Microsoft Excel

Sales by country
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Matasha Noel  Japan Children B 200 53550 65
Sally Sanderson England Manchester 0 220950 150 ) 150.95
Bill Boyson Australia Clothing 0 1508 259500 95
Simon Simpson  Australia Clothing B 21558 20550 2595
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Steve Strong Australia Manchester 0 290 ) 120 ) 150
Kris Kristoff Canada Manchester B 220950 580950 25025
Kevin Knox England Children B 9@ 15950 1999
Ola Oliver England Kitchen Ware 0 sa@ 159500 25
Joyce Johnson  Japan Children O 967@ 15950 5095
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Data & Dashboardsintermediate

Intermediate Excel will take you to the next level in Excel.

Refresh - Microsoft Ribbon

The best way to understand Excel is to get an understanding of the Microsoft Ribbon and the tabs.
All functions and commands are located in the Ribbon that stretches across the top of the screen

Book2 - Excel

Insert  Page Layout Formulas Data Review View Power Pivot '.;,1‘ Tell me what you want to do...

o &% Cut o . da == o = . = EE'ED EEEL‘ =21 3 AutoSi
D B Copy - Calibri . .11 A A B : i : B Wrap Text General C‘J Q (EH EEX oy
Pavste oy - BIU- - 5H-A === <32 EMegeaiCenter - $-% 9 | %05 Fi?’:nd;;%n;l_ FOT:Sr:vaS St)((:lzlsl;' \nsvert Delete Forinat # Clear~
Clipboard [ Font n Alignment [ Number [ Styles Cells
Al = fe
Microsoft Excel opens with the Hometab selected. The Hometab is used for entering, editing and
formatting data
Tab
& -
Drop
down Menu Insert Pagelayout Formulas
-5 _
gf’C”t Calibri 11 AN T =
=2 Copy ~
ste - - A ==
- ¥ Format Painter =L Q‘ - =
Clipboard n Font \ F ———— D|a|og bOX
Al - fi Group launcher
A B . C . D) . E
1 )
2 —

The Ribbon contains multiple tabs, each of which contain certain operations. Other tabs include;

Insert Tab- Contains controls for adding various items into the spreadsheet
Page LayouTab- controls the look and feel of the spreadsheet
FormulasTab- Creating and editing formulas

DataTab- tools for analysing the data in the spreadsheet

ReviewTab- Allows managing spreadsheet changes

View Tab- Enables you to change how you view the spreadsheet

o vk wn R



Mininize the Ribbon

The ribbon can be minimized so that only the tabs are shown. When minimized, you can click the tab
to temporarily view the tab’s controls

1. Minimize the ribbon area by clicking the arrow in the lower-right corner of the ribbon

2l > AutoSum ~ A
j (W] Fill - zY p
nat

Clear ~ Sort & Find &
- Filter ~ Select -
Editing ~
Collapse the Ribbon (Ctrl+F1)
Need a bit more space? Collapse
) P the ribbon so only the tab names

| show.

2. Open the ribbon back up by clicking any tab
3. Lock the ribbon open by clicking the pin that now appears where the arrow used to be

o =

Hyperlinking with Excel

Excel allows you to hyperlink to Web Pages or reference in your document

Open the Excel training workbook- Intermediate
Select the Starttab

Right mouse click on the Nextbutton

Select the Linkbutton

Select Place inThis document

In the Cell Referenceselect 6. Sorting

ok wdpE

Insert Hyperlink ? X

Link to: Text to display: |<<Selection in Document> = ScreenTip...

Type the cell reference:
Existing File Al

or Web Page
Or select a place in this document:

[=)- Cell Reference -
Place in This ¢ Start

Document
7. Tables’
B Slicers'
-'9. Data Validation'
i 10, Charts'
¢ L'11.PivotTables'
... Defined Names Y

E-mail
Address

7. Select OK
8. Click in any cell, so the Next button is not selected
9. Now left click on the left arrow, it will take you to the 6.Sorting sheet



Sorting Data

There are many ways to sort data in Excel.

Filter data
1. From the Countrydrop down menu, select Sort A to Z Note this data is located in a

table, so it automatically has a drop down menu. To turn off the filter select Data>Sort
& Filter>Filter

A B C D E F
1 Sales by country !
Pl salesPersofd  Country Bl Departmenkd Jan HE  reb B marcE
2| SotAtoZ 3 150  25.95 95
Z| soZto n 95.67  15.95 5095
oty Color , ister 280.95 150 150.95
o ster 42095 580.85  250.25
n 20.95 5.95 65
¥ Ware 54 15.95 25
Text Filters b 25.95 15.95 19.99.
B " Ware 19.95 25.95 50.95
e £ ister 430 120 150
E 21.55 20.55 25.95,
oK Cancel
2. Select Ok
A B C D E F
1 Sales by country |
1 ]
bl Sales Persolﬂ l'.‘ountn‘lI Departmerﬂ Jan n Feb n Marclhd
3 |Bill Boyson Australia Clothing 150 25.95 95
4 |Lyla Lukus Australia Kitchen Ware 19.95 25.95 50.95
5 |Steve Strong Australia Manchester 490 120 150
6 |Simon Simpson Australia Clothing 21.55 20.55 25.95
7 |Kris Kristoff Canada Manchester 420.95 580.85  250.25
8 |Sally Sanderson England Manchester 280.95 150  150.95
3 |Ola Oliver England Kitchen Ware 54 15.95 25
10 |Kevin Knox England Children 25.95 15.95 19.99
11 |Joyce Johnson  Japan Children 95.67 15.95 50.95
12 |Natasha Noel  Japan Children 20.95 5.95 65,

w

From the Departmentdrop down menu, unselect SelectAll
4. Check the tickbox for Clothing

