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GETTING STARTED WITH EXCEL

What Excel does

1. Make calculations such as numeric, logical and text calculations.
2. Perform data analysis: Excel is used to convert raw data into useful
information for decision makers.

Structure of Excel: Cells, Worksheets, Sheet Tabs and Workbooks

e Columns are represented by letters
e Rows are represented by humbers

. A cell is the intersection of a column and a row = name or address like A5
or Al.

e Worksheet = sheet = all the cells.
Sheet Tab = Name of worksheet. Workbook = All the sheets = file.
Navigation of sheets is done using the following:
Ctrl + PageDown =expose next sheet to right.

[}

[ J

1

2. Ctrl + PageUp =expose next sheet to left.

3. Right-click sheet navigation arrows to get a pop-up for sheet names.

Keyboard Shortcuts are efficient because they help you to accomplish tasks
quickly.

Ctrl keyboards are keys you “hold” together:

1. Ctrl + Arrow: jumps to the bottom of the "Current Region", which
means it jumps to the last cell that has data, right before the first empty cell.

2. Ctrl + Home = Jump to cell Al.

3. Ctrl + End = Go to last cell used.

4. Ctrl + Shift + Arrow = Highlight column (Current Region).
Current Region is defined as all the data up to the first empty cell.
5. SUM: Alt + =

6. Ctrl + Backspace = Jump back to Active Cell.

7. Ctrl + 1 = Format Cells dialog box, or in a chart it opens Format Chart
Element task Pane.

8. Ctrl + Z = Undo, Ctrl + Y = Undo the Undo, Ctrl + C = Copy, Ctrl + V =
Paste, Ctrl + X = Cut.
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Alt keyboards are keys that you hit in succession: Page Setup: Alt, P, S, P
Put "things" (formulas, text, and numbers) in cell with:
1. ENTER = Put thing in cell and move selected cell DOWN.
CTRL + ENTER = Put thing in cell and keep cell selected.
TAB = Put thing in cell and move selected cell RIGHT.
SHIFT + ENTER = Put thing in cell and move selected cell UP.

i & W N

SHIFT + TAB = Put thing in cell and move selected cell LEFT.

Data Analysis and Business Intelligence terms

Data Analysis = convert raw data into useful information for decision makers.

Business Intelligence = convert raw data into useful/actionable information
(often times in the form of a dashboard) for decision makers in a business
situation.

Raw Data = data in its smallest form that allows Excel Data Analysis features
and Excel data analysis techniques to work.

Proper Data Set = Proper Table Format = Field Names in first row and Records

in rows.

Clean Raw Data = Fix unusable raw data so that it can be used to perform data

analysis.
Examples:

e Remove unwanted charters.

e Add needed characters.

e Split data apart into desired data.

e Join data together to get desired data.

vi. Transform Data Sets = Fix unusable data set so that it can be used to
perform data analysis.

Examples:

e Filter, combine, merge, append or unpivot data sets.
e Add, remove or filter columns in data sets.

vii. Import Data = import data from external sources (single or multiple
sources) into Excel or Power Pivot’s Data Model; optimally, the import will allow
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refreshes so that when source data changes the report output resulting from the
import action will update reflecting the changes in the source data.

viii. Goal of Data Analysis and Business Intelligence: Create useful,
updateable, actionable information for decision makers.

8) Excel Proper Data Sets, Data Types, Alignment and the Excel Table feature:
Proper Data Set and Proper Table Format are synonymes.

The following Excel features do not work properly unless the raw data is stored
in a proper Data Set: Sorting, Filtering, Advanced Filter, D Functions,
PivotTables, Excel Table feature, Power Query, Power Pivot and Power BI
Desktop.

1. Definition of Proper Data Set in Excel:

e Field names in first row.

e Records in subsequent rows.

e Empty cells, Excel Row, or Column Headers must surround data
set.

e Data Types and Default Alignment in Excel

2. Data Types and Default Alignment in Excel

Numbers are aligned right.

Text values are aligned left.

Boolean Values (TRUE or FALSE) are aligned center and ALL CAPS.
Error Values are aligned center.

Empty Cells.

3. The Default Alignment in Excel gives a visual cue of what type of data it is.

If Dates, Times or Numbers are aligned left and are considered text your
formulas and other Excel features may not work as intended. Example: SUM
function cannot add a column of Text Numbers.

Reasons that Dates, Times or Numbers are aligned left and are considered Text:

1. Often times Dates, Times or Numbers exported from databases or text files
are considered text.

2. If you apply the Text Number Format.
3. Using a lead apostrophe before the Date or Time or Number.
4. Miss typing a date or time or number (US system):

e 15/2/2016 (there is no 15 month).
e 8:00AM (no space between time and AM).
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e 20.56 (too many decimals).
e Rule for when to manually change the alignment:

1. Only change the alignment when you are preparing the final report and the
data will not be used by formulas or features.

2. Do NOT change alignment for raw data that will be used by formulas or
other features.
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Excel Table feature
1. What it does:

i. The Excel Table is considered a “database table” which means it has dynamic
ranges that allow you to add or remove new records or columns to the table and
all Formulas, Charts, PivotTables, Power Queries and Power Pivot Data Models
will automatically update (PivotTables, Power Queries and Power Pivot Data
Models require you to click the Refresh button).

ii. Adds formatting to the entire table.
iii. Adds Sorting and Filter buttons to each field (at the top of each column).

2. How to convert Proper Data Set to an Excel Table:

With a single cell selected in the Proper Data Set:
Insert Ribbon Tab, Table group, Table button
Keyboard ===> Ctrl + T

W N =

How to name your Table:

With a single cell in the Excel Table:
1. Table Tools Ribbon Design Tab, Properties group, Table Name Textbox.
2. Keyboard: Alt, ], T, A

4. When you highlight a range from an Excel Table in your formula or a dialog
box, the range shows up with the Table Name and Field Name:

Example: if the Table Name is Transactions and the Field Name is Sales the
range looks like this:

ProdSales[Sales]

e Table names appear as the actual name: ProdSales.
e Field names are in Square Brackets: [Sales].

5. To add new records to a table:

e Type new record in first row below table.
e In last cell in last record in table, hit Tab.

6. To convert an Excel Table back to a non-Excel Table:
e Right-click, Table, Convert to Range.
9) Number Formatting is a Fagade:
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i. Number Formatting can display humbers on the surface of the cells that
can be different from the underlying numbers that sit in the cells.

ii. Formulas make their calculation on the actual numbers in the cells, not
the numbers that are displayed on the surface of the cells.

iii. If you are required to round your numbers, like for invoices, payroll,
accounting, use the ROUND function (see section later in this document
about rounding).

Remember:
1. “Formulas can’t see Number Formatting”.

2. What you see on the surface of the spreadsheet is not always, what is in
the cell.

v. Examples of Number Formatting:
1. General Number Formatting:
i General Number Formatting = What you see is what is in the cell.

ii. If you apply General Number Formatting, it will wipe away all of the
previously applied

Number Formatting to reveal what number actually sits in the cell.

1. Applying General Number Formatting ERASES all previously applied
Number Formatting.

iii. General Number Formatting is the default Number Formatting on all cells.
iv. Ctrl + Shift + ~ ( ° ) = General Number Formatting Keyboard.
2. Decreasing Decimal Number Format:

i. Decreasing decimals does not remove underlying decimals, but rather, it
displays the number with fewer decimals than the actual number that sits in the
cell.

ii.  When you decrease decimals, the number appears as if it has been
rounded, but it is

not rounded. If you have invoices, payroll and other numbers that require
rounding, you must use the ROUND function to round the numbers in order to
get the correct answer.

3. Accounting Number Format:
i Fixed dollar sign (left edge of cell).

ii. Negatives are in parenthesis.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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iii. Zeros are dashes.

iv. Decimals always line up.

v. When you use Accounting Number Format it may hide decimals by
displaying fewer decimals than are actually in the cell. This may lead to formula
errors due to fact the formula calculates on the underlying number and not the

displayed number.
4. Currency:
i Floating dollar sign.

ii.  You choose how to show negatives.
iii. Zeros are zeros.

iv. Decimals usually line up.

v. When you use Currency Number Format it may hide decimals by displaying
fewer decimals than are actually in the cell. This may lead to formula errors due
to fact the formula calculates on the underlying number and not the displayed

number.
5. Date Number Format:

i. Enter dates with forward slashes (there are other methods also) such as:
3/30/2016.

ii. Under the Date Number Format is a Serial Number that represents the
number of days since December 31, 1899.

1. Examples:

Jan 1, 1900 =1

Jan 2, 1900 = 2

Oct 30, 2013 = 41577
Mar 30 = 42459

iii. Some Date Math Formulas:

1. =End Date - Start Date = Number of Days Between Two Dates (Number
of days an invoice is late).

2. =End Date - Start Date + 1= Number of Days Between Two Dates
Including the

Start Date (Number of days for a project that includes the start date).

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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=Loan Issue Date + Number of Days Loan Outstanding = Maturity

. iv. Date/Time Keyboards:

Ctrl + ; = Keyboard for hardcoding today's date.
Ctrl + Shift + ; = Keyboard for hardcoding current time.
Time Number Format:

Enter time as hour, colon, minutes, colon, seconds, then a space, and AM

or PM (there are other methods also) such as: 8:00 AM.

Under the Time Number Format is a serial number that represents the

proportion of one 24-hour day.

1.

Examples:

8:00 AM = 8/24 = 1/3 = 0.333333333333333

12:00 PM = 12/24 = 1/2 = 0.5
3:00 PM = (12 + 3)/24 = 15/24 = 5/8 = 0.625

Some Time Math Formulas:

1. =(End Time - Start Time)*24 = Hours worked in a non-night-shift day.

2. =MOD(End Time - Start Time,1)*24 = Hours worked in a day or night-
shift day.

iv. Date/Time Keyboards:

1. Ctrl + ; = Keyboard for hardcoding today's date.

2. Ctrl + Shift + ; = Keyboard for hardcoding current time.

7. Percentage Number Formatting:

i What is a percentage?

1. How many parts out of 100?

If the tax rate is 9.95%, this means that you must pay 9.95 pennies out of

every 100 pennies (or one dollar).

1.

with:

What Percentage Number Format does:

For the number 0.03, Percentage Number Formatting displays the number

The decimal slid two positions to the right and

A percentage sign.
Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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iii. 0.03 becomes 3.00%

2. For a tax rate of 1.45%, you have to remember that the underlying
number is 0.0145.

8. Custom Number Format:

i.  There are four sections to Custom Number Formatting, each separated by
a semi-colon:

<POSITIVE>: <NEGATIVE>: <ZERO>: <TEXT>

ii. In general, in this class we will learn some basic code for Custom Number
Formatting and rely on looking up the code when we need it.

iii. We will learn a few basic Customm Number Formatting types:
1. Date.

2. Time.

3. Percentage
4

Significant and insignificant decimals.
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10) Style Formatting allows you to present information in an effect way. S
i Style Formatting involves formatting such as:

1. Bold.

2. Fill Color.

3. Font Color.

4. Borders Alignment.

5. Font Size.

6. Font Type.

7. Word Wrap

i Alt + Enter = Add Manual Line Break (Word Wrap)

ii. Guidelines for Style Formatting:

1. Use the minimum amount to effectively deliver the message.

2. Be consistent.

3. All numbers should have same number of digits.

4. Units must be indicated either with Number Formatting or Labels. iii. Two

Schools of Thought for Stylistic Formatting:

1. Minimalism School says:

i Field names or column headers should be bold.

ii. Use Number formatting sparingly.

iii. Don't use alignment.

iv. The default gray lines in the spreadsheet are the only borders you need.

v. Sometimes red is used to indicate importance.

2. More Than Minimal School says:

i Field names or column headers can have Fill Color and Font Color, but be
consistent.

ii. Font Color and Fill Color must have a large value difference so that it is easy to
read:

1. Dark Blue Fill Color and White Font Color have a large value difference.

2. Red Fill Color and Black Font Color do NOT have a large value difference.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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iii. Use Number Formatting Consistently.

iv. Black Borders can be okay for tables of data.

v. Use similar color schemes across tables, charts, PivotTable, Slicers and other
objects.

iv. Cell Styles

1. Allow you to save a set of Stylistic & Number Formatting and use it as often as
you need.

2. Add New Cell Style:
i Add style to a cell

ii. Go to Styles group in the Home Ribbon and click on the Cell Styles dropdown
arrow or

“More button” and click on New Style. This opens the Styles dialog box. iii. Name
the Style

iv. When in the Style dialog box, you can use the Format button to add more
styles if you want

3. To use the Cell Style: select cells and apply new style from the Style group in
the Home Ribbon

Tab.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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11) Page Setup allows you to print information in an effect way
i Page Setup dialog box
1. Open Page Setup dialog box keyboard = Alt, P, S, P
2. Page Setup dialog box i. Page tab:
1. Orientation:
i. Landscape when the table is wider than it is tall. ii. Portrait when it is

taller than it is wide.

2. Scaling: you can shrink or enlarge the how the information will look when
it prints out.

3. Fit to:

i. Allows you to take a table that is slight bigger than the page and shrink it
to fit on the page.

ii. If you type “1” for pages wide” and leave the text box empty (hit delete
key) for “pages tall”, the information will always fit to one page wide, but it
will print out as many pages tall as you need. This is great if you have an
expanding table, or you don’t know how many pages tall the information is.

Margins tab: Set margins on edge of each page.
Header/Footer tab:

1. Header 3 sections:

i. Preview: gives you a preview.

ii. Built-in: select from drop down list.

iii. Custom Header: Allows you to type header or select from a number of
different options (buttons).

2. Footer 3 sections:
i. Preview: gives you a preview.

ii. Built-in: select from drop down list.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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iii. Custom Footer: Allows you to type footer or select from a humber of
different options (buttons).

iv. Sheet tab:

1. Set Print Area: Select just the range you want to print. This is great
when you want to exclude data and calculations that are not part of the final
report.

2. Columns to repeat on Left: Prints the highlighted column on each page.
This is great for large tables, like when you want to repeat names on the left
of each page.

3. Rows to repeat at Top: Prints the highlighted row at the top of each
page. This is great for large tables, like when you want to repeat field names
at the top of each page.

Develop Effective and Efficient Solutions in Excel

i. Effective: Accomplish the stated goal.
Examples:

Use COUNTIFS to count the correct number for how many Ford cars were sold.
Use the correct Number Format to display the same number as the underlying
number in the cell.

ii. Efficient: Accomplish the goal with the minimum number of resources and
have the accomplished goal have the ability to adapt to future changes.

Examples of tasks that accomplish the goal with the minimum number of
resources (where the resource is time to create a solution) are:

i. Use Mixed Cell References and the COUNTIFS function to build a cross
tabulated table with a single formula rather than many formulas.

ii. Use keyboard shortcuts to accomplish most tasks, rather than slower
methods like using the Ribbon Tabs, Menus or scroll bars.

3. Examples of tasks that accomplish the stated goal and have the ability to
adapt to future changes are:

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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i. For a formula that calculates a tax deduction you must place the tax rate in
a cell, label it and refer to the tax rate in the formula with a cell reference. In
this way if the tax rate changes, it is easy to update it later. Hard coding
formula inputs into formulas makes it time consuming and difficult to update
the formula later (and is the #1 cause of spreadsheet error). Formulas like:
=ROUND(A44*0.0765,2) are hugely inefficient and error prone.

ii. Formula like =SUM(A1:A5) rather than =A1+A2+A3+A4+A5 will update if
a row is inserted at row four.

iii. Goal of Class: Develop Effective and Efficient Solutions in Excel for Making
Calculations Performing Data Analysis

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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IMPORTING A FILE TO EXCEL

Importing a text file

1. Open a new workbook

2. Select...DATA.... Get External Data.... From Text

Figure 1: Importing the text file

Home Insert Page Layout Formulas
= [ Show Queries F [2] Connections™ 5|
- F o :
E From Table & || Properties
New Refresh Z|

Query ~ ["(9 Recent Sources All~ las Edit Links

® L&)

From From [
Access Web

Get & Transform Connections
rom Other Existing
E F

/ Sources~  Connections | |
Get External Data

2]

3. In the Import Text File dialogue, browse, select and import the products.txt
file from the products sub-folder under the files folder.

4. In the Text Import Wizard that pops up (See Figure 2: Text Import Wizard
below) leave the default selection of file type selected since we are importing a
tab delimited (separated) file.

5. From the preview of the file being imported, you will also note that the file has
headers. For that reason, please check the "My data has headers” check box
as shown in (Figure 2: Text Import Wizard below)

Figure 2: Text Import Wizard
Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Text Import Wizard - Step 1 of 3 ? >

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
Delimited - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 =| File origin: 437 : OEM United States e

data has headers.!

cuf file C:\Users\Pontian\Desktop\Files\Products\Products.bit.

FroductIDProductDescriptionSupplierSuggested Price L]
Be-BF-001Bellen?0 meter JugglerFel Booms3Z24 _00

Ca-BF-00ZCarlotaZl meter Trick CatchZel Booms:Z5_00

Fu-BF-0035unshine3d meter Accuracyzel Boomss27.00

Ma-BF-004Majestic Beautd4d Meter Bussie RoundGzel Booms3$3Z2.00 W

LU S [V (]

6. Click Next

7. In step 2 of the Wizard, (See Figure 3: Effect of selecting the right text), you
will notice that Tab delimiter is checked by default. Please keep it checked
since our delimiter is a tab

Figure 3: Effect of selecting the right text delimiter

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Text Import Wizard - Step 2 of 3 ? ot

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,

Delimiters
[/rab:
|| Semicolon |:| Treat consecutive delimiters as one
Dgnmma .
Text gualifier: | {none} -
[ space
Dgther:
Drata preview
roductID Product Description upplier [PBuggested Price L]
e—BF-001 Bellen 0 meter Juggler Booms (24 .00
a—-BF-00Z2 [Carlota F0 meter Trick Catch Booms [FZ5.00
u—BF-003 Bunshine 30 meter Accuracy Booms [F27.00
a—-BF-004 Majestic Beaut B0 Meter Aussie Round Booms [F32 .00 W

Cancel < Back Finish

9. Click next

10. In the last step of the wizard (See Figure 4: Defining field data formats
below), we define the data formats for each field.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Figure 4: Defining field data formats

Text Import Wizard - Step 3 of 3 ? =

This screen lets you select each column and set the Diata Format.

Column data format

O General

— ‘General’ converts numeric values to numbers, date values to dates, and
@IEH all remaining values to text,
(O Date:  ([XISXHINNGG_N - Advanced...

O Do not import column (skip)

Data preview

Lext Ceoeral
u—-BF-003 Bunshine B0 meter RAccuracy
a—-BF-004 Majestic Beaut B0 Meter Bussie ERound |
a-BF-005 [fanaki S meter Beginner
s—-BF-00¢ Bspen L5 meter Rewversable
Ea—BF-007 Eagle E0 Meter Bussie Hound Bk

£ >

11. Click Finish

We want the data to be imported starting at Cell Al. If Al is not the selected
cell, please change it by editing the contents of the box below to match what
you see.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Import Data ? X

2 (@) Table

PivotTable Report

| PivotChart

D Only Create Connection
Where do you want to put the data?

