destination. Release your mouse button to place it there:

A [} = ) E F G H ' ) 3 L M N o [ a -
1A '|s 786,000,000.00 |
2z @ o P
Bl Division Sales Figures
4o 4
s e $12,000,000.00 _ $45,000,000.00 ‘
sl | $56,000,000.00 T
7]
8/
]
10
1
12|
13 =] . Q
14| (3
15
16
|
18
i
20
|
22|
2 ihwBaCEDSE
2l O O O
25|
26|
27
28
20|
30
2
32 .
Shoet! | Sheet2 | Sheetd @ fl
A | s | e e | B | F & | W | v |y k[ x| M| N] o | " |a/]
1[a S 786,000,000.00
28 $ 122,000,000.00 .
3lc $  56,000,000.00
4o $  12,000,000.00
5 [E $ __43,000,000.00
o1 .2 S00000,
7 Division Sales Figures
]
9 $12.000.000.00 _ 545 000,000.00
10|
n
12
13|
1]
15
16
17
| .
18| £
i)
20
21|
2|
E)
24|
25|
26
= sA w8 eC aD ek
28|
29|
£
3n
Sheetl | Sheet2 | Sheets ® < ’
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You can resize a chart using the resize handles that appear on each of its sides and corners
while it is selected:

o O O

\ Division Sies Figures /

§12,000,000.00 _, £49,000,000.00

556,000,000.00

/ IAIB‘CIDIE \

O O O

To use these handles, click and drag them in the direction in which you want to enlarge or
compress the chart. Using the handles on the sides, you can modify the chart size in one
direction (horizontal and vertical), while the corner resize handles allow you to resize the
chart size in both directions at the same time.
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Adding Additional Data

Once a chart has been created, the data that it represents does not have to be static. You
can add or remove information from the data range and the chart will represent these
changes instantaneously. To do this, first click to select the chart in question. While the
chart is selected, you will see that the associated data range will appear outlined and
shaded in:

- £ C D E F G H T X . i

£ $ 786,000,000.00

B $ 122,000,000.00

€ $  56,000,000.00

D $  12,000,000.00

E $ 45,000,000.00 [

Division Sales Figures +

: rl
S §12,000,00000__ $49,000,000.00 &
2 $56,000,000.00 T
10
1
12
13
o ol
15 i
i [ Chart Area |
17
18
19
20
21
22
23
24
25
2 "A wB =C uD sE
27 &
28

By clicking and dragging the resize handles for these outlines, you can choose which data
you would like to include in the chart. For example, if you want to include the additional line
of information shown in the example above, you click and drag the resize handle

downwards:

A B
$  786,000,000.00
$ 122,000,000.00
$  56,000,000.00
5
5
5

12,000,000.00
49,000,000.00
52,000,000.00 i

mm g N ®E e
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Once the range area has been successfully resized, the new data will be immediately
incorporated into the chart. In this case you can see that F is now represented:

A B c D E F G H J [ M
1A $ 786,000,000.00
2B $ 122,000,000.00
3c $  56,000,000.00
4D $  12,000,000.00
5 |E $  49,000,000.00 o lo|
6 |F $  52,000,000.00 Division Sales Figures
;
5: 549,000,000.00  ©32:000.000.00 -
o 512,000,000.00
10— 556,000,000.00
1]
=]
]
i3]
1]
1z
i
el
2l
0]
21
=
=)
=)
Bl
el "A wB uC mD mE #F
2zl o 0
Bl
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Activity 3-1: Creating Charts

In this activity, you will format header rows and a title in your worksheet.

You need to produce a chart that will easily demonstrate to your supervisor which

salesperson made the most sales in week one.

1. To begin, open Activity 3-1 from your Exercise Files folder:

Excel | John Smith > Lesson 3 Activity 3-1 - Saved
File Home Insert Data Review View Help Tell me what you want to do Open in Desktop App
ﬁj ;“‘" Calibri o - AN T TE 8B Generl - == @ & X fE
[B1Copy =
Paste BT UDa v Goea. = . o 0 Conditional Format  Insert Delete Forr
o <X Format Painter s == & $-% 9 % B Formatting v asTable v~ . .
Undo Ciipbozrd Font Numper Tables celis
AL v Jc  Weekly Sales & Bonus Payout
A B c D 3 3 G H 1 J
T Weekl‘l{ Sales & Bonus Payout Weekly Bonus Amount
2 3 500.00
3
4 Week[~]| FirstNam{~|  LastName [-]| D [~] WeekiysSaled~| WeeklyGod~| Bonul-|
5 1 Jackie williamson Jackie_Williamson ~ $ 16,785.14 S 15,000.00 $500.00
6 1 Lucas Bressan Lucas_Bressan S 14,687.50 |§ 1500000 $
7 1 Stanley Prastwick Stanley Prestwick S 1347896 S 1500000 $
8 1 lerry Harrison Jerry_Harrison S5 21,689.47 S  15,000.00 S 500.00
9 1 Leah Thompson Leah_Thompson S 2547845 S5 15,000.00 $500.00
10 1 Robyn Fletcher Robyn_Fletchar S 7,600.00 S 15,000.00 S -
1 1 Lisa McCain Lisa_McCain $ 5689.00 $ 1500000 $
12 1 Steven Stone Steven_Stone $  12,34687 § 1500000 $
13 1 Devon Lawrence Devon_lawrence § 1168700 $ 1500000 $
14 1 George Jackson George_Jackson  $ 9,87445 $ 1500000 $

2.  First, you need to select the dataset that you would like to work with.

Weekly Sales & Bonus Payout

Week[~| FirstNam{~|  LastName [~] D [*] WeeklySaled~]| WeeklyGod~| Bonul~ |
1 Jackie Williamson Jackie_Willamson $  16785.14 §  15,000.00 §$500.00
1 Lucas Bressan Lucas_Bressan S 14,687.50 |$ 1500000 S -
1 Stanley Prestwick Stanley Prestwick $ 1347896 $ 1500000 S -
1 Jerry Harrison lerry_Harrison S 21,689.47 |§  15,000.00 | S 500.00
1 Leah Thompson Leah_Thompson S 2547845 §  15,000.00 S$500.00
1 Robyn Fletcher Robyn_Fletcher S 7,600.00 S 15,000.00 S -
1 Lisa McCain Lisa_McCain 3 5689.00 § 1500000 § -
1 Steven Stone Steven_Stone S 12,346.87 |S 1500000 S -
1 Devon Lawrence Devon_Lawrence S 11,687.00 S 1500000 S -
1 George Jackson George _Jackson S 9,874.45 'S  15,000.00 S -
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3. Next, create a bar chart by going to the insert tab and selecting “Bar:”

File Data Review View Help ou want to do Open in Desktop /
: @

f B & dl & QL o -

anction  Forms Table PivotTable Plcture Shapes =~ Office  Column Line Aea Scatter Other | Hyperlink  Comm

- - Add-ins - - ~  Charts «
anctions Tables lllustrations Add-ins Links Comm
4 v K week
A B C D E F G H

Weekly Sales & Bonus Payout

I
?

H

|} Week|[~| FirstMam{~]  LastName [-] D [~] WeeklySaled~| WeeklyGoa~| Bonu{~
H 1 Jackie Williamson Jackie_Williamson  $ 16,785.14 S  15,000.00 S 500.00
5 1 Lucas Bressan llucas Bressan | $  14,68750 $ 1500000 § -
r 1 Cranlos Prachesick Cranlows Rrnctuasicls 12 A79 08 & A nannAan &

4. The new chart will now appear on the current worksheet, overlapping some of the
data:

Data Review View Help ou want to do

B & dll &

Open in Desktop #

e =

anction  Forms Table PivotTable Plcture Shapes = Office  Column Line Aea Scatter Other | Hyperlink  Comm
> - Add-ins - - ~  Charts «
inctions Tables llustrations Add-ins Links Comm
4 v F week
A B C D E F G H

Weekly Sales & Bonus Payout

i
:

3

3 Week|~| FirstMam{~]  LastName [+] D [+] WeeklySaled~| WeeklyGoa~| Bonu{~
; 1 Jackie williamson Jackie_Willamson  $ 1678514 § 1500000 $500.00
H 1 Lucas Bressan llucas_Bressan  §  14,687.50 $ 1500000 § -
T b Cramlans Nrnctasink Cramlar Menctusial 12 ATo o ¢ Ac nnnnn ¢

5. Click and drag this chart to a location on the worksheet where it is not overlapping
anything:

A 8 (v [} £ F G H ) K L M N o

. Weekly Sales & Bonus Payout

a Week[-| FirstNam{-| LastName [-] n [=] WeeklySales - | Weekly God -| Bomu: ~ | —

5 1 adee williamsan lacke_Wiiamson  $ 167852 § 1500000 $50000 —

6 1 lues Bressan lucas Bressan 5 1468750 § 1500000 § —

7 1 stanky Prestwick Stanley_Prestwick  $ 1347896 § 1500000 $ —

[ 1 ey Harrison Jerry Marrison S 2168947 § 1500000 §500.00 —

s 1 leah Thompsan lesh Thompson  § 2547845 § 15,0000 $500.00 —
1 1 Rown Fletcher Fobyn_Fletcher  § 760000 § 1500000 § —

i 1 s WcCain Lisa_McCain $ 568900 § 1500000 § —

2 1 steven stone Steven_Stone $ 123887 § 1500000 5 e —

1 1 Devon Lawrence Devon_Lawrence  $ 1168700 § 1500000 § —

:« 1 Geoge Jackson George Jadkson 987443 § 1500000 § O ——
% Weekiy Sales
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6. Examine the new chart. You will quickly see that Thompson made the most sales in
week one, with Harrison as the next runner up. McCain clearly has some work to
do:

George _lackson
Devon_Lawrence
Steven_Stone
Liza_McCain
Robyn_Fletcher
Leah_Thompson
lerry_Harrison
Stanley_Prestwick

Lucas_Bressan

i

Jackie_Williamson

7. Save your worksheet as ‘Activity 3-1 Complete’ and close Microsoft Excel.
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TOPIC B: Modify and Format Charts

Charts can be added quickly and easily using the default chart configurations, but
sometimes those configurations are not suitable. In such cases, you will need to know how
to modify and format your chart to include data, adjust the size of the chart, and apply

company branding.

Topic Objectives

In this session, you will learn:
e About modification vs. formatting
e About chart elements

e Guidelines for including chart elements

e About the Chart Tools
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The Difference Between Modifying and Formatting

While modifying and formatting charts sound like the same thing, they are different in this
context. When you choose to modify a chart, you are changing the various elements that
are used to illustrate the data. For example, adding or removing chart elements or changing

the chart type would be considering modifying a chart.

Formatting is the process of altering the overall appearance of the chart. This includes
changing the chart’s colors, fonts, and/or size. For example, if you need to change a chart to

incorporate your organization’s branding rules, you are formatting it.

Chart Elements

Chart elements are the individual pieces of the chart that come together to create it. There
will always be at least one chart element present in a chart, but the combination of chart

elements largely depends on the chart type. Here is a sample column chart:

Division Sales Figures o
5900,000,000 00 Ap—
5786,000,000.00
) 000, —

©

Total Sales

122,000,000 00

$56,000,000.00 $45,000,000.00

512,000,000.00
. — —
A B C D E
u Seriesl S786,000,000.00 5122,000,000.00 556,000,000.00 $12,000,000.00 548,000,000.00

Divisions

o—'IAIEICIDIE

The above chart contains six chart elements: Chart Title (1), Gridlines (2), Data series (3),
Legend (4), Data table (5), and Axis Titles (6).
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Minimize Chart Elements

Modifying charts can have a significant impact on how and what information is conveyed.
Due to this fact, it is best to keep your charts as simple as possible. This will allow the data
to speak for itself without cluttering the chart with information you are trying to simplify in

the first place.

However, there are some instances where chart elements can help add meaning and

context to the information being displayed.

The Chart Tools

When a chart is selected on the workspace, the Chart Tools contextual tab set will become
available on the ribbon. This contextual tab set contains four option categories: 1. Data, 2.
Change Chart Type (covered in Topic A), 3. Labels and 4. Axes.

i Excel John Smith » Lesson 3 Chart Tools H
File Home Insert Data Review View Help Chart ell me what you want (] Op

Bl D= AL B |h e w ld |

Select olumn Line  Pie Bar  Area Scatter Other Chart Axis legend Data Data Axes Gridlines
Data v - N - N v Charts v | Jitle v Titles v+ Labels ~ Table v v v

Data Change Chart Type Labels Axes

Select
Data

Data

Switch Row / Column — Data being charted on the X axis will move to the Y axis and vice

versa.

Select Data — Change the data range included in the chart.
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Modifying Labels (3)

When working with charts, labels are important to understand the data the chart

represents.