3

Sales by country ‘

1
Bl salespersolf  Count Department san B reb Bl warald|
3 |BillBc 5| sotatoz 150 25.95 95/
4 ylaliZ] sonzton 19.5 2595  50.95.
SoSteve o R 430 120 150
& |Simor 21.55 20.55 25.95
7 [KrisKi 420.95 580.95 250.25
8 | Sally ¢ g 280.95 150 150.95
9| Olaol Text Filters 3 54 15.95 25
10 Kevin Search 5 25.95 15.95 19.99
11 Joyce 95.67 15.95 50.95
12 |Natas 1 (Select Al 2095 555 &5,
13 [ Children 1
.
il [Kitchen Ware
B [ Manchester
16|
17
18
19|
20
21| Cancel
»
5. Select OK
1 Sales by country |
Ll Sales Persorﬂ 1t‘|3untr\¢I Department Jan n Feh- Marclid

3 |Bill Boyson Australia Clothing 150 25.95 95
6 |Simon Simpson  Australia Clothing 21.55 20.55 25.95,
12

Select Data > Sort & Filter > Clear



Sort data by 3 columns

Follow these steps to safely sort by the 3 columns:
1. Select any cell in the table
2. Select Data > Sort & Filter > Sort

1 Sales by country
bl Sales Pemorﬂ Colllll]"f Deparlmenln Jan n Fehn Marclhd
3 |Bill Boyson Australia Clothing 150 25.95 95
4 |Lyla Lukus Australia Kitchen Ware 19.95 25.95 50.95
5 |Steve Strong Australia h
& |Simon Simpson Australia Clothing >°" ? x
7 |Kris Kristoff Canada Manchi > -
4 Add Level | X Delete Level || [ CopyLevel || & Options... My data has headers
g |sally Sanderson England Manched
g |Ola Cliver England Kitchen| | Column Sort On Order
10 |Kevin Knox England Childrer |55 | Country w| |ceinvalues v| Atz w
11 |Joyce Johnson  Japan Children (Thenby  Fapariment 7 .| | Cell values | AtoZ w
12 |Natasha Noel  Japan Children
13
14
15
16
:; Cancel

3. Select the drop down menu on Sort byto select Country

4. Select Add Level

5. Select Departmenton the Then bydrop down menu

6. Select OK
1 Sales by country
Pl Sales I'ersmﬂ Counl]\f Deparlmenl Jan ﬂ Fehn Marclfid
3 [Bill Boyson Australia Clothing 150 25.95 95
4 |Simon Simpson  Australia Clothing 21.55 20.55 25.95
5 |Lyla Lukus Australia Kitchen Ware 19.95 25.95 50.95
6 |Steve Strong Australia Manchester 430 120 150
7 |Kris Kristoff Canada Manchester 420.95 580.85  250.25
8 |Kevin Knox England Children 25.95 15.95 19.99
9 |Ola Oliver England Kitchen Ware 54 15.95 25
10 |Sally Sanderson England Manchester 280.95 150  150.95
11 |Joyce Johnson  Japan Children 95.67 15.95 50.95
12 |Matasha Noel  Japan Children 20.95 5.95 65,

Sort by colour
You can sort data based on the color.

1. Right click on row 10and select Format Cells
Right click on row 12 and select Format Cells

Select anywhere in the table

Select Data > Sort & Filter > Sort

Under Column,select Sort by Countryand Sort
Oncell color.

8. Use the drop down menu on Orderand select the

NoOok~wbN

green color

9. Do the same for Then by, this time the Orderwill
be yellow

10. Click OK

Sort

*4] Add Level

< Delete Level

[ Copy Level

In the Format Cellsvindow, select the fill tab and then the color yellow, click OK

In the Format Cellsvindow, select the fill tab and then the color green, click OK

-

Options...

? X

My data has headers

Column

Sort On

Order

Sortby | Country w| |Cell Color I:| ~| |onTop v
Then by | Country w| | Cell Color I:| ~| [onTop v
Mo Cell Color
]
oK Cancel




Sales by country

Sales Persalﬂ Counl]y Deparlmerﬂ Jan ﬂ Feb n Marcljid
Matasha Noel  Japan Children 20.95 5.95 65
Sally Sanderson England Manchester 280.95 150  150.95
Bill Boyson Awustralia Clothing 150 25.95 95
Simon Simpson  Australia Clothing 21.55 20.55 25.95
Lyla Lukus Awustralia Kitchen Ware 19.95 25.95 50.95
Steve Strong Awustralia Manchester 490 120 150
Kris Kristoff Canada Manchester 420,95  580.95  250.25
Kevin Knox England Children 25.95 15.95 19.99
Ola Oliver England Kitchen Ware 54 15.95 25
Joyce Johnson  Japan Children 95.67 15.95 50.95,

As you can see, Excel has ordered all of the cells by color, with the green on top, the yellow next and
the cells with no color is under this.

Task: Try sorting by no cell colour first, then yellow, then green

Conditional formatting

It would be extremely difficult to see a pattern or trend in your data if you have thousands of rows
or columns of data. This is where conditional formatting provides another way to visualize data and
make worksheets easier to understand and read.

Conditional formatting allows you to automatically apply formatting such as colors, icons and data to
one or more cells.