® Existing worksheet:

O New worksheet

|

D Add this data to the Data Model

Properties... Cancel

Select how you want to view this data in your workbook.

12. Click OK

summit

We have just completed the procedure for importing a text file using Microsoft

Excel.
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WORKING WITH TEMPLATES

Templates are worksheets that are already designed for you.
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Search for online templates yel
Suggested searches:  Business  Personal  Financial Management  Industry Lists logs Calculator
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Close 7
Blank workbook Welcome to Excel Cashflow analysis Academic calendar (any year) Accessible Template Sampler
Account
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When you use a template, all you have to do is replace the information in the
worksheet with your own. They help you save oodles of time and keep your
worksheets consistent. You can even edit the templates, or create your own

and then use them again and again.

Changing the default workbook template

Whenever you open a blank workbook in Excel, you are opening a template -- one
in which the margins, font, and themes were already defined. This is the default

template. It is not as fancy as some of the templates you see pictured, but it's still
a template. You can edit this template in the same way you would edit the fancier

templates, then save it as a new template.

To create a new template, open a workbook (or create a workbook) that you want

to use as a template.
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Everything you see or add to the workbook will be part of the template.

When you have the workbook the way you want your template to be, click File,

then Save As.

Select the location to save the workbook to, then choose to save the workbook as

an Excel Template.

;Excel Workbook v

|Excel Workbook

Excel Macro-Enabled Workbook
|Excel Binary Workbook

Excel 97-2003 Workbook

| XML Data

|Single File Web Page

Web Page _

" Excel Macro-Enabled Template
|Excel 97-2003 Template
Ted (Tab delimited)
|Unicode Text
XML Spreadsheet 2003
|Microsoft Excel 5.0/95 Workbook
|CSV (Comma delimited)
|Formatted Text (Space defimited)
Text (Macintosh)
Text (MS-DOS)
1CSV (Macintosh)
CSV (MS-DOS)
DIF (Data Interchange Format)
[SYLK (Symbolic Link)
|Excel Add-In
|Excel 97-2003 Add-In
|PDF
XPS Document
{Strict Open XML Spreadsheet
| OpenDocument Spreadsheet

Now whenever you open the template, all you have to do is customize it for a new

workbook, then save the new workbook.

Choose the template that you want to use by clicking on it.
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Click the Create button to create the template.
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Playful calendar for any

year
Provided by: Microsoft Corporation

Customize this calendar by picking the year and
starting day of the week. Use Themes and Colors
galleries to play with different color schemes, This
calendar terplate prints a full year on one page.

Download size: 99 KB

]

Create

We've chosen the Any Year Calendar template, and we clicked Create.

Excel loads the template for you.
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Searching for a Template

Excel gives you a few ways to search for a template you want. At the top of the

screen (File>New), you will see this:

Search for online templates

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

You can type in the kind of template you want. Let us say we want a calendar.

Type in calendar.
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Excel then searches its online database for a calendar template, then shows you

the results:

kay byamuhangi
Search for anline templates yel
Suggested searches:  Business  Personal  Financial Management  Industry Lists Logs Calculator
-
Save As
Print A s c
] AR Y EAR] o B
Shere : = | | My Cashflow '
2 HHE ] TR et tu—fa—ta
3
Tak
a aKe a
Publish 5 .t
6 Our 1 SRR LN TR O e
Close 7
Blank workbook ‘Welcome to Excel ‘Cashflow analysis Playful calendar for any year - Academic calendar (any year)
Account
Rack T schaet cses
A &
Options i )
I ETEl B - — i —— v = . . -
g ls .. == I R E—
B - - o: : . Z -

O S B S RO e e e e TV TR S0 YO A, W 0 Do e ol T

To the right, you'll see the category pane where you can search for a calendar

template by category. Simply click on a category to see its calendars.

Modifying a template

Let's go back to our Calendar template that we showed earlier:
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Once you've opened a template, you can now make changes to it. You can change

the font size, font color, etc. if you want, and you can also customize the data.

To edit the data, click on a cell. It then selects the cell, as shown below.
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Now simply type the data you want.

We can also change the style of the template.

Notice below that we've clicked on the cell that contains the month of April. While
the cell is selected, you can also look in the Styles gallery to see the style applied

to it.
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You can modify the style to change the formatting.

Click on any image in a template, and you'll see a bounding box appear around it:

Artwork H... — 8 I
A B 2 0D E | F G H LD KL M M O P @ KRS | T MY W MY 2 AasAB AC aD| AE | AF | AG
1 I SELECT wEEK START: HOHDAT
2 |
= o2 : =
5 | | — i\ W)
2
5 January February March April
E 1 T e T F = = 1 T el T F = = r1 T et T F = = r1 T it T F = =
T 1 1 - = a1 A 1 = 3 4 A 1 -

You can then cut or copy the image.
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Opening an Existing Template

Microsoft provides a number of templates to make your work easier. If you already
have Excel open, you can view the templates by clicking the File tab, then going to

New. You can then see the templates just as you did on the start screen.

kay byomuhangi

New

Search for online templates yel

Suggested searches:  Business Personal  Financial Management  Industry Lists logs Calculator

Save

Save As

Print

: A 8 c [ = [P }
Share - - | My Cashflow T
2 L T
3 —tu—Tw —tw
Tak
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Publish 5 T
‘ tour ELL -
Close 7
Blank workbook ‘Welcome to Excel Cashflow analysis Academic calendar (any year) Accessible Template Sampler
Account
NackTo SchaetFocecs
Options -
-gEn :l o I P PAYMENT COMPARISON personal expenses
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As you can see, the blank workbook template appears first, followed by a tour of

Excel 2013/2016. After this, you can see all the templates.

Choose the template that you want to use by clicking on it.
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Protecting individual cells

In this topic, we look at how to lock individual cells in a Microsoft Excel worksheet.
The procedure to use depends on whether you want the majority of the cells on the
worksheet to remain locked or unlocked.

NOTE: If you lock a cell and protect the worksheet, then you cannot type data
into the cell, modify the data currently in the cell, or change other attributes of the
cell (such as cell formatting).

To unlock individual cells in an Excel worksheet, use either of the following
procedures.

To lock the majority of the cells on the worksheet:

Select the cells that you want to remain unprotected. To select nonadjacent
(noncontiguous) cells, hold down CTRL and click the cells that are to remain
unprotected.

1. Show the format cells dialog box by clicking the Expand button to the bottom
right of the Font section of the Home ribbon, and then click Protection tab.

2. Click to clear the Locked check box and click OK.

3. Click the Review tab, and click Protect Sheet. Type a password if you want
one, and then click OK.

To leave the majority of the cells on the worksheet unlocked:

Select the entire worksheet by clicking the Select All button (the gray rectangle in
the upper-left corner of the worksheet where the row 1 and column A headings
meet), or by pressing CTRL+A or CTRL+SHIFT+SPACEBAR.

1. Show the format cells dialog box by clicking the Expand button to the bottom
right of the Font section of the Home ribbon, and then click Protection tab.
Click to clear the Locked check box and click OK.

2. Select the cells that you want to protect. To select nonadjacent (noncontiguous)
cells, hold down CTRL and click the cells that you want to protect.

3. Return to the Format Cells dialog box, and then click the Protection tab. Click
to select the Locked check box, and then click OK.

4. Click the Review tab, and click Protect Sheet. Type a password, if you want
one, and then click OK.
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Protecting a worksheet

Add protection to worksheets so that other people cannot edit them. You can lock
cells or an entire worksheet. We saw in the previous topic how to lock individual

cells.

To protect a worksheet, go to the Review tab, and then click Protect Sheet in the

Changes group.

Protect Sheet

[v] Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
[@seiecogeaces P
|v] Select unlocked cells

| | Format cells

| | Format columns

| | Format rows

| ]insert columns

| JInsert rows

| |Insert hyperlinks

|| Delete columns

|| Delete rows v

0K l Cancel

You can add a password that someone has to enter to be able to make changes.

In the Allow All Users of This Worksheet To section, specify what other users CAN

do to the worksheet.

Click OK.

Protecting a workbook

Under the Review tab, click Protect Workbook in the Changes group.
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Protect Structure and Windows

Protect workbook for
Structure

Windows

Password {optional):

oK Cancel

Again, you can add a password.

You can protect the workbook for structure or windows. Protecting it for windows
prevents anyone from changing the size and position of the windows when the
workbook is opened. Protecting it for structure prevents anyone from viewing
worksheets that you have hidden; moving, deleting, hiding, or changing the names
of worksheets; and inserting new worksheets or charts, moving or copying

worksheets.

If you want to change the look and feel of the tables used in the template, you can do that by

selecting a table in the template, then using the Format as Table button.

Protect Sheet

(V] Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

[v] Select unlocked cells ‘
| | Format cells

| | Format columns

| | Format rows

| |Insert columns

| |Insert rows

| linsert hyperlinks

| |Delete columns

|| Delete rows v

0K ‘ Cancel
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You can add a password that someone has to enter to be able to make changes.

In the Allow All Users of This Worksheet To section, specify what other users CAN do to the

worksheet.

Click OK.

Sharing Workbooks

You can easily share workbooks without having to send them via email as large
attachments. To be able to share your workbooks with others for review or editing,

click the File tab, then click Share.

Now, choose how you would like to share the workbook.

Invite People is cloud-based sharing. First, save your workbook to your SkyDrive,

then invite the people who you want to be able to view it.

Email allows you to send the file by email using your default email program.
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Pantian xlsx - Excel
Share
Pontian Share with People
Open Desktop » Files » Others
Step 1: Save your document to a OneDrive location
Rt Share Step 2 Share your document. We'll do this after you've finished saving.
Save As
:i‘." Share with People E
Print Save to
Cloud
Share [% Email

Export

Publish

Close

You can choose to send it as an attachment, send it as a PDF, as an XPS - or even

as a fax.

You can save your workbook to a shared location, such as a company server, you

can also send a link to the workbook by choosing Send a Link (above).
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Creating a Hyperlink

A hyperlink is a link to a website or location on the Internet — or even your
computer, if the person reading your spreadsheet has access to your computer
files. To insert a hyperlink into a spreadsheet, go to the Insert tab, then the Links
group. Click the Hyperlink button. You can also right click in the cell where you

want to insert the link and select hyperlink.

P
Lo
Hyperlink
Links
You will see this window:
2
Insert Hyperlink -
Link to: Teut to display: | Sheetilal SerearTip...
_"!.’] Type the cell reference:
Existing File 1
or Web Fage
:3" select & plage in this dooument
L] Cell F:e‘.ﬂ:er.l:e
Place in This Shestl

Dooument Defired Marmes

Create Mew
Document

E-mail
Address
oK Cancel

In the Text To Display field, enter in the text you want displayed in your
spreadsheet. This will be the text people can click on to take them to the web page.

It doesn't have to be a URL. You can type in the word "cow" if you want.

Choose what you want to link to. We have chosen a place in the spreadsheet.
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Click OK when you are finished.

Embedding an object

To embed an object into Excel, select a location, then click the Insert tab, then the
Object button.

=l

e Object

The Object dialog box will open.

Object ? I

Create New | Create from File

Object type:

dob crobat Documen

Adobe Photoshop Elements Image
Bitmap Image

Corel BARCODE X5

Corel PHOTO-PAINT XS Image
CorelDRAW X5 Exchange Graphic
CorelDRAW X5 Graphic

Microsoft Equation 3.0 et
Result

Inserts 3 new Adobe Acrobat Document
object into your document,

Display a5 icon

0K Cancel

As you can see, you can now choose an object to embed. We are going to scroll
down and embed a WordPad document.
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Object ?

Create New | Create from File

Object type:

Microsoft Word Macro-Enabled Document ~
Microsoft Works Spreadsheet

OpenDocument Presentation

OpenDocument Text

Organization Chart Add-in for Microsoft Office programs
Package

Package
v | [ Disptay as icon
Result

inserts a new WordPad Document object

@ into your document,

N
ol (0] ¢ Cancel

Click OK when you have chosen your object.
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We now have a WordPad spreadsheet open on top of our spreadsheet. If you look

to the right of the WordPad document, you will notice a text box where your text

will be placed.

Il

5 . : - L. | gl M-S

= = 4
" a WordPad Docusmssnt in Bookd - WordPad - =[IEl - Wenlt §
EEN - o

_J et i v & 5 EEE E . IFe ;._ . [ o

BFU e A-A [ W e e D '

Start typing into the WordPad document.
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- - a "s - == -
= { 9 - W«;ﬁ:&:‘mﬂ.ﬁtﬁ";\"‘\;’l‘l < =- ' ,v. - 4 ./, -
N - °

Dis em  ciowe ewn-ie il af B9 A

Pty BB dnw 2 A BB WA e e v -

v o S EIINg o !

When you are finished, click the File tab in the WordPad document.

U AR T O

Select Exit and return to document.

The object is how embedded. You can re-size, move, and even format the object.
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Thit is an example of embedding an object |

Text Boxes

Sometimes, you don't want to type in a cell. Perhaps you have a picture that you
need to add a caption for, or you want to type instructions. For things like this, you
create text boxes to enter in text. Text boxes can easily be moved, re-sized, and

re-positioned (along with the text inside them) to make creating a layout easy.

To create a text box, go to the Insert tab and find the Text box button in the Text

group.

Text
Box

Click the Text Box button.

The cursor changes to a downward arrow over your spreadsheet.

Simply click and drag to draw your text box. You do not have to draw it according
to cells. In other words, you don't have to worry about starting at the top corner of

one cell and dragging. You can put it wherever you want.
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When you quit dragging and release your mouse, the cursor will appear in the text
box.

Enter your text.

You can format the text in a text box the same way that you format a cell.

A B C D E F
gst Nc 3 Phone Number i3

2 Joe Smith 555-555-1213

3 'Mary Web 444-212-6857

4 'Nancy Jones 654-123-4567

5 Abe Lincoln 111-222-3333

This is text in a textbox.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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DATA VALIDATION

1) Data Validation means that you “validate that the correct data goes into the
cell”.

2) Data Validation feature in in the Data Tools group in the Data Ribbon Tab:

p——
F rmulas Data Review View Developer Inquire ACROBAT Power Pivot Q Tell me what you ... .. =
[ Show Queries = [2] Connections 4 H " Clear ) — -
ESEp. LG = 2l 7. R " E]E o
- eapp

v | Properties
New Refresh — zl Sort Filter Textto Flash Refnove Data
i Query~ PG) Recent Sources All~ Edit Links Vo Advanced Columns  Fill Dupficates Validation ~

Get & Transform Connections Sort & Filter

Data Tools

Data Validation

Pick from a list of rules to limit the
C D E F G type of data that can be entered in a
| cell.

For example, you can provide a list
of values, like1, 2, and 3, or only
allow numbers greater than 1000 as
valid entries.

Data Validation allows you to “pick from a list of rules to limit the type of data that
can be entered into a cell.”
Caveat about adding Data Validation to a cell:

If incorrect data is in cells BEFORE you add Data Validation, when you add DV, it
won't automatically tell you about the incorrect data.

i. Unless you: Data menu, Data Tools group, Data Validation, "Circle invalid data".

If you Copy and Paste something into a cell that has a Data Validation Rule, the
Copy and Paste action will overwrite the Data Validation.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Data Validation Dialog Box

1) Keyboard for Data Validation dialog box: Alt, D, L

2) Data Validation dialog box looks like this:

rData Validation { ? |3

Settings ‘rInput Message | Error Alert

Validation criteria

Allow:
Any value ﬂ Ignare blank

Apply these changes to all other cells with the same settings

Clear Al ok |

3) Allow text box:
Whole Number:

1. Choose comparative operator

2. Set limits

Decimal:

1. Choose comparative operator

2. Set limits
List:

1. Values in "Source" text box can be:

i Ranges of cells ii. Defined Names

iii. Range from Excel Table

iv. Values typed in separated by commas

Date:

1. Choose comparative operator

2. Set limits

Time:

1. Choose comparative operator

2. Set limits

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Text length:

1. Choose comparative operator
2. Set limits

Custom:

1. Logical Formula that evaluates to TRUE (value allowed) or FALSE (value not
allowed).

4) Input Message
Text that shows up if you click in the cell with DV
5) Error Alter

"Stop" means that you cannot violate the rule
"Warning" gives an option to adhere to or not adhere to the data validation
"Information" just gives information without enforcement of rule.

Dependent drop down lists

6) INDIRECT function takes text that represents a reference and converts it
back to a reference.

A B C D E F G H
1 |Continent Count Di Data Validation ? >
2 |.ﬁ.frica [
3 | Austraria | Aloeria Input Message  Error Alert
Angola
4 |Austraria |Botswana Validation criteria
5 |Austraria E'—”'—'”di Allow:
ameroon
6 DRC List o lgnare blank
7 Data In-cell dropdown
a between
9 Source:
10 =INDIRECT(SAS2) s
11
12
13 . )
|:| Apply these changes to all other cells with the same settings
14
15 Clear All Cancel
16

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Cumulative list of keyboards used under data validation:
1) Esc Key:

i. Closes Backstage View (like Print Preview).

ii. Closes most dialog boxes.

iii. If you are in Edit mode in a Cell, Esc will revert to what you had in the cell before
you put the Cell in edit mode.

2) F2 Key = Puts formula in Edit Mode and shows the rainbow colored Range Finder.
3) SUM Function: Alt + =

4) Ctrl + Shift + Arrow = Highlight column (Current Region).
5) Ctrl + Backspace = Jumps back to Active Cell

6) Ctrl + Z = Undo.

7) Ctrl + Y = Undo the Undo.

8) Ctrl + C = Copy.

9) Ctrl + X = Cut.

10) Ctrl + V = Paste.

11) Ctrl + PageDown =expose next sheet to right.

12) Ctrl + PageUp =expose next sheet to left.

13) Ctrl + 1 = Format Cells dialog box, or in a chart it opens format chart element
task pane.

14) Ctrl + Arrow: jumps to the bottom of the "Current Region", which means it jumps
to the last cell that has data, right before the first empty cell.

15) Ctrl + Home = Go to Cell Al.
16) Ctrl + End = Go to last cell used.

17) Alt keyboards are keys that you hit in succession. Alt keyboards are keyboards you
can teach yourself by hitting the Alt key and looking at the screen tips.

i Create PivotTable dialog box: Alt, N, V
ii. Page Setup dialog box: Alt, P, S, P
iii. Keyboard to open Sort dialog box: Alt, D, S

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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18) ENTER = When you are in Edit Mode in a Cell, it will put thing in cell and move
selected cell DOWN.

19) CTRL + ENTER = When you are in Edit Mode in a Cell, it will put thing in cell and
keep cell selected.

20) TAB = When you are in Edit Mode in a Cell, it will put thing in cell and move
selected cell RIGHT.

21) SHIFT + ENTER = When you are in Edit Mode in a Cell, it will put thing in cell
and move selected cell UP.

22) SHIFT + TAB = When you are in Edit Mode in a Cell, it will put thing in cell and
move selected cell LEFT.

23) Ctrl + T = Create Excel Table (with dynamic ranges) from a Proper Data Set.

e Keyboard to name Excel Table: Alt, 3, T, A
e Tab = Enter Raw Data into an Excel Table.

24) Ctrl + Shift + ~ ( * ) = General Number Formatting Keyboard.
25) Ctrl + ; = Keyboard for hardcoding today's date.
26) Ctrl + Shift + ; = Keyboard for hardcoding current time.

