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Oops! and Legal Stuff

While I have made every effort to ensure the accuracy of this document, including grammar and
instructions, | make mistakes. (Surprise!) If you find an error or want to provide constructive
feedback, please contact me. Thank you! Enjoy Excelling at Excel and this document.

Greg Creech

Techedutainment Services, Inc.
P. O. Box 1431

Pine Lake, GA 30072

www.gregcreech.com

International Association of Administrative Professionals Member
American Society of Training and Development Member

Society for Human Resource Management

Microsoft Certified Application Specialist — Instructor

Certified Technical Trainer + - CompTIA

A+ Certified through CompTIA

Microsoft Certified Technical Trainer

D N N N N N

Excel ® is a most excellent product from Microsoft ® Corporation and is part of the Office ®
Suite of products and services.

Copyright © 2018 Greg Creech, Techedutainment Services, Inc. All rights reserved. This
publication, or any part thereof, may not be reproduced or transmitted in any form or by any
means, electronic or mechanical, including photocopying, recording, storage in an information
retrieval system, or otherwise, without express written permission of Greg Creech, P. O. Box
1431, Pine Lake, GA 30072-1431, www.gregcreech.com.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Introducing Greg Creech

Shop Talk from The Atlanta Journal-Constitution
Sunday, Oct. 29, 2000 R3 - JOBS

Why | Love my Job — Greg Creech

What I Do: | teach technology courses and make presentations to beginner and expert computer
users and professionals. | use humor and the piano. I train all levels from first-time computer users to
systems technicians acquiring A+ certification. As an A+ certified trainer, MOUS expert, and technical
trainer, my certifications and knowledge give me a career g

in the technology. My humor, the piano, and people keep Technology
me in the technology training field. I sing to my students speaker and
sometimes and perform stand-up comedy about trainer Plus,
computers. ., fe’s a

How | got started: | won Best Actor in a Supporting S pianist and

Role at Southside Theatre Guild for “4 Funny Thing
Happened on the Way to the Forum” and studied comedy
under Jerry Farber. | have played the piano since 8 years
of age and had the first personal computer with a 1 MB of
memory. In order to learn the PC, | associated the PC
with the piano -- both use a language to translate, both
have keyboards, and now - both provide music and
information. | must admit I miss the days when | only
played the piano and programmed the PC. Now, | play the
PC and have to program my piano. In 1998 after
seventeen years of technology business experience in the
corporate market, | decided to take a leap of faith on my
own. I call my presentations “Showminars,” a
combination of a show and a seminar.

The Best Part: Hearing the laughter and the comments:

t:)/ comedian.

“You have saved me so much time,” and “I remember complicated macros Greg Creech sings
because of the way you taught them.” I have a passion for teaching creative to his students,
people to be more technical and technical people to be more creative — and often he
Mozart would be proud! performs stand-up
The Challenging Part: Explaining why | want my piano in a PC classroom. | comedy about
“Mainframers” who refuse to acknowledge the existence of the PC and the computers.

Web. People who attend training classes because they have to, not because

they want to. Technical people who are not client- focused.

My Favorite Quotes: “To err is human, to really mess things up you need a

computer.” “Forty-two percent of all households have a computer; only

eight percent of those know how to use it.”

What Keeps me Going: | enjoy combining my love of people, the piano, processors, and humor into a
unique speaking and learning experience.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706 No Duplication Permitted
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Welcome! To Excel

Let’s look at Excel’s main window and components of the interface.

1. Open Excel. Excel will present a blank Worksheet ready for you to
begin or Excel may provide a screen for you to use templates or open
other files, as displayed below for you. In any event, create a new
blank workbook by clicking the Blank workbook item.