1. Select the cells D3to F12

2. Select Home > Style > Conditional Formattimigop down menu > Highlight Cell Rules >
Greater Than

3. Type in 100 in the Format cells that are GREATER THAN.

4. Inthe with select the drop down menu to select Custom Format

Greater Than ? *
Format cells that are GREATER THAN:

100 4 | with |Light Red Fill with Dark Red Text

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Light Red Fill

Red Text

Red Border

Custom Format...

5. Inthe Format Cellsvindow, select the Fill tab, then select the blue color and then OK

? x

Format Cells

Number  Font  Border  Fill

Background Color: Pattern Color:
No Color Automatic ~

EOmEE Em Pattern Style
[

[ ]

L 4}

EEEEENEEEN

EEEEEEEEN

| EEEER

Fill Effects..  More Colors...

Sample

Cleag




To removeconditional formattingrules:

Select the cells that have conditional formatting.

In the Home tah click the Conditional Formattingcommand. A drop-down
menu will appear. Select ClearRules

A menu will appear. You can choose to clear rules from the Selected Cells
Entire SheetThis Tableor This PivotTale.

Traffic lights
Based on a range of values you can show the Red, Yellow or Green indicators.

1. Select the cells D3to F12
2. Select Home > Style > Conditional Formattinigop down menu > Icon Sets> Shapes >
Select 3 traffic lights (Rimmed)

&= Color Scales r .
Directional

- Iaoe A2y
s A=v  AANY

Suee A ANE  AADW
|;D Manage Rules... * A2 *
Shapes

e0e ooe
oLr® o000

3. Select Home > Style > Conditional FormattirgManage Rules

Conditicnal Formatting Rules Manager ? X
Show formatting rules for | This Table
‘ [ New Rule... | | [ Edit Rule... | |)(ge|eteRu|e ‘ B B
Rule [applied in order shown}  Format Applies to Stop If True
covcane oo | NBGRGEEN -5 OE
[ox ]| cancet || appy |

4. Select Icon Setthen Edit Rulg change the following rules to be
Green — When value is > = 100 Number
Yellow — When value is >= 50 Number
Red — When value <= 50

Edit the Rule Deseription:

Format all cells based on their values:
Format Style: |icon Sets [v] | Reverse Icon Orger |

Ican Style: [] Show lcon Only

Display each icon according to these rules:
Icon Value Type

Ijl when value is 100 4| | Number
when < 100 and 50 A | Number

5. Click OK then OKagain



Sales by country

Sales Persmﬂ Countw Departmentn Jan n Feb n March i

Natasha Noel  Japan Children 0 2508 550 65
Sally Sanderson England Manchester 0O 1500 150.95
Bill Boyson Australia Clothing 0 25.95 ) 95
Simon Simpson  Australia Clothing (0] 2055 25.95
Lyla Lukus Australia Kitchen Ware (0] 25950 50.95
Steve Strong Australia Manchester (@] 250 @ 120 @ 150
Kris Kristoff Canada Manchester B 120950 580950 25025
Kevin Knox England Children B 5950 159550 1999
Ola Oliver England Kitchen Ware 0O sa@ 15950 25
Joyce Johnson  Japan Children O 9s67@ 15950 50.95,
Data Bars

Data Bars show the differences among the amounts. A full data bar will represent the highest figure
and the rest will be based on a proportion of this amount.

There are two sets of Data Bar options -- Gradient Fill and Solid Fill.

Solid Fill is a better choice if the data bars if the numbers will be hidden in the cells

Gradient Fill is better if the numbers will be visible in the cells -- the lighter colours at the end of the
gradient make it easier to read the numbers.

Data Bars — Gradient Fill
1. Select cell G2 type in the heading — Total
Select Enter
Select cell G3 type in the formula =SUM(D3:F3)
Select Enter
Highlight cells G3to G12
From the Home Takselect Stylesgroup, then Conditional Formattirg drop down menu,
then select Data Barsand Gradient Fill

o0k wnN

Developer My Add-ins Help Power Pivot Table Design

- | PEN B &R

0 .00 Conditional Formatas Cell Insert Delete Format
$-9% 9 W

Formatting ~ Table ~  Styles ~ = = =

= Mumber = Cells

ﬁ Highlight Cells Rules >

G H E Top/Bottom Rules  * M N

mz Gradient Fill

] pataars >
B
150 5819

>

S s
5| 6805

M0
5l 96.85 Icon Sets >

—_— Canlid Fill

7. Select the blue gradient fill



8. Make column G a width of 20. This will make it easier to see the difference among the bars.
In a wider column, the numbers at the right will be positioned over the lighter part of a bar
with the gradient fill.

9. Make all cells from G3to G12bold

Data Bars — Solid Fill
After you add Data Bars, you can change the conditional formatting settings, so only the data bars
are shown in the cell, without the numbers.