27) Arrow Key = If you are making a formula, Arrow key will “hunt” for Cell
Reference.

28) Ctrl + B = Bold the Font

29) Ctrl + * (on Number Pad) or Ctrl + Shift + 8 = Highlight Current Table.
30) Alt + Enter = Add Manual Line Break (Word Wrap)

31) Ctrl + P = Print dialog Backstage View and Print Preview

32) F4 Key = If you are in Edit mode while making a formula AND your cursor is
touching a particular Cell Reference, F4 key will toggle through the different Cell
References:

i A1l = Relative
ii. $A$1 = Absolute or “Locked”

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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iii. A$1 = Mixed with Row Locked (Relative as you copy across the columns
AND Locked as you copy down the rows)

iv. $A1l = Mixed with Column Locked (Relative as you copy down the rows
AND Locked as you across the columns)

33) Ctrl + Shift + 4 = Apply Currency Number Formatting

34) Tab key = When you are selecting a Function from the Function Drop-
down list, you can select the function that is highlighted in blue by using
the Tab key.

35) F9 Key = To evaluate just a single part of formula while you are in edit
mode, highlight part of formula and hit the F9 key.

i. If you are creating an Array Constant in your formula: Hit F9.

ii. If you are evaluating the formula element just to see what that part of the
formula looks like, REMEMBER: to Undo with Ctrl + Z.

36) Alt, E, A, A = Clear All (Content and Formatting)
37) Evaluate Formula One Step at a Time Keyboard: Alt, M, V
38) Keyboard to open Sort dialog box: Alt, D, S

39) Ctrl + Shift + L = Filter (or Alt, D, F, F) = Toggle key for Filter Drop-
down Arrows

40) Ctrl + N = Open New File
41) F12 = Save As (Change File Name, Location, File Type)
42) Import Excel Table into Power Query Editor: Alt, A, P, T

43) Ctrl + 1 (When Chart element in selected): Open Task Pane for Chart
Element

44) F4 Key = If you are in Edit mode while making a formula AND your
cursor is touching a particular Cell Reference, F4 key will toggle through
the different Cell References:

i A1l = Relative
ii. $A$1 = Absolute or “Locked”

iii. A$1 = Mixed with Row Locked (Relative as you copy across the
columns AND Locked as you copy down the rows)

iv. $A1 = Mixed with Column Locked (Relative as you copy down the
rows AND Locked as you across the columns)

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
Contact: Pontian Kay (+256790790707)
Page 29 of 156



P

summit

45) Keyboard to open Scenario Manager = Alt, T, E

46) Ctrl + Tab = Toggle between Excel Workbook File Windows
47) Ctrl + Shift + F3 = Create Names From Selection

48) Ctrl + F3 = open Name Manager

49) F3 = Paste Name or List of Names

50) Alt + F4 = Close Active Window

51) Window Key + Up Arrow = Maximize Active Window

52) Ctrl + Shift + Enter = Keystroke to enter Array Formulas that:

e Have a function argument that requires it, or
e Whether or not you are entering the Resultant Array into multiple
cells simultaneously.

53) Ctrl + / = Highlight current Array

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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1) Conditional Formatting for cells in a highlighted range requires a
logical test that comes out TRUE or FALSE

e TRUE = Cell gets Formatting.
e FALSE = Cell NOT get Formatting.

2) Conditional Formatting can be applied to cells with:

e Built-in features like:
e Contains a value
Top 3 values
Above Average
Data Bars
Color Scales (Heat Map)
Icons

Logical Formulas:

Highlight Row (Record) where cell contains a value.
Highlight Row (Record) where sales are below average.
Highlight Records that contain the top 3 values.
Format Whole Column Based on a condition.

Format with complex criteria (AND Logical Test).
Format with complex criteria (OR Logical Test).

Format Weekends and Holidays.

® N O U & W DN

Format items NOT in List.

To apply Conditional Formatting:
1) Home Ribbon Tab, Styles group, Conditional Formatting button:

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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. — ExCopy -

0 N O U1 B W N

Insert Page Layout Formulas Data Review View Developer Inquire ACROBAT Power Pivot Q Tell me what you want to do

3% Cut

¥

¢ Wrap Text General . R [ | Normal Bad Good
[zl »

3= EMerge&Center ~ $ ~ % * 8 8 Conditional Format as Explanatory . Followe
[P

Formatting> Table~ L

Calibri P KW= =

il If

Il

” S

” : v - ™ - ==

¥ Foratpanter | 2 L Ui H A-E=

Clipboard [ Font ] Alignment IF Number P Styles
| Highlight Cells Rules »

&l

f=ral
I To] Top/Bottom Rules »

o)

A

&= DataBars 3

E-E

H& Color Scales ,

= &}

=

Hi=H Icon Sets »

B

[E NewRule..

[# ClearRules >
Vanage Rules...

B ManageR:

Keyboards:

Keyboard for New Format Rule dialog box: Alt, H, L, N

Keyboard for Manage Rule dialog box: Alt, O, D

Keyboard to delete rule: Alt, O, D, D, Enter

Keyboard to get to “"Format values where this formula is true”: Alt, H, L,
N, PageDown, Tab

Built-in features for Conditional Formatting

Steps:

1) Highlight cells

2) Home Ribbon Tab, Styles group, Conditional Formatting button
3) Select Rule

4) Choose formatting

Built-in Conditional Formatting Options:

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
Contact: Pontian Kay (+256790790707)
Page 32 of 156



A

summit
consulting

_l Highlight Cells Rules »

- Top/Bottom Rules »

= Data Bars 3

-| Color Scales >

Icon Sets 4
(2] NewRule...
E# ClearRules >

Manage Rules..,

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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1) Logical Formulas are formulas that evaluate to TRUE or FALSE

2) For Conditional Formatting:

Formatting is applied when the formula evaluates to:

1. TRUE

2. Any non-zero number

Formatting is NOT Applied when the formula evaluates to:

1. FALSE
2. Zero
3. Error

3) When you use Logical Formulas to apply Conditional Formatting:

Formula has to calculate in every cell in the range
Rule to minimize calculation time:

1. Choose formulas that calculate quickly.

2. Use Helper Cells for sub-calculations so that the Conditional Formatting Logical
Formula

don’t have to run the sub-calculation in every cell in the Conditional Formatting
range.

Array Formulas work in the Conditional Formatting dialog box (without using Ctrl
+ Shift + Enter), but should be avoided if overall spreadsheet calculation time is an
issue.

Steps in Creating Conditional Formatting with Formulas:

1) Highlight the range of cells. Make a metal note of which cell is the active cell in
the highlighted range. (The active cell is the light-colored cell.)

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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2) Open the Conditional Formatting Rules Manager dialog (from the Home Ribbon
tab, select the Styles group and then select Manage Rules from the Conditional
Formatting drop-down).

3) Open the New Formatting Rule dialog box (by clicking the New Rule button).

4) Select Use a Formula to Determine Which Cells to Format from the "Select a
Rule Type" list.

5) Click the format values where this formula is true text box.

6) Create your formula from the point of view of the active cell in the highlighted
range. That is, build the formula as if you were placing it into the active cell and
then copying it down and over. Remember, whatever the conditional test is that you
are creating must be evaluated for each cell to determine whether each cell in the
range gets the formatting. So, even if the formula is not actually going into the
active cell, the dialog box will copy it throughout the range in memory as if the
formula were in the cells in the highlighted range.

7) Click the Format button and select any combination of formatting you want
from the four tabs (Number, Font, Border, and Fill).

8) Click OK in the format cells dialog box.
9) Click ok in the new formatting rule dialog box.

10) Click ok in the conditional formatting rules manager dialog box.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Conditional formatting is volatile: it recalculates often and can slow overall

spreadsheet calculation time.
1) Conditional formatting is recalculated for cells that are visible on the screen

e Large screens have more cells to calculate than small screens.
e Zoomed out has more cells to calculate than zoomed in.
e Scrolling up or down causes Conditional Formatting to recalculate.

2) Conditional formatting is recalculated when actions occur such as:

e Entering a formula.
e Inserting a column.
e Recalculating with the F9 key.

3) Conditional Formatting created with Logical Formulas slows down calculation in
two ways:

1. Recalculation (like scrolling or entering a formula)
2. Formula has to calculate before formatting is applied.
4) When you use Logical Formulas to apply Conditional Formatting:

e Choose formulas that calculate quickly

e Use Helper Cells for sub-calculations so that the Conditional formatting Logical
Formula don’t have to run the sub-calculation in every cell in the Conditional
Formatting range.
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Example 1: Built-in Feature: Cell Contains

Visual Steps for using Built-in Conditional Formatting Feature

Steps:

1) Highlight range and go to Home Ribbon Tab, Styles group, Conditional

Formatting button, Highlight Cells

Rule, Equal to:

View  Developer  Inquire  ACROBAT  PowerPivot  Q Tell mewhat youwantto do

% Cut
' EaCopy ~

~ Format Painter

Calibri -1 - A A= - EeWrap Tet General - Fr;] 4 | Normal Bad
Z] >
=5 EMegeaCenter - $ - % 2 | %8 £ Conditional Format as | []
Formatting > Table~ |-

AS == - = - ’ % G,g‘:hgnmm ’ . B Highlight Cells Rules » F‘IE Greater Than...
A B C D E F G Tﬁ‘ Top/Bottom Rules > —Lg Less Than...

1 |Example 1: » | FH Between..

2 Built-in: Cell Contains Dwan , [_1@ e

. 1 » ’_—1]@ Text that Contains...

5 [Gigi IBM 9428| |Dwan , | EEEg A Date Occurrig..

6 [Dwan  |Target 1987 F=] Duplicate Values..

7 |Dwan Google 7417 More Rules...

8 |Gigi Amazon 6270

9 |Mo Google 5610

10 |Gigi Vans 2546

11 |Dwan Google 6279

2) Enter cell with criteria into Equals To dialog box:

( Equal To - A le

Format cells that are EQUAL TO:

=SESS with iCustom Format... E]

summit

3) You can change the default formatting by clicking “with” textbox and choosing

“Custom Format”:
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with | Custom Format...

[=]

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...

4) Result:
1 !Example 1:

2 Built-in: Cell Contains Dwan

3

5 |Gigi IBM 9428| |Dwan
6 Dwan Target 1987

7 Dwan Google 7417

8 Gigi Amazon 6270

9 Mo Google 5610

10 |Gigi Vans 2546

11 Dwan Google 6279

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Example 2: Logical Formula: Highlight Row (Record) where cell contains a value,
Visual Steps for Conditional Formatting with a Formula.

1) Start by building Formula in cells to test the pattern of TRUEs and FALSEs:

E F G H I J K L M
1 Example 2:
2 Formula: Format Whole Row When Record Contains Dwan
3
;
5 |Dwan | Gigi IBM 9428 =$G5=$ES5 FALSE
6 Dwan Target 1987 TRUE TRUE TRUE
7 Dwan Google 7417 TRUE TRUE TRUE
8 Gigi Amazon 6270 FALSE FALSE FALSE
9 Mo Google 5610 FALSE FALSE FALSE
10 Gigi Vans 2546 FALSE FALSE FALSE
11 Dwan Google 6279 TRUE TRUE TRUE

2) Highlight entire range and make sure the active cell is in the upper corner.

0

E

SalesRep
Dwan

E G

H

I

Example 2:

Formula: Format Whole Row W

SalesRep Customer Sales

W 00 N O VA WN

=
= o

Gigi IBM 9428
Dwan Target 1987
Dwan Google 7417
Gigi Amazon 6270
Mo Google 5610
Gigi Vans 2546
Dwan Google 6279

3) Home Ribbon Tab, Styles group,
Conditional Formatting button,
select New Rule (keyboard: Alt,

H, L, N)

on  :
; I <
-
Conditional Format as
Formatting -~ Table -
Highlight Cells Rules »
E=
T JTop/Bottom Rules >
Data Bars >
— Color Scales >
1
Icon Sets >
-1 New Rule...
E# Clear Rules S
ﬁ Manage Rules...

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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4) In the “New Formatting Rule”
dialog box, select "Use a Formula to
determine which cells to format”

s N
New Formatting Rule B ot — TR m

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: |

5

Format values where this formula is true:

Preview: No Format Set !
[ OK ] ( Cancel 1

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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5) Create your Logical Formula in the “"Format values where this formula is true”"

text box.

E \F G H I J K L M

Example 2: rNew Formatting Rule m‘
Formula: Format Whole Row When || ... rue e

= Format all cells based on their values

|

|

= Format only cells that contain

salesRep SalesRep customer Sales = Format only top or bottom ranked values
= Format only values that are above or below average

© 0NV s W N
D |
=
Q
=)

! p G |g| | BM 9428 » Format only unique or d.uplicat‘e values
—————— = Use a formula to determine which cells to format

Dwa n Ta rget 1987 Edit the Rule Description:

Dwa n G oog I e 7417 Format values where this formula is true:

Gigi Amazon 6270 s

Mo Google 5610

Preview: No Format Se Eormat...

10 Gigi Vans 2546 e ot
11 Dwan Google 6279 ———

_—

6) Be sure to click Format Button and add the formatting you would like.

Edit the Rule Description:

Format values where this formula is true:
=5G5=SESS
] N\
Preview: AaBbCcYyZz \
N\
A N
OK Cancel

Example 3: Built-in Feature: Below Average
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WP [nset  Pagelayout  Formulas  Data  Review  View  Developer  Inquire  ACROBAT  PowerPivot  Q Tell me what youwant to do Su mmlt
ggc“‘ Calibri Y c A E=2 - EewepTer General E;a Normal Bad G
53 Copy ~ 7 .
Paste o larmas || Pys Sl == = = €0 Condi I F F
% Formatpainter | B I U~ | Hi- | O A === |E3% EMegesiCenter - $ % » | W% 8 £ aﬂ;::v c;:zla:s Ko
Clipboard 1 Font 11 Alignment ] Number 7} D o Styles
~— Highlight Cells Rules »
cs v £ || aa
(RS 7 T
A B C D E F _oplBommR-ls 4 Iop 10 Items...
1 EXGmp'e 3: Data Bars » ITIE Top 10 %...
2 Built-in: Below Average Color Scales Bottom 10 Items..
3 Icon Sets Bottom 10 %...
/3 SalesRep Customer Sales
i B NewRule.. IT_‘ Above Average...
5 |Gigi IBM 44 [ ClearRules y | S
6 |Dwan  |Target 93 Bl Menage Rules.. Below Average...
7 |Dwan Google 91 Mote Rilles.
8 |Gigi Amazon 77
9 Mo Google 15
10 |Gigi Vans 94
11 [Dwan Google 40
Example 4: Built-in Feature: Top 3 values
File LGOS Inset  Pagelayout  Formulas  Data  Review  View  Developer  Inquie  ACROBAT  PowerPivot Q@ Tell mewhat youwantto do
géi:;y ) Calibri 1 - A A - EfWrapText General ;‘4 Normal Bad Gt
& Fomar e | B E M [ E [ A =5 EMeceacome - § - % 0 %48 Comllond Format Explonatory... Ec
Clipboard [F) Font (1 Alignment (6 Number AT R Styles
cs - fe | o428 2
7
A B € D E F e ER
1 7 Example 5: Data Bars » Top 10 %...
2 Built-in: Top 3 Color Scales » Bottom 10 Items..
3 Icon Sets » Bottom 10 %...
7 SalesRep Customer Sales
[E] NewRule.. LT‘ s
o -l Above Average..
5 |Gigi IBM 9428 3 ClearRules ,
6 [Dwan Target 1987 B Manage Rules.. Below Aerage..
7 |Dwan Google 7417 OfERUeS..
8 |Gigi Amazon 6270
9 |Mo Google 5610
10 | Gigi Vans 2546
11 |Dwan Google 6279

Example 5: Logical Formula: Highlight Records that contain the top 3 values

Note:

LARGE Function does not have to calculate in every cell in the conditional
formatting range.
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The advantage of using a helper cell to calculate sub calculations is that when‘the

spreadsheet recalculates, only one cell has to calculate the largest value.
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Example 6: Built-in Feature: Data Bars

1) Data Bars creates an “In-Cell Bar Chart”.

e Max = Longest Bar.
e Min = Shortest Bar.

2) Example:

Student Grades on 50 Point Quiz

Limits

Frequency

Score <= 10
10 < Score <= 20
20 < Score <= 30
30 < Score <=40
40 < Score <= 50

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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1 Example 6:

2 Formula: Top 3, Whole Row Top? | 3| g
3 RN 6279|=LARGE($G$5:5G$11,)2)
5 |Gigi IBM 9428 =$G5>=5153 TRUE
"6 |Dwan  |Target 1987 FALSE | FALSE | FALSE ;
7 |Dwan _ |Google 7417 TRUE | TRUE | TRUE
. 8 |Gigi Amazon 6270 FALSE | FALSE | FALSE
-9 Mo Google 5610 FALSE | FALSE | FALSE
110 | Gigi Vans 2546 FALSE | FALSE | FALSE
‘11 |[Dwan  |Google 6279 TRUE | TRUE | TRUE
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Example 7: Built-in Feature: Color Scales (Heat Map)
1) Color Scale = Ranks number by color.
2) 3 colors:
e Red = bottom 1/3 of values, Darkest Red = Min.
e White = middle 1/3 of values, White = Mid-point (Median).
e Blue = top 1/3 values, Darkest Blue = Max.
3) Example:
Percentage Change in Sales from Last Year:
City Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
AZ, Phoenix 4% 5% 8% 9% 5% 7% 7% 4% 8% 2% 5% 9%
CA, LA !
CA, Oakland | 12% 12%) 11%
CA, San Jose 3% 0% 11% 7% 0% 9% 11% 6% 4% 4%
CA, SF 3% -4% -4% 5% 7% 3% -6% 3% 3% 5% 7% 2%
OR, Portland 2% 1% 2% 0% 3% 2% 6% 0% 6% 1% 4% 5%
WA, Bellingham 6% 6% 3% 0% 9% 5% 1% 5% 3% 1% 2% 6%
WA, Olympia 0% -6% 2% 4% 3% 2% 3% 3% 5% 5% 3% 2%
WA, Seattle -5% 1% 8% 2% 7% 4% 4% 11% 2% 4% 6%
WA, Tacoma
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Example 8: Built-in Feature: Icons

1) Icons = can divide numbers into 3, groups (Top, middle, bottom)

2) SIGN function delivers:

e Delivers -1 when number is negative.

e Delivers 0 when number is zero

e Delivers 1 when number is positive.