Chart Tools

Chart Tell me what you

e 1w [dh

Chart Axis Legend Data  Data
Title » Titles ~  ~  Labels ~ Table ~

Labels

Chart Title — Describes the entire chart. Excel 365 allows you four options to edit the Chart

Title and can be accessed by the following:

Chart Tools — Label - Chart Title (click small arrow) - [Position]:

MNone
Do not display a chart Title

Centered Overlay Title
Cwerlay centered Title on chart
without resizing chart

Above Chart

Display Title at top of chart area and
resize chart

Edit Chart Title...
Change the Title

N Bl FlFLBER
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Axis Title — This title describes a category of data included in the chart. Excel 365 allows you
to change the direction and position of the Axis Title.

Chart Tools — Label = Axis Title (click small arrow) - Select Horizontal or Vertical >

[Position]:

i

Axis
Titles ~
@ Primary Horizontal Axis Title >

Ilb  Primary Vertical Axis Title > ”| None
E = I} ~ Xj:ll Do not display an Axis Title

|]|_|:|:|1 Rotated Title

Display Rotated Axis Title and resize
chart

H]I_[Dl Vertical Title

Display Axis Title with vertical text
i and resize chart

=|_|:|:|1 Horizontal Title

Display Axis Title horizontally and
i resize chart

Edit Vertical Axis Title...
Change the Title

Legend — While legends are displayed by default, Excel 365 allows you to remove it or

reposition the legend using the following:

Chart Tools — Label - Legend (click small arrow) = [Position]:

|.E|]:_E

';:|< None
|-|:|:|l Turn off Legend

|.|:|]l Show Legend at Right
Show Legend and align right
== Show Legend at Top
Show Legend and top align

|.|:|]l Show Legend at Left
Show Legend and align left

Show Legend at Bottom
== Show Legend and align bottom

I |:|E| Overlay Legend at Right

] Show Legend at right of the chart
without resizing

I |LE| Overlay Legend at Left

Show Legend at left of the chart
without resizing
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Data Labels — Allows you to provide a label to a value on a worksheet, Excel 365 allows you
to position the data label in four different positions:

Chart Tools — Label - Data Label (click small arrow) = [Position]:

Data
Labels «

_|:|'_>< None
Turn off Data Labels for selection

Center

Display Data Labels and position
centered on the data point(s)

Inside End

Display Data Labels and position
inside the end of data point(s)

Inside Base

Display Data Labels and position
inside the base of data point(s)

_|:|'_ Outside End
Display Data Labels and position

outside the end of data point(s)

Data Table - Allows you to display the information from your chart in a table, Excel 365

allows you three different options, None, Show in Data Table or with Legend:

Chart Tools — Label = Data Table (click small arrow) = [Position]:

Data
Table ~
g Mone
=% Do not show a Data Table

I Show Data Table

== Show Data Table below the chart but
without Legend keys

o Show Data Table with Legend Keys

H=I=l Show Data Table below the chart and
include Legend Keys
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Modifying Axes Information (4)

When working with charts, Axes information is important in order to understand the data
represented by the chart.

Axes — There are two Axes, Horizontal (usually nonnumeric data) and Vertical (usually
numeric data).

Primary Horizontal Axis options include showing labeled information left to right; on
display; or information right to left:

{ih.

Axes
[l Primary Horizontal Axis > None
Ih Primary Vertical Axis > X Do not display Axis

U Show Left to Right Axis
Display Axis Left to Right with Labels

|:| Show Axis without labeling

Display Axis without labels or tick
marks

! Show Right to Left Axis
] #—— Display Axis Right to Left with Labels

Primary Vertical Axis options includes numbering scales that best represent your data.

Anes

-

[ Primary Horizontal Axis >

b 1E|:|l None
* Do not display Axis

Show Default Axis

Display Axis with default order and
labels

h Primary Vertical Axis

115':'3[' Show Axis in Thousands

Display Axis with numbers
represented in Thousands

[P0 Show Axis in Millions
1|:I:|l Display Axis with numbers
represented in Millions
10°  Show Axis in Billions
Display Axis with numbers
represented in Billions
L5 Show Axis with Log Scale

Display Axis using a log 10 based
scale

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by Unlock Success Pty Ltd and The Proven Group.



98 Microsoft Excel 365: Intermediate

Gridlines — Gridlines can help make your chart easy to read by providing background lines
behind the data. Either horizontal / vertical grid lines can be turned on. Excel 365 also

allows choice to display all grid lines or only major ones or minor ones.

L

Gridlines

"

VT Primary Horizontal Gridlines > Mone

I Primary Vettical Gridlines ) Do not display Hornzontal Gridlines

Major Gridlines

il

Display Horizontal Gridlines for Major
units

Minor Gridlines

il

Display Horizontal Gridlines for Minor
5 ] units

Major and Minor Gridlines

il

Display Horizontal Gridlines for Major
and Minor units
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Activity 3-2: Modifying and Formatting
Charts

You have created a chart that illustrates the weekly sales made by your sales staff. You
would like to make the presentation of the data clearer.

1. To begin, open Activity 3-2 from your Exercise Files folder:

Dsts  Review  View  Help

e c D

1 |Weekly Sales & Bonus Payout

4 | Week|~| FistNamiv| LastName [v] B[] WeeklySaled -] WeeklyGos -] Bonui~| s3nma00

5 1 lackie Willamsan Jackie Willamson  § 1678514 § 1500000 $50000

5 1 wwess Bressan lucas Bresssn S 1468750 $ 1500000 § $z.000.00

7 1 Stanley Prestwick Stanley Prestwick S 1347896 § 1500000 5 - samo0a00

] 1 Jerry Harrisan Jerry_Harrson § 2168547 § 1500000 §500.00

s 1 Lean Thompsan lesh_Thompson  § 2547845 § 1500000 $50000 s15,00000

10 1 Robm Fletcher Robyn Fletcher  § 760000 § 1500000 § -

n 1 um McCain $  SeEA0 5 1500000 § - s10000.00 ekl Sales
2 1 Stewn Stone S 1234687 5 1500000 §

3 1 Dewon Lawrence $ 1168700 § 1500000 § - I I I

1 1 Geoge Jackson George jackson S 9g7ads § 1500000 5 - s

18 P &
15 F TG
- & o e &

2. Click to select the chart on the current worksheet. You will see the Chart Tools
contextual tab set appear on the ribbon:

Chart Taols Activity 3-2 copy

File Home  Insert  Data  Review  \View  Help Chart Tell me what you want to do  Open in Desktop App ¥ Share [ Com

SarecaLEiucalkib

03 . k&
A B ¢ E e r 6 H ) K L N

; Weekly Sales & Bonus Payout e
. s 50000
4 | Weekls] FrstNamiz]  tasthame [+] 0 [+] Weeklyssle{~| WeeklyGod~] Bonui~] pe—
5 1 Jackie Williamson lackie Wiliamson  § 1578514 § 1500000 $500.00
& 1 Lucas Bressan Lucas_Bressan s 14,687.50 § 1500000 § - $25,000.00
] 1 Stanley Prestwick Stanley_Prestwick  $ 1347836 § 1500000 § Sa000000
8 1 ey Harrison Jerry_Hartson § 2168947 $ 1500000 $50000 -
g 1 Leah Thampsan lesh Thompson 2547845 $ 1500000 $500.00 $15,00000
10 1 Robyn Fletcher Robyn_Fletcher s 7,80000 $ 1500000 §
1 1 s McCain Lisa_McCain $ 568900 § 1500000 § - $10,000.00 " Weekir Cales
21 stewn stone Stewen Stone S 1233687 $ 1500000 S -
a 1 pewon Lawrence Devon_Lswrence  § 1168700 § 1500000 § - I
4 1 Geoge Jackson George _lackson  § 987445 § 1500000 § - .
: FEF LSS

& & & & s &

§F T ST
Sheet! Sheet2 Sheat3 ¥
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3.  First, you should add a title to this chart. Click Chart Tools — Design - Add Chart
Element = Chart Title > Above Chart:

Chart Tools Activity 3-2 copy - Saved John S

Chart Tell me what you want to do Open in Desktop App 1 Share 1 Comm

It & @ | de i EE

Chart JAxis Llegend Data Data Axes  Gridlines
Title ~ Thtles v ~  Labels ~ Table ~ - -

=" None Axes
Ld]l Do not display a chart Title

= y
Centered Overlay Title . ] ) . 0 - . -
Overlsy centered Title on chart

- without resizing chart i o

Above Chart s 500.00
\.d]l Display Title at top of [} area and

resize chart 4 't

$30,000.00

EdiTCiraT T

Change the Title 525,000.00
S 1347836 S 1500000 S

520,000.00

$ 2168947 S 1500000 $500.00
$ 2547845 S 1500000 $500.00 $15,000.00
$ 7,60000 $ 1500000 § -
) 5689.00 $ 1500000 $ $10,000.00 = weekly Sales

12,346.87 15,000.00
$ $ $ $5,000.00
$ 1168700 $ 1500000 S
B 9,87445 § 1500000 $ s

R S S S SR SR SR 1
& ﬁ-ﬁ“ & & &
& T & &

4.  The chart title will now be displayed above the data series on the chart:

o o 0
[Weekly Sales]
$30,000.00 -
$25,000.00 -
$20,000.00
3315,030.00 o
$10,000.00 B Weekly Sales
55,000.00 I I I
s I I_
e} R
.@*‘P Ljﬂ:{@ 'F c‘° FOARS *Bi ~
o o o)
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5.  Next, you should add major horizontal gridlines to make this chart a little easier to
read.

il

Gridlines.

VI Primary Horizontal Gridlines > @_( None

"ﬂ” Primary Vertical Gridlines by Do not display Horizontal Gridlines

H 1 Major Gridlines N
Display Horiz%ﬂal Gridlines for Major
Weekly Bonus Amount 4TI
$ 500.00 Minor Gridlines
Display Horizontal Gridlines for Minor
] $30,000.00 units
Major and Minor Gridlines
525,000.00 Display Horizontal Gridlines for Major
and Miner units
$20,000.00

$15,000.00
$10,000.00 I I I I mWeekly Sales
-

6.  Major gridlines will now be displayed on the chart:

Weekly Sales

$30,000.00

525,000.00

$20,000.00

$15,000.00
510,000.00 W Weekly Sales

55,000.00
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7.  Finally, you might as well remove the legend as what this data represents is evident.

Click Chart Tools - Legend = None:

| Chan TDOIS —

Chart

bl e [ s i HE

Chart Axis legend Data Dats Axes  Gridlines
Title ~ Titles ~ vh Labels ~ Table - -

">_‘:< None
|-|:[Il Turn off Legend

E |.|:|]:LE| Show Legend at ngllt .
Show Legend and align right

8. Save your work as ‘Activity 3-2 Complete’ and close Microsoft Excel.

Summary

This lesson taught you how to insert charts into worksheets as well as the best way to

format charts to meet the specific needs of you and your audience. Additionally, you

learned about the wide variety of charts that are available to you depending upon the data

that you are working with. You should now feel comfortable modifying as well as formatting

existing charts.
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LESSON 4:
ENHANCING WORKBOOKS

Lesson Objectives

In this lesson you will learn how to:
e Customize workbooks

e Prepare a workbook for audiences

TOPIC A: Customize Workbooks

Your workbooks can be customized in several different ways. In this session, we will focus

on customization through the addition of comments, hyperlinks, and pictures.

Topic Objectives
In this session, you will learn:

e About comments
e About hyperlinks

e About pictures
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Comments

Notes can be added to any worksheet by inserting comments. Typically, they are used to
provide additional context to items within a worksheet to help guide other users, but they

can be used for any topic.

To add a comment, first select the cell that you would like the comment to be added to.

Next, click Review - New Comment:

Excel John Smith > Documents
File Home Insert Data Review View Help Tell r
abc N
v s
Spelling = Accessibility MNew Show
Checker Cnmmem‘l} Comments
Proofing Accessibility Comments

This action will create a new comment and a red comment indicator will appear in the
upper right-hand corner of the currently selected cell. The comment will be labeled with the
current user’s name, but this can be changed by replacing that text as needed. To add text
to the comment, type inside the provided text area:

A . B . C
1 |
2 ABC Widgets Inc. Global Sales
3 Global ) Outside of USA
4 Q1 $ 600,000,000.00 |John Smith:
5 | Q2 $122,000,000.00 |TNsisinUSD.
6 Q3 $ 56,000,000.00 | i
7 Q4 $ 22,000,000.00
q O
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Once you are done, click anywhere outside of the comment text area to hide it; however,

the red comment indicator will remain visible:

A B C
1
2 ABC Widgets Inc. Global Sales
3 Global Outside of USA
4 Ql S ED[},[}DD,D[}D.DD‘ 65%
5 Q2 $122,000,000.00 88%
6 Q3 $ 56,000,000.00 74%
7 Q4 $ 22,000,000.00 46%

To view the comment again, click to select the cell in question or simply hover your cursor
over it. To delete a comment, click to select the cell in which the comment has been placed

and click Review = Delete.

Hyperlinks

Hyperlinks are a mainstay in the computing world. They enable you to navigate around your
computer, browse the internet, and jump to different cells within the same workbook. Excel
lets you use this handy feature for breaking up long workbooks, directing people to a web

page, providing contact information, and much more.