1. Select cells D3to D12

2. Select Home > Styles Group > Conditional Formatting > Manage Rules

3. Double clickon the Data Barrule. Or select Edit rule

Conditional Formatting Rules Manager ? >
Show formatting rules for: | Fhis Tabie -
5] Mew Rule... 7 Edit Rule... 3 Delete Rule v
Rule [applied in order shown]  Format Applies to Stop If True
Data Bar [ =5G53:56512 +

4. Inthe Edit Formatting Rulavindow under “Edit the Rule Descriptichadd a check mark to
Show Bar Onlynd under Bar Appearanceuse the drop down menu under Fill to select
Solid Fill

Edit Formatting Rule ? x

Select a Rule Type:

= Format all cells based on their values

~ Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
~ Format only unique or duplicate values

~ Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Farmat Style: | pata Bar v
Minimum Maximum
Type: Automatic w | | Automatic
Value: [Automatic) * | | [Automatic) T
Bar Appearance:
Eill olar Border Color
Solid Fill ~ ~ solid Border |~ | (I ~
Negative Value and Axis... Bar Direction: | Context ~
preven: [

5. Select OK then OKagain

Sales by country

Natasha Noel  Japan Children @ 209@ 5950 65

Sally Sanderson England Manchester O 20550 1500 150.95 I

Bill Boyson Australia Clothing (0] 150 25950 o5 [

Simon Simpson  Australia Clothing @ 255@ z2055@ 25950

Lyla Lukus Australia Kitchen Ware @ ws@ 250 sossll

SteveStrong  Australia Manchester (0] as0 @ 120@ 150 I

Kris Kristoff Canada Manchester @ 209@ ss0s5@ 2502 N
Kevin Knox England Children @ »5@ 1@ 1390

0ola Oliver England Kitchenware O sa@ 1595@ 25

Joyce Johnson  Japan Children 0 oe@ 15950 sossM

6. Change the value of cell F12to 3000, to nice the change in the data bars

10



Set Data Bar Minimum
When you add Data Bars, their minimum and maximum values are automatically set, usually with a
minimum of zero, and a maximum that matches your highest value.
1. Select D3to D12
2. Select Home> Styles group> ConditionalFormatting >Manage Rules.
3. Inthe list of rules, click your Data Barule, then click the Edit Rulebutton
4. Inthe "Edit the Rule Description"change the Minimum to type humberand Valueto 19.99
and the Maximum to Number and Valueof 5000
Edit the Rule Description:

Format all cells based on their values:

Format Style: | pata Bar = Show Bar Only
Minimum Maximum

Type: Number ~ | | Mumber w

Value: 19.99 + | 5000 +

SUMPRODUCT —one criteria with multiple columns
SUMPRODUGT a function in Excelthat multiplies range of cells or arrays and returns the sum of

products. It first multiplies then adds the values of the input arrays
=SUMPRODUCT(array1,array2,array3,...)

=SUMPRODUCT((B3:B12="Australia")*(D3:F12))

The first expression in SUMPRODUCT is the criteria, we are checking if cells B3 to B12 contain the
country “Australia”. The result is an array of TRUE and FALSE values
{ FALSEFALSE; TRUETRUE; TRUETRUE;FALSE;FALSEFALSE;FALSE}

This is multiplied by the values in the range D3:F12, where TRUE represents 1 and FALSE represents
0. The result inside the SUMPRODUCT function looks like this:
SUMRPRODUCT

({0,0,0; 0,0,0; 150,25.95,95; 21.55,20.55,25.95; 19.95,25.95,50.95; 490,
120,150; 0,0,0; 0,0,0, 0,0,0; 0,0,0; })

In cell J2type the text Australia

In cell K2 type the formula =SUMPRODUCT((B3:B12="Australia")*(D3:F12))

In cell J3type the text Japan

In cell K3type the formula =SUMPRODUCT((B3:B12afjari)*(D3:F12))

In cell J4type the text Canada

In cell K4type the formula =SUMPRODUCT((B3:B12="Australia")*(D3:F12))

Now in cell J5 and K5, work out the last country that you need to add and the formula.

NoohkwpE

Australia 1195.85

Japan 3203.52
Canada 1252.15
England 738.74

11



Moving cells — drag and drop

We are going to move our country totals down one row to allow for a heading
1. Highlight cells from K5to K5

i

2. When the pointer becomes a move pointer I , drag the cell or range of cells to the J3
location.

3. In cell J3type the heading Country

4. In cell K3type in the heading Total

5. Make the headings Bold

J K

Country Total

Australia  1195.85
Japan 3203.52
Canada 1252.15
England 738.74

Move cells by using Cuwtnd Paste
Select a cell or a cell range.

Select Home> Cut db or press Ctrl + X.
Select a cell where you want to move the data.

il
Select Home>Paste | or press Ctrl + V.

Conditional Formatting - Color Scales
Color Scales in Excel makes it easy to visualize values in a range of cells. The shade of the color
represents the cell value.
1. Select cells K3 to K6
2. Select Home > Styles group > Conditional Formatting > Color Scales > click GYedow -
Red Color Scale
E @ 8x8E 2

Conditional Formatas Cell Insert Delete Format
Formatting ~ Table~ Styles~ - - ~ $

=]

Cells
ﬁ Highlight Cells Rules >

Top/Bottom Rules L M
ﬁ Data Bars >
s Country Total

=] color scates > H == )

Himse | ) [ B Australia  1195.85

B |WEEE Japan  3203.52
We can see the 3-color scale highlights the lowest value in Canada 1252.15
red, the medium value in yellow and the highest value in England -
green.

Previous Excel versions do not support this Conditional Formatting feature.
Color scales are not displayed when you open the file with a
previous Excel version in the compatibility mode.

12



Calculating percentages
As with any formula in Excel, you need to start by typing an equal sign (=) in the cell where you want

your result, followed by the rest of the formula. The basic formula for calculating a percentage is

=part/total.
1. Incell L2 type in the heading, % of Total
2. Add Bold to your heading
3. Incell K7 type in the formula = SUM(K3:K6)
4. In cell L3 type in the formula =K3/K7
5. Press the Enter key
6. Select cell L3and right mouse click to select Format Cells

7.