3) Example:

A B C

V:Stock: Alpharbet Inc. (GOOG)

D E  F

G

Icons = can divide numbers into 3, groups (Top, mit

1

2

3 e v ==
5 | 5/20/2016 709.74|An  9.42
o [“siopote] oo WeRa| ||

7 | 5/18/2016 706.63| AN | TS

8 | 5/17/2016 WFE B

9 | s/16/2016 716.49/A  5.66| | our” m@

10| 5/13/2016 710.83(=> B M| s oimecamingiinenicc

11| 5/12/2016 71083\ 446 || & wrrvoes =0 i (3]
12| 5/11/2016 715.20|%  -7.89 D[] wenceoms  [=E o vamer [
13| 5/10/2016 723184 1028 | ¥
14| 5/9/2016 7129/ 178 |

Example 9: Logical Formula: Format the whole column based on a condition

A B @ D E F G H I
1l _‘Example 10: Logical Formula: Format Whole Column Based on a condition
2 |
3 MJM ‘ rEdit Formatting Rule &]&J
4 7‘ Select a Rule Type:

= Format all cells based on their values

5 City Jan Feb I = Format only cells that contain
6 |AZ, Phoenix 5% e A < i
B CA (A 1Lt J-126EEE— -10%
8 |CA, Oakland 19% e R Do 14%| 12.39% 14%
9 CA, San Jose 5% Format values where this formula is true: 9% 0.44% 11%
10 |CA, SF -2% it L -2%| -4.75% -2%
11 |OR, Portland 3% 3% 7.01% 1%
12 |WA, Bellingham 7% P \ \ Leomat || 6% 1.27% 6%
13 (WA, Olympia 0% ok J[ cme | |F 3% 3.75% 5%
14 |WA, Seattle 10% 70T 70T 9% 5.23% 5%
15 WA, Tacoma 13% 17%|  17%|  16%|  16%|  16%| 16.81% 15%

[
summit




Example 10: Logical Formula: Format with complex criteria (AND Logical Test)

1)

SalesRep Customer

Dwan

Google

l

AND Logical Test with AND function:
saleshop Customer sles
Gigi IBM 9428
Dwan Target 1987
Dwan Google 7417
Gigi Amazon 6270
Mo Google 5610
Gigi Vans 2546
Dwan Google 6279

L

summit

=AND($A5=$E$5,5B5=$F$5)

AND(logicall, [logical2]

I ALoL

TRUE
FALSE
FALSE
FALSE
TRUE

 [lo
I ALoL

TRUE
FALSE
FALSE
FALSE
TRUE

Example 11: Logical Formula: Format with complex criteria (OR Logical Test)

OR Logical Test with MATCH function (Is Item in List?):

D E F

G H

gical3], ..)

1)
A B %

1

13

Iz 8 SalesR 0 .

15 |Gigi IBM 9428
16 Dwan Target 1987
17 Dwan Google 7417
18 Gigi Amazon 6270
19 Mo Google 5610
20 |Gigi Vans 2546
21 Dwan Google 6279

Customer

Google
Amazon
IBM

i Example 11: Logical Formula: Format with complex criteria (AND & OR Logical Tests)

=MATCH(SB15,5E515:5E517,0)
#N/A #N/A #N/A
#N/A #N/A #N/A
1
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Example 12: Logical Formula: Format Weekends and Holidays

1)

0

2)

10
11
12
13
14

1
2
3!
4
5 |
6
7
8
9

L
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NETWORKDAYS.INTL function counts working days:

NETWORKDAYS.INTL(start_date , end_date , weekend , holidays)
weekend argument drop-down list:

&1 - Saturday, Sunday

(&3] 2 - Sunday, Monday
[t-3] 3 - Monday, Tuesday
(3] 4 - Tuesday, Wednesday
(3] 5 - Wednesday, Thursday
(&3] 6 - Thursday, Friday

|7 - Friday, Saturday

{3111 - Sunday only
(3112 - Monday only
(3113 - Tuesday only
(314 - Wednesday only
{3115 - Thursday only

m

Normally it will count the number of weekdays between a start and end date. But if
you give it the same start and end date, the function can only deliver either a one (1),
if it is a weekday, or zero (0), if it is a weekend or holiday.

Example:

A B

C

D E F G H I J K L M N (0]

‘iExample 13: Logical Formula: Format Weekends and Holidays

Date 8:00AM| 9:00AM| 10:00AM| 11:00AM| 12:00PM Holidays
Sat, 5/21/16 =NETWORKDAYS.INTL(SA4,SA4,7,SOS4:SOS9)=O| 5/30/2016
Sun, 5/22/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE

| Mon, 5/23/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE

| Tue, 5/24/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE

| Wed, 5/25/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE
Thu, 5/26/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE

Fri,5/27/16 TRUE | TRUE | TRUE | TRUE | TRUE | TRUE
Sat, 5/28/16 TRUE | TRUE | TRUE | TRUE | TRUE | TRUE
Sun, 5/29/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE
Mon, 5/30/16 TRUE | TRUE | TRUE | TRUE | TRUE | TRUE
Tue, 5/31/16 FALSE | FALSE | FALSE | FALSE | FALSE | FALSE
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ADVANCED EXCEL FUNCTIONS

The IF function

Applies To: Excel 2016 Excel 2013 Excel 2010 Excel 2007 Excel

The IF function is one of the most popular functions in Excel, and it allows
you to make logical comparisons between a value and what you expect. In
its simplest form, the IF function says:

IF(Something is True, then do something, otherwise do something else)

So an IF statement can have two results. The first result is if your
comparison is True, the second if your comparison is False.

Scenario: Budgeting and Expenditure

=IF(B2>A2,"Under Budget", "Within Budget"

3 H B
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Jb Cut Aria 11 - Wrap Text
oo Ey Copy -
o Forrmat Painter B Il Merge & C
Clipboard ] Font Alignment
SUM - K \/ j], =IF{B2=A2,"Under Budget", "Within Budget")
A B | IF{logical_test, [value_if_true], [value_if false]) | E
1 Budget (Sh) lExpendirure Status Amount Over
2 2[][]1 2107 |1=IF(B2=A2 "Under EU 10.7
3 400 340.8 | Within Budget 0
4 100 138.2 |Under Budget 38.2
5 50 0 |Within Budget 0
& 150 111.5 |Within Budget 0
7

NESTING IF FUNCTIONS

An IF function may have many other IF functions embedded
Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
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Assume three results in the above example: Under Budget, Within Budget
and zero absorption.

=IF(B2=0,"zero absorption”, IF(B2>A2,"Under Budget", "Within Budget"

xE=] 5 Book1 - Bxc
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
3{ Cut
ER Copy -
Clipboard P Font Alignment Number
SUM v X & fr  =IF(82=0,"zero absorption",IF(2=A2,"Under Budget", "Within Budget"))
A B C IF{logical_test, [walue_if_true], [value_if false]) 5
Budget (Sh) Expenditure Status Amount Over
2 200 210.7132=A2 "Under Budget 10.7
3 400 340.6 |Within Budget [}
4 100 138.2 | Under Budget 38.2
5 50 0 |zero absorption
& 150 111.5| Within Budget 0
VLOOKUP
Description

The VLOOKUP function performs a vertical lookup by searching for a value
in the first column of a table and returning the value in the same row in
the index number position.

The VLOOKUP function is a built-in function in Excel that is categorized as
a Lookup/Reference Function. It can be used as a worksheet function (WS)
in Excel. As a worksheet function, the VLOOKUP function can be entered as
part of a formula in a cell of a worksheet.

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd

Contact: Pontian Kay (+256790790707)
Page 50 of 156




LA

summit
E4 - ( e | =D4*VLOOKUP(C4,51513:5K520,3)
B C D E F G H 1 K

Using Using Viookup,Match
1 Vliookup,Harde Col

=D4*VLOOKUP(C4, =D4*VLOOKUP(C4,8M513:80§20,
2 §1513:5K520,2) MATCH(F3,5M$12:50812,0))
3 Branch|Cadre Headcour] Salary Salary
4 |Branch 1 |Branch Managers 1 1,600,000 1,600,000
5 |Branch 1 |Ass. Managers 2 3,200,000 3,200,000
6 Branch 1 |Revenue Assistants 1 1,100,000 1,100,000
7 |Branch 1 | Tech. Assistants 3 2,400,000 2,400,000
8 |Branch 1 |Groundsmen [i] 9600000 9600000
9 |Branch 1 | Office Administrators 3 4 600000 4,600.000
10 |Branch 2 |Branch Managers 1 1,600,000 1,600,000
11 Branch 2 |Ass. Managers 3 4 600000 4,600.000
12 Branch 2 |Revenue Assistants 1 1,100,000 1,100,000 Cadre Scale Salary
13 Branch 2 | Tech. Assistants 4 3,200,000 3,200,000 Branch Managers _ |A 2,200.000.00
14 |Branch 2 | Groundsmen 10 16,000,000 16,000,000 Ass. Managers B 1,600,000.00
15 |Branch 2 | Office Administrators 4 6,400,000 6,400,000 Revenue Assistants |C 1,100,000.00
16 |Branch 3 |Branch Managers 1 1,600,000 1,600,000 Tech. Assistants D 600.000.00
17 |Branch 3 |Ass. Managers 5 8,000,000 §,000.000 Groundsmen E 400.000.00
18 Branch 3 |Revenue Assistants 1 1,100,000 1,100,000 Office Administrators|F 600.000.00
19 Branch 3 |Tech. Assistants [i] 4 600000 4,600.000 ICT Assistants G 700,000.00
20 |Branch 3 | Groundsmen 11 17,600,000 17,600,000 Drivers H 500.000.00
21 |Branch 3 | Office Administrators [i] 9600000 9600000

In the screenshot above, Vloookup function is used to search salaries
applicable to different cadres as the range “113:K20” and return the cadre
budget per branch in range “"B3:F21".

Syntax

The syntax for the VLOOKUP function in Microsoft Excel is:

VLOOKUP( value, table, index_number, [approximate_match] )

Parameters or Arguments

value

The value to search for in the first column of the table.

table

Two or more columns of data that is sorted in ascending order.

index_number

The column number in table from which the matching value must be

returned. The first column is 1.
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approximate_match

Optional. Enter FALSE to find an exact match. Enter TRUE to find an
approximate match. If this parameter is omitted, TRUE is the default.

HLOOKUP

Description

The Microsoft Excel HLOOKUP function performs a horizontal lookup by
searching for a value in the top row of the table and returning the value in
the same column based on the index_number.

The HLOOKUP function is a built-in function in Excel that is categorized as
a Lookup/Reference Function. It can be used as a worksheet function (WS)
in Excel. As a worksheet function, the HLOOKUP function can be entered as
part of a formula in a cell of a worksheet.

Q6 - f |

G H 1 ] K L M M 8] P Q
1
2

Branch Ass. Revenue Tech. Office icT

3 Cadre Managers  |Managers  |Assistants | Assistants  |Groundsmen |Administrators |Assistants _ |Drivers
4 Scale A B C D E F G H
5 Salary 2,200,000 1,600,000 1,100,000 800,000 400,000 600,000 700,000 500,000
7]

A menu of cadres and their salaries are shown in the screen shot above.
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E4 - fe Le=Da*HLOOKUP(C4,$J$3:5035,3)
A B C D E
Using
1 Viookup,Hard
=D4*VLOOKUESCA,
2 5I813:8K820
3 Branch|Cadre Headcoun Sala/ Salary Cad|
4 Branch 1 |Branch Managers 1 7/ 1.600.000 1,600,000 Scal
5 Branch 1 |Ass. Managers 2 3,200,000 3,200,000 Sala
6 Branch 1 |Revenue Assistants 1 1,100 000 1,100,000
7 Branch 1 | Tech. Assistants 3 2,400 000 2,400,000
8 Branch 1 | Groundsmen 6 9,600 000 9,600,000
9 Branch 1 |Office Administrators 3 4,600 000 4,800,000
10 Branch 2 |Branch Managers 1 1,600,000 1,600,000
11 Branch 2 [Ass. Managers 3 4,600 000 4,800,000
12 Branch 2 |Revenue Assistants 1 1,100,000 1,100,000
13 Branch 2 | Tech. Assistants 4 3,200 000 3,200,000
14 Branch 2 [ Groundsmen 10 16,000 000 16,000 000
15 Branch 2 | Office Administrators 4 6,400 000 6,400,000
16 Branch 3 [Branch Managers 1 1,600 000 1,600,000
17 Branch 3 [Ass. Managers 5 5,000 000 5,000 000
18 Branch 3 |Revenue Assistants 1 1,100 000 1,100 000
19 Branch 3 | Tech. Assistants 6 4 800 000 4 800 000
20 Branch 3 | Groundsmen 11 17,600 000 17 600 000
Syntax

The syntax for the HLOOKUP function in Microsoft Excel is:
HLOOKUP( value, table, index_number, [approximate_match] )

Parameters or Arguments

value

The value to search for in the first row of the table.

table

Two or more rows of data that is sorted in ascending order.
index_number
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The row number in table from which the matching value must be returned.
The first row is 1.

approximate_match

Optional. Enter FALSE to find an exact match. Enter TRUE to find an
approximate match. If this parameter is omitted, TRUE is the default.

The index number may be more appropriately captures using the match
function.

MATCH

Description

The Microsoft Excel MATCH function searches for a value in an array and
returns the relative position of that item.

The MATCH function is a built-in function in Excel that is categorized as

a Lookup/Reference Function. It can be used as a worksheet function (WS)
in Excel. As a worksheet function, the MATCH function can be entered as
part of a formula in a cell of a worksheet.
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Matching columns

c1s - fe | =MATCH(C$14,5A51:3C51,0)
fi B C D

1 Cadre Scale Salary
2 Branch Managers A 2,200,000.00
3 Ass. Managers B 1,600,000.00
4 Revenue Assistants C 1,100,000.00
5 Tech. Assistants D 300,000.00
6 Groundsmen E 400,000.00
7 | Office Administrators F 500,000.00
& ICT Assistants G N0, 000.00
9 Drivers H 508,000.00
10
11
12 USING MATCH TO LOCATE COLUMMNS
13 FORMULA FOR CELL $C$24 =MATCH(E43,5M$12:50512,0)
14 Cadre Scale Cadre Salary
15 |Branch Managers 2 1) 3
16 |Branch Managers 2 1| 3
17 |Ass. Managers 2 1 3
18 Revenue Assistants 2 1 3
19 Tech. Assistants 2 1 3
20 Groundsmen 2 1 3
21 Office Administrators 2 1 3

A

summit

As can be seen from the screen shot above, the relative position of Cadre in

the range "M12:012"” is 1 while the relative position of Salary is 3.
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Matching rows

33 v [ fi | =MATCH($A33,3A51:5A39,0)
fi B C D

1 Cadre Scale \ Salary
2 Branch Managers A \ 2,200,000.00
3 Ass. Managers B 1,600,000.00
4 Revenue Assistants C 1,100,000.00
5 |Tech. Assistants D \ 800,000.00
6 Groundsmen E \ 400,000.00
7 | Office Administrators F \6DD,DDD.DD
8 |ICT Assistants G N)D,DDD.DD
29 \
30 USING MATCH TO LOCATE COLUMMS
31 FORMULA FOR CELL $C5%33 —MATCN($A33,$A51:5A59,0)
32 |Cadre Scale Cadre \ Salary
33 Branch Managers 2 \ 2] 2
34 |Branch Managers 2 Vgl 2
35 Ass. Managers 3 3 3
36 Revenue Assistants 4 4 4
37 Tech. Assistants 5 5 5
38 |Groundsmen ] 6 ]
39 | Office Administrators 7 7 7
A0 | ICT Assistants 8 8 8
41 |Drivers 9 9 9

LA
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As can be seen from the screen shot above, the relative position of Branch

Managers in the range “"A1:A9” is 2 while the relative position of Ass.

Managers is 3.

Syntax

The syntax for the MATCH function in Microsoft Excel is:

MATCH( value, array, [match_type] )

Parameters or Arguments

value
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The value to search for in the array.

array

A range of cells that contains the value that you are searching for.

match_type

Optional. It the type of match that the function will perform. The possible

values are:

match_type

1 (default)

Explanation

The MATCH function will find the largest value
that is less than or equal to value. You should be
sure to sort your array in ascending order.

If the match_type parameter is omitted, it
assumes a match_type of 1.

The MATCH function will find the first value that is
equal to value. The array can be sorted in any
order.

The MATCH function will find the smallest value
that is greater than or equal to value. You should
be sure to sort your array in descending order.
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EXCEL DATA TABLE

A data table is a range that evaluates changing variables in a single
formula. In other words, it's a simple what-if analysis: how does changing
an input value change the results? You can examine the possibilities with a
quick glance. (A data table isn't the same thing as the new table feature on
the Insert tab.)

One-variable data tables Use a one-variable data table if you want to
see how different values of one variable in one or more formulas will
change the results of those formulas. For example, you can use a one-
variable data table to see how different interest rates affect a monthly
mortgage payment by using the PMT function. You enter the variable values
in one column or row, and the outcomes are displayed in an adjacent
column or row.

A two-variable data table uses a formula that contains two lists of input
values. The formula must refer to two different input cells.

22 - F]=C15 o

A H 1 ]
7
8
9 Down
10
11 Annual Rate
12
13 Data Table (2] = |
14
15 [FE—— = PMT(C12,C14,C10) Rowiputcel: | 6Cs11
16 Column input cell: |sCg14
17 Total Months Increment [ oK J ’ Cancel ]
18
19 Annual Rate Increment
20
21
22 PMT / Months/Annual Rate 5.00% 10.00% 15.00% 20.00%
23 60 (58,963.84)]  (510,092.35)| (S511,300.22)| (512,584.59)
24 120 (85,038.11) ($6,277.16) ($7,663.41) ($9,179.64)
25 180 (53,756.27) ($5,104.37) (56,648.04) (58,342.41)
26 240 (33,134.79) {54,583.85) (56,254.75) (58,069.42)
27 300 (52,776.80) (54,316.33) (56,083.95) (57,972.65)
28 360 (52,549.90) (54,168.46) ($6,006.11) (57,937.34)
29 420 (82,397.27) (54,083.44) (85,969.86) ($7,924.32)
30 430 (52,290.43) (54,033.44) (55,952.81) (57,919.50)
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In the screen shot above, the monthly payment arising from a $500,000
mortgage contracted for 300 months with a down payment of $200,000 is
$4,316.33. A data table is utilized to analyse how the monthly payment
changes under different scenarios for the annual interest rate and
repayment periods. The amounts range from $2,290.43 for 480 months
with 5% interest rate 12,548.59 for 60 months with 20% interest rate.
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GOAL SEEK

If you have a formula and want to show a specific result, but you do not
know what input values to change within the formula, then Excel’s Goal
Seek feature is the one for you.

Imagine you are calculating the payment terms on a loan.

Your PMT formula gives you an amount of $4,316.33 but you can only
afford to repay $2,850. You can use Goal Seek to find out
what Principal you can borrow based on your $$2,850 budget.

Go to Data menu>>>What-if Analysis>>>Goal seek

T p—
L./ Home Insert Page Layout Formulas | Data | Review View Developer

LE} \_a LE l_E_l l_E_l “@ Conned:ions 4l ? ::'\ Clear E‘g E;;- r@‘ 3 ‘ﬁ% E
What-If

& Properties > Reapply
From From From From Other Existing Refresh . il Sort Filter 7, Textto  Remove Data Consolidate Group Ungroup St
Access Web  Text  Sources® | Connections All~ =2 Edit Links .5 Advanced || Columns Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Scenario Manager.., f
E10 *im Je ‘ Goal Seek...
A B F D E F G H 1 Data Table...