Excel A
Recent
@ Open Other Workbooks

Loan Al;at;aum Sched

; Personal Monthly Bo
2. Pictured below is the Worksheet Window for Excel 2013.
3. Let’s take a tour of your Worksheet Window.
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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The top area of your screen is the Quick Access Toolbar with the Title Bar. The File Tab which
is the first tab in the Office 2013 Ribbon allows you to print, save, and perform other file

@ H 1. The File Tab, Quick Access Toolbar and

v - Title Bar. _ 2. The Ribbon with Tabs,

. [Tt 5 Y Y Groups, and Commands.
Clipboard & Font ber 2 Styles Celly Lating ~
o i [ 3. Name Box and Formula Bar. ] v

A B C D E F G H | J K L M N 0 H Q
-
2
3
4
5
6
7
8 4. Worksheet area with Column
9 Headers (the Alphabet) and Row
10 Headers (the Numbers). The
14 intersection of columns and rows
:2{ create cells and the Excel grid.
14
15
16
17
18
19
20
& %giz;lifgi’gb?ttons and 6. Stat_us Bar, View Buttons, and
Scrolling Zoom.

functions; we’ll learn much more about this including using the Excel Options button. Next in
this area of your worksheet is the Quick Access Toolbar which allows you to quickly access
your favorite commands and you may add and delete commands from this toolbar. We’ll learn
how to customize the toolbar and other options for using this productive tool in Excel. The Title
Bar displays your Excel File or Workbook Name and contains the Help, Ribbon Display
Options, Minimize, Restore/Maximize, and Close commands.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706 No Duplication Permitted
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HOME INSERT PAGE LAYOUT FORMULAS  DATA  REVIEW VIEW Greg Creach + §
i
4 arge & Center % “p 4 Canda nsert De
-

Trebuchet MS -2 A A = ¥’ ¢ Wiap Text General

&
v
I

Command
Buttons/lcons

8 ru v A

v

Cipboard 1% Fomt

The next area as pictured above is The Ribbon. The Ribbon contains three areas — The Tabs,
The Commands, and The Groups with the Dialogue Box launcher. We will use the Ribbon
extensively in all aspects of Excel from formatting to creating formulas and functions.

1. Let’s open a sample workbook to use in our
demonstration.

2. Click the File Tab. Open

3. From the Cascading Menu, Click Open.

4. Navigate to where your files are stored for this - .
course. 51 Compins

5. With the Budget.xlIsx file selected, Click Open OR
Double Click the Budget.xlIsx icon to open the file
in Excel.

6. If you are prompted to Enable Macros, please click Enable Macros.
Our workbook opens. We should have two workbooks open a blank workbook and the
Budget.xlIsx workbook.
If you don’t have two workbooks open then follow these steps.

1. Click the File Tab and Click New or use the Keyboard Shortcut CTRL +
N (Pressing the Control key and the "N” keys simultaneously) for a new
Workbook.
2. From the New Workbook screen click the Blank Workbook item and
then click the Create button at the lower right of your screen.
We can “toggle” or move between the two files using our View Tab on the Ribbon and Clicking
the Switch Windows command button. Let’s try this.

1. Click the View Tab and click the Switch Window,

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706
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2. Click the File that is not active, for example my Book1 as
displayed here and the file activates. EEJ D
3. If your View tab is still active (or if not then click it to o e
activate it again), and then click your Budget workbook to v 1 Budgetadsx
activate it. i

Below the Ribbon and Groups are the Name Box and Formula Bar. The Name box indicates
your position and selected cell in the worksheet and

allows you to give selected cells an English name or Al M fe || =TODAY()

code which we learn later in our course. This allows
you to quickly move to this area of your worksheet and to calculate formulas using names.

The Formula Bar illustrates the contents of your cell whether numeric or alpha text. You edit
your functions and formulas in this box. Formula and functions begin with an equal sign (=),
we’ll learn a lot more about this in the Formula and Functions part of our course. Cell Al in
this worksheet uses the =TODAY/() function.

» A Hot Tip! Select All Button: There is a magic box in

the upper left part of your worksheet (bounded by the
Column header A and Row header 1). This magic box
selects the entire worksheet with one click of this button;
this is the Select All Button. If you are not clicked in the table
of data, you may select the entire worksheet by pressing the
CTRL + A keys together; if your cursor and selection is in the
table of budget and expense figures CTRL + A keys selects
the data table not the worksheet. This is a terrific way of
selecting a table or database in Excel using CTRL + A key
rather than selecting a big area of the worksheet through
Click and Drag or other methods of selection that we will
learn.