To create a hyperlink, first click to select the cell where you want the hyperlink to be

created. Next, click Insert = Hyperlink:

Excel John Smith > Documents Book2 - Saved

File Home Data Review View Help Tell me what you want to do Openin Deg

o BEN 20 O dxx9QAM B ©

Function =~ Forms Table PivotTable Picture Shapes  Office  Column Line  Pie Bar Area Scatter Othe Hyperlink
- Add-ins - - - - ~  Chartg~ &

Functions Tables lllustrations Add-ins Charts
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This action will display the Insert Hyperlink dialog box.

Insert Hyperlink ? X
Link to: Text to display: ABC Widgets Inc. Global 5ales 9 ScreenTip..,
L= Look in: I Desktop ~| (2 'fa
Existing File
or Web Page MOS55002_Excel_2016_2_ExerciseFiles A~ Bookmark...
Current
= Folder
¢
Place in This
D nt Browsed
Pages
Create New Recent
Cocument Files
W
_lj Address: -
E-mail
Address
Cancel

The left-hand side of the dialog box allows you to choose the type of link (1) that you want
to create. By default, the “Existing File or Web Page” option will be selected. (It will likely be
the type of link you use most often.)

With this option, you will see the settings shown above. At the top of the dialog box, you
can set the text to display (2). This is the text that will turn blue and will contain the actual
link. (By default, any text in the cell that you selected will appear in this field, but you can
modify it if you wish.)

Below this field, you can choose the file (3) or website (4) that you want to link to. You can

also set up a ScreenTip (5) for the link.

When you are ready, click “OK” to save your changes, or click “Cancel” to discard them.
Note that the OK button will not be active until both the “Text to display” and Address fields
are filled in.
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Once the hyperlink has been inserted, you will see that it appears in blue and underlined.
Clicking on the link will open it, but clicking and holding on the link will select the cell that

contains it:
A . B . C
1 |
2 |ABC Widgets Inc. Global Sales
3 Global Outside of USA
4 Ql $ 600,000,000.00 65%
5 Q2 $122,000,000.00 88%
6 Q3 S 56,000,000.00 74%
7 Q4 S 22,000,000.00 46%

To remove a link, right-click the hyperlink in question and then click “Remove Hyperlink” in

the context menu.

Pictures

To add some design elements to your workbooks, you have the option to add pictures.
These pictures will appear entirely in the background of a worksheet without interfering

with the contents of the cells.

To insert a background picture, click Insert = Picture:

Fil= Home Insert Data Review View Help Tell me what you want to do
=lil = =
A @E E R0 O XA E
Function = Forms Table PivotTablg Picture Shapes  Office  Column  Line Pie Bar  Area Scatter Ot
v - Add-ins ¥ v v v v v Cha
Functions Tables llustrations Add-ins Charts

%] v
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This action will display the Insert Pictures dialog box.

>

Organize »

4 I » ThisPC » Desktop »

Mew folder

Desktop
Documents
Fisheries 2012
Mapping documents
Marine Institute
Math Research
MSVL

My Programs
MNew House
Motebooks
personal

Pictures

[ T——— R - P

File name: |Safe1010

v O Search Desktop

Mame

';i Microsoft Teams

|| safe 1010

':} Accident & Incident Report
m Connect

m Facilities Work Request

5] My NSCC

5] QURNSCC

m Password Management

m Technology Service Desk
m Your Library

=~ ™ @

»

Date mod\i’fied (!

8/18/2019 717 PM
8/16/2019 8:50 AM
8/9/2019 1:34 PM
8/8/2019 1:34 PM
8/8/2019 1:34 PM
8/9/2019 1:34 PM
8/9/2019 1:34 PM
8/9/2019 1:34 PM
8/9/2019 1:34 PM
/9/2019 1:34 PM

@ 190729 Aquaculture Operations Program DRAFT curriculum_SK .. 7/29/2019 12:25 PI
[:} @ 201952 GCRD 6334 080 Grades 7/23/2019 12:07 PN w
>
v| | Afiles v
| Open | | Cancel |

Once you find and select a picture, it will be added to the current worksheet. Note that if it

does not span the entire dimensions of the worksheet, it will tile itself automatically:

Bemg
PRt Fonmard - Eackward® P

] a .

Send  Selection Algn

Ange
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Activity 4-1: Customizing Workbooks

You would like to customize a workbook that you have been working with, using some of

the customization options that you learned about in this session.

1. To begin, open Activity 4-1 from your Exercise Files folder:

Excel | John Smith > Activity 5-1 -
File Home  Insert Data  Review View  Help Tell me what you wantto do  Open in Desktop App 14 Share [ Comments
EAC‘“ Calibri e A AT General - == @ &8 T B 5 avtosum ¢ %V p g
P rmri B T U R0 A $- % 3 s taee | o e | e BN e
Undo Clipboard Font Number Tables Celis Editing deas ~
H25 of &
A ] c D £ 3 G H I J K L M N o P Q
; Daily Sales & Bonus Payout Daily Bonus Amount _Daily Goals
2 ABCWidgets Inc. $ 5000 $  2,500.00
3
4 FistName LastName 0 DailySales  Bonus
5 |lackie Willamson  Jackie Williamson  § 678514 § 50.00 Bressan B 24,563.37 S 300.00
6 Lucas Bressan Lucas Bressan $ 468750 $ 50.00 Harrison B 28,677.38 S 150.00 o
7 Stanley  Prestwick  Stanley Prestwick S 7,47896 $ 50.00 Prestwick $ 3540343 §  250.00
8 lerry Harrison Jerry_Harrison $ 168947 5 - Thempson  § 37,25531 $  250.00
9 Lesh Thompson  leah Thompson  $ 547845 $ 50.00 williamson  $ 55850.75 S 400.00
10 Jackie Willamson  Jackie_Willamson  $  7,60000 § 50.00 GrandTotal _§ 191,750.22 §  1,350.00
11 |Lucas Bressan Lucas Bressan $ 568900 $ 5000
12 Stanley  Prestwick  Stanley Prestwick $ 234687 § -
13 |Jerry Harrison Jerry_Harrison $ 168700 § -
14 Leah Thompson Leah_Thompson $ 987445 $ 50.00
15 Jackie Wwilliamson  Jackie_Willamson  $  8,773.68 $ 50.00
16 |Lucas Bressan Lucas_Bressan $ 783587 § 5000
17 Stanley  Prestwick  Stanley Prestwick | $ 689805 $ 50.00
< >
Sheetl Sheet2 Sheet3 (O]

2.  First, you would like to change the contents of cell A2 into a hyperlink. Click to

select this cell and then click Insert - Hyperlink:

File Home Insert Data Review View Help Tell me what you want to do Open in Desktep App

fFEEE B0 O A0S A Hl ¢ ©

Function = Forms Table PivotTable —Picture Shapes  Office  Column Line Pie Bar  Area Scatter Other

- Add-ins v - v v - v  Charts »
Functions Tables lliustrations Add-ins Charts Links Comments
A2 v & pBC Widgets Inc.
A B c D E F G H 1
Daily Sales & Bonus Payout Daily Bonus Amount_Daily G

1
2 ABCWngel_Llnc. s 5000 § 2,5
3
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3. The Insert Hyperlink dialog box will now be displayed. Ensure that the Existing File
or Web Page category is selected and then type “http://www.example.org” into
the Address text box. Click “OK:”

Insert Hyperlink 7 >
Link to: Text to display: | ABC Widgets Inc. ScreenTip...
Look in: Lesson 7 ~| [B f&
Existing File B}
or Web Page IE Activity 7-1 Bookmark...
Current T .
= e 7-
Folder E1Z| Activity 7-1
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: http://www.example.org ~
E-mail
Address

4. With the new link created, test it out by clicking on it once:

A B C

1 | Daily Sales & Bonus Payout
2 |ABC Widgeils Inc.

v

4 |First Mame Last Mame 1D Dai
5 |Jackie Williamson  Jackie Williamson 5
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5.  Your default browser will open displaying the website that the hyperlink pointed

to:

£ Example Domain x o+ x

- o
O | exmplearg | = % a -

Example Domain

This domain is established to be used for illustrative examples in documents. You
may use this domain in examples without prior coordination or asking for permission.

More information...

Close the browser window.

6. Save the current workbook as ‘Activity 4-1 Complete’ to finish this exercise.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by Unlock Success Pty Ltd and The Proven Group.



112 Microsoft Excel 365: Intermediate

TOPIC B: Preparing a Workbook for Multiple

Audiences

One thing to keep in mind when working and managing workbooks created by Excel 365 is
that multiple audiences from other regions of the world may be required to use and
understand them. For this reason, it is important to ensure that when required, your

workbooks are suitable for multiple audiences.

Topic Objectives

In this session, you will learn:
e How to modify worksheets using the accessibility checker
e How to manage fonts

e How to add alternative text to objects
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Adding Alternative Text to Objects

Alternative text is an important step in making documents accessible. To add alternative
text to any object, right-click that object and click the appropriate Format command. Here,

we are working with a chart, so the command is Format Chart Area:

A B C D H [F G H 1 J K L

1A $768,000,000.00] O O O
2 B 122,000,000.00 Divison Sales Figures Q‘ /-

- g g = | Chart Area -
3 |c $56,000,000.00 Fill  Outline
a|p $12,000,000.00| I
5 |E $49,000,000.00| !

| a6 cut
6 |F 452,000,000.00/
7 By Copy
8 (o] . &D Paste Options:
3 a
10 o
11' % Reset to Match Style
12 | A Font.
4 1ll Change Chart Type...
14
15* =A uB sC aD uE «F Ig Saveas Template...

o FR, Select Data...

16
17 [M] Mowve Chart...
18 |
19 |
20 |
21 |
22 |
23 | Assign Macro...
24

7 y Format Chart Area...
2 s
26 |

The related Format task pane will open. In this task pane, you should see a Size & Properties
category. Click it:

Format Chart Area ~ X

Chart Options ¥  Text Options

&QI%

- Size & Properties

I Border
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Next, click the Alt Text sub-category:

Format Chart Area ~ X

Chart Options ¥  Text Options
7
O O =

I Size
I Properties
kAl Text k

Here, you can enter a title and description for the object:

Format Chart Area ~ X

Chart Options ¥  Text Options
7
QO @

I Size
I Properties

4 Alt Text
Title &

Description
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Modifying Worksheets Using the Accessibility Checker

The Accessibility Checker is designed to inspect your workbook for issues that might affect
people who use screen readers. To open this tool, click Review = Accessibility Checker:

File Home Insert Data Feview View Help

of R |0 T

LY

Spellifg = Accessibility MNew Show
Checker Comment Comments

Procfing Accessibility Comments

[RE T~ — +*

This command will open the Accessibility Checker pane on the right-hand side of the Excel

window and list all the errors and warnings related to accessibility:

File Home Insert Data Review View Help Tell me what you want to do Open in Desktop App |2} Share (- Comments
abc I
N &
ipelling  Accessibility ~ New Shaw
Checker Comment Comments %

oofing | Accessibility Comments -~
125 ~ &

A B c D E F G H I J K Accessibility Check «
8 Jerry Harrison Jerry_Harrison $ 163347 $ - Thompsen s 3725531 $ 250.00 ~| AccessiDIlity Lhecker
9  Leah Thompson Leah_Thompson $ 547845 S 50.00 williamson S 55,850.75 S 400.00
10 lackie Willamson  Jackie Willamson  §  7,600.00 $ 50.00 GrandTotal  § 191,750.22 §  1,350.00 @ Last checked: 1030 AM Rt
11 Lucas Bressan Lucas_Bressan $ 5683.00 $ 50.00
12 stanley Prestwick Stanley_Prestwick §  2,34687 § - Warnings B‘
13 Jerry Harrison lerry_Harrison $ 1687.00 S -
14 Leah Thompson Leah_Thompson 5 987445 S 50.00 Default Sheet Names
15 lackie Willamson  lackie_Wiliamson  §  8773.68 $ 50.00 Sheet]
L= I B L S 783587 5000 Hard-to-read Text Contrast
6 |Lucas ressan ucas_Bressan $ 783587 $ 50 PivotTabler (Sheet))
17 stanley Prestwick Stanley Prestwick S 689805 $ 50.00
18 |Jerry Harrison lerry_Harrison S 596023 S 50.00
19 Leah Thompson Leah_Thompson S 502241 $ 5000 To make this document more accessible for peaple
20 Jackie willamson  lackie_Wiliamson  $ 408459 § 50.00 with disabilities, select and fix the iszues in the
31 Lucas Bressan Lucas_Bressan $ 314677 $ 50.00 Inspection Results box.
22 Stanley Prestwick Stanley Prestwick S 2,20896 S Additional Information
3 Jerry Harrison Jerry_Harrison s 127114 § The Accessibility Checker may have identified
[ = Thompson Leah_Thompson s 33332 § A some issues that can't be fixed in the browser. To

i nem remedy those issues apen your file in the Windows
15 |lackie Willamson  Jackie_Williamson  $ 502241 § 50.00 | “| or Mac version of the app.