=

Input the target PMT value to be put in cell C15 ($2850) and apply goal
seek on the number of payment periods (months).

c1a - (» fe | =-PMT(C12,C14,€10)

A B c D E F G H 1 ]
7
8

9 Down

10

11 Annual Rate

12 Month Rate

Gosl Seek [ =

13 Years Set cell: EE
14 ; To yale:
FER oty P | --PMT(C12,C14,C10) By changing cel:

16 Total Months Start

17 Total Months Increment

13 Annual Rate Start

Annual Rate Increment

[ o ][ conce

On pressing "OK”, the replace the number of months (300) the number of
months for repayment required to reduce the PMT value (monthly
installment) to $2850.
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BOOLEAN LOGIC

Named after the nineteenth-century mathematician George Boole, Boolean
logic is a form of algebra in which all values are reduced to either TRUE or
FALSE. Boolean logic is especially important for computer science because
it fits nicely with the binary numbering system, in which each bit has a
value of either 1 or 0.

Most of people use the IF function all the time, for example to test if one
value is larger than another value. But many times there is an easier way
to do it! Let’s use Boolean logic instead - it will save you a lot of time and
struggle. Boolean logic, or Boolean algebra, is a kind of algebra where
you're looking for a TRUE or FALSE result.

Procedure:

Create a condition that you want to be tested whether it’s true or false.

E.g

2~ (o fe | =$B34=H3
B c D E TRG H

2 \RUE
3 Branch|Cadre Headcour Salary Branch 1

4 Branch 1 |Branch Managers 1 2,200,000 Branch 2

5 Branch 1 |Ass. Managers 2 3,200,000 Branch 3

6 Branch 1 |Revenue Assistants 1 1,100,000 Branch 4

7 Branch 1 | Tech. Assistants 3 2,400,000 Branch 5

8 Branch 1 |Groundsmen 6 2,400,000 Branch 6

9 Branch 1 |Office Administrators 3 1,800,000 Branch 7

The true/false statement can be converted into 1/0 (one or zero) by
inserted two negative signs (--) outside the condition as shown in the
screen shot below.
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H2 - e | =($BS4=H3)
B C s — E Fle H
2 1
3 Branch|Cadre Headcour Salary Branch 1
4 Branch 1 |Branch Managers 1 2,200,000 Branch 2
5 Branch 1 |Ass. Managers 2 3,200,000 Branch 3
6 Branch 1 |Revenue Assistants 1 1,100,000 Branch 4
7 Branch 1 | Tech. Assistants 3 2,400,000 Branch 5
8 Branch 1 |Groundsmen 6 2,400,000 Branch 6
9 Branch 1 | Office Administrators 3 1,800,000 Branch 7

Using the Boolean logic in SUMPRODUCT FUNCTION

A SUMPPRODUCT function multiplies cells in the same row over a nhumber
of rows and sums the products thereby generated.

The function multiplies corresponding components in the given arrays, and
returns the sum of those products.

Syntax
SUMPRODUCT(arrayl,array2,array3, ...)

Arrayl, array2, array3, ... are 2 to 255 arrays whose components you
want to multiply and then add.

=SUMPRODUCT(--($B$4:$B$53=H3),$E$4:$E$53)

,$E$4:$E$53
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13 - e | =SUMPRODUCT(—($BS4:3B$53=H3), $ES4:$E$53)
B C D E F G H |

2 1
3 Branch |Cadre Head Salary Branch 1 13,100,000.00 |
4 Branch 1 |Branch Mans 1] 2,200,000 Branch 2 17,700,000.00
5 Branch 1|Ass. Manage 2| 3,200,000 Branch 3 42, 200,000.00
6 Branch 1 |Revenue Ass 1] 1,100,000 Branch 4 10,900,000.00
7 Branch 1|Tech. Assist{ 3| 2,400,000 Branch 5 21,100,000.00
8 Branch 1|Groundsmen 6| 2,400,000 Branch 6 24,900,000.00
9 Branch 1 |Office Admin 3| 1,800,000 Branch 7 18,700,000.00
10 Branch 2 |Branch Mans 1] 2,200,000 148 600,000.00

The Boolean logic converts Branches into 1/0 notation depending on
whether the condition based on the Branches in column H and returns the
total salary budget in column 1.

OFFSET

Returns a reference to a range that is a specified number of rows and
columns from a cell or range of cells. The reference that is returned can be
a single cell or a range of cells. You can specify the number of rows and the
number of columns to be returned.

Syntax
OFFSET(reference,rows,cols, height,width)

Reference is the reference from which you want to base the offset.
Reference must refer to a cell or range of adjacent cells; otherwise, OFFSET
returns the #VALUE! error value.

Rows is the number of rows, up or down, that you want the upper-left
cell to refer to. Using 5 as the rows argument specifies that the upper-left
cell in the reference is five rows below reference. Rows can be positive
(which means below the starting reference) or negative (which means
above the starting reference).
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is the number of columns, to the left or right, that you want the

upper-left cell of the result to refer to. Using 5 as the cols argument
specifies that the upper-left cell in the reference is five columns to the right
of reference. Cols can be positive (which means to the right of the starting
reference) or negative (which means to the left of the starting reference).

Height

Width

is the height, in number of rows, that you want the returned
reference to be. Height must be a positive number.

reference to be. Width must be a positive number.

Application:

is the width, in number of columns, that you want the returned

The OFFSET function is used for may purposes. In the demonstration
below, the function is used to total sales per department.

NOTE: The departments are column headings, this makes use of
SUMPRODUCT and SUMIFS function inefficient/unfeasible without using

OFFSET. This is because SUMPRODUCT and SUMIFS function work well with
criteria the row rather than column aligned.

=OFFSET($B$4:$B$39,0,MATCH(J3,$B$3:$H$3,0)-1)

=SUM(OFFSET($B$4:$B$39,0, MATCH(I6,$B$3 $H$3

0)-1))
\

The match function nes\t%d in the offset is for returning
the appropriate number of columns to move (to the
right) every time the formula is copied into a cell
relating to another department

K6 v | =SUM{OFFSET|SBS4:58$39,0,MATCH(J6,$BS3:5HS3,0) THw_
C D E F G H | J K

1
2 Sales All OFFSET
3 Quarter Department A Department B Department C Department E Depar‘tmm Department A 4,150,860,882
4 Q4 153,151,731 83,226,076 106,877,379 315,290,506 404,831 Department B 2,226,985,823
5 Q3 144,836,904 82,136,043 106,616,088 316,782,855 506,105 2,913,224,777
6 Q2 144,923,029 78,958,878 105,929,293 293,995,105 363,337 Departmen 8,052,924,575
7 Q1 144,923,029 78,958,878 105,929,293 293,995,105 363,337 Department F 16,124,028.
8 Q4 138,890,500 717,537,225 102,147,327 292,464,648 351,059
9 Q3 141,586,135 80,346,521 103,547,818 300,612,147 390,767 Yearly 2012
10 Q2 143,555,787 76,042,129 97,754,731 293,948,350 370,472 Department A 469,452,401
11 Ql 146,183,590 75,880,698 102,669,080 282,665,539 446,399 Department B 216,036,601
12 Q4 135,689,076 72,895,628 98,301,537 269,411,431 580,420 Department C 341,706,436
13 Q3 137,116,544 73,761,224 99,047,617 274,545,867 446,449 Department E 908,740,520
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By using the offset function above the user may highlight one column and
manages to sum across several other columns.

The departmental sales may also be summed for each year as
shown.

K11 - fe ‘ :SUMPRODUCT(BFPSE[@B54:$B$39,0,MATCH(Jll,SE53:SH$3,.O}'1},'—($E$4:$B$3B=$K$B})
B C D E F G H 1 J K

1
2 “Sates Al OFFSET
3 Year Quarter Department A | Department B Departm Department E Department F Department A 4,150,860,882
4 2016 Q4 153,151,731 83,226,076 106,877,379 315,290,506 404,831 Department B 2,226,985,823
5 2016 Q3 144,836,904 82,136,043 106,616,088 3183 855 506,105 Department C 2,913,224,777
6 2016 Q2 144,923,029 78,958,878 105,929,293 293,995,10 363,337 Department E 8,052,924,575
7 2016 ok} 144,923,029 78,958,878 105,929,293 293,995,105 \6@7 Department F 16,124,028
8 2015 Q4 138,890,500 77,537,225 102,147,327 292,464,648 351,059
9 2015 Q3 141,586,135 80,346,521 103,547,818 300,612,147 390,767
10 2015 Q2 143,555,787 76,042,129 97,754,731 293,948,350 370,472 tA 469,452,401
11 2015 Q1 146,183,590 75,880,698 102,669,080 282,665,539 446,399 Department B 216,036,601
12 2014 Q4 135,689,076 72,895,628 98,301,537 269,411,431 580,420 Department C 341,706,436 ]
13 2014 Qa3 137,116,544 73,761,224 99,047,617 274,545,867 446,449 Department E 908,740,520

The criteria for years may be enabled by a drop-down option in cell K11 as

shown above.

Other functions covered include:

Row

Col

Introduction

Indirect

Rows

Column

It is amazing how many highly experienced Excel users are unable to
understand Pivot tables.

Many users spend hours creating worksheet-based solutions that could have
been addressed in a few seconds using a pivot table.
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This session will empower you with a complete mastery of this essential

Excel tool.

By the end of this session you will be able to:

Creating a one dimensional pivot table report

Create a grouped pivot table report

Understand pivot table rows and columns

Use an external data source

Apply a simple filter and sort to a pivot table

Use report filter fields

Use report filter fields to automatically create multiple pages
Format a pivot table using PivotTable styles

Create a custom PivotTable style

Understand pivot table report layouts

Add/remove subtotals and apply formatting to pivot table
fields

Display multiple summations within a single pivot table
Add a calculated field to a pivot table

Add a calculated item to a pivot table

Group by Text

Group by Date

Group by numeric value ranges

Show row data by percentage of total rather than value
Create a pivot chart from a pivot table

Embed multiple pivot tables onto a worksheet

Add slicers and timelines to a pivot table

Associate a single slicer and timeline to multiple pivot tables
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Creating a one dimensional pivot table

Here is the sample file we shall use in this lesson:

(== - I S P A )

=}

10
1
12
13
14
15

16
17

A
Order
No
136438
136438
136438
136438
136439
136435
136435
136435
136440
136440
136440
136441
136441
136441
136441
136441

B C
Order
Date Customer

01-0ct-12 Silver Screen Video
01-0ct-12 Silver Screen Video
01-Oct-12 Silver Screen Video
01-Oct-12 Silver Screen Video
02-0ct-12 Cinefocus DVD
02-0ct-12 Cinefocus DVD
02-0ct-12 Cinefocus DVD
02-0ct-12 Cinefocus DVD
02-0ct-12 Classic Films
02-0ct-12 Classic Films
02-0ct-12 Classic Films
03-Dct-12 Box Office Supplies
03-Oct-12 Box Office Supplies
03-0ct-12 Box Office Supplies
03-Oct-12 Box Office Supplies
03-Dct-12 Box Office Supplies

D

Employee
Lee,Frank
Lee,Frank
Lee,Frank
Lee,Frank
Diamond,Elizabeth
Diamond,Elizabeth
Diamond,Elizabeth
Diamaond,Elizabeth
Putin,Julia
Putin,Julia
Putin,Julia
Bell,Stephen
Bell,5tephen
Bell,Stephen
Bell,Stephen
Bell,Stephen

E

Title

Lawrence of Arabia

The Discreet Charm of the Bourgeoisie
Berlin Alexanderplatz

Gone With The Wind

Mouchette

Léolo

Star Wars

Finding Nemo

Yojimbo

Chungking Express

The Lord of the Rings: The Return of the King (200
The Lord of the Rings: The Two Towers
Casablanca

Bonnie and Clyde

Nayagan

Miller's Crossing

F G

A

summit

H

Genre Oty Total

Biography
Comedy
Drama
Drama
Drama
Comedy
Fantasy
Animation
Action
Comedy
Action
Action
Drama
Biography
Crime
Crime

15

9
25
14

3
15
10

18

4
16
1
g
12
25

122.76
67.46
250.60
107.72
L7
136.71
105.95
89.22
120.86
12.15
30.06
163.74
1.79
63.79
146.33
247.85

This is the type of worksheet that pivot tables can work well with because
the columns contain repeating data.

The sample file contains over 2,000 rows of transactional data listing sales
during the 18 month period from October 2007 to March 2009 inclusive.

You can see from the data that the worksheet contains details of orders sold
by a DVD wholesaler, along with the titles supplied on each order.

Order 136438 was placed on 1st-Oct-07 and was ordered by Silver Screen
Video. The order was sold by Frank Lee and there were four items on the

order. Two of the films ordered were in the Drama genre and the other two
were in the Biography and Comedy genres.

A business may wish to ask several questions about sales during this period
such as:

What were my sales by Genre?
How many units did each Employee sell?

In this lesson, you will use a pivot table to answer both questions in less
than 10 seconds!

1.

Open Transactions-1 from your sample files folder.
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This worksheet contains a large table named Data (see sidebar for more on
using tables with Pivot Tables). The table looks like a regular range because
it has had its Filter switched off and the Table style set to none.

2. Click anywhere inside the table.
3. Click Insert...Tables...Pivot Table. (Shortcut ALT, D, P or ALT, N, V)
The first screen of the wizard appears.

Notice that, because you clicked inside the table, it has automatically
detected the table's name of data.

4. Click the OK button. (Next... Next....Finish)

An empty pivot table is shown on screen and the PivotTable Field List
appears on the right of the screen.

Check the Genre, Qty and Total check boxes (in that order) on the
PivotTable Field List. Simply by clicking on three fields you have answered
the first question:

What were my sales by Genre?

5. Format the values shown in column C of the pivot table so that they
show two decimal places with a comma separator.

i. Right-click on any value in column C.

ii. Click Number Format... on the shortcut menu.
iii. Click Number in the Category list.

iv. Click the Use 1000 Separator check box.

Decimal places: |2 =

[V]iUse 1000 Separator (,):

v. Click the OK button.
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4 4 » M| Sheetl

Data |

C

37,411.40
8,588.03
5,098.87

17,174.78

37,614.16

25,212.68

67,097.47

11,785.28
7,289.18
5,514.95

222,786.80

A

3 Values

4 Row Labels '~ |Sum of Qty Sum of Total
5 |Action 4699
6 Adventure 1149
7 |Animation 574
8 Biography 2229
9 Comedy 4747
10 Crime 2960
11 Drama 8439
12 Fantasy 1252
13 |SciFi 989
14 Thriller 765
15 Grand Total 27803

il

PivotTable Field List Wi
Choose fields to add to report:
E’ﬁﬂe o
|[V|Genre -
ViQty =]
7] Total =

Drag fields between areas below:

Y’ Report Filter 4 Column Labels

l I > Values v
1] Row Labels ¥ Values

l Genre v l ‘ Sumof Qty ¥ —:[

[] Defer Layout Update

)

summit

6. Clear all check boxes and then select the Employee and Qty check boxes.

How many units did each Employee sell?

A B
3 Row Labels '~ | Sum of Qty
4 Anderson,Jane 1109
5 Armstrong,Dan 1000
6 Ashe,Lucille 1116
7 Bell,Stephen 1409
8 Bradshaw,John 1196
9 Carrey,Julia 770
10 |Davis,Charles 839
11 |Diamond,Elizabeth 1153
12 Goodman,Paul 1163
13 Hawking,Alfred 1386
14 |Hicks,Michael 921

7. Name the pivot table transactions.

Click inside the Pivot Table.
Click PivotTable Tools...Options...PivotTable...PivotTable Name.
Type Transactions into the PivotTable Name box.
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8. Name the pivot table worksheet Pivot Table.

[ <« » ¥ pivot Table . Data . ¥J |

9. Save your work as Transactions-2.

Pivot Tables, Ranges, Named Ranges and Tables

You can create a Pivot Table that is associated with a Range, a Named
Range or a Table. The fatal flaw of named ranges is that they only expand
and contract when rows are inserted or deleted and NOT when data is
added to the end of the range. Fortunately, Excel 2007 has the fantastic
new Table structure. Tables are wonderful to use as a data source for Pivot
Tables because they are truly dynamic.

Drilling down into pivot table data

Whenever Excel shows a total, it is possible to “drill down” to see the
transactions that were used to calculate the total. When you double-click on
a total, (such as the total sales for action movies in cell C5), a new
worksheet opens showing the source transactions. You will have to
manually delete this worksheet after viewing the transaction list.

Activating a pivot table

Pivot tables are a little like charts in that you cannot work upon their design
unless they are activated. To activate, you simply click anywhere inside the
pivot table. When the pivot table is activated, the PivotTable Field List
appears along with the PivotTable Tools tab on the Ribbon.Creating a
grouped pivot table report

1. Open Transactions-2 from your sample files folder (if it is not already
open).

2. Select the Pivot Table worksheet (if it is not already selected).
3. Click inside the pivot table to show the PivotTable Field List.
4. Click Genre in the PivotTable field list.

Each Employee’s sales for each genre are now shown in the report.
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3 Row Labels

4 | =Anderson,Jane
3 | Action

6 | Adventure

7 Biography

8 Comedy
| Crime

10 Drama

11 Fantasy

12|  SciFi

13 | Thriller

14 =Armstrong,Dan
15 | Action

16 Adventure

4 4 » ¥ | pivot Table ||

]3] SumofQty [=|
1109
199
30
134
233
79
345
21

37

31
136
26

PivotTable Field List

Choose fields to add to report:

Employee
[T]Title
Genre

[V]Qty

Drag fields between areas below:

Y Report Filter 4 Column Labels

42 Row Labels > Values
Employee Y 4 Sum of Qty
Genre A L

v

[] pefer Layout Update

5. Add Title information to the pivot table.

Click Title in the PivotTable Field List.
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The report now breaks sales down by Employee, Genre and Title.

A PivotTable Field List X
3 Row Labels |~ |sum of Qty e
4 = Anderson,Jane Choose fields to add to report: &
5 =IAction HZ}Employee N
6 A Touch of Zen }[]T:tle L "
7 Drunken Master II ii_@Genre L=
8 Get Carter oty Y ‘
9 Once Upon a Time in the West
10 The Good, the Bad and the Ugly Lt s be.tween e e

: ) ) Y Report Filter ] Column Labels

11 The Lord of the Rings: The Fellowship of the Ring | | )
12 The Lord of the Rings: The Return of the King (200 ‘
13 The Lord of the Rings: The Two Towers
14 Yojimbo LJ Row L-abélﬁ Z V-alues
15 = Adventure ‘ —r— 7 ! [sumot Oty = ‘
16 Aguirre, the Wrath of God i v [ | ‘
17 Interview With The Vampire | Title v jﬁ ‘ l
18, SBiography s [”] Defer Layout Update
M < » M| pivot Table ~Data  ¥J [ m

6. Collapse the outline to show only sales by Employee.
i. Right-click cell A4. A shortcut menu appears.
You can also collapse an outline from the Ribbon

The fastest way to collapse and expand an outline is by using the right-click method
described in the text. It is also possible to do this in a less efficient way using the
Ribbon:

1. Click cell A5. A5 becomes the Active Field.
2. Click: PivotTable Tools...Options...Active Field...Collapse Entire Field

ii. Click: Expand/Collapse...Collapse Entire Field.