Column Headers are the Alpha characters beginning the column. You may click on a Column
Header and the entire column selects or highlights. You may click on a column header and drag

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706 No Duplication Permitted
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to the desired column to select multiple continuous columns. You may select columns that are
not continuous by left clicking, pressing the CTRL keyboard button, and then left clicking the
desired columns; when complete release you CTRL key and mouse button and Viola your
columns are selected. You may use this method to select various cells and rows, as well, that are
NOT continuous.

# A Hot Tip! In this document when we want to select cells
and areas that are not contiguous I will use the term Ctrl +
Click to indicate using the Ctrl key and click method of
selection. When we want to select areas that are contiguous
I will use the term Shift + Click or we may also use Click and
Drag to select continuous areas of our worksheets. »#

Row Headers are the Numeric characters or numbers at the beginning of the row and operate in
the same fashion as Column Headers.

A Cell is the intersection of a column and row. Cells are signified by the column letter and row
number position, such as Cell C4 is the intersection of Column C and Row 4 or G10 is column
G, Row 10 (BINGO! Ha, ha!) You may select multiple cells by left clicking on a cell and
dragging to the area that you desire and release your left click button.

Let’s practice selecting continuous and non-continuous columns and hiding and unhiding
them.

1. With your Budget Workbook open and your . ¢ 2 :

January tab active, click column header C. @

2. Press your Shift Key and Click the column &
header G. Columns C through G highlight for | & f y‘
1504

you_ $ 1,200.00 | § 105000 | 5

$ 5,000.00 | § 500000 § &
S 45005 4250015 2500
S 375.00(5 4000015

» A Hot Tip: You may get the small dark

arrow to select your column header and
click and drag to select your continuous columns, too. » ‘

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706
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3. With these columns selected, right click on one of the letters . —;
and from the shortcut menu click Hide and the columns Erpeoss [
disappear. ’

Let’s unhide them and the hide columns that are not continuous.

4. Click the Select All button at the top of your workspace area
to select the entire workbook.

5. Right click on a column header and from the menu click
unhide.

6. Now, Click column header C and press the CTRL (or Control)
Key and keep it pressed as you click other columns.

7. With your CTRL key pressed, click column header F and column

header H. These columns select for you as you click them with
the CTRL key pressed.

8. Now, right click one of your selected column headers and from
the short cut menu choose hide.
9. These non-continuous columns hide for you.

10. Let’s unhide them. Click the Select All button at the top of
your workspace area to select the entire workbook. Right click
on a column headers and from the menu click unhide.

Notes:

2 If you want to unhide a specific column but keep the others hidden for example if | want to
unhide Column C but keep the other columns hidden, | can select Columns B through D with
Column C hidden and right click on the two selected column headers and from the shortcut menu
choose unhide and only Column C is unhidden.

2 If you click inside of the Budget and Expenses and press CTRL + A only the table of data

selects not the entire worksheet. You may use the Select All button to select the entire worksheet
or CTRL + A to only select a table or database in Excel.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706 No Duplication Permitted
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Worksheet area is the area surrounded by the column and row headers and is your primary work
space in a worksheet.

Worksheet Navigation Buttons and Worksheet Tabs: The Navigation 7 IC""’Leﬂ ok I

18 | _
Buttons at the lower left of your workspace area scroll to various worksheets 19 || Scrollto the first sheet.
within your workbook in order for you to select the worksheet in which you 20 | Right click

desire to work. A description from left to right by clicking the appropriate 21|

ee all sheets.

button is:

Button 1: The small left arrow scrolls through the worksheets to the left.
Notice the shortcut menu if you hover on the left arrow as displayed here.