< >
Sheet1 Sheet? Sheet3 @ Read more about making documents accessible
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To view the details of an error or warning, simply select one from the list. Excel provides a
brief explanation of why the issue appeared and how to fix it in the Additional Information

area that is shown at the bottom of the pane:

Accessibility Checker ¥ %

Inspection Results

Errars

4 Missing Alt Text
Rectangle 4 (Sheetl)

Warnings

4 Default Sheet Mames
Sheet]
Sheet2
Sheet3

Additional Information v
Why Fioc:
Alternate text helps readers

understand information presented in
pictures and other objects.

How To Fibe:

Select and fix each issue listed above to
make this document accessible for
people with disabilities.

Read more about making documents
accessible
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Managing Fonts

Body text and heading text that you add to Excel uses a specified font that you can
customize. To do this, first click the Home tab and, then the Font dropdown:

Insert Data Review View Help

Y
[] e Calibii “[[11 =] A* A

Copv
Paste [E °P)

v < Format Painte

B I UDa/ ~v®-A-~

I+

Clipbeard Font (5

will fa

This action will open the Format Cells dialog box. By scrolling to the top of the Font list box,
you will see both the headings and body font listings:

Format Cells ? *

Mumber  Alignment Eorder Fill Protection

Font: Fant style: Size:
Calibri Bold 11
T Cambria (Headings Fy Regular ] Fy
Calibri (Body) Italic 9
T Agency FB Bold IR
T Algerian Bold Italic
T Arial 12
T Arial Black b 14 v
Underline: Color
None v | I - [ ] nNormal font
Effects Preview
[] strikethrough
[] superseript AaBbCcYyZz
|:| Subscript

This is a TrueType font, The same font will be used on both your printer and your screen,

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by Unlock Success Pty Ltd and The Proven Group.



118

Microsoft Excel 365: Intermediate

You can change how these basic fonts appear by selecting either of them and then choosing
a font style, size, color, and font effect using the controls found on this tab:

Format Cells 7 >
Number  Alignment ___________ F ﬂnt Barder Fill Protection
Font: Fant style: Size:
Calibri Bold 11
ﬁCambria Headinis Fy Regular ] Fy
d Italic 9
T Agency FB Bold IR0
T Algerian Bold Italic
T Arial 12
T Arial Black b 14 v
Underline: Color
None v | I - [ ] nNormal font
Effects Preview
[] strikethrough
[] superseript AaBbCcYyZz
|:| Subscript
This is a TrueType font, The same font will be used on both your printer and your screen,
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Activity 4-2: Preparing a Workbook for
Multiple Audiences

The workbook that you have been working on needs to be checked by the Accessibility
Checker for any errors, and you need to change every instance of the dollar symbol to the
English pound symbol.

1. To begin, open Activity 4-2 from your Exercise Files folder:

Dty Sales Data
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3. Next, click the General button in the lower right-hand corner of the Number group
on the Home tab:

Insert Data Review View Help Tell me what you want to do Open in Desktop App

b Ao = ==
[ EQ‘;C‘” Calibri c1 AR T T = ] [Genenl PO ==
roege LA Copy = = = N
‘aste B I U D a . - - = . L) 0 00 Canditional
«  <¥Format Painter - = - = €= 2= = $-% e = Fomatting
Clipbeard Font Alignment Number Tat
. K

4. The dialog box will now be displayed. Ensure that the Accounting category is
selected from the Category list on the left:

General kS @

ol
tin

%3 General

12 Mumber

ml Currency

=
::I.E ! ﬁ.cmungg

? Short Date

? Long Date
@ Time
% Percentage

1/2 Fraction

More Mumber Formats...
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5. Next, click the Symbol drop-down menu and click the English (United Kingdom)

option:
Format Cells ? *
Mumber  Alignment Font Border Fill Protection
Category:
General Sample
Mumber $6,785.14
Curren
. Decimal places: |2 =
Date - P
Eme . Symbol: | § ~
Eraim J 5 Spanish (Chile) =
Scientific S Spanish [Colombia)
Text S Spanish [Dominican Republic)
special S Spanish [Ecuador)
Custom S Spanish (El Salvadar)
S Spanish (es-CU)
S Spanish [Mexico)
S Spanish [Puerto Rico)
5 Spanish [United 5tates)
£ Scottish Gaelic (United Kingdom)
£ Welsh
o Latin

Accounting formats line up the cur|g vigdish

¥ Chinese [PRC)

¥ Japanese

¥ Mongolian (Traditional Mongolian, PRC)

¥ Tibetan (PRC) v
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6. With the new currency symbol selected, click “OK” to apply your changes:

Format Cells ? ot

Mumber  Alignment Font Border Fill Protection

Category:
General Sample

Number £6,785.14
Curren

Decimal places: |2 =
Date - P

Time Symbol: ~
Percentage
Fraction
Scientific
Text

Special
Custom

Accounting formats line up the currency symbols and decimal points in a column,

N
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7. Back at the worksheet, you will see that the new currency symbol has replaced the
dollar sign that was seen in the previously selected cells:

Daily

First Mame Last Name ID Daily Sales

Jackie Williamson  Jackie £6,785.14
Lucas Bressan Lucas Bress £4,687.50
Stanley  Prestwick  Stanley Prestwick  £7,478.96
lerry Harrison Jerry_Harrison £1,689.47
Leah Thompson  Leah_Thompson £5,478.45
Jackie Williamson Jackie_Williamson | £7,600.00
Lucas Bressan Lucas_Bressan £ 5,689.00
Stanley  Prestwick  Stanley Prestwick  £2,346.87
lerry Harrison Jerry_Harrison £1,687.00
Leah Thompson Leah_Thompson £95,874.45
Jackie Williamson Jackie_Williamson | £8,773.68
Lucas Bressan Lucas_Bressan £7,835.87
Stanley  Prestwick  Stanley Prestwick  £6,898.05
lerry Harrison lerry_Harrison £5,960.23
Leah Thompson  Leah_Thompson £5,022.41
Jackie Williamson Jackie_ Williamson | £4,084.59
Lucas Bressan Lucas_Bressan £3,146.77
Stanley  Prestwick  Stanley Prestwick  £2,208.96
lerry Harrison lerry_Harrison £1,271.14
Leah Thompson  Leah_Thompson £ 33332
lackie Williamson Jackie_Williamson | £5,022.41
Lucas Bressan Lucas_Bressan £ 4,084.59
Stanley  Prestwick  Stanley_Prestwick  £3,146.77
lerry Harrison lerry_Harrison £ 2,208.96

<
Daily Sales Data

8. Now you need to run the Accessibility Checker. Review = Accessibility Checker:

of 0|8 T @

File Home Insert Data View Help

Spelliffg | Accessibility MNew Show
Checker Comment Comments

Procfirg Accessibility Comments

1Aac - +
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9. Returning to the worksheet, the Accessibility Checker pane will be displayed on the
right hand-side of the Excel window. Listed inside of this pane will be any issues
identified by the checker. In this case you can see that only one such issue has

been found:

Accessibility Checker =

. ] c
i Daily Sales Immpretin Rty

9 Dl 1 Ol S D
L Williamson [ Bressan -
»
e
B
Thompson

10. Click to select the issue that is listed, and you will see more information about the
problem and the problem element will also be selected on the worksheet. In this
case, the problem is with the SmartArt graphic. Review the How to Fix information
lower in this pane and use those instructions to add “Employees” as alternate text

to this graphic:

Additional Information v
How To Fixe: -
To add alternate text to a picture or
object:

1} Right-click on the object, and click Ik‘
Format.

-

21 Click Size & Properties,
Select and fix each issue listed above to
make this document accessible for

people with disabilities.

Read more about making documents
accessible
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11. Once you have made the recommended changes, you will find that the
Accessibility Checker will automatically indicate that no issues remain:

| Daily Sale;

S E m
m

12. Save the changes that you have made to the current workbook as Activity 4-2

Complete and then close Microsoft Excel 365 to complete this activity.

Summary

In this lesson you learned about the various ways that you can enhance your workbooks in
Excel 365. You should now be familiar with the customization options that are available, as
well as how to manage themes to control the appearance of your workbooks. Finally, you

now know how to prepare your workbooks when working with multiple audiences.
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Topic C: Applying Conditional

Formatting

While Excel workbooks and worksheets can contain all sorts of important data, it can
sometimes be lost in a sea of information. Excel’s conditional formatting feature can help

bring attention to patterns or outliers in your data.

Topic Objectives

In this section, you will learn:
e About conditional formatting

e How to apply, customize, and clear conditional formatting
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What is Conditional Formatting?

Conditional formatting will automatically highlight cells with data that satisfies certain

criteria. It is useful for worksheets that show financial figures (where black formatting might

equal positive values, while red formatting might equal negative values), test results (where

results change color based on their value), or any time you want to highlight data within a

certain range.

Applying Conditional Formatting Rules

To apply conditional formatting, select the target data, click “Home - Conditional

Formatting,” choose the formatting category, and choose a style:

Template Courtesy of Microsoft.com

Sales Data.xlsx *

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you want to do EDIT IN EXCEL
o a] % Cut Verdana 1 Ay === 25 Wrap Text Accounting
Pasie | ,Cop” I U D ax H-A- === &5 HMegescenter- §- % <
& Format Painter
Undo Cli ard Fond Al Number
fe 443983
A C D E F G H
1 |Full Name Region Q1 Q2 Q3 Q4
2 |adda Ellwood Africa/Nairobi $443,983  $431,629 | $450,521 $ 433,587
3 |Aguste Fessier America/Toronte | § 429,100 % 425,269 $373,941 $ 127,746
4 |Alethea Winyard Europe/Lisbon $114,980 $380,264 $429,716 $ 261,241
5 |ash Jirousek America/Toronto | § 368,612 382,150 % 264,538 $ 225,849
6 |Burton Wreath Asia/Manila $170,905 $153,045 | $219,301 & 238,136
7 |christopher Fleis Europe/Moscow | § 473,496  $ 286,807 $487,919 $ 216,623
8 |Cody Luton Europe/Lisbon $ 218,203 $277,480 | $477,055 ¢ 416,420
9 |Debra Godman Africa/Nairobi $ 418,579  $171,975 $448,654 $ 318,128
10 |Delainey Mont Asia/Manila $386,315 $184,778 | $162,573 $ 387,770
11 |Drake Becom Eurcpe/Moscow | § 341,113  $134,202  $ 178,804 $ 495,803
12 |Ebonee Louch Asia/Manila $ 224,551 $115,951 | $289,162 $ 280,378
13 |Erica Busse Europe/Moscow | § 169,706  $ 281,265  § 327,055 & 206,231
14 |Galvin Freiberg Europe/Warsaw | § 222,863  $255,684  $415483 $ 390,461
15 |Gardy Howsley America/Toronte | § 420,108 314,733  $499,214 $ 353,656
16 |Haley Dartan Asia/Bangkok $395,150 $413,390 | $ 169,868 §$ 294,643
17 |Hardy Eyckel Asia/Manila $403,688 $285003 | §130,577 ¢ 349,050
18 |Hercules Almon Europe/Warsaw $408,311 $487,532 $142,611 $ 323,942
19 |Joy Liddyard Asia/Manila $144,480 $340,217 | $102,012 $ 196,950
20 |Lucky Delouch America/Toronte | § 363,379 440,399 $394,639 $ 315,954
21 |Neal Sollars Europe/Moscow | § 388,254  $418,938  $209,895 $ 470,087
22 |Robert Balnaves Asia/Manila $255,103 $134,865 | $441,530 ¢ 143,461
23 |Rochette Shelley America/Toronto | $ 198,576 % 345,601 $ 196,293 $ 411,246
24 |Rodger Campany  Asia/Manila $ 467,602 $266,613 | §165,388 § 374,323
25 |Ronald Burriss Africa/Nairobi $247,753  $474,183 | $403,443 $ 483,015
26 |Rosanna Skeermor America/Toronte | § 136,503 & 181,573 $400,816 $ 215,603
27 |Silvano Estable Asia/Manila $372,755 | $120,213 $ 450,051 $ 403,664
28 [Sylvan Eshmade Europe/Lisbon $415418 $379,522  $460,876 $ 327,551
29 [Tally Leppington Europe/Lisbon $436,760 $273,361 | $360,605 §$ 170,697
30 |Tucky Habishaw Asia/Bangkok $210,086 $139,985 | §168,733 §$ 485,319
31 |Wanda Ratlee Asia/Bangkok $167,342  $476,637 | $424,504 ¢ 273,937

|

= Cil==z]

 iE3 E oy
Congitional Forms  Format
Formatting - 35 Table

1 Hignignt ces Rules
B 1on uies
L 13 Top/Bottom Rule
£ DataBars
= Color Scales
= lcon Sets

[# CearRules

T B
B = |_,__'
Insert Delete Format

+  Directional
=X ]
A=w
AN
fASUY
Shapes
[ Jo] J
oL®
YT Y )
Indicators
Q00
> > P
Ratings
eIV O
EEEEE

3 AutoSum - év p
Sort & Find &
Filter - Select -

Clear -

Editing

Tty
rANY
rAINY

(o]e] |
LIS 1 )

vixX

il il il il
ﬂﬂﬂiﬁ

AVERAGE:$315069 COUNT: 120 SUM:$37.808274 =

HELP IMPROVE OFFICE
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Here is an overview of the categories.

o Highlight Cells Rules: Highlights cells that are greater than, less than, between, or
equal to specified values.

e Top/Bottom Rules: Highlights the top or bottom numbers or percentages in the
selected cells.

e Data Bars: Displays colored bars that are indicative of the value in the cell. (The more
the cell is filled in, the higher its value compared to the other cells in the range.)

e Color Scales: Uses different shades of color to represent different values, from low to
high.

e Icon Sets: Applies graphics to visually indicate a cell’s value.