Total % [P Paste Options:
1195.85 0,

3203.52 B E
1252.15
738.74
5390.26 | A SmartLookup

Paste Special...

Insert...
Delete...
Clear Contents
#5 Quick Analysis
Filter
Sort
3 Mew Comment
1 New Note

[F] Format Cells..

In the Format Cells windowinder the Numbertab, select Percentagein Categoryand
change the Decimal placeso 0
Format Cells

Mumber  Alignment Font Border Fill Pr

Categony:
General Sample
Number 190

Currency

Accounting Decimal places: =
Date = P - hs
Time

Fraction

8. Click OK

13



Absolute Cell Reference in formula

When you want to copy a formula, but need to consistently refer to a particular cell, you will need to
use absolute cell referenceAn absolute cell reference is a cell address that contains a dollar sign(S)
in the row or column coordinate (or both). A formula will be relative reference until you change it to
absolute
1. Incell L3change the formula to read =K3/$K$7(This can also be done by highlighting K7in
the formula and selecting the F4button.

Country .TDtE|| % of Total
Australia l 1195.85|=K3/5KS7
Japan 3203.52
Canada 1252.15
England -

l 5390.251

2. Select Enter
3. Select cell L4 again, and this time the formula down by moving to the lower right hand
corner of the cell, until a bold plus sign appears. Hold the left mouse click down and drag to

L6

Country Total % of Total
Australia 1195.85 19%
lapan 3203.52 50%
Canada 1252.15 20%
England - 12%

6390.26

Conditional Formatting — Top 10%
1. Selectthe cells L3to L6
2. Select Home > Conditional Formatting > Top/Bottom Rules > Top 10%

B B m=mE

=~
Conditional Formatas Cell Insert Delete Format
Formatting ~ Table ~ Styles ~ » w - 0 ¥

Cells
ﬁ Highlight Cells Rules >

L Top/Bottom Rules > ﬁ Top 10 ltems...

ﬁ Data Bars > Top 10 %...

3. Use the drop down menu to change the color to Green Fill with Dark Green Text
Top 10% ? >

Format cells that rank in the TOP:

10 [ sawith |Green Fill with Dark Green Text

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text

Green Fill with Dark Green Text
linht Rer Fill =

4. Click OK

14



Conditional Formatting — Icons

1. Highlight cells L3to L6
2. Select Home > Conditional Formatting lkeon ®ts > Indicators,then select the Green,
Yellow and Red Flags

=
lcon Sets > * ﬂ @ *
Shapes
E NewRule... . CJ . C
Eg Clear Rules > .&. .C:
’E Manage Rules... . O O .
Indicators
Q00 vl
> > >

3. Select Home > Conditional Formatting Manage Rules
4. Have alook at the rule for the flags that you just created and have a play with changing the
figures
Country Total % of Total
Australia 1195.85 =  19%
Japan - [®  s0%
Canada 1252.15 [*  20%
England - ™ 12%

6390.26

Apply conditional formatting based on text in a cell
1. Select cells C3:C12
2. Select HOME> Conditional Formatting> Highlight Cells Rules Text that Contains
3. Inthe Text that Containdox, on the left, enter the text Clothing
4. Select Red Texfrom the color drop down menu
5

Select OK
Text That Contain 7 X
Format cells that contain the text:
Clothing + with |RedText w
0K Cancel

15



Tables
An Excel table is a great way to manage database information in a familiar spreadsheet format.
There are many benefits of working with tables in Excel to manage data.
9 Tables automatically update when you enter data in a new row or column
Excel forms make data entry easy
You can add new rows by pressing Tab
Column headings are always visible
Data analysis benefits
Formulas stay consistent across all of your data
1 Graphs will automatically update to include all of your data

= =4 =4 -4 =4

Creating a table
It is quick and easy to create a table

1. Select the 7. Tablesvorksheet

2. Place your cursor anywhere in the data
3. Press Control + T

4. Tick the box for My Table has headers

Studentname  StudentID  Roll Class Maths  Science  English || -/ ate Table ? X

John Henry 143514R BKN A A A f

Sally Kim 364514M 21U A B B i Where is the data for your table? <

Kylie Tyler 767845) 2IM c c B : =SAST:SFS 2

Furniture 234244K BEN A B B : My table has headers

Furniture 124244K |SJU .lB A B I

lOutdoor ____ 3361t ___@M______c D ______ S cancel
5. Click OK

Student namen Student I[)n Roll Class n Maths n Sciencen English

John Henry 143514R BKN A A A
Sally Kim 364514M Blu A B B
Kylie Tyler J67345) BIM c C B

You can create a table by selecting the Inserttab, then the Tablesgroup,
then Table




Name your table
Excel automatically names your table, such as tablel, table2 etc. The table name will display in the

Name Box, making it easier to navigate.
1. Select TableDesign> Properties Table Name, type in Student

Table Name:

'Ij* Resize Table

Properties

Navigate to a table
Tables will appear in the name box dropdown menu, and you can automatically navigate to the tab

on the workbook

1. Select the Name Boxdrop down menu and select Student Notice that you will have all
the other tables from your workbook in this drop down menu.

Table Mame:

Student

I:I Resize Table
Properties

countrysales
|Student |
MYOB

2. From the name box select MY OB this will take you to a different spreadsheet that
contains that table

File Home Insert

Ifﬁ & Calibri

Paste B T u ]

Clipboard &=

countrysales
Slicers
MYOB

4 |Kylie Tyler
5 |Peter Clark

3. Select the Studenttable from the Name Box

17



Adding columns to tables

Make sure you are on 7. Tables spreadsheet
Select cell F1

Right mouse click

Select Insert

Select Tablescolumns to the left

Rename the table column Geography

ok wWNE

Applying Table Styles
When you convert your range of data into an Excel table, by default the Excel shades every other
row in the table making them easy to read.