CTRL + Left clicking this arrow will display the first worksheet. Right Ctri+Left click
clicking this area displays all sheets as described in the Hot Tip below. iz - Scroll to the last sheet.
Button 2: The small right arrow scrolls through the worksheets to the right 20| Right click
and CTRL + Left clicking this arrow will display the last worksheet for you. ﬂ ; See all sheets,
1 » | Ul

# A Hot Tip! If you have multiple worksheets as Actvoe : IEW

the Budget file does, you can quickly go to a —

specific sheet by right clicking on the navigation Budget vs Bepenses

buttons to get a shortcut menu and then left T —

clicking the sheet you desire. In the picture at Narcs

right my January sheet is active and all of the Moy

sheets are displayed. If I wanted to go to the iﬂﬂf t

October sheet, I could click it and that sheet would %e”ft”e:mber

activate. Worksheet tabs names your worksheet gw‘imléer

and become active upon clicking on the tab. If you annual

have a lot of worksheets Excel displays “"More Sheet2

Sheets. . . " at the bottom of this dialogue box for

you to open another box allowing you to vertically

scroll through and activate your desired worksheet. cenee

The Status Bar displays information about your worksheet and cells,
displays whether your Number Lock and Caps Locks are activated, whether you are recording a
macro, and has a nifty Calculation box that we will use later.

You can navigate in your worksheets and through your worksheets through several keyboard
shortcuts, too, and select data in a column or row quickly.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706
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CTRL + Home

CTRL + End

PgUp (Page Up) and PgDn (Page Down)

CTRL + PgUp (Page Up) and CTRL+PgDn
(Page Down)

CTRL + Shift + Down/Up Arrow

CTL + Shift + Left/Right Arrow

CTL + Shift + Home

CTL + Shift + End

Takes you to the top of your worksheet,
usually cell Al.

Take you to the end of your worksheet.

Takes you down or up several rows
(screen pages) at each press of the key.

Scrolls through your worksheets or tabs.
CTRL+PgUp Scrolls to the Left for you
and CTRL+PgDn scrolls to the Right.

Selects an entire column of
data/information based on the cell that is
selected.

Selects an entire row of data/information
based on the cell that is selected.

Selects from your active/selected cell to
the top of your worksheet.

Selects from your active/selected cell to
the bottom of your worksheet.

With your Budget file open, use these navigation techniques to navigate
around your worksheets and open the Track workbook and select a column
and row data using the CTRL + Shift and arrow keys. You may use the Shift
key and arrow keys to select individual row or columns and with the Shift key
pressed, press the Page Up (PgUp) or Page Down (PgDn) to select a larger

area of your worksheet.

Greg Creech © 2018
404-299-1706

Techedutainment Services, Inc.
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Important Tips to make vour Excel
Experience Easier

Resizing columns and rows

If you position your cursor between a column and row header, a double-headed arrow will
appear as your cursor. Click and drag to resize your column or row. You should place your
cursor to the right of the column you want expanded and below the row you want increased. For
example, to change the width of column C move your cursor between column headers C and D
to get the double headed arrow to resize your width. To change the height of row 7 you would
move your cursor between row 7 and 8 to get the double headed arrow to
change the height of row 7. You may right click on a column or row header
and from the Shortcut menu choose Column Width or Row Height and the
screen at right appears for you to type in a number for the width/height of
your column/row.

Calumn Wici;h R

Column width:

[ OK ][Cancel]:'

A4 A Hot Tip! If you double click your double headed

arrow cursor, the row or column will automatically adjust to
fit the information in the column or row. Pound symbols or
hash marks (#######) will appear in column cells that are
not large enough for you to view the data. The pound
symbols or hash marks in a cell have “freaked out” many a
new user to Excel, including me. I felt like I had done
something terribly wrong. Simply resize your column width
so the data in the column will fit. &

Rename a Worksheet

To rename a worksheet, double click the worksheet tab at the bottom of the screen. For
example, to rename Sheet 1 double click the Sheet 1 tab, the tab is highlighted, and type a new
name and press enter. Also, you may right click on the Sheet Tab for a short cut menu to
Rename the worksheet. As well as Renaming your worksheet, Right clicking on the tab allows
you to insert, delete, or move/copy your worksheet. This is a great tool and short cut that we
will be using throughout this course.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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7 Notes: Worksheet names should not contain special characters, such as /,
?, or [] and you may not use the same name twice in a workbook. You are
limited to 31 characters for a name.