Here, we have added an icon set to our data:

A C D E F G

1 Full Name Region Q1 Q2 Q3 Q4

? | Adda Ellwood Africa/Nairobi dl $443,983 dl $431,620 il $450,521 .l § 433,587
3 | Aguste Fessier America/Toronto  dll $429,100 dll 3425,260 dl $373,941 il § 127,746
4 alethea Winyard Europe/Lisbon il $114,980 4 $380,264 il $420,716 4l $ 261,241
5 Ash Jirousek America/Toronto 4 $368,612 4 $382,150 4l $264,538 4 % 225,849
& |Burton Wreath Asia/Manila il $170,0905 il $153,045 il $219,301 4l § 238,136
7 |christopher Fleis Europe/Moscow  dll $473,496 4l 3286,807 dll $487,919 4l 5 216,623
2 | Cody Luton Europe/Lisbon dl $218,203  dl $277,480 dll $477,055 il 5 416,420
2 |Debra Godman Africa/Mairobi dl $418,579 4l $171,075 il 3448,654 4l $ 318,128
10 Delainey Mont Asia/Manila d $386,315 il $184,778 il $162,573 dl $ 387,770
11 Drake Becom Europe/Moscow  dl $341,113 4l $134,202 4 $178,804 4l $ 495,803
12 |Ebonee Louch Asia/Manila il $224,551 4l $115,951 4l 289,162 4 $ 280,378
13 Erica Busse Europe/Moscow il $169,706 dl $281,265 dll $327,955 4l § 296,231
14 | Galvin Freiberg Europe/Warsaw  dl $222,863 dl $255,684 dll $415,483 4l $ 390,461
15 Gardy Howsley America/Toronto  dll $420,100 4l $314,733  dll $499,214 dl § 353,656
16 Haley Dartan Asia/Bangkok dl $395,150 il $413,390 4l $169,868 4l $ 294,643
17 | Hardy Eyckel Asia/Manila dl $493,688 dl $285,903 .l $130,577 dl $ 349,059
12 |Hercules Almon Europe/Warsaw  dl $408,311 4l $487,532 .l $142,611 4l 5 323,942
19 Joy Liddyard Asia/Manila il $144,480 4 $340,217 4l $103,012 4l 3 196,950
20 |Lucky Delouch America/Toronto 4l $363,379 4l $440,390 4l $394,639 4l $ 315,954
21 |Neal Sollars Europe/Moscow  dl $388,254 il $418,038 4l $209,805 .l § 470,087
22 Robert Balnaves Asia/Manila dl $255,103 4l $134,865 il 3441,530 4l 5 143,461
22 Rochette Shelley America/Toronto 4l $198,576 4l $345,601 4 $196,293 4l $ 411,246
24 Rodger Campany  Asia/Manila dl $467,602 dl $266,613 .l $165,388 dl $ 374,323
25 Renald Burriss Africa/Nairobi dl $247,753  dll 474,183 4l 3403,943 il 5 483,015
76 Rosanna Skeermor America/Toronto 4l $136,593 4l $181,573 dll $400,816 4l % 215,603
27 |Silvano Estable Asia/Manila d $372,755 dl $120,213  dll 450,051 4l $ 403,664
28 Sylvan Eshmade Europe/Lisbon dl 3415418 4l $379,522 4l 460,876 dl $ 327,551
29 |Tally Leppington Europe/Lisbon dl 436,760 dl $273,361  dl $360,605 4l $ 170,697
30 Tucky Habishaw Asia/Bangkok il $210,086 4l $130,985 4l $168,733 4l § 485,319
31 Wanda Ratlee Asia/Bangkok il $167,342 4l $476,637 dll $424,504 4l 3 273,037

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by Unlock Success Pty Ltd and The Proven Group.



129

Microsoft Excel 365: Intermediate

Setting Conditional Formatting Options

The options in the top two categories in the Conditional Formatting menu (Highlight Cells
Rules and Top/Bottom Rules) require you to set advanced options before they can be

applied. Let’s use the Less Than style as an example:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell mewhat you want to do EDIT IN EXCEL

o  [F E E:tw Verdans Ry =B 2 rap Text Accounting - :l 5 = f= S?‘ (K] X awosum- vy O
@ Paste . T UDaxii-H-A- === &3 SMergeaCenter- §- % » 5 20 [Conditienal| Forms Insert Delete Format Clear - Sort & Find 8

- ¥ Format Painter = Formatting - - - - Fifter - Select -
e — . umesr ,J‘ Highlignt Cells Rules » _)\‘ Grester Than.. Fns
£ 273937

A c D E ; G H EE Toortottom ues ) s 0 P
1 Full Name Region Q1 Q2 Q3 Q4 o s
2 |Adda Ellwood Africa/Nairobi $443,983  $431,629 | $450,521 $ 433,587 Data Bars ¢ [ Between.
3 |Aguste Fessier America/Toronto | § 429,100  $ 425,260  $373,941 & 127,746
4 |Alethea winyard Europe/Lisbon §114,980 $ 380,264 $429,716 $ 261,241 E Color Scales B j Equal Te..
5 |Ash Jirousek America/Toronte | § 368,612  § 382,150  $ 264,538 & 225,840
6 |Burton Wreath Asia/Manila $170,905 $153,945 $219,391 $ 238,136 ’_: |con Sets + | P Text that Contains_.
7 |Christopher Fleis Europe/Moscow | § 473,496 % 286,807  $487,919 §$ 216,623 = it
8 |Cody Luton Europe/Lisbon $ 218,203 $277,489 $477,055 $ 416,420 [# ClearRules ' L ! 4 Date Oceurring
9 |Debra Goedman Africa/Nairobi $418,579  $ 171,975 | $448,654 §$ 318,128 il o
10 |Delainey Mont Asia/Manila $ 386,315  $184,778 | $162,573 $ 387,770 -
11 |Drake Becom Europe/Moscow | § 341,113  $134,202  $ 178,894 $ 495,803 ‘ ‘ Duplicate Values...
12 |Ebonee Louch Asia/Manila $224,551  $115,951 | $ 289,162 ¢ 280,378
13 |Erica Busse Europe/Moscow $ 169,706 % 281,265 $ 327,955 $ 296,231
14 |Galvin Freiberg Eurcpe/Warsaw | § 222,863  $ 255,684  $415,483 § 390,461
15 |Gardy Howsley America/Toronte | § 420,109  § 314,733  $499,214 § 353,656
16 |Haley Dartan Asia/Bangkok $ 395,150 $413,390 §$ 169,868 $ 294,643
17 |Hardy Eyckel Asia/Manila $493,688  $ 285,903 $ 130,577 $ 349,059
18 |Hercules Almon Europe/Warsaw | § 408,311 % 487,532  $ 142,611 § 323,942
19 |Joy Liddyard Asia/Manila $144,480  $340,217 $103,012 $ 196,950
20 [Lucky Delouch America/Toronte | § 363,379  $ 440,399  $394,639 § 315,954
21 [Neal Sollars Europe/Moscow | § 388,254  $418,038  § 200,805 § 470,087
22 |Robert Balnaves Asia/Manila § 255,103 % 134,865 $ 441,530 $ 143,461
22 |Rochette Shelley America/Toronto | § 198,576  § 345,601  $196,293 & 411,246
24 |Rodger Campany  Asia/Manila $ 467,602  $ 266,613 | $ 165,388 § 374,323
25 |Ronald Burriss Africa/Nairobi $ 247,753  $474,183  $403,443 $ 483,015
26 |Rosanna Skeermor America/Toronto | $ 136,593 $181,573 $400,816 $ 215,603
27 |Silvano Estable Asia/Manila $372,755 $120,213 | $450,051 $ 403,664
28 [Sylvan Eshmade Europe/Lisbon §415418  $379,522  $460,876 § 327,551
29 [Tally Leppingten Europe/Lisbon $ 436,760 $273,361  §$ 360,605 $ 170,697
30 [Tucky Habishaw Asia/Bangkok $210,086 $139,985 | §168,733 § 485,319
31 |wanda Ratlee Asia/Bangkok $ 167,342 % 476,637 $424,504 $ 273,937
33
34
35 Template Courtesy of Microsoft.com .
o € >
Sales Data.xlsx &
AVERAGE $315069 COUNT:120 SUM:$37.208274 ~ HELP IMPROVE OFFICE

The Less Than dialog box will open when we choose this style from the Highlight Cells Rules

menu:

Less Than x

Format cells that are LESS THAMN:

with | Light Red F

with Dark Red Text ~

0K Cancel
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In the first field, we can enter the value we want to look for. Then, we will choose the

formatting from the second menu. Here, we want values less than $250,000 to be

formatted with red text:

FILE HOME

£ 273937

1 |Full Name

2 |Adda Ellwood

3 |Aguste Fessier
4 |Alethea Winyard
5 |Ash Jirousek

6 |Burton Wreath

7 |Christopher Fleis
8 |Cody Luton

9 |Debra Godman
10 |Delainey Mont
11 |Drake Becom

12 |Ebonee Louch
13 |Erica Busse

14 |Galvin Freiberg
15 |Gardy Howsley
16 |Haley Dartan

17 |Hardy Eyckel

18 |Hercules Almon
19 Doy Liddyard

20 |Lucky Delouch
21 |Neal Sollars

22 |Robert Balnaves
23 |Rochette Shelley
24 |Rodger Campany
25 |Ronald Burriss
26 |Rosanna Skeermor
27 |Silvano Estable
28 |Sylvan Eshmade
29 [Tally Leppington
30 [Tucky Habishaw
31 |Wanda Ratlee

Sales Data.xlsx

INSERT

DATA  REVIEW

Region
Africa/Nairobi
America/Toronte
Europe/Lisbon
America/Toronto
Asia/Manila
Europe/Moscow
Europe/Lisbon
Africa/Nairobi
Asia/Manila
Europe/Moscow
Asia/Manila
Europe/Moscow
Europe/Warsaw
America/Toronto
Asia/Bangkok
Asia/Manila
Europe/Warsaw
Asia/Manila
America/Toronto
Europe/Moscow
Asia/Manila
America/Toronto
Asia/Manila
Africa/Nairobi
America/Toronto
Asia/Manila
Europe/Lisbon
Europe/Lisbon
Asia/Bangkok
Asia/Bangkok

Template Courtesy of Microsoft.com

VIEW Q Tell me what you want to do EDIT IN EXCEL
Font. Number Tables Editing -~
D E E G H K L W N 0 P o R
Q1 Q2 Q3 Q4 2
§443,983  5431,629  §450,521 § 433,587
$420,100  $425260 $373,941 $ 127,746
§114,980  $380,264 $429,716 & 261,241
§368,612  5382,150 264,538 $ 225,849
§170,905 5153,945 $219,391 $ 238,136
§473,4956 286,807 $487,019 $ 216,623
§218,203  $277,489  $477,055 & 416,420
§418,579  $171,975 4448654 $ 318,128
$386,315 5184778  $ 162,573 $ 387,770
§341,113 % 134,202
$224,551 $ 115,951 | LessThan x
160,706  § 281,265
$ 222,863 §$ 255,684 | Format cells that are LESS THAN:
§420,100  $ 314,733 | 555909 x| witn |Red Text v
§395,150  $ 413,390
403,688  § 285,003
§408,311  § 487,532 oc [ [ conce
§144,480 % 340,217
§363,370  $440,390  $304,630 $ 315,954
§388,254  $418,938  $209,895 $ 470,087
§255103 5134865  §441,530 § 143,461
§108,576  $345601 4196203 § 411,246
§467,602 266,613  §165388 $ 374,323
§247,753  $474,183  $403,443  $ 483,015
§135,593  $181,573  $400,816 $ 215,603
$372,755 $120,213  $450,051 $ 403,664
$415418 $379,522  $460,876 $ 327,551
§436,760  $273,361  $360,605 $ 170,697
§210,086 5139985 4 168,733 $ 485319
$167,342  5476,637  §424,504  $ 273,937

AVERAGE:$315069 COUNT: 120 SUM:$37.808274 = HELP IMPROVE OFFICE
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Here are the results:

Full Name
Adda Ellwood
Aguste Fessier
Alethea Winyard
Ash Jirousek
Burton Wreath
Christopher Fleis
Cody Luton
Debra Godman
Delainey Mont
Drake Becom
Ebonee Louch
Erica Busse
Galvin Freiberg
Gardy Howsley
Haley Dartan
Hardy Eyckel

& Hercules Almon
19 oy Liddyard

20 Lucky Delouch
Neal Sollars
Robert Balnaves
Rochette Shelley
Rodger Campany
Ronald Burriss

o I R TR R TE T U Ry

w0 oo

=

E = R, T - U N R

Region
Africa/Mairobi
America/Toronto
Europe/Lisbon
America/Toronto
Asia/Manila
Europe/Moscow
Europe/Lisbon
Africa/Mairobi
Asia/Manila
Europe/Moscow
Asia/Manila
Europe/Moscow
Europe/Warsaw
America/Toronto
Asia/Bangkok
Asia/Manila
Europe/Warsaw
Asia/Manila
America/Toronto
Europe/Moscow
Asia/Manila
America/Toronto
Asia/Manila
Africa/Mairobi

Q1

§ 443,983
$ 429,100
$ 114,980
% 368,612
$ 170,905
§ 473,496
$ 218,203
§ 418,579
$ 386,315
$ 341,113
§ 224,551
$ 169,706
§ 222,863
$ 420,100
§ 395,150
5 493,688
§ 408,311
§ 144,480
§ 363,379
$ 388,254
$ 255,103
$ 198,576
§ 467,602
$ 247,753

Clearing Conditional Formatting

Q2

$ 431,629
$ 425,269
$ 380,264
% 382,150
$ 153,945
$ 286,897
$ 277,489
$ 171,975
$ 184,778
$ 134,202
$ 115,951
$ 281,265
$ 255,684
$ 314,733
$ 413,390
$ 285,903
$ 487,532
$ 340,217
% 440,399
% 418,938
$ 134,865
$ 345,601
$ 266,613
% 474,183

Q3

$ 450,521
$ 373,941
% 429,716
% 204,538
$ 219,391
$ 487,919
$ 477,055
% 448,654
% 182,573
% 178,894
$ 289,162
$ 327,955
% 415,483
% 499,214
% 169,868
$ 130,577
$ 142,611
$ 103,012
% 394,639
% 209,895
% 441,530
$ 196,293
$ 165,388
% 403,443

E

433,587
127,746
261,241
225,849
238,136
216,623
416,420
318,128
387,770
495,803
280,378
296,231
390,461
353,656
294,643
349,059
323,942
196,950
315,954
470,087
143,461
411,246
374,323
483,015

F T T T T T N T A T T T AT =

To remove conditional formatting rules, click “Home - Conditional Formatting - Clear

Rules,” and choose what you want to clear:

FILE HOME  INSERT ~ DATA  REVIEW
Lo X cut

© e Verdana
Bay ¢
Paste opy
- < Format Painter

1Y

Adda Ellwood

A C

B I U P ax i~

Undo Clipboard Font

1 Full Name Region

2 |Adda Ellwood |Africa/Nairobi

3 |Aguste Fessier America/Toronto
4 |alethea Winyard Europe/Lisbon

5 Ash Jirousek America/Toronte
6 Burton Wreath Asia/Manila

7 |Christopher Fleis Europe/Moscow
8 |Cody Luton Europe/Lisbon

9  Debra Goedman Africa/Nairobi

10 | Delainey Mont Asia/Manila

11 Drake Becom Eurcpe/Moscow

VIEW @ Tell me what you want to do EDIT IN EXCEL
1 Aa === 25 Wrap Text
- A = = = & 5= [ Merge & Center -
Alignment

D E F G
Q1 Q2 Q3 Q4
$443,983  $431,629 $450,521 $ 433,587
$420,100 $425,260 $373,941 $ 127,746
$114,980 $380,264 $429,716 $ 261,241
$ 368,612  §382,150 §264,538 § 225849
$170,905 §153,945 $219,391 § 238,136
$ 473,496  § 286,897 $487,919 § 216,623
$218,203 $277,480 $477,055 $ 416,420
$418,579 §171,975 $448,654 $ 318,128
$ 386,315 §184,778 $162,573 § 387,770
$341,113  §134,202 $178,894 § 495,803

General

en o
- % * % a5

Nurmber

All conditional formatting rules will then be removed.

ESE T

Congifienal| Forms  Format
Formattings| - s Tabie -

g | vignignt cels Rutes +
L“ | Top/sottom Rutes  +

10|

£ Databars

L= | Color Scales

= lcon Sets

[# ClearRules %

& 2 (] Zawese- 87 O
Insert Delete Format Sort & Find &
- - - Fitter - Select -

Clear -

Editing

Clear Rules from Selected Cells

Clear Rules from Entire Sheet
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Activity 4-3: Applying Conditional Formatting

You have some ideas on how conditional formatting can make your financial data easier to

interpret. In this activity, you will experiment with a few different types of conditional

formatting rules.

1.

3.

To begin, open Activity 4-3 from your USB. (Refer back to Activity 1-2 and Activity

1-3 if you need help.) Open the workbook in Editing View.

First, we want to identify revenues under $250,000. Select the Revenues column:

FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
-y = n e
& :m Calibri 14 A = 8= 28 wrap Text General -'y? n% | 52X [ 3 Autosum - ;Y p
Paste - COPY I up o m-A- == =4 Evereaceter. §- % » % 4  Condtoral Forms Fomat | Insert Delete Fomat @ Ciear-  Sort& Find&
- Format Painter Formatting- - asTable- - - - Fiter - Select -
Undo Fonl Number T: Cells Editing
S Revenues
A B c D E F G H | K L
1+ | Gy [] Statds] Office Typds| Reveneq-] O E -] Operating Profil-] Depreciatior’=] Net Profif=]
3 |EastNatchitoches  MA Franchise 5433,924 $101,465 5332,459 55,068 $327,391
4 |Lyon MA Co-Owned $135,816 $67,388 568,428 55,700 $62,728
& | Conyersvile ME Franchise $128,691 $67,175 61,516 54,956 $56,560
4 |Farmingtonlake  NH Franchise $392,518 582,675 5309,843 $6,100 $303,743
9 |MartinsComer  NH Franchise 5331773 585,288 5246,485 5,795 $240,690
10 |Pickerel Narrows  NH Co-Owned $244,975 $100,834 5144141 $5,153 $138,988
11 | Willaha NH Co-Owned 5137,925 $104,528 33,397 55,673 $27,724
13 |spring City N Co-Owned $432,326 §78,257 $333,029 $4,872 §348,157
14 Mittenlane NY Co-Owned 5177789 $103,757 §74,032 55,144 568,388
15 |EastWaterford MY Franchise 5201845 583,178 118,767 54,734 $114,033
17 Scottsville RI Co-Owned 5440,462 581,912 5358,550 54,842 $353,708
18 |Hebron RI Co-Owned 5407339 $88,286 319,053 54,604 $314,449
Longview Rl Co-Owined $376,263 $92,698 $283,565 $5,195 $278,370
Emerson RI Franchise 5149,134 $87,513 561,621 55,168 $56,453
ick “Conditional Formatting - Highlight Cells Rules - Less Than:”
Click “Conditional Formatting ighlight Cells Rules ess Than:
FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tellmewhatyouwant to do EDIT IN EXCEL
-, ¥ 1 -
M ot Calibri 14 A == ab Wrap Text General m LT | T AutoSum - QY p
Paste P FTuUpmi-B-a- =B ElMerge center - § - % > %0 £  |GOnGMGnall fomms Fomat | Insert Delete Formst @ (ggr.  Sort& Find&
-« Format Painter Formatting - as Table - - - Filter - Select -
Undo Cipboard Fon ent Nurber Esiting
e |‘ Highlight Cells Rules » | Greater Than.. B
Je Revenues -
A B c D E F G LT]UI‘TOD/WDMHIES * | B LessThan. N K L
1 City [-] Stat¢~] Office Type™ 0 ing Expenses~] Operating Profif~] Depreciati
3 [East Natchitoches  MA Franchise 5433,924 $101,465 $332,459 45,068 Data Bars » | MM Between..
4 |iyon MA Co-Owned $135,816 $67,388 568,428 5,700
6 |conyersville ME Franchise 5128691 $67,175 561,516 54,956 & | Color scales . = Equal To..
& |Farmingtonlake  NH Franchise $392,518 $82,675 309,843 6,100
9 |Martins Corner NH Franchise $33L773 485,288 $246,485 $5,795 Icon Sets R L T et Contna.
10 |Pickerel Narrows  NH Co-Owned 5244975 $100,834 5144,141 55,153 !
11 |willaha NH Co-Owned $137,925 $104,528 §33,397 $5,673 (3 Clear Rules
o L A Date Occurring...
13 [spring City N Co-Owned $432,326 $79,207 353,029 54,872 $348,157 =
14 |Mittenlane NY Co-Owned $177,789 $103,757 §74,032 $5,144 468,888
15 |East Waterford NY Franchise 5201,945 $83,178 5118767 54,734 114,033 | ‘D“m“a'e"a'“f‘
17 |scottsville Rl Co-Owned $440,462 $81,912 $338,550 $4,842 $353,708
18 |Hebron RI Co-Owned 5407339 588,286 319,053 54,604 $314,449
19 |Longview RI Co-Owned $376,263 592,698 5283,565 55,185 $278,370
20 |Emerson RI Franchise 5149,134 587,513 561,621 55,168 $56,453
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4. The Less Than dialog box will open. Type “250000” for the value, leave the
formatting at the default setting, and click “OK:”

Less Than

Format cells that are LESS THAM:
with | Light Red Fill with Dark Red Text

250000

st

Ok Camcel

[

5.  The formatting will be applied:

A B C D E F G H

1 City [-] Statd~] Office Type| Revenue{-| Operating Expenses~| Operating Profil-] Depreciatior{~] Net Prof
3 |East Natchitoches MA Franchise 5433924 5101465 5332,459 55,068 5327,391
4 |iyon MA Co-Owned $135,816 567,388 368,428 35,700 562,728
6 |Conyersville ME Franchise $128,691 567,175 561,516 54,956 556,560
8 |Farmington Lake NH Franchise 5392518 $82,675 5308,843 56,100 5303,743
9 |Martins Corner NH Franchise $331,773 585,288 5246,485 55,795 5240,690
10 |Pickerel Narrows  NH Co-Owned 5244975 5100834 5144141 35,153 $138,988
11 |willaha NH Co-Owned $137.925 5104528 $33,397 35,673 527,724
13 |Spring City NJ Co-Owned $432,326 §79,297 3353,029 34,872 $348,157
14 |Mittenlane NY Co-Owned 5177,789 $103,757 574,032 55,144 568,388
15 |East Waterford Ny Franchise $201,945 583,178 $118,767 54,734 $114,033
17 |scottsville RI Co-Owned $440,462 $81,912 $358,550 34,842 $353,708
18 |Hebron RI Co-Owned 5407 339 588,786 $318,053 54,604 $314,449
19 |Longview RI Co-Owned $376,263 592,698 $283,565 $5,195 $278,370
20 |Emerson RI Franchise $149,134 $87,513 561,621 35,168 $56,453

6. Now let’s add an icon set to the Net Profit column. Select the column:

i

]

CICIENEE

]

10
1
13
14
15
17
18
19
20
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LE HOME ~ INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
AJ ¥ E:;? Calior 14 A a =B= 25 wrap Text General .‘",7 n% D
Paste BlI u p M- A-| = EMmergesiCenter - § - % » % 49  Conditonal Forms Format
- ¥ Fomat Painter Formatting - - as Table -

o Clipboard Font. Alignment Number T:

Net Profit

A B c D E F G H
City [-] Staig-] Office Types] {-] Operating E {~] Operating Profil~] Depreciation~| Net PR (-]

East Natchitoches  MA Franchise 5433,924 $101,465 5332,459 55,068 $327,391

Lyon MA Co-Owned 5135816 $67,388 568,428 $5,700 $62,728
Conyersville ME Franchise $128,691 $67,175 61,516 54,956 $56,560
Farmington Lake  NH Franchise $392,518 $82,675 $309,843 $6,100 $303,743

Martins Corner  NH Franchise 5331773 585,288 5246,485 5,795 $240,690

Pickerel Narrows  NH Co-Owned $244,975 $100,834 514,141 $5,153 $138,988

Willaha NH Co-Owned $137,925 $104,528 33,397 55,673 $27,724

Spring City N Co-Owned $432,326 §79,297 $333,029 $4,872 $348,157
Mittenlane NY Co-Owned $177,789 $103,757 §74,032 55,144 $68,888

East Waterford Y Franchise 5201945 583,178 118,767 54,734 $114,033
Scottsville RI Co-Owned 5440,462 581,912 5358,550 54,842 $353,708
Hebron RI Co-Owned 5407339 $88,286 319,053 54,604 $314,449
Longview Rl Co-Owined $376,263 §92,698 $283,565 $5,195 $278,370
Emerson RI Franchise 5149,134 $87,513 561,621 55,168 $56,453