You can turn on/off the banded-row option from Table Style Options

1. Select any cell B4 in the table
2. Select the TableDesigntab
3. Under Table Stylesselect the White Table $yle Medium 4,which is grey in color

Table Design
] - - - |- ———

Table 5tyles
John Hemnry 143514R BEN A A B
S;aIIW,,r Kim 364514M 81U A B B
K\rlie Tyler 767845] BIM C C B

4. Select Table Design > Table Style Optionsetect the checkbox for First Column

Header Row First Column Filter Button
[] Total Row [ Last Column
Banded Rows [ | Banded Columns

Table Style Options

18



Adding data to a Table using form
1. Go to the Fle menu and select Options
2. Select Customise Ribbon
3. Choose command from : All Commands
4. Select Formand click the Add button, then click OK

Excel Options
General o
k=Y Customize the Ribbon.
Formulas
Choose commands from: &
Data N
All Commands 7
Proofing
Save Font Size BB
Fonts G
Language I Forecast Shest
Ease of Access
Format »
Advanced % Format 3D Model...
7 Format as Table »
Customize Ribbon % Format Cell Alignment
R A Format Cell Font
Quick Access Toolbar 9% Format Cell Number
Add-ins Farmat Cells
2 Format Chart
Trust Center 2 Format Graphic...

Add >>
% Format Object...

5. Select the form button - located on the quick access toolbar
6. Click the New button
7. Add in the new student details as the picture below

7. Tables ? *
Student name: | Oliver Peterson ~ Mew Record
Student ID: 124585M New
Raoll Class: 2 Delete
Maths: A Restore
Science: E
Find Prev
English: C
Geography: Al Find Mext
LCriteria
Close
W
8. Click New
9. Open the form again and this time use the Find Nextbutton to update the following student
details
Student name Geography
John Henry A
Sally Kim B
Kylie Tyler C
Peter Clark B
Sue Hope A
Kenny Kyle D

New: Which will add new records to the database.
Delete:Delete the specific records of the employee.
Restore:Restore the old record.

Find Next:Finds the next record.

Find PreviousFind the Previous record.

Criteria: Displays the records based on the employee criteria.
CloseThis will close the form window.

19



Scroll BarWhere we can scroll up and down to see the record fields.

Adding a slicer to a table
Slicers provide buttons that you can click to filter table data, or Pivot table data.

In addition to quick filtering, slicers also indicate the current filtering state, which makes it easy to
understand what exactly is shown in a filtered PivotTable.

You can use a slicer to filter data in a table with ease.
Note: In order to use a slicer, your data will need to be in a table.

Use a slicer to filter data
1. Open the 8. Slices sheet
2. Add atable to the data
3. Name the table, Slicers
4. Click anywhere in the table

‘Y
5. Select Insert >Filter>Slicer Slicer
6. Select the checkbox for Departmert in the Insert Slicerslialog box
tnsert Siers ? x
Produce Veggies $30,000
Deli Ham $110,000 [~]Department
Bakery Breads $30,000 [Ccategory
Meat Chicken I} $85,000 [sales
Deli Bacon $80,000
Bakery Cakes $25,000
Meat Lamp Chops  $90,000
Produce Fruit $10,000
Produce Nuts $22,000
Deli Condiments $4,500
Bakery Pies 530,000
Meat Pork $75,000
Meat Silverside $ 8,000
Deli Salad $13,000 o Conee
Bakery Lamingtons S 12,000
Produce Cereal S 45,000,
7. Select OK

8. Use the Departmentslicer button, select Produce

O { Q
Department E Category -Sales - I Department - - T
Produce Veggies $30,000
Produce Fruit $10,000 Bakery
Produce Nuts 522,000 Deli
Produce Cereal $45,000, ) o
Meat
Produce
O O O

9. Use the Departmentslicer button, select Produce

Clear Filter for Slicer

3

1. Toclearaslicer's filters, select Clear Filtel in the slicer.
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Selecting more than one filer

1. Click the Departmert slicer button, select Bakery

2. Hold down the Ctrl key and press Meat and Produce The multi selection button is also

available

1 »

2 |Produce Veggies $30,000 CDepartment - = % ?
4 |Bakery Breads 530,000

5 :Meat Chicken 585,000 [ Bakery l

7 : Bakery Cakes $25,000 peli

2 Meat Lamp Chops $90,000 . )

5 . [ Meat l

¢ |Produce Fruit 510,000

10 |Produce Nuts $22,000 * Produce |
12 |Bakery Pies 530,000 & o S
13 |Meat Pork $75,000

14 |Meat Silverside 5 8,000

16: Bakery Lamingtons 5 12,000

17 |Produce Cereal $ 45,000

Slicer Style

Just like a table, the slicer allows you to change the format

1. Select the Departmentslicer button
2. Select Slicertab
3. Under Slicer Stylesselect the Light Green, Slicer Style Light 6

ge Layout Farmulas Data Review View Help Options

B

Under Buttonschange the columnsto 2 and the Height tolcm
Select Sizeto Height 3.2 cmand Width 5.08cm

o1

‘B Columns: 2
EI] Height: |1 cm
%oy Width: |2.26 cm

i Height |3.2cm 2

A F[4F 4P

o Width: [5.08cm 2

ol

Buttons Size

N (0] P Q R

e —
Department =

‘ Bakery H Deli |

‘ Meat H Produce |

Y

Extension:Create 2 more slicer buttons for Categoryand Total



Customise a Slicer Style
1. Select the slicer button that you have created called Department
2. Choose Slicer Tab
3. Under the Slicer Styles drop down, Right Click on the Light Green, Slicer Style Lighti6d
choose Duplicate
4. Inthe Modify Slicer Style rename your customise slicer to Sales