The Pivot Table collapses to the level of Employee.
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N oo b w

A B
'Row Labels ¥ | Sum of Qty
*/Anderson,Jane 1109
¥ Armstrong,Dan 1000
# Ashe,Lucille 1116
+ Bell,Stephen 1409
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7. Expand Dan Armstrong’s sales to show full details.

Click the small + sign to the left of cell A5.

A B
5 tﬁrmstrong, Dan 1000
6 *Ashe,Lucille 1116

Sales are expanded to show full details of Dan’s sales.

A B
5 =/Armstrong,Dan 1000
6 = Action 136
7 A Touch of Zen 24
8 Drunken Master Il 22

8. Collapse the outline so that Dan’s sales by Genre are shown without Title
details.

i. Right-click cell A6. A shortcut menu appears.
ii. Click: Expand/Collapse...Collapse Entire Field.

The Title level of the Pivot Table collapses to show Dan’s sales by Genre but
not by Title.

A B
5 = Armstrong,Dan 1000
6 + Action 136
7 + Adventure 26
8 + Animation 22

9. Collapse the outline to only show sales by Employee.
Click the small minus sign to the left of cell A5.

The outline contracts to show only the Employee level.
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A B
5 *Armstrong,Dan 1000
6 | * Ashe,Lucille 1116
7 | #Bell,Stephen 1409

10. Save your work as Transactions-3.

Understanding Pivot table rows and columns

1. Open Transactions-3 from your sample files folder (if it isn’t already
open).

2. Select the Pivot Table worksheet (if it is not already selected).
3. Click inside the pivot table to display the Pivot Table Field List.

At the lower right of the screen, you can see four panes:

Drag fields between areas below:

W Report Filter 4 Column Labels

1 Row Labels > Values
Employee v | | Sumof Qty v
Genre A
Title v

At the moment, we have three columns in the Row Labels list and one in the
Values list. This creates a pivot table that shows sales first by Employee,
then grouped by Genre and then grouped by Title.
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A B
3 'Row Labels ¥ | Sum of Qty
4 = Anderson,Jane 1109
5 = Action 199
6 A Touch of Zen 41
7 Drunken Master Il 3

4. Remove the Genre and Title rows from the Row Labels list.
i. Click Genre and then click Remove Field from the shortcut menu.

ii. Click Title and then click Remove Field from the shortcut menu.

1] Row Labels > Values
Employee v Sum of Qty
Category Name ¥ |

‘Product ¥

Move Up

Move to Beginning

W Move to Report Filter

Move to Column Labels

il

| £ Move to Values
| X Remove Field
Q

|©y  Field Settings...

5. Add the Genre to the pivot table as a Column Label.

Instead of checking the Genre in the PivotTable Field List, you need to drag
it from the PivotTable

Field List to the Column Labels list below.
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Drag fields between areas below:

Y Report Filter 71 Column Labels

' ‘ Genre ¥

i Row Labels > Values
Employee > | | Sum of Qty

The pivot table now shows sales for each employee by genre with the
genres listed along the top row as column labels:

A B

Armstrong,Dan 136
Ashe,Lucille 176

4
5 |Anderson,Jane 199
6
7

C
Row Labels |~ Action Adventure Animation Biography

D E
134
22 79
23 54

6. Add the Title field to the Column Labels list.

LA

summit

Drag the Title field from the PivotTable Field List to the Column Labels list.
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Make sure that you place Title below Genre.

" Report Filter

11 Row Labels
Employee v

] Column Labels

Genre
Title

2  Values
Sum of Qty

v

o

v

A small + sign is now shown next to each genre:

A

Row Labels
Anderson,Jane
Armstrong,Dan
Ashe,Lucille

(=B = BV B S

B
+ Action

4

199
136
176

C
+ Adventure

30
26
42

D E
+ Animation '+ Biography

134
22 79
23 54

7. Expand and collapse the Action genre.

i. Click the small + sign to the left of Action in cell B4.

The field expands to show each title within the Action genre:

A
4
5 Row Labels
6 Anderson,lane

B
- Action

v ATouch of Zen Drunken Master Il Get Carter

41

C D

3 31

ii. Click the small - sign that has now appeared to the left of Action in cell

B4.

The outline collapses back to the genre level:

A

Row Labels
Anderson,Jane

- BT RS

Armstrong,Dan

B
+ Action

+ Adventure + Animation

199
136

C D

30
26

22
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8. Save your work as Transactions-4.

Using an external data source

P Y OLAP

Cube

Pivot Table
Excel \

Worksheet

~
o
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Excel is capable of importing data from a huge range of sources such as a
CSV (comma-separated value) file. Once the data is imported into an Excel
worksheet, it is then possible to create a pivot table from the worksheet.

It is also possible to use data directly (without first importing it) from an
external data source. This is usually a database such as Microsoft Access or
one of its big brothers; SQL Server or Oracle.

The difference between a relational database and Excel

A relational database (such as a Microsoft Access database) contains several
tables joined together by relationships. Conceptually, each table is similar to
an Excel table but with more sophisticated validations. In this respect, Excel
is a little like a simple “one table database”. It is the relationships between
the tables that make a true database “relational”. For example, the
database used for this lesson has a Director table and a Film table. The
relationship between them is defined as: - One director may direct many
films but a single film has one, and only one, director. When this
relationship is defined, Access will prevent a director from being deleted if
there is an existing association with a film.

It is a huge mistake to store relational data in Excel, rather than in a true
relational database. Excel is the world’s most powerful analytical tool, but it
is not a database!

You can also use data directly from an OLAP cube. An Online Analytical
Processing (OLAP) cube resides on an OLAP server and is a special sort of
database that is optimized for reporting speed. OLAP technology would
typically only be used when working with very large business databases.

In this lesson, we will create a worksheet that analyses data from an Access
database.

Important: You may not be able to complete this lesson unless you have
Microsoft Access 2007 or later versions installed on your machine. Access is
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included in the professional version of Office 2007 but, unfortunately, not
the standard version.

Open a new blank workbook.

Save the new workbook as Film Details-1.

Click Insert...Tables...PivotTable. The Create PivotTable dialog appears.
Create a pivot table using the gryFilmDetails query in the Film Library
Access database as an external data source.

Click the Use an external data source option button.

Click the Choose Connection... button.

@) Use an external data source

I Choose Connection... ]

The Existing Connections dialog appears.

Click the Browse for More... button.

Navigate to your sample files folder and select the Film Library Access
database file.
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You are presented with a list of all tables and queries in the database.

o N
Select Table [‘?:! R
Name Description Modified Created Type 2

gryFilmDetails 8/1/2009 7:40:54PM 8/1/2009 7:30:29PM VIEW
Actor 8/1/2009 7:41:34PM  8/1/2009 7:24:37PM TABLE =
Director 8/1/2009 7:41:34PM  8/1/2009 7:24:37PM TABLE
Film 8/1/2009 7:41:34PM  8/1/2009 7:24:37PM TABLE
FilmActor 8/1/2009 7:41:34PM 8/1/2008 7:24:37PM TABLE
Media 8/1/2009 7:41:34PM  8/1/2009 7:24:37PM TABLE
[ Rating 8/1/2009 7:41:34PM _8/1/2009 7:24:37PM TABLE  ~
< 1] [ »

[ OK ] [ Cancel ]

vi. Click the gryFilmDetails query and then click the OK button.
vii. Click the OK button.
5. Use the pivot table to display all of the film titles, and each film’s budget.

Check the Film Budget (Millions $) check box and the Film Title check box in
the PivotTable Field List.
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PivotTable Field List

Choose fields to add to report:

WK

[ ActorName

[ |DirectorFirstName
[ DirectorLastName
Film Title

[V]Budget (Millions $)

[.m | »

Drag fields between areas below:

" Report Filter 4 Column Labels
12 Row Labels > Values
Film Title ¥ Sum of Budge... ¥
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A list of films and budgets is displayed.

A B

1 Row Labels ¥ | Sum of Budget (Millions $)

2 Blazing Saddles (1974) 26
3 Casablanca (1942) 4.75
4 Get Carter (1971) 3.75
5 Get Carter (2000) 200
6 Gone With The Wind (1939) 19.5
7 Interview With The Vampire (1954) 360
8 It's A Wonderful Life (1947) 18.9
9 Grand Total 632.9

6. Save your work (still with the name: Film Details-1).

You can also create a pivot table from an Access database like this:

Data...Get External Data...From Access.

Select the Access database file and then click Open.

Select the table or query to use for the data source and click OK.

N W N R

Select PivotTable Report in the Import Data dialog and then click OK.

Important: A pivot table does not automatically update when the data
source changes until you click:

PivotTable Tools...Options...Data...Refresh... a pivot table will not update to
reflect changes to the source data (whether it is a worksheet or an external
data source). By default, Excel invisibly stores a local copy of data from an
external data source. This means that you can still use the pivot table even
if the source database is down. If you are working with very large data sets,
you can switch off the local storage of data by unchecking: PivotTable
Tools...Options...PivotTable...Options...Data...Save Source data with file.
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Applying a simple filter and sort to a pivot table

Open Transactions-4 from your sample files folder
Select the Pivot Table worksheet
Click inside the pivot table to display the Pivot Table Field List.

Remove the Genre and Title column Labels.

i A M

Click the drop-down arrow next to Row Labels in cell A3.
Filter options appear.
6. Filter the pivot table so that only female employees are shown.

Uncheck the check boxes next to each male employee (see sidebar).

-] (Select All)

..[¥] Anderson, Jane
--[_] Armstrong,Dan
--[¥] Ashe, Lucille
--[]Bell,Stephen

--[_] Bradshaw, John
-] Carrey,Julia

~-[| Davis,Charles

-[¥/] Diamond, Elizabeth
--[_] Goodman,Paul
--[_]Hawking, Alfred
[ Hicks,Michael
--[[] Jennings, John

[ ]Lee,Frank

[¥] Manning,Marilyn
--[v] Newhart,Anna

[ Putin, Julia
-.[_]Richards,Andy
--[¥] Sagan, Jessica

.- [¥] Silverstone, Gloria
--[_] Simpson,Howard
-] Simpson,Meryl
.|| Spears, Julie

-[¥] Streep,Margaret
--[[] West,Chuck
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A B
3 Row Labels -7/ Sum of Qty
4 Anderson,Jane 1109
5 Ashe,Lucille 1116
6 Carrey,Julia 770
7 Diamond,Elizabeth 1153

Notice the filter icon in cell A3 showing that the pivot table has been
filtered.

This is a very long-winded way to filter out the male employees. In a real-
world workbook, you would probably create a Gender column in the source
data containing the values M or F. You could then filter by gender with a
single check box.

7. Sort Employee names in Z-A order.
At the moment, the names are sorted in A-Z order.

Click cell A4. When you click on any Employee name, it makes Employee
the active field.

Click PivotTable Tools...Options...Sort...Z-A. X

The Pivot Table is sorted in Z-A order.

A B
3 Row Labels +7 Sum of Qty
4 Streep,Margaret 1772
5 Spears,Julie 1314
6 Simpson,Meryl 822
7 Silverstone,Gloria 1040
8 Sagan,Jessica 1407
9 |Putin,Julia 1054
10 Newhart,Anna 1081

8. Sort Employee names by first name.
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It isn’t possible to automatically sort by first name. To do this, we would
need First Name to be a different field to Last Name. If there were a lot of
names, we'd attend to this in the source data by splitting the Employee
Name column into two. Because there are only twelve names, it will be
quicker to manually sort the list.

i Click in cell A4 to make it the active field.

ii. Click: PivotTable Tools...Options...Sort...Sort. LZ1A]

The Sort dialog appears.
iii. Click the Manual option button.

Sort (Employee) ‘ ?,7523‘

Sort options

@ Manual (you can drag items to rearrange them)

iv.  Click OK.

V. Click and drag the border of each Employee hame to move them to
the desired position.

Look for the four headed arrow cursor shape before clicking the mouse.

A B
3 'Row Labels + Sum of Qty
4 Newhart,Anna 1081
5 Diamond,Elizabeth 1153
6 Silverstone,Gloria 1040
7 Anderson,Jane 1109
8 Sagan,Jessica 1407
9 Carrey,Julia 770
10 |Putin,Julia 1054
11 |Spears,lulie 1314
12 |Ashe,Lucille 1116
13 Streep,Margaret 1772
14 Manning,Marilyn 1161
15 |Simpson,Meryl 822
16 Grand Total 13799
Adva tesereer—rromrmreror—crrre—rrpereership with Summit Consulting Ltd
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9. Remove the filter.

Click the filter button at the top right of cell A3.
Check the Select All check box.
Click the OK button.

10. Save your work as Transactions-5.
Filters are not inherited from source data

If the data associated with a Pivot Table (whether a table, range or named
range) has a filter applied to it (or contains subtotals) this will not be
carried forward into the Pivot Table. If you need the same filter in your
Pivot table, you must first create the Pivot Table and then apply the same
filter. Another way to achieve this is to copy the (filtered) data to a new
worksheet and to create the Pivot Table from this subset of the actual data.

Using report filter fields

In earlier versions of Excel, report filters were called Page Fields.
1. Open Transactions-5 from your sample files folder
2. Select the Pivot Table worksheet

3. Drag the Genre field from the PivotTable Field List to the Report Filter
list.
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1 Genre (am |~
2 !
3 Row Labels '~ | Sum of Qty
4 West,Chuck 886
5 Newhart,Anna 1081
6 Diamond,Elizabeth 1153
7 Silverstone,Gloria 1040
8 Anderson,Jane 1109
9 Sagan,Jessica 1407
10 |Carrey,Julia 770
11 Putin,Julia 1054
12 |Spears,Julie 1314
13 Ashe,Lucille 1116

4 4 » M| Pivot Tab

" :i PivotTable Field List v X

Il

)

summit

Choose fields to add to report:

e

[V]|Employee
[Tmtle
Genre
[V]Qty >

~

[

Drag fields between areas below:
Y Report Filter 3 Column Labels

l Genre e ! ’ ’
i RowLabels % Values
] Employee v ’ ‘ Sum of Qty v l

[ "] Defer Layout Update

Notice that a filter has appeared at the top left of the pivot table (in cells Al

and B1):

A B

1 |Genre (am [+

The filter currently shows all sales for all genres.

4. Use the report filter field to display sales for the Comedy genre.

Click the drop-down list arrow in cell B1.
Click Comedy in the drop-down list.

- (All)
- Action

- Adventure
Animation

- Biography
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Click the OK button.

Notice that the Sum of Qty values now change to only show quantities sold
in the Comedy genre.

5. Use a report filter field to show sales in the Comedy genre for June
2008.

i Drag the Order Date field from the PivotTable Field List down to the Report
Filter List.
W Report Filter 3 Column Labels

Genre
Order Date v

ii Click the drop-down arrow in cell B2.

A B
1 Genre Comedy ¥
2 Order Date (All) vl}

3

iii Make sure that the Select Multiple Items check box is checked.
iv_Uncheck the (All) check box.

v Scroll down the list and check all of the June 2008 check boxes.

vi Click the OK button.

vii Only goods sold in the Comedy genre during June 2008 are now displayed.
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A B
1 Genre Comedy o
2 Order Date (Multiple items) |~
3
4 Row Labels ¥ |Sum of Qty
5 West,Chuck 22
6 Silverstone,Gloria 22
7 Anderson,Jane 17
& Sagan,Jessica 22
9 |Putin,Julia 40
10 Spears,Julie 19
11 Ashe,Lucille 15
12 Streep,Margaret 8
13 |Simpson,Meryl S
14 Richards,Andy 24
15 |Lee,Frank 6
16 |Bradshaw,John 43
17 |Bell,Stephen 37
18 Grand Total 284

6. Save your work as Transactions-6.

Using report filter fields to automatically create multiple pages

In this lesson, we cater for the following scenario: You have been asked to
print out a sales listing for each employee. This involves printing a total of
24 separate reports. It is easy, but time consuming, to print each sheet
manually. You would need to perform 24 filter and print operations. Surely
there’s a better way?

Of course there is. We can use a report filter to automate the whole task
and print all 24 reports in one operation.

1. Open Transactions-6 from your sample files folder
2. Select the Pivot Table worksheet.
3. Remove all filters.

There is a quick way to remove all filters from a pivot table.
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i. Click inside the pivot table to activate it.
ii. Click: PivotTable Tools...Options...Actions...Clear...Clear Filters.

4. Change the fields displayed by the pivot table so that they match the
following:

Y Report Filter 1 Column Labels
Employee v > Values v

{21 Row Labels 3 Values
| Genre = Sum of Qty =
Sum of Total v

You learned to do this in the Lesson: Understand pivot table rows and
columns. Note that the field automatically appears in the Column
Labels list when you add more than one field to the Values list.

Your pivot table now looks like this:

A B C
2 Employee (All) v
3
4 Values
5 Row Labels|~ Sum of Qty Sum of Total
6 Action 4699 37411.4
7 |Adventure 1149 8588.03

5. Create separate worksheets detailing each employee’s sales.
i. Click anywhere within the pivot table.

ii. Click: PivotTable Tools...Options...PivotTable...Options...Show Report
Filter Pages...

The Show Report Filter Pages dialog appears.
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[ Show Report Filter Pages 7]
Show all report filter pages of:

B -

-

[ OK ][ Cancel l

Because there is only one report filter, there is only one choice. If you had
multiple report filters, you could choose which filter you wanted to use.
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iii. Click the OK button. Something amazing happens!

24 worksheets are instantly created, one for each employee.

|« <« » ¥ | West Chuck | Newhart,Anna -~ Diamond,Elzabeth |

Here is Chuck West's sheet:

A B C
Employee West,Chuck |+

1
2
3 Values

4 Row Labels |~  Sum of Qty Sum of Total
5 |Action 111 861.84
6 Adventure 5 44.77
7 |Animation 76 677.02

iv. You can see that it contains a copy of the original pivot table with a
filter set for Chuck.

6. Print preview all worksheets.
i Click on the first employee’s tab (West, Chuck)
ii. Hold down the <Shift> key.

iii. Use the worksheet scroll bar buttons so that the last employee’s tab
(Armstrong, Dan) is visible.

fe «» 0| West,Chuck |

iv. Click on the last employee’s tab (Armstrong, Dan).

You have now selected all of the employee worksheets (you don’t want to
print the Pivot Table or Data worksheets).

V. Click: Office Button...Print...Print.

Note that Active Sheets is selected by default.
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Print what

1 Selection
@ Active sheet(s)
|| Ignore print areas

Vi. Click the Preview button.
Vii. Close the Print Preview.

7. Save your work as Multiple Sheets-1.

Formatting a pivot table using pivot table styles

You have already learned how to use a built-in style to format an Excel
table. PivotTable styles are used in a similar way.

1. Open Transactions-6 from your sample files folder.
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2. Remove all existing fields from the pivot table.

A fast way to do this is to drag each field from the field selection panes to
the field list above:

Y Report Filter 1 Column Labels
| Genre
Order Date
i Rowlab > Values
| Employee Sum of Qty v

Drag frofn here

3. Select the fields shown below.

Drag fields between areas below:
Y Report Filter 5] Column Labels

Genre v

1] Row Labels 3 Values
Employee v Sum of Total x

4. Filter to only show the genres: Action, Adventure and Animation for
employees: Chuck West, Julie

Spears and Dan Armstrong.