Q‘,;‘" 3‘7\ ii 3 Autosum - QY p

Insert Delete Format Clear - Sort & Find &
- - - Fiter - Select -
Cells Editing
K L
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7.  Click “Home = Conditional Formatting = Icon Sets = 3 Symbols” (Circled):

FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
L AJ % cut Calibri N Y 2 Wrap Text General - [.i'; g 344 E‘)\ LT_ 3 Autosum - ’Z‘Y p
o Pt I U D amii- - A- ElmergeaiCenter - § - % » % 49  [ondiomall Forms Format | insert Delete Format Clear - Sort & Find &

-« Format Painter = Fomatiings - asTabe- - - - Fiter - Select -
Undo Clipboard Font. Alignment Humber *‘ Hignlignt Cels Auies + Editing
Je NetProfit b

A B c o £ F G T}D‘Tcp/ﬁaﬂmr Rules » | ) ¢ .
1 City [-] Staté-] Office Type~] {-] O ing E -] Operating Profi-] Depreciati
3 [East Natchitoches MA Franchise 5433,020 $101,465 5332,459 55,068 Data Bars v
4 |von MA Co-Owned $135,816 $67,388 568,428 $5,700
6 |Conyersvile ME Franchise $128,691 $67,175 561,516 54,956 Color Scales '
& |Farmingtonlake N Franchise $392,518 $82,675 $308,843 6,100
9 |MartinsCorner  NH Franchise 5331773 585,288 5246,485 55,795 \con Sets , | Directional
10 |Pickerel Narrows  NH Co-Owned 5244975 $100,834 514,141 55,153
11 |willaha NH Co-Owned $137,925 $100,528 433,397 $5,673 7 Clear Rules LT X
13 [Spring City N Co-Owned $432,326 $79,297 353,029 54,872 $348,157
14 |Mittenlane NY Co-Owined $177,789 $103,757 §74,032 $5,144 568,888 acw rANY
15 |East Waterford  NY Franchise 5201945 $83,178 5118,767 54,734 $114,033
17 |scottsville Rl Co-Owned $440,462 $81,912 $338,550 $4,842 $353,708
18 |Hebron RI Co-Owned 5407339 588,286 319,053 54,604 $314,449
19 |Longview RI Co-Owned 5376,263 592,698 5283,565 55,185 $278,370
20 |Emerson RI Franchise 5149,134 587,513 561,621 55,168 $56,453
21
22
23
24
25
26
27
28
29
30
3
32
= *ode i il all
3 OICCO il il ul il
<
ancial Data Financial Scorecard & EEEESE
AVERAGE: 1922772857 COUNT:15 SUM: 2691882 - HELP IMPRO!

8. Review the results:

FILE HOME  INSERT ~ DATA  REVIEW VIBW @ Tellme what you want to do EDIT IN EXCEL
Y Calibri N Y ab Wrap Text General - .. ﬂﬂ D id-‘ E‘?\ E T AutoSum - ’EY p
N Bl upmii-H-aA- = 3= ElMerge&Center - $ - % » % £  Conditonal Forms Format | Insert Delete Format Clear - Sort & Find &
-« Format Painter Formatting- - asTabe- - - - Filter - Select -
card Number Tables Editing
= Net Profit
A B C D E F G H | J K L
1 City [~] Stat€~] Office Typ -] O ing Expenses~] Operating Profil~| Depreciation~| Net Profil~ |
3 |Esst Natchitoches MA Franchise 5433,924 $101,465 $332,459 $5,068 T sszzam
4 |iyon MA Co-Owned $135,816 $67,388 568,428 5,700 O sez728
6 |conyersville ME Franchise $128,691 $67,175 $6L,516 $4,856 © ss6,560
& |Farmingtonlake  NH Franchise 5392518 $82,675 5309,843 56,100 @ s303,723
9 |Martins Corner NH Franchise $331,773 485,288 $246,485 $5,795 ) 5240690
10 |Pickerel Narrows N Co-Owned 5244,975 $100,834 5144,141 55,153 © si3oss
11 |willaha NH Co-Owned $137,925 $104,528 33,397 $5,673 Q sz
13 [Spring City N Co-Owned 5432,326 57,207 353,029 54,872 @ sassisy
14 |Mittenlane NY Co-Owned 5177,789 $103,757 574,032 55,144 © sess8s
15 |East waterford NY Franchise 5201,945 583,178 5118,767 $4,734 © 5114033
17 |Scottsville R Co-Owned $440,462 $81,912 5358550 54,842 @ s3s3708
18 |Hebron Rl Co-Owned 5407,339 588,286 $319,053 54,604 O sasae
19 |Longiew RI Co-Owned $376,263 592,698 5283565 55,195 @ s28370
20 [Emerson Rl Franchise $149,134 $87,513 $6L621 $5,168 © ss6453
21
22
23
24
25
26
27
28
29
30
3
32
33
34
35
26
<
ancial Data Financial Scorecard *
AVERAGE: 1022772857 COUNT:15 SUM: 2601832 - HELP IMPRO
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9. Thered formatting applied to the empty section of Column D now looks a bit

strange. Click cell D21 and press Ctrl + Shift + don your keyboard to select it and all
cells below it. Then, click “Home = Conditional Formatting - Clear Rules = Clear
Rules from Selected Cells:”

10. The formatting will now be cleaned up:

FILE HOME  INSERT ~ DATA  REVIEW  VIEN Q@ Tell me whatyouwant to do EDIT IN EXCEL
o 7)‘((“ Callori -1 - AN T == 28 wrap Text General Tl n% ===
Paste ‘(aw U p oak M- A- === &35 ElMergeaCerter-  § - % » % J§  |GoAGEoRal forms Format
- Fomat Painter - Fommatiings - as Table -
Undo Fonl Number IHi N
ighiight Cells Rules »
3 e
A B c D £ 3 s LTml‘TQD/’Bcﬂoerules ,
1 City [-] Statd~] Office Type7] -] O -] Operating Depreciati
3 Eest Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 E_ Data Bars '
4 llyon MA Co-Owned 5135816 567,388 568,428 55,700
& | Conyersvile ME Franchise 5128691 $67,175 361,516 $4,956 _=;] Coler Seales v
8 |Farmingtonlake  NH Franchise 5392518 582,675 5309,343 56,100 -
9 |MartinsComer N Franchise 5331773 585,288 5246,485 55,795 .
10 |Pickerel Narrows — NH Co-Owned 5244975 $100,834 5144,141 $5,153
11 | Willaha NH Co-Owned $137,925 $104,528 33,397 5,673 5 Clear Rules .
13 |spring City N Co-Owined $432,326 §79,297 $333,029 54,872 W 5348157
14 Mittenlane NY Co-Owned $177,789 $103,757 574,032 55,144 © sessss
15 |East Waterford NY Franchise 5201945 $83,178 5118,767 $4,734 O 5114033
17 Scottsville RI Co-Owned 5440,462 $81,912 358,550 54,842 @ s3s3,708
18 |Hebron Rl Co-Owned $407,339 $88,286 $318,053 $4,604 O s31a429
19 |Longview RI Co-Owned $376,263 52,698 5283,565 55,195 @ same3n0
20 |Emerson RI Franchise 5149,134 587,513 561,621 55,168 © sseas3
21
22
23
2
25
26

F

Clear -

i;"‘ ? E 3 Autosum - ;Y p

Insert Delete Format

Sort & Find &
Fifter - Select -

Editing

Clear Rules from Selected Cells

Clear Rules from Entire Shest

L

H

Depreciatior -] Net Profi~]

A B C D E

1 City [-] Statd-] Office Typg] Revenue{-| Operating Expenses-| Operating Profii~]
3 |East Matchitoches MA Franchise 5433,924 5101,465 3332,459
4 Lyon MA Co-Cwned 5135816 $67,388 368,428
6 Conyersville ME Franchise 5128691 567,175 361,516
& |Farmington Lake  NH Franchise $392,518 582,675 308,843
9 |Martins Corner MNH Franchise 533,773 585,288 5246,485
10 |Pickerel Narrows ~ NH Co-Owned 5244975 $100,834 5144141
11 |willsha MNH Co-Owned 5137,925 5104,528 533,397
13 |Spring City M Co-Owned $432,326 $79,297 $353,020
14 Mittenlane MY Co-Owned 5177,789 5103,757 574,032
15 East Waterford MY Franchize 5201,945 583,178 5118,767
17 |Scottsville RI Co-Owned 5440,462 $81,912 3358,550
12 |Hebron RI Co-Owned $407,339 $88,286 $319,053

Longview RI Co-Owned $376,263 592,698 3283,565
20 Emersan RI Franchize 5149,134 587,513 261,621
21
22
23
24
25
IR

$5,068
$5,700
$4,956
36,100
$5,795
$5,153
$5,673
$4,872
$5,144
$4,734
$4,842
$4,604
$5,195
$5,168

0000000000000

$327,391
562,718
$56,560
5303,743
$240,6%0
5138,988
$27,724
5348,157
$68,888
5114,033
5353,708
5314,449
5278,370
$56,453

11. Save the activity as Activity 4.3 complete and close the Excel browser tab to

complete this activity.
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LESSON 5: LINKING CELLS & VIEW

Lesson Objectives

In this lesson you will learn how to:
e Link formula

o Freeze Panes

TOPIC A: Link cells in different workbooks

To get the greatest utility from your spreadsheets, your workbooks need to include linkages

in your formula’s. In this session, we will focus on linking formulas.

Topic Objectives
In this session, you will learn:

e Linking formula
e Linking between pages

e Linking between workbooks
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TOPIC A: Link Cells in Different
Workbooks

In Excel, you not only have the ability to link to worksheet cells within the current
workbook; you can also link to worksheet cells within entirely separate workbooks. In this
topic you will learn about external references and how to create them.

Topic Objectives

In this topic, you will learn:

= About external references

External References

External references (sometimes referred to as links) refer to the contents of a cell or cells
within the worksheet of another workbook. The primary benefit of linking to cells in other

workbooks is to save time.

While external references share much of the same syntax as typical cell references in Excel,
there are some key differences. First, there are actually two different ways that you can

create external references depending on if the referenced workbook is open.

If the referenced workbook is open, you can include the workbook name in square brackets,

followed by the worksheet name, an exclamation point, and then the cell reference:
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Insert Page Layout Formulas Data
ol —
b Cut Calibri AN == E—f‘WrapText General -
Egy Copy - JE—
Pavste  Forrmat Painter B I U- - M. A~ === |eE3= Merge&Center - $ 0% 2 580
Clipboard IF1 Font IF1 Alignment IF1 Number IF1
Al - £ || =suM([Book2.xIsx]sheet115a51:$851)|
A B | T | D | E | F | G | H | | J | K | L
1 3l
L L]
2 —

If the referenced workbook is, or will be, closed when this external reference is used or

created, you need to format the external cell reference differently. In such cases, the

external reference needs to include the entire file path to the workbook in question,

followed by the workbook name in square brackets, the worksheet name, an exclamation

point, and finally the cell reference:

Insert Page Layout Farmulas Review View Q Tell me what youwant to do

] - - —
& 3 Cut Calibri 11 A A T== & EwWapTm General -
z EE Copy ~
aste o e CA. === e=3= . . <o oo
- ~' Format Painter BIU = g £ === == EMerge&.Center $-% » %68

Clipboard [F] Font F] Alignment F] MNumber F]
Al = e | :SUM('C:\USers\abcwi\Desktop\[Bookz.xlsx]Sheetl".$A$1:$B$1}|

A B | ¢ | o | E | E | & | ® | v | s | kK | v
1] 3]
2_
3
=~

(Note that the file path, workbook name, and worksheet name need to be enclosed in

single quotation marks when creating this external reference type.)
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Activity 5-1
Linking Cells in Different Workbooks

The workbook that you are working with (Activity 5-1A) separately summarizes data from
another workbook (Activity 5-1B). In the first workbook (Activity 5-1A) you would like to
display a count of the number of entries within that other workbook (Activity 5-1B), without

having to copy those entries manually.