Intermediate with Excel - Excel Slicer Tools Stephanie Williams @ Eal

Formulas Data Review Q Tell me what you want to do

EQ EI F’Columns: ‘ - ED Height: 3.23 cm
P 1T 2 | Height: |1 cm -
election  Align = | = Width:
- - Swidth: [226em - ens Width:  5.08 cm
Arrange Buttons Size
I Modify i
adify Slicer Style ? x|
c | D | E | F i< | H Hame: |5m5| ]
ﬂTﬂtaI ﬂ Slicer Element:

530,000 Department __ 'Whole Slicer (o)
530,000 e To Header
N Selected Item with Data
285,000 Deli Selected Item with no Data
25,000 Unselected Item with Data
U000 Meat

Unselected Item with no Data
$10,000

Hovered Selected ltem with Data
Hovered Selected Item with no Data

422,000 Hovered Unselected Item with Data &
<angan

$75,C03 Element Formatting:

S 8,000 Text 1; Left, Right, Top, Bottom Borders

$ 12,000

$45,000,

|:| Set as default slicer style for this document

5. Select a Whole Sliceunder the Slicer Element and click on the Formatbutton
6. Select the Filltab, select dark grey and OKand OKagain
7.

In Slicer Styles, select the slicer that you have just created.

ERCE

Setting a default slicer style for this document
Note that you can select the tickbox for Set as default slicer style for
this document
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Data Validation

To ensure correct entry of data you can create Drop Down lists

Limiting data entry options

1.

oakwh

Open the 9. Data Validatiorsheet We are only wanting the operating to be able to select
from a range of Subjects, rather than typing them in

Highlight cells C4to C15

Select Data > Datal ools> Data Validation

In the Validation criterig select Listunder Allow

Under Sourcetype Maths, English, Sciencéake sure to put commas in between them
Select OK

Data Validation ? b4

Input Message  Error Alert

Walidation criteria

Allows:

List ~ Ignore blank
Data In-cell dropdown
between w

Source:

I

Maths, English, Science

|:| Apply these changes to all other cells with the same settings

Clear All Cancel

7. Add the following subjects for the students using the drop down list

Student Subject
Kylie English
Sue Maths
Thomas Maths
Duke Science
Micah Science
Maria Maths
Peter Maths
Kim English
Taylor English
Kimberly English
Rodger English
Gemma Maths -
English
Science
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Creating a Graph

Excel offers three varieties of graphs include;

1 Line Graphs
1 Column Graphs
1 Bar Graphs

In Excel the x-axis along the bottom is called the horizontal axisand the y-axis that runs up and
down is called the vertical axis

Each axis can either be a value axis or a category axis.

¢ A value axisrepresents numerical values. For example, a value axis can represent dollars,
hours, duration, temperature, and so on. The vertical axis on the right is a value axis.

1 e Acategory axigepresents things like dates, people names, product names. The horizontal
axis on the right has years so this is a category axis.

= =4

1. Open the 10. Chartsheet

2. Click anywhere in the data

3. Select Insert>Charts > BcommendedCharts
4. Select the clustered column graph

Insert Chart
Recommended Cnarts; All Charts

»  Clustered Column

[pre—

2 Rubbish collected
200

: 1. . 1e0

- 160

z

Use it when the order of categories is not important.

" p e Ye Yeur§
/( A dlustered column chart is used to compare values across @ few categaries.

Select Ok
6. Inthe Chart Stylestry changing the style of the chart

o

§ in_IﬂuI !!:lggl .:II-II-I -II_.I_l_-I

Chart Styles
D E F G H J K L
o Oy
—= RUBBISH COLLECTED
e}
100 - s

23
12 T
190
53 8
23 _
180 "
1 : 11
A Al

PREP YEAR 2 YEAR 2 YEAR 4 YEAR 5 R &
o, O
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7.
8.

Under Chart Stylesuse the drop down menu to select Change Colorsnd select the orange
Select Change Chart Typehange the chart to Barthen select Ok

Chart elements

1.
2.
3.

Select the plus on the right hand side of the chart, this will display the Chart Elements
Select the checkbox for Axis Titles

In the horizontal axis type the title AMOUNT OF RUBBIShH the vertical axis to be YEAR
LEVEL

Select Data Table to display the data in the graph

o) O O
RUBBISH COLLECTED “Ai'eme"'s
es
YEAR & g S Axis Titles »
YEAR § o [0 Y Chart Title
YEAR & @ Data Labels
E YEAR 2 S Data Table
O 7 VEAR 2 e o e [] ErrorBars
Gridlines
VEAR |  e— [] Legend
rREr 8‘ [ Trendline
Prep Yearl VYear2 Year3 Yeard @ VYeard Year 6
m Rubbish collected . 100 43 12 120 53 23 180
AMOUNT OF RUBBISH

O O O
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Pivot Tables

A PivotTable is a powerful tool to calculate, summarize, and analyse data that lets you see

comparisons, patterns and trends in your data.

n

o1

Open the 11. PivotTablesheet
Click any cell inside the data set

On the Inserttab, in the Tablesgroup, click PivotTable Excel automatically selects the data

for you.