You learned how to do this in an earlier lesson
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A B C
4 SumofTotal Column Labels -7
5 Row Labels |-7|Action
6 West,Chuck 861.84 44,77
7 Spears,Julie 1032.11 284.58
8 Armstrong,Dan 1199.7 195.56
9 Grand Total 3093.65 524.91

677.02
109.37
218.1
1004.49

Adventure Animation Grand Total

1583.63
1426.06
1613.36
4623.05

5. Apply the PivotTable style: Dark 9.

LA

summit

Click: PivotTable Tools...Design...PivotTable Styles...Dark...Pivot Style Dark 9.

Sumof Total  Column Labels

Row Labels Action
West,Chuck 861.84 4477
Spears,Julie 1032.11 284.58
Armstrong,Dan 1199.7
Grand Total

677.02
109.37

Adventure Animation Grand Total

6. Enable Banded Rows and Banded Columns.

i Check: PivotTable Tools...Design...PivotTable Style Options...Banded

Rows.

ii. Check: PivotTable Tools...Design...PivotTable Style Options...Banded

Columns.
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V' Row Headers V! Banded Rows
V| Column Headers V| Banded Columns

PivotTable Style Options

The pivot table changes to show colored lines separating each row and
column.

88 Sum of Total Column Labels

SM Row Labels Action Adventure Animation Grand Total
6 West,Chuck 861.84 44.77 677.02 1583.63
7 Spears,Julie 1032.11 284.58 109.37 1426.06
8 Armstrong,Dan 1199.7 195.56 218.1 1613.36
M Grand Total 3093.65[ 524.91 1004.49 4623.05

The other two options in the PivotTable Style options group are Row
Headers and Column Headers. In the Dark 9 style, the column headers are
shown in a contrasting color. The Column Headers check box allows you to
switch this color off. Some of the other designs.

Also show row headers (cells A6:A8) in a contrasting color. If you were
using this type of design, you could switch this color off with the Row
Headers check box.

7. Save your work as Transactions-7.

Creating a custom pivot table style

In the Lesson: Create a custom table style; you learned how to create a
custom style for an Excel table. PivotTable custom styles are applied in a
similar way.

1. Open Transactions-7 from your sample files folder
2. Remove the existing style.

i Click the pivot table to activate it.
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ii. Click PivotTable Tools...Design...PivotTable Styles...Light...None.

Light

Notice that this style is different from the default style. The default pivot
table style is Light 16.

3. Create a custom pivot table style called Corporate by duplicating the
Medium8 built in style.

You will usually find that modifying a duplicate of an existing style is easier
than creating a style from scratch.

i. Right-click on: PivotTable Tools...Design...PivotTable
Styles...Medium...Pivot Style Medium8

ii. Click Duplicate... from the shortcut menu.

Medium

]
]
]
H

SRS e e e
Apply and Clear Formatting

Apply (and Maintain Formatting)

Dup_licatik.

R | AR O SO

00 @ ol

iii. The Modify Pivot Table Quick Style dialog appears.
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Notice that some of the Table Elements are shown in bold face. These are
the elements that have had formatting applied to them:

Table Element:

Whole Table A
Page Field Labels |‘
|

Page Field Values =
First Column Stripe
Second Column Stripe
First Row Stripe
Second Row Stripe
First Column

Header Row

iv. Type the name Corporate into the Name text box.

Modify PivotTable Quick Style

Name: | Corporate

v. Click the OK button to dismiss the dialog.
4. Apply the new corporate style to the pivot table.
i. Click: PivotTable Tools...Design...PivotTable Styles...Custom...Corporate.

5. Modify the Corporate style so that it shows the Grand Total column in
boldface.

i Right-click on:
PivotTable Tools...Design...PivotTable Styles...Custom...Corporate.

ii. Click Modify... from the shortcut menu.

Custom

== Apply and Clear
== Apply (and Main
Modify...

Duplicate...

Delete

iii. Select Grand Total Column from the Table Element list.
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Click the Format button
Select the Font tab.
Select the Font style: Bold.

Font style:
Bold
Regular -
Italic
Vii. Click the OK button.
viii. Click the OK button again.

The Grand Total column is now shown in bold face.

A B L..e .| b E
.88 Sum of Total Column Labels
M Row Labels Action Adventure Animation Grand Total
6 ~West,(:huck 861.84 44.77 677.02 1583.63
7 :Spears,JuIie 1032.11| 284.58! 109.37 1426.06
8 Armstrong,Dan 1199.7 195.56 218.1 1613.36
9 Grand Total 3093.65 524.91 1004.49 4623.05

6. Save your work as Transactions-8.

Pivot Table Layouts

1. Open Transactions-8 from your sample files folder

2. Remove all existing fields from the pivot table by dragging them up into
the PivotTable Field List.

It is important to realize that when you drag a field back to the PivotTable
Field List, you do not clear any filter conditions associated with the field.
You can still see the filter icon next to each filtered field (see below).
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PivotTable Field List v X

Choose fields to add to report:

i oY

>

[|Order Date V4

[ Customer B
["|Employee 4 3
[CITitle i
[]Genre Y -

3. Select the fields shown below.

You learned how to do this in the Lesson: Understand pivot table rows and
columns.

Y Report Filter ] Column Labels

|
J

1] Row Labels >  Values
" Employee ¥ 4| | Sum of Total v |
| Gewe  ~ |~f]

4. Expand the Employee field to also display Genres.

You learned how to do this in the Lesson: Create a grouped pivot table
report.

The pivot table is shown in compact form layout. This is the default layout.

A B
:
5 -'West,Chuck 1583.63
6 | Action 861.84
7 | Adventure 44.77
8 Animation 677.02
9 -'Spears,Julie 1426.06
10 Action 1032.11
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This layout is useful when you need the report to take up the minimum
amount of space on screen or paper. Subsidiary fields are only slightly
indented from their parent field.

5. Change the report layout to Outline Form.
Click:
PivotTable Tools...Design...Layout...Report Layout...Show in Outline Form

Outline Form is the classic pivot table layout that was the default in earlier
versions of Excel. It takes up more space but is more readable as each field
has its own column label.

6. Change the report layout to Tabular Form.

Click: PivotTable Tools...Design...Layout...Report Layout...Show in Tabular
Form

.8 Employee Ei Genre Sum of Total
5 -'West,Chuck Action 861.84
6 Adventure 44.77
7 Animation 677.02
8 West,Chuck Total 1583.63
9 -'Spears,Julie Action 1032.11
10 Adventure 284.58
11 Animation 109.37
12 Spears,Julie Total 1426.06
13 -'/Armstrong,Dan Action 1199.7
14 Adventure 195.56
15 Animation 218.1
16 Armstrong,Dan Total 1613.36
17 Grand Total 4623.05

This layout is very easy to read because it is similar to a regular Excel table
with totals shown at the bottom of each column.

7. Save your work as Transactions-9.
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Applying formatting to pivot table fields

1. Open Transactions-9 from your sample files folder (if it isn’t already
open).

2. Apply a Filter to show only the Biography and Thriller genres.

You learned to do this in the Lesson: Apply a simple filter and sort to a pivot
table.

3. Add the Title field to the pivot table as a third-level row label.
Drag the Title field from the PivotTable Field List to the Row Labels list.

W Report Filter 1 Column Labels
1] Row Labels > Values
Employee v Sum of Total v
Genre v
Title ¥

4. Expand all of the Genre fields to show all Titles.
You learned to do this in the Lesson: Create a grouped pivot table report.

Because the pivot table layout is set to Tabular Form, subtotals are
displayed by all subsidiary groups. Both Employee and Genre are showing
subtotals.
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A B & D
.8 Employee Genre Title B3 sum of Total
5 =/West,Chuck -Biography Goodfellas 99.27
6 Lawrence of Arabia 87.68
7 Raging Bull 236.49
8 Schindler's List 333.37
9 Biography Total 756.81
10 = Thriller Chinatown 35.67
11 Psycho 196.41
12 | Thriller Total 232.08
13 West,Chuck Total 088.89
14 -'Spears,Julie =Biography Bonnie and Clyde 58.2

5. Format the Genre subtotal fields using the Total cell style.

i Hover the mouse cursor over the left edge of the Biography Total label
in cell B9.

ii. Make sure you see the black arrow cursor shape and then click
Transactions-9 to select.

A B |
9 | =Biography Total
10 = Thriller Chin

Notice that when you select the field all Genre subtotal cells are selected. iii.
Click: Home...Styles...Cell Styles...Total.

iv.  The Total style is applied to all Genre subtotal fields.
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A B C D
"8 Employee Genre  [EfTitle B3 sum of Total
5 -'West,Chuck -'Biography Goodfellas 99.27
6 | Lawrence of Arabia 87.68
7 Raging Bull 236.49
8 Schindler's List 333.37
9 Biography Total 756.81
10 | = Thriller Chinatown 35.67
11 Psycho 196.41
12 Thriller Total 232.08
13 West,Chuck Total 988.89
14 -'Spears,Julie ='Biography Bonnie and Clyde 58.2

6. Remove Genre subtotals.
i. Right-click any of the Genres in column B.

ii. Click Subtotal "Genre” on the shortcut menu.

53 Copy
%f Format Cells...
%] Refresh
Sort »
Filter L4
'V | Subtotal Gqye
Expand/Collapse L4

The Genre subtotal fields are removed.
7. Remove the Grand Total.
i Click: PivotTable Tools...Design...Layout...Grand Totals.
ii.  Select Off for Rows and Columns.
8. Save your work as Transactions-10.
Displaying multiple summations within a one pivot table
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It is possible to show the same Value field many times in the same pivot
table. This is useful when you need to display different summations (such
as Average, Sum and Total) on a single pivot table.

1. Open Transactions-10 from your sample files folder (if it is not already
open).

2. Remove the Genre and Title fields from the Row Labels list.

3. Add two more Total fields to the Values list.

W Report Filter 7 Column Labels
> Values ¥
12 Row Labels > Values
Employee v Sum of Total
Sum of Total2
SumofTotal3 ~

4. Change the new totals to show Average sales and Maximum sales for
each employee.

i. Right-click anywhere in column C within the pivot table.
ii. Click Value Field Settings... on the shortcut menu.

iii. Select Average in the Summarize value field by list.
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Value Field Settings
Source Name: Total

Custom Name: Average 015 Totalz

Summarize by | Show values as

Summarize value field by

the data from selected field

Choose the type of calculation that you want to use to summarize

Sum
Count
Max
Min
Product

[ ]

>

Number Format [

ok || cancel |
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iv. Click the OK button.
V. Use the same technique to make the Sum of Total3 field display the
maximum (Max) value.
A B @ D
4 Values
Cl Employee  [Ef Sum of Total Average of Total2 Max of Total3
6 West,Chuck 6847.74 96.44704225 239.05
7 Spears,Julie 10683.14 99.84242991 243.85
8 Armstrong,Dan 7880.51 96.10378049 248.73

5. Format the Average of Total2 field so that it displays two decimal

places.

i. Right-click anywhere in column C within the pivot table.

il. Click Number Format... on the shortcut menu.

iii. Select the Number category with two decimal places.

Number

Category:
General + | Sample
Number

Currency

Accointing Decimal places: |2 =
Date = pacess: | —

iv. Click the OK button.

d| A B ‘ C D |
4 Values
M Employee Sum of Total Average of Total2 Max of Total3
6 West,Chuck 6847.74 96.45 239.05
7 Spears,Julie 10683.14 99.84 243.85
8 Armstrong,Dan 7880.51 96.10 248.73

6. Add a Grand Total
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Click: PivotTable Tools...Design...Layout...Grand Totals...On for Rows
and Columns.

WK N o &

A B C
Values

Employee Sum of Total Average of Total2 Max of Total3

‘West,Chuck 6847.74 96.45 239.05
Spears,Julie 10683.14 99.84 243.85
Armstrong,Dan 7880.51 96.10 248.73
Grand Total 25411.39 97.74 248.73

7.

Switching grand totals on and off with the right-click method

Save your work as Transactions-11.

In this lesson, you used the Ribbon to enable or disable the Grand Total. It

is also possible to do this faster using the following right click method:

N W=

Right click anywhere within the pivot table.

Click PivotTable Options...from the shortcut menu.

Click the Totals & Filters tab.

Click one, or both of the Grand Totals check boxes to enable/disable.

Adding a calculated field to a pivot table

1.

2.

Open Transactions-11 from your sample files folder

Remove the Average of Total2 and Max of Total3 Fields.

You learned how to do this in the Lesson: Understand pivot table rows and
columns.
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A B
a
5 |West,Chuck 6847.74
6 Spears,Julie 10683.14
7 Armstrong,Dan 7880.51
8 Grand Total 25411.39

3. Format the Sum of Total field to show a comma thousand separator.

i Right-click anywhere in column B within the pivot table.

ii. Click Number Format... on the shortcut menu.

iii. Click the Number category.

iv. Check the Use 1000 Separator (,) check box.

V. Click OK.

4. Add a calculated field called Bonus that will calculate 3% of total sales.
i Click: PivotTable Tools...Options...Tools...Formulas...Calculated Field...

ii. Type Bonus in the Name text box.

Insert Calculated Field

Name: Bonus

Advanced Excel Training for ICPAU in partnership with Summit Consulting Ltd
Contact: Pontian Kay (+256790790707)
Page 111 of 156



Vii.
viii.

LA

summit

Click in the Formula text box and remove the zero, leaving only an = sign.
Select Total in the Fields list and then click the Insert Field button.
The word Total is added to the Formula.

vi. Type to complete the formula
vii.  Click the OK button.

A new field called Bonus has now appeared in the PivotTable Field List and a
Sum of Bonus field has appeared in column C.

A B C
4 Values
Ml Employee &4 Sum of Total Sum of Bonus
6 vWest,Chuck 6,847.74 205.43
7 Spears,Julie 10,683.14 320.49
8 Armstrong,Dan 7,880.51 236.42
9 Grand Total 25,411.39 762.34

5. Change the names at the top of columns B and C to Sales and Bonus Due.
i. Click cell B5.

ii. Type the new name Sales.

iii. Press the <Enter> key.

iv. Use the same technique to change the name in cell C5 to Bonus Due.
6. Remove the Field Header (this is currently shown in row 4).

i Click: PivotTable Tools...Options...Show/Hide...Field Headers.

LEED) 1

;J’Ll

Field +/- Field

List ‘Buttons Headers
Show/Hide

The three items in the Show/Hide group are toggle buttons allowing you to add
and remove different pivot table artifacts. The pivot table is now well formatted.
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A B C
3
4 Sales Bonus Due
5 West,Chuck 6,847.74 205.43
6 |Spears,Julie 10,683.14 320.49
7 |Armstrong,Dan 7,880.51 236.42
8 Grand Total 25,411.39 762.34

The Values label has disappeared but so has the Employee label. If you wanted
to keep the Employee label you would have had to hide row 4 instead (See tip
below).

Hiding pivot table rows

In this lesson, we switched off the field headers in order to suppress the Values
label in cell B4. This had the side effect of also removing the word Employee
from cell AS.

If you wanted to keep the Employee label but suppress the Value label, you
would need to hide row

4. To hide the row, right-click the row header (the number 4 on the left of the
row) and then click Hide from the shortcut menu.

7. Save your work as Transactions-12.

Adding a calculated item to a pivot table

One field will usually consist of several items. For example, the Genre field
consists of items such as Drama, Comedy, Action, Biography etc. If you wanted
to show a sales target of Sales + 10%, you would simply create a calculated
field.

Sometimes, you will want to perform a calculation upon a selected number of
items within a field. In this lesson’s example, you are interested in total sales for
the Drama, Comedy and Action genres, as they are your top sellers.

Calculated items provide a solution to this problem. In this lesson, we will add a
calculated item to find the total sales in these genres.
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1. Open Transactions-12 from your sample files folder (if it is not already
open).

2. Clear all filters from the pivot table.
Click: PivotTable Tools...Options...Actions...Clear...Clear Filters.

3. Remove all of the existing fields from the pivot table and replace them with
the following:

1] Row Labels > Values

Genre v Sum of Total A

4. Format the Sum of Total to show two decimal places with a thousand-
comma separator.

i. Right-click anywhere in column B within the pivot table.
ii. Click Number Format... on the shortcut menu.

iii. Click the Number category.

iv. Check the Use 1000 Separator (,) check box.

v. Click OK.
Your pivot table now looks like the one shown below.
A B
-
5 Action 37,411.40
6 Adventure 8,588.03
7 Animation 5,098.87
& Biography 17,174.78
9 Comedy 37,614.16
10 Crime 25,212.68
11 Drama 67,097.47
12 |Fantasy 11,785.28
13 'SciFi 7,289.18
14 Thriller 5,514.95
15 Grand Total 222,786.80
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5. Add a calculated item to show total sales for the genres: Drama, Comedy
and Action.

I. Click any pivot table cell in column A.
II. Click: PivotTable Tools...Options...Tools...Formulas...Calculated Item...

The Insert Calculated Item dialog appears. This is very similar to the Insert
Calculated
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Field dialog. The dialog is confusing because it shows many fields and items
that would not be valid for the Genre field. They are not grayed out, as you
would expect.

iii. Name the calculated item Drama, Comedy & Action.

Iuame: Drama, Comedy & Action I

iv. Select the Genre field and the Drama item and then click the Insert
Item button.

The formula changes to include the Drama item.

Formula: | =Drama

V. Type §F QRE@OLIN the formula.

vi. Add the Comedy and Action items in the same way so that your
formula is the same as the following:

Formula: | =Drama+ Comedy+ Action

Vii. Click the OK button.

A total for Drama, Comedy & Action appears at the bottom of the pivot
table.

A B
14 Thriller 5,514.95
15 Drama, Comedy & Action  142,123.03
16 |Grand Total 364,909.83

Notice that this addition has corrupted the Grand Total as Drama, Comedy
and Action are included in the Grand Total twice.

6. Filter the individual Drama, Comedy and Action fields so that they are
no longer shown or included in the Grand Total.

Because the Field Headers are currently switched off, you cannot apply a
filter.

i Click: PivotTable Tools...Options...Show/Hide...Field Headers.
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ii. The Genre field header appears in cell A4.

A

5 |Action

"8 Genre B3 sum of Total

B

37,411.40

Click the drop-down arrow to the right of cell A4.

LA
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Remove the individual Drama, Comedy and Action items by unchecking

their check boxes.

-] (Select All)
~.[] Action
[V Adventure
.[¥] Animation
[ Biography
.. Comedy
.[¥] Crime
~.[_1Drama
-..[¥IFantasy

- [/SciFi

[V Thriller

..[¥| Drama, Comedy & Action

V. The Grand Total is now correct.
A B

11 Thriller 5,514.95

12 |Drama, Comedy & Action 142,123.03

13 Grand Total 222,786.80

7. Save your work as Transactions-13.

Grouping by Text

In the Lesson: Add a calculated item to a pivot table, we used a calculated

item to show a group total for the Action, Comedy & Drama genres.
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Another solution to this problem would be to create a group for these three
genres. The pivot table could then show group totals. We’'ll push things a
little further, in this lesson, by placing each of the genres into three groups:

o Action, Comedy & Drama

. Crime, Biography & Fantasy

Adventure, Sci Fi, Thriller & Animation
1. Open Transactions-13 from your sample files folder

2. Remove all of the existing fields and filters from the pivot table
(including the calculated item added in the last lesson).