1. To begin, open Activity 5-1A from your Exercise Files folder:

ssssss
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2. Ensure that cell C6 is selected in the current worksheet and then click inside the
Formula Bar. Type “=COUNT(“:

Insert Page Layout Formulas Data i Design Q Tell me what you want to d
o cut 1 A A 4 Wrap Text General
Past B Copy
= A Merge 8 C q o 4
Format Painter | B 1 Y A Merge & Center $ 3 50 30
Clipboard [F] Font Alignment Number
SUM - X & fo | =COUNT| dmmme
A B COUNT(valuel, [valueZ], .} | | E | F | & | H

Warehouse A 1635 S 1,622.11
Warehouse B 1952 S 1,252.03
Warehouse C 154 5 402.98

Total Entry Count:|=COUNT( 1

Jle ot B W =

3.  With the source workbook open, you don’t need to include the file path. With that
in mind, open Activity 5.1B.xlIsx and click and drag to select A2:A35:

T Table Tools
Insert Page Layout Farmulas Data Review View Design
il
D J Cut 11 A a o Wrap Text

Past %R Copy -

aste A erae & C )

- Format Painter B # Merge & Center

Clipboard ] Font Alignment
SUM o x v K =COUNT('[Ac‘tiVi‘ty4-2B.x|sx]Sheet1'| —
A B COUNT (valuel, [valuel], ...} E F

1

2 |Warehouse A 1,622.11
3 |Warehouse B 1952 5 1,252.03
4 |Warehouse C 154 s 402.98
£

6 Total Entry Count:lzetl’ ‘l
7

o
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4. Press Enter on your keyboard. The value calculated using the external reference

data will now be displayed within cell C6:

A B C
1 - - -
2 | Warehouse A 1635 5 1,622.11
3 |Warehouse B 1952 5 1,252.03
4 |Warehouse C 154 5 402.98
5 -
) Total Entry Count: 34
? [ |
Q

5. Save your work as Activity 5-1 Complete and then close Microsoft Excel.
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TOPIC B: Freeze Panes

It is sometimes convenient to be able to keep an eye on one part of a spreadsheet while
simultaneously viewing other parts of the same spreadsheet. You can do this using the

Freeze feature.

To use Freeze, open a workbook window and click “View - Freeze Panes:”

File Home Insert Page Layout Formulas Data Review VI;E'W’ Help Table Design
@ @ IE Farmula Bar Q a:(i E % ié@ ;;p!t f\‘r'e"" Side by Side (% E
iae -
Mo P Brsk o, G’ | Dl rines Bl esdngs | 00T W% Zoom | Mew A e e | iy o | Mocs
Workbook Views Show Zoom *# Freeze Panes Macros
E@ Keep rows and columns visible while the rest of
D2 = I 125319 the worksheet scrolls (based on current selection).
Freeze Top Row
A s E F | i Keep that:p_rcw‘.i:ible while scrolling through !

1 City Revenues Operating Expenses Operating Profit Depre the rest of the worksheet.
2 |warner 1 5125,3191 $65,792 $59,527 % Freeze First Column
3 |East Natchitoches $433,924 $101,465 $332,459 E@ Keep the first column visible while scrolling
4 |Lyon $135,316 $67,388 $68,428 through the rest of the.wcrkzhr:r:t
5 |willow Run $233,255 583,606 $149,649 85,089 $144,560
6 |Augusta $248,973 $29,246 $219,727 $4,208 $215,519
7 |Conyersville $128,691 567,175 561,516 54,956 556,560/
2 |Mount Baker $244,913 $89,974 $154,939 $5,062 $149,877
9 |Farmington Lake $392,518 582,675 $309,843 56,100 $303,743
10 |Martins Corner $331,773 $85,288 $246,485 $5,795 $240,690
11 |Pickerel Narrows 5244975 $100,834 5144,141 55,153 $138,988
12 |Willaha $137,925 $104,528 $33,397 $5,673 $27,724
13 |Center 5207,163 $73,705 5133,458 55,599 $127,859
14 |Spring City $432,326 $79,297 $353,029 $4,872 $348,157
15 |Mittenlane 5177,789 $103,757 574,032 55,144 568,888/
16 |East Waterford $201,945 $83,178 $118,767 $4,734 $114,033
17 |Coltman $461,214 586,688 5374,526 56,066 $368,460
18 |Scottsville $440,462 $81,912 $358,550 $4,842 $353,708
19 |Hebron 5407,339 588,286 $319,053 54,604 $314,449
20 |Longview $376,263 $92,698 $283,565 $5,195 $278,370
21 |Emerson $149,134 $87,513 $61,621 $5,168 $56,453
22 [Total $3,753,017,

The following options will be displayed:

Freeze Panes If you select cells before clicking this option, everything to the
left of and above the selection will remain frozen.

Freeze Top Row This will freeze the top row. Use this option to keep column
headings visible while scrolling vertically through the data.

Freeze First Column | This will freeze the first column. Use this option to keep row
headings visible while scrolling horizontally through the data.
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Activity 5-2: Freeze Panes

In this activity, we will explore the freeze panes options in Excel 365.
1.  To begin, open Excel. (Refer back to Activity 1-1 if you need help.)
2. Open Activity 5-2.

3.  Ensure you are on the Financial Data worksheet and click the View tab:

File Home  Insert Data Review Tell me what you want to do Open in Excel

iF {\m Calibri 11w AR 85 Wrap Text Currency - ﬁ @ G:El E @ 3 Autes
e Lesoip. TUR& O A Bvegeacerer §- % 3 & 3 e o T @
Undo Clipboard Font Alignment Number Cels
H22 « fe =SUBTOTAL(108,[Net Profit])
| A B c D E F G H
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 |wamer MA Corporate $125,319 $65,792 $59,527 $4.667 $54,860
3 |EastNatchitoches | MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 |Lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728
5 |willow Run MA Corporate $233,255 $83,606 $149,649 $5,089 $144,560
6 |Augusta ME Corporate $248,973 $29,246 $219,727 $4,208 $215519
7 |conyersuille ME Franchise $128,691 $67,175 $61,516 54,956 $56,560
8 |Mount Baker ME Corporate $244913 $89,974 $154,939 $5,062 $149,877
9 |Farmington Lake  |NH Franchise $392,518 $82,675 $309,843 $6,100 $303,743
10 |MartinsCorner  NH Franchise $331,773 585,288 $246,485 $5,795 $240,590
11 |Pickerel Narrows | NH Co-Owned $244,975 $100,834 $144,141 $5,153 $138,388
12 |willaha NH Co-Owned $137,925 $104,528 533,397 5,673 $27,724
3 center M Corporate $207,163 $73,705 $133,458 35,539 $127,859
4 |spring City W Co-Owned $432,326 $79,297 $353,029 54,872 $348,157
15 |Mittenlane Ny Co-Owned $177,789 $103,757 $74,032 5,144 568,388
16 |EastWateford  NY Franchise $201,945 583,178 $118,767 54,734 $114,033
17 |Coltman Ny Corporate 5461,214 586,688 5374,526 56,066 368,450
18 | Scottsville Rl Co-Owned 5440462 SB1,812 358,550 54,842 $353,708
1% |Hebron RI Co-Owned 5407,339 588,286 5318,053 54,604 5314,443
20 Longview Rl Co-Owned 5376,263 552,698 5283,565 55,185 5278,370
21 Emerson RI Franchise 5145,13¢ 587,513 S6L,621 55,168 556,453
22 [Total 53,753,017|
23
24
25
26
27
2
29
1
PivotTable Financial Data Financial Data Template Regional Directory &
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4 Notice that the gridlines are still visible here. However, we want to freeze the
header row on this sheet as more data may be added to future reports. Click
“Freeze Panes - Freeze Top Row:”

File Home Insert Data Review  View Tell me what you want to do Open in Excel

I:z? EE ﬁﬁ E Headings

Editing Rezding  Freeze ] Griglines
Miew | View Panes ~

Document V3
C25
) D E . | F G H |

1 State  Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit

2 Warner MA Corporate 5125312 565,792 $59,527 54667 554 860
3 | East Natchitoches |MA Franchise 5433924 5101,465 5332, 459 55,068 $327,391
4 lyon MA Co-Owned $135,816 567,388 568,428 55,700 562,728
5 |willow Run MA Corporate 5$233,255 583,606 5149649 55,089 5144 560
6 | Augusta ME Corporate 5248973 529,246 $219,727 54,208 $215519
7 | Conyersville ME Franchise 5128,691 567,175 $61,516' 54,956 556,560
8 Mount Baker ME Corporate 5244913 589,974 5154939 55,062 $149 877
9 |Farmington Lake NH Franchise 5392,518 582,675 5309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 5246,485 $5,795 $240,690
11 |Pickerel Narrows | NH Co-Owned 5244975 5100,834 5144141 $5,153 $138,988
12 |willaha NH Co-Owned $137,925 5104528 533,397 55,673 527,724
13 |Center M Corporate 5207,163 573,705 5133458 55,599 $127,859
14 |Spring City NI Co-Owned $432,326 579,297 $353,022 54872 5348157
15 |Mmittenlane NY Co-Owned 5177,789 5103,757 $74,032 55,144 568,888
16 |East Waterford NY Franchise $201,945 583,178 $118,767 54734 $114,033
17 | Coltman NY Corporate 5461,214 586,688 5374526 56,066 $368,460
13 scottsville RI Co-Owned 5440462 $81,912 $358,550 54,542 $353 708
19 |Hebron RI Co-Owned 5407,339 588,285 5319,053 54,604 5314443
20 Longview RI Co-Owned $376,263 592,608 5283365 55,195 $278,370
21 |Emerson RI Franchise 5145,134 587,513 561,621 55,168 556,453
22 Total $3,753,017

z L1

PivotTable _ Financial Data Template Regional Directory *

5 Scroll down in the workbook. Notice that the first row remains in place.

6 Save As ‘Activity 5-2 complete’ and close Excel to complete this activity.
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Course Summary

Congratulations on completing the second part of Microsoft Excel 365 training. During this

course, you learned how to:

e Analyze data with logical and lookup functions
e Organize worksheet data with tables

e Visualize data with charts

e Enhance workbooks

You should know which functions are used to complete which tasks, as well as how to use
those functions for data analysis. You should be comfortable with the variety of data
visualization tools that are available in Excel, as well as the many ways that you can enhance
your workbooks.

If you want more the Excel Advanced course will be running as a public program, or
alternatively call us for information about running it in house — for a daily fee rather than a

per participant fee. Maximum 10 participants.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Cut Ctrl + X
Copy Ctrl+C
S
§ Paste Ctrl+V
g Und Ctrl+2Z
S ndo r
3
= Redo Ctrl+Y
E
Start a new line in the same cell Alt + Enter
Print worksheet Ctrl+P
Select a range of cells Shift + Arrow keys
é Select a column Ctrl + Spacebar
©
E Select a row Shift + Spacebar
o
% Open the Find dialog Ctrl+F
()}
& Open the Replace dialog Ctrl+H
Open the Go To dialog Ctrl+ G
Apply bold Ctrl + B
S
é Apply italics Ctrl + |
g Applying underlining Ctrl+ U
b0
£ | Increase font size Ctrl + Shift +>
-
(1]
g Decrease font size Ctrl + Shift + <
(' 9
Clear formatting Ctrl +D
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Move up one cell Up Arrow
Shift + Enter
Move down one cell Down Arrow
Enter
Move right one cell Right Arrow
Tab
" Move left one cell Left Arrow
2 Shift + Tab
£
g Go to the beginning of the row Home
o
S | GotocellAl Ctrl + Home
®
-%” Go to the last cell of used range Ctrl + End
(T
2
Move down one screen (28 rows) Page Down
Move up one screen (28 rows) Page Up
Move to the edge of the current data Ctrl + Right Arrow or Ctrl + Left Arrow
region
Switch to next sheet Alt + Ctrl + Page Down
Switch to previous sheet Alt + Ctrl + Page Up
Insert new worksheet Shift + F11
S
E Insert hyperlink Ctrl + K
§ Follow hyperlink Ctrl + Enter
§ Insert table Ctrl + L
[ =
Open/close Comments pane Shift + F2
° Calculate workbook (refresh data) F9
£ o
3 ®| Insert AutoSum function Alt + Equals (=)
L2
©
(8]
Open Insert Function dialog box Shift + F3
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Glossary

absolute reference

A type of reference that will not change
even if it is moved or copied to another
location.

arguments

Data used by functions to complete
calculations.

AutofFill

A feature that is used to automatically fill
sequential data into a range of cells.

cell

The intersection of a row and column on a
worksheet.

charts

Visual representation of numeric data.

conditional formatting

Formatting that will highlight cells whose
data satisfies certain criteria.

filtering

Customizing the data view based upon set
criteria.

fill

Formatting that adds background color to
cell(s).

fill handle

The small black box that appears in the

bottom right-hand corner of a selected

cell or cell range. Used to activate the
AutoFill feature.

Flash Fill

Feature that will automatically extract or
combine data based on a pattern.

font

A set of typeface.

Format Painter

A tool that is used to copy formatting
from one selection of text to another.
formula

A mathematical relationship expressed
through symbols.

formula bar

A part of the Excel interface that displays
the cell name, contents, and/or formulas
in a selected cell.

function

Pre-made operations that are used to
perform calculations.

mixed references

Cell references that include both relative
and absolute references.

relative reference

A cell reference that will change relative

to its positioning in a worksheet.
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spreadsheet Tell Me
Either a paper or electronic file that is Natural language help feature accessed
used to store and work with data (mostly directly on the ribbon interface.
numbers) in a tabular fashion.
) workbook
table An Excel file that stores multiple
A dataset that is comprised of rows and worksheets.

columns but is treated as one object
worksheet

(unlike regular data ranges).
An electronic spreadsheet.
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