J D

PivotTable Recommended Table
PivotTables

Tables

The default location for a new pivot table is New Worksheet If you wanted the pivot table

in the same location as the data, then you would change it to be Existing Worksheet

Choose the data that you want to analyze
@ Select a table or range
Table/Range: | MYOB
O Use an external data source
Choose Connection...
Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@ Hew Worksheet
O Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

Click OK
Rename the sheet — Sales Pivot

Charts SalesPivot 11. Pivot

Create PivotTable ? *

13

1%
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7. The PivotTable Fieldpane appears, drag the following fields to the different areas

o Itemsto the Rowsarea

o Totalto Valuesarea
PivotTable Fields

Choose fields to add to report:

Search

Item
] Units
[ Unit Cost
Total

More Tables...

Drag fields between areas below:

Above you can see the pivot table created. From this table was can easily see that MYOB

Filters Columns
Rows Values

Item A Sum of Total
Row Labels - | Sum of Total
MYOB AccountEdge Basic 147852
MYOB AccountRight Basic 45465
MYOB AccountRight Standard 112560
MYOB AccountRightt Basic 11691
|mYOB Essentials 128448
Grand Total 446016

AccountEdge Basic has made the most sales

8. If you Pivot Table Fields have disappeared, then select Analysetab, Showgroup, then Field

List

9. Drag the following fields to the different areas, if any fields already have fields, then you can
left click to delete, or drag them out of the area

(0]

Salesrep to the Rows area

o Itemsto Columnsarea
o Totalto Valuesarea

Sum of Total Column Labels =

Row Labels ~ | MYOB AccountEdge Basic MYOB AccountRight Basic MYOB AccountRight Standard MYOB AccountRightt Basic MYOB Essentials Grand Total
Andrews 7992 13248 21240
Gill 12987 11691 25920 50588
Griffin 15984 1680 17664
Hoffman 16983 16887 33870
Johnson 11988 14289 8400 23040 57717
Jones 15120 19584 34704
Morgan 3996 10080 1g128 30204
Oliver 18981 8640 27821
Peterson 14289 18480 32769
Smith 8991 16800 25791
Tyler 49950 42000 21888 113838
Grand Total 147852 45465 112560 11691 128448 446016

From this data we can clearly see that Tyler has the highest sales total. However, Gill has the highest
sales in MYOB Essentials. From this data | can also see that Andrews only sells 2 products, which are

MYOB AccountEdge Basic and MYOB Essentials.

Question: Can you notice anything else?
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10. Drag the following fields to the different areas, if any fields already have fields, then you can
left click to delete, or drag them out of the area
o Salesrep to the Rows area
o Order dateto Columnsarea
o Totalto Valuesarea

Sum of Total Column Labels |~
+2018 #2019 Grand Total

Row Labels | ~

Andrews 8640 12600 21240
Gill 2997 47601 50598
Griffin 1680 15984 17664
Hoffman 8991 24879 33870
Johnson 29136 28581 57717
Jones 15120 19584 34704
Morgan 26208 3996 30204
Oliver 27621 27621
Peterson 4659 28110 32769
Smith 16800 8991 25791
Tyler 69792 44046 113838
Grand Total 211644 234372 446016

Notice that is will group the sales in the relevant years. This time | can see that the data is showing
that even though Tyler has the greatest sales, Gill is beating Tyler for sales in the 2019 year.

11. Click anywhere in the pivot table, select Analyze then in the Pivot Tablegroup, change the
pivot table name to Sales per rep

B o

File Home

PivotTable Name:

Sales per rep

E.! Options =
FivotTable

12. Highlight all of the pivot table for sales by year and copy, and then move the cell G3and
select paste. This will allow you to create 2 pivot tables on one sheet

13. Drag the following fields to the different areas, if any fields already have fields, then you can
left click to delete, or drag them out of the area
o Regionto the Rowsarea
o Totalto Valuesarea

Row Labels | ~ | Sum of Total

MSW 176163
MT 51534
aLp 204348
WA 13971
Grand Total 446016

This data display the total of sales by State
14. Rename the pivot table to Sale per state

Do remove fields in the Pivot Table Fields, simply untick the box
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Adding Slicers to a Pivot Table
Adding Slicers is a great way to filter data in a pivot table

1. Select any cell in the Sale per state pivot table
2. Select Insert, then Filters Groupthen Slicer
3. Check the tickbox for Quartersand Yearsin the Insert Slicemwindow, then select OK

1 Insert Slicers ? X

[] orderDate
[] Rregion
[ sales Rep
1 item

1 Units

[] unit Cost
[ Total
Quarters
Years

Cancel

4. Move your slicer buttons to the right of your pivot table

5. Right mouse click on the Quarters button, select Slicer Settings, then check the tickbox for
hide items with no data.

6. Right mouse click on the Year button, select Slicer Settings, then check the tickbox for hide
items with no data.

7. Select both Quarters and Years, select Options and then choose the Slicer Styles that we
created in the Beginner excel training. If you didn’t do this lesson, just select another slicer
style

8. Resize the button, by dragging to make it just the perfect size

‘Sum of Total
NsSwW 176163
NT 51534 atrl 2018

aw 204348 atrz 2019
WA 13971

1
9. Select Qtrl for 2019, the below data will display

Row Labels | = Sum of Total

NSW 27063
NT 7992 2018
aLp 33747 2019
WA 5184
Grand Total 73986
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