You’ll often want to remove all fields and filters from your pivot table to
start again. To do this,

click: PivotTable Tools...Options...Actions...Clear...Clear All

3. Add the following fields to the pivot table.

Y Report Filter 7 Column Labels
{1 Row Labels > Values
Genre v Sum of Qty v

4. Format the Sum of Qty field so that it shows 0 decimal places and a
comma separator for thousands.

I. Right-click anywhere in column B within the pivot table. II. Click
Number Format... on the shortcut menu.

ITI. Click the Number category.

V. Select the Number category and set 0 decimal places with a

thousand separator.

Decimal places: |0 =

|| Use 1000 Separator (,)

V. Click the OK button.
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5. Add a group for the Action, Comedy and Drama genres.
I. Click on the Drama field in column A (cell A11).
II. Hold down the <Ctrl> key and then click on the Comedy (A9)

and Action (A5) fields in column A. Cells A11, A9 and A5 are now selected.

iii. Right-click on any of the selected fields and click Group in the
shortcut menu.

The fields are grouped:

A B C
‘B Genre2 B4 Genre B sum of Qty
5 ='Groupl Action 4,699
6 Comedy 4,747

6. Change the Genre2 label to Category and the Group1l label to Action,
Comedy & Drama.

The default names are not very descriptive. Single-click (be careful not to
double-click) on each field (cells A4 and A5) and then type in the new
labels.

A B C
"W Category B2 Genre B3 sum of Qty
5 -/Action, Comedy & Drama  Action 4699
6 Comedy 4747

7. Create the Crime, Biography & Fantasy group and the Adventure, Sci
Fi, Thriller & Animation group.

Do this in exactly the same way. (This time you will select the Genres in
column B).
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8. AutoSize column A and collapse all categories. This was covered in the
Lesson: Create a grouped pivot table report. Your pivot table should now look
like this:

A B C
4
5 +Action, Comedy & Drama 17,885
6 *Adventure, Sci-Fi, Thriller & Animation 3,477
7 *Crime, Biography & Fantasy 6,441
8 Grand Total 27,803

9. Add subtotals for each group.
i Right-click anywhere in column A within the pivot table.

ii. Click Field Settings from the shortcut menu. The Field Settings dialog
appears.

iii. Click the Automatic option button in the Subtotals section.

(*) Custom

iv. Click OK.
V. Expand the category groups.

Subtotals are shown for each defined group.

A B C
4
5 | -IAction, Comedy & Drama Action 4,699
6 Comedy 4,747
7 Drama 8,439
8 Action, Comedy & Drama Total 17,885
5 -/Crime, Biography & Fantasy Adventure 1,149

10. Save your work as Transactions-14.
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Grouping by date

Excel’s ability to summarize transactional data by monthly totals is extremely
difficult to achieve without a pivot table.

In previous versions of Excel, this feature was so well hidden that most Excel
users did not even know it was there. Things are a little better with the new
Ribbon interface.

1. Open Transactions-14 from your sample files folder.
2. Remove all of the existing fields from the pivot table.

You will often want to remove all fields and filters from your pivot table to start
again. To do this, click: PivotTable tools...Options...Actions...Clear...Clear All

3. Add the following fields to the pivot table.

Y Report Filter ] Column Labels

! | Order Date v 1
4 Row Labelsr - Z Values [
Employee b [ 1 Sum of Total h ‘

Sales are now shown for every employee and for every date. Sales are
summarized by day but it is more likely that you will want to show sales by
week, month, quarter or year.

A B C D
4 Order Date §4
5 01-Oct-07 02-Oct-07
6 |West,Chuck
7 Newhart,Anna 308.11
8 |Diamond,Elizabeth 363.65

4. Show monthly sales for each employee.
i. Right-click on any of the dates in row 5.

ii. Click Group on the shortcut menu. The Grouping dialog appears.
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iii. Select Months and Years.

When you group by months, be very careful that you also group by years. If you
do not, you will get October 2007, 2008 and 2009 grouped into a single total!

Seconds -
Minutes
Hours

DBES
ﬁuarters

-

Grouping using the Ribbon

In this lesson, we use the right click method to display the Grouping dialog in
order to group fields. It is also possible to do this using the Ribbon but it is a
little more involved and requires more clicks.

1. Click the Order Date field to make it the Active Field.
2. Click: PivotTable Tools...Options...Group...Group Field.
The Grouping dialog is then displayed.

iv. Click the OK button.

V. The pivot table is now grouped by year and by month.

'West,Chuck 433.24 86.12 706.73 77.16
‘Newhart,Anna 308.11 121.95 351.70 515.33

Wik N o 0 &

.Diamond,Elizabeth 363.65 123.67 736.27 827.05

5. Collapse the pivot table to show sales by year.

i. Right-click cell B5 to display the shortcut menu for the Years field.
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ii. Click: Expand/Collapse...Collapse Entire Field. Sales are now

displayed by year.

A B C D ‘ E

22007 £ 2008 £ 2009 Grand Total

7 |West,Chuck 1,226.09 3,745.62 1,876.03 6,847.74
8 |Newhart,Anna 781.76  7,994.02 161.88 8,937.66
9 'Diamond, Elizabeth 1,223.59 5,561.00 2,180.70 8,965.29

6. Expand the pivot table to show sales by month and year.

i. Right-click cell B5 to display the shortcut menu for the Years field.

*

ii. Click: Expand/Collapse...Expand Entire Field.

Sales are now displayed by month and year
7. Apply a filter to show sales for Jan, Feb and Mar 2009.

i Select cells Q5:S6. Make sure that you include the year (Q5) otherwise;
you will see sales for Jan/Feb/Mar 2008 and 2009.

Grand Total

7| 1,329.57 36158 184.88  6,847.74

ii. Right-click the selected cells.
iii. Click: Filter...Keep Only Selected Items on the shortcut menu.
iv. Scroll the screen left so that you can see column A.

8. Save your work as Transactions-15.
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Grouping by numerical values

1. Open Employee Age Profile-1 from your sample files folder.
2. Convert the range A3:C27 into a table named Data.

In Excel 2007, it is best practice to base pivot tables upon tables (we would have
used a named range in earlier Excel versions).

Click anywhere in the range A3:C27.
Click: Insert...Tables...Table.

Click OK.

Type the name Data into:

Table Tools...Design...Properties...Table Name
3. Create a pivot table from the Data table.

i Click anywhere inside the table.
i Click: Insert...Tables...PivotTable.
iii Click OK.

4. Add the following fields to the pivot table:

W Report Filter 4] Column Labels
1] Row Labels > Values

Age

Name

(The order is important. Age must come before Name). The pivot table now
groups employees by age.
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A
23 =40
24 Frank Lee
25 | =44

26 Charles Davis
27 Lucille Ashe

Where two employees are the same age, they are grouped together. The
challenge for this lesson will be to group employees into different age bands.

5. Group the pivot table into the age bands: Under 25, 25-34, 35-45 and Over
45,

i Right-click any of the ages in column A (for example: cell A6).
ii  Click Group from the shortcut menu. The Grouping dialog is displayed.
iii ~ Type the following values into the dialog:

Grouping B3 |

Auto
| Starting at: |25
"|Endingat: |45
By: 10

Iv OK |[ Cancel ]

This tells Excel to group into the ages:

1. Less than 25

2. between 25 and 45 in bands of 10 years
3. Over45

iv.  Click the OK button.

Ages are now grouped as defined:
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A
3 Row Labels M
4 | =<25
5 Alfred Hawking
6 Elizabeth Diamond
7 Jane Anderson
8 Julie Spears
9 Meryl Simpson
10 =/25-34
11 Howard Simpson

6. Change the Row Labels label in cell A3 to Age Group.

i. Click once on cell A3.
ii. Type Age Group into the cell.

A
3 Age Groupl |
4 =<25
5 Alfred Hawking

iii. Press the <Enter> key.

7. Save your work as Employee Age Profile-2.

Displaying row data by percentage of total

In this lesson, we want to discover which genres each employee is best at
selling. This will enable the company to allocate sales leads for each genre to the
most competent salesperson in that genre. This time we are not interested in
total sales but the percentage sales by genre for each employee.

As a bonus, we will see the percentage market share of each genre.
1. Open Transactions-15 from your sample files folder

2. Remove all of the existing fields and filters from the pivot table (including
the calculated item added in the last lesson).
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You will often want to remove all fields and filters from your pivot table to start
again. To do this, click: PivotTable Tools...Options...Actions...Clear...Clear All

3. Add the following fields to the pivot table.

’ Report Filter  Column Labels

[ [ ’ Genre ¥ }
14 Row Labels > Values
, Employee v ’ ' Sumof Total ¥ ’

4. Format the Sum of Total field to show two decimal places and thousand
separators.

i Labels 2 Values

e X 1 i";;s.wn.af.lo.ml ........... ¥ i

W Move to Report Filter
14 Moveto Row Labels
3 Moveto Column Labels
2 Moveto Values
X Remove Field

|

@, Value Field Settings...

Sales are now shown for every employee and for every genre.

¥ Sum of Total Genre B3

Sl Employee B2 Action Adventure Animation
6 |Anderson,Jane 1,556.48 257.29

7 Armstrong,Dan 1,199.70 195.56 218.10

5. Show sales values as a percentage of each row total.

i. Right-click on any of the numerical values in the pivot table.
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ii. Click Value Field settings in the shortcut menu. The Value Field Settings dialog
is displayed.
iii. Click the Show values as tab.

Show values as

Normal IZ]

Base field: Base item!

Order Date

Customer

Employee

lte

Genre

iv. Select % of row in the Show values as drop down list.

Show values as

4

% of row

Normal
Difference From

% Of

% Difference From
Running Total in
% of row

LU

Genre

v. Click the OK button.

Values are now shown as a percentage of each employee’s sales:
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A

Action Adventure Animation Biography Comedy Crime Drama

14 Goodman,Paul 14.57% 3.94% 0.98% 7.17% 15.31% 7.75% 40.02% 4.26% 1.55%
15 Hawking,Alfred 25.86% 4.03% 2.38% 4.57% 16.36% 9.44% 29.77% 2.66% 4.71%
16 Hicks,Michael 12.18% 8.07% 0.00% 9.71% 16.53% 14.92% 31.40% 5.83% 0.00%
17 Jennings,John 16.77% 2.55% 1.76% 4.93% 14.76% 16.04% 31.26% 6.15% 3.35%
18 Lee,Frank 14.50% 2.83% 0.00% 9.12% 19.30% 9.45% 31.79% 9.46% 1.98%
19 |Manning,Marilyn 13.37% 7.09% 1.02% 12.65% 15.28% 12.47% 30.31% 3.18% 4.64%
20 Newhart,Anna 16.43% 6.29% 2.81% 3.76% 16.41% 11.90% 23.36% 6.70% 8.56%
21 Putin,Julia 11.78% 3.39% 0.00% 3.48% 25.05% 9.91% 38.17% 4.34% 2.19%
22 Richards,Andy 11.76% 5.50% 0.90% 9.88% 19.06% 17.14% 22.99% 5.47% 3.67%
23 Sagan,Jessica 24.79% 2.32% 7.58% 3.31% 23.17% 4.24% 28.64% 1.90% 3.77%
24 Silverstone,Gloria 21.40% 3.56% 1.02% 9.23% 8.15% 7.86% 23.46% 11.18% 2.98%
25 Simpson,Howard 19.86% 4.61% 1.96% 4.16% 10.04% 10.65% 32.38% 8.44% 4.25%
26 Simpson,Meryl 15.52% 4.01% 3.50% 6.30% 13.78% 6.88% 37.61% 3.41% 5.72%
27 Spears,Julie 9.66% 2.66% 1.02% 11.43% 17.98% 17.54% 32.40% 5.23% 0.00%

You can see at a glance that Alfred Hawking does very well with sales in the
Action genre, and that Paul Goodman is our star performer in the Drama genre.
We should keep Michael Hicks and Julie Spears away from Science Fiction sales!

6. Save your work as Transactions-16.

Creating a pivot chart from a pivot table

This Expert Skills course assumes that you already understand normal Excel
charts.

When you create a pivot chart from a pivot table, it is important to realize that
the chart always matches the data shown in the pivot table. You make changes
to the source data of the chart by modifying the pivot table underpinning it.

1. Open Transactions-16 from your sample files folder.

2. Change the Sum of Total field so that it displays cash values rather than a
percentage of the total.

i Right-click on any of the percentage values in the pivot table.
ii. Click Value Field settings in the shortcut menu. The Value Field Settings
dialog is displayed.
iii. Click the Show values as tab.
iv. Select Normal from the drop-down list.
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3. Filter the pivot table so that sales are only shown for the three employees:

Jane Anderson, Dan, Armstrong and Lucille Ashe.

4. Filter the pivot table so that sales are only shown for the three categories:

Action, Comedy and Crime.

A B C D E
Sumof Total  Genre

Employee Ed Action Comedy Crime  Grand Total
‘Anderson,Jane 1556.48 1848.54 644.05 4049.07
‘Armstrong,Dan 1199.7 1368.84  903.71 3472.25
Ashe,Lucille 1375.72 1476.78 1135.23 3987.73

W N o 0 &

Grand Total 4131.9 4694.16 2682.99 11509.05

5. Create a Clustered Column pivot chart from the pivot table.

i Click anywhere in the pivot table to activate it.
ii. Click: PivotTable Tools...Options...Tools...PivotChart.
iii. Click the Clustered Column chart type.

Column

Clustered Column g

. — e

iv. Click the OK button.

A clustered column chart is shown embedded in the worksheet.
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A B C D E F G
10 = - t —  m— T mow— : : - f = =
11 2000
12 1800
13| | 1600
14: 1400
15| | 1200
1_6_‘ o B Action
i; ‘ : 800 B Comedy
19 | 600 B Crime
20 [ 400
21 200
22 ' 0
23 ' Anderson, Jane Armstrong,Dan Ashe,Lucille
24 a4

While this is sometimes what you want, most of the time you will want to place
your chart into a worksheet of its own (see note below).

6. Move the chart to its own worksheet.

i. Click on the chart to activate it.

ii. Click: PivotChart Tools...Design...Location...Move Chart.
iii. The Move Chart dialog appears.

iv. Complete the dialog as follows:

fMove Chart

-
®

Choose where you want the chart to be placed:
_dﬂ @ New sheet: jEmﬁonee Sales

V. Click the OK button.

The chart now resides in its own chart sheet.
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7. Save your work as Transactions-17.
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Inserting slicers and timelines

Now, let us add a new slicer and timeline tool. To do so, click inside the
PivotTable and click the contextual Analyze tab. In the Filter group, click
Insert slicer. The resulting dialog will display the date field. Check it out, as
shown below, and click OK.

Transactions-1 ¥ - Excel PivotTable Toaols

Developer Mitro Pro Power Pivat Desig
= D [# Clear~ (7 Fields, Ite
Y [} Select ~ fi OLAP Tou

Insert Filter Refresh Change Data
imeline Connections Source -

Filter Data Actions Calcul

[[2 Move PivotTable Relations

Insert Slicers ? >

Order Mo
Order Date
Customer
Employee
Title

Genre

Oty

Total

Years

Use the slicer and the timeline together

With the new slicers, you can quickly filter the data by category, employee,
genre and dates. To see how this works, check comedy in the slicer. Then,
click the months of September and October 2013. The figure below shows
the results — a single record for just comedy even though other records
exist for other months. You could add a slicer for each field, if doing so
makes sense.
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Adventure, 5ci Fi, Thriller & | Crime, Biography &

Animation
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-
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Advantages of placing charts on chart sheets
1. They are easier to find, as you can give each sheet a meaningful name.

2. They are easier to view, as the chart normally takes up the entire
screen. You can resize a chart on a chart sheet but this isn’t often done.

3. They are easier to print, as you can simply click the sheet tab and print.
You can also print an embedded chart in isolation, but to do so you must
first find and activate the chart.

Advantages of embedding charts within worksheets
1. You are able to print a chart and worksheet data on the same page.

If you have no need to print worksheet data alongside your chart, it is better
to place your charts on chart sheets.
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INTRODUCTION TO MACROS

1) Code in Excel is called VBA (Visual Basic for applications)

e Macro is a synonym for VBA
e VBA = Visual Basic Application = Macro = written code that executes

commands to do things(manipulate objects) in Excel.
2) If you do not know how to write code, you can use the Macro Recorder.
e When you hit the Record Macro button as seen in the figure below:
1. It is like a tape recorder

2. Whatever you do in Excel, the Macro Recorder writes the VBA Code for
you.
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Developer Nitro Pro Power Pivot ¢ Tell me what you want to do...
r’ﬂ - ;. Split View Side by Side EE D
= T Hide Synchronous Scrolling ) L
Mew Arrange Freeze Switch Macros
Window All  Panes~ Unhide Reset Window Position | Windows = -
Window E'_-r View Macrc
=7 RecondMa
Lze Relativ

~a
>

(]

-

Record Macro

Macro name:
Shortout key:
Ctrl=

Store macro in:
This Workbook e

Description:

3) Code is good for two reasons:

)
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1. If you have repetitive tasks that you want to automate (like formatting a

monthly report). That way you can just click a button and the report is

formatted

2. There are some things you want to do (like have a function spell out a

word), that the commands in the ribbons cannot do.
4) You must use the ".xIsm" extension in order to use Macros.
1. File extension: use ".xIsm". "m" means Macro

2. File extension "xIsx" will not allow Macros.
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3. In Excel 2003, the file extension .xls works with VBA or without VBA:

5)

To have full access to features for the Macro Recorder, we must show

Developer Ribbon.

6)

7)

8)

9)

Right-click ribbon, Customize Ribbon, check box for Developer tab.
To turn on the Macro Recorder

To turn on the Macro Recorder use the "Record Macro button in the Code
group in the developer Ribbon (or the Record Macro button on the left
side of the Status Bar).

Be sure to Turn off the Macro Recorder when you are done
Relative / Absolute Button:

The "Use Relative Reference" button in the Code Group in the Developer
Ribbon. The "Use Relative Reference" button is a toggle that toggles
between Absolution and Relative References. When the button is
yellow/orange in color, the Marco is recording Relative Cell References in
the Macro. When it is not yellow/orange, it is recording Absolute
References.

Relative Macros record Relative movement of the selected cell (OFFSET
function).

Absolute Macros record absolute movement of the selected cell (RANGE
function).

Security Level:

You must also set the security level in the Code Group in the Developer
Ribbon to "Disable all Macros with notification"; then each time you open
the workbook, click the "Options" button that appears when you open the

workbook, then click "Enable".

Keyboards:
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e Alt + F11: opens VBA Editor Window so you can write code.

e Alt + F8: Opens list of macros you can run.
e "In the VBA editor:

1. Ctrl + R = "Project Explorer"

2. F4 = Properties Pane.

W

. Alt, I, M = Insert New Module
10) Where to store your Macro:

e If you store Macros in "This workbook", they are only available in this
workbook

e If you store Macros in "Personal workbook", they are stored in the hidden
workbook named "Personal" and the Macros will be available in all
workbooks on your computer. To edit a Macro in a Personal workbook,
you must unhide the workbook using the "Unhide" button in the Window

Group on the View Ribbon.
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