! Customize Status Bar

2, cel Mode Ready
+  Flash Fill Blank Cells
+  Flash Fill Changed Cells

~A Hot Tip! Status Bar and

caICUIationS g v Slgnatures Off
+  Information Management Policy Off
The Status Bar in Excel has many options from which to v Permissions Off
choose. 1 like having the Sum, Count, Average, and other v Capslock off
functions on my Status bar. You may right click on your v Humteck o
+  Scroll Lock Off
status bar and receive the Customize Status Bar Pane as v Eixed Decimal o
pictured at right. | have activated all of my options as I learn v Overtype Mode
Excel. v End Mode
v Macro Recording Mot Recording

This doesn’t affect your worksheet, but does provide the

Selection Mode

result of the functions based upon your selected range of v Page Number
cells. This is another excellent and quick tool for v Average
v Count

summarizing, averaging, etc. cells and information that are
continuous or not. Let’s try it out

+  Mumerical Count

v Minimum

1. In the January Tab of your Budget v Magmum
worksheet, Click and Drag cells B5 M
through B14 to select them.

2. The Sum, Average, Count and other v Zoom Slider
functions of the cells should appear L £oorm 13'3'%|
based on your selection in the Customize
Status Bar pane.

v Upload Status

v View Shortcuts

AVERAGE: $837.50 COUNT:10 MNUMERICAL COUNT: 10 MIN: $175.00 MAX: 5500000 SUM: $8,375.00

# A Hot Tip! Another neat trick is to use the CTRL + Click method to select

cells that are not continuous, such as B5, B7, B9, the Calculations will provide
the SUM ( or other selected function) for the cells selected. This provides
quick calculations for cells that are not continuous and prevents you from

creating a formula or pulling out the good-old calculator. &~

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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1. Let’'s select non-contiguous cells and see the results.

2. Click Cell B5.

3. Press your CTRL key and keep it pressed as you click the following
cells: C7,C8, C10, C11, and B16.

4. Notice that as you click your cells your calculations change.

5. You can click away from the area to deselect your changes.

® An Important Gotcha! If you accidentally click the wrong cell or do not want a
previously selected cell in the calculation, you cannot CTRL + Click the cell again to
deselect it as you can in other applications and areas of Excel. You’ll have to start from the
beginning of selecting your cells using the CTRL + Click method again. ®

There are important items at the end of your Status bar. The View command buttons for
Normal, Page Layout, and Page Break

Preview are here for you and the £ i -———+ 100

Scrolling Zoom.

We’ll look at these views later.

Click the Zoom selector arrow and click and drag in out to see how Excel
changes your view of your worksheet. A keyboard shortcut is to press your
Control (CTRL) key and use your mouse’s wheel (if you have one) to zoom in
or out depending on the direction you are rolling your mouse wheel.

» A Hot Tip! The ESC (Escape) key: Another handy key on
your keyboard is the Esc (or the Escape) key. < When doubt,
press this a couple of times to clear your formula, selected
cells, and other times when you feel you are making a mess
or Excel won't let you move or navigate because you have not
completed a function. The Escape key will help alleviate
trouble, but may not prevent bad formulas and formatting. »

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706



\

o

Customizing Excel for Productivity

Greg Creech Excelling at Excel Page 17
www.gregcreech.com

Quick Access Toolbar Options and
Customization

As we begin using Excel, we need to learn the Quick Access Toolbar and how to add command
buttons to it. We’ll examine the Ribbon and other new interface techniques as well as using old
(even ancient) keyboard commands that have been around since DOS and new keyboard
commands called Key Tips that were new to Office 2007/2010. Adding your own command
buttons to the Quick Access Toolbar ensures the command button is always available for you
since your command buttons change based on which Tab you have active.

New with Office 2010 and continues with Office 2013 is the ability to customize the Ribbon
and create your tab as well as to enable and disable tabs. We will accomplish this in your next
section.

® Important Gotcha! When your Excel Options menu is open and active nothing in Excel
is operable and all tabs and groups are disabled. ®

Let’s look at the Customize Options for our Quick Access Toolbar.

1. The Quick Access Toolbar is the only toolbar in
Office 2013 and is located at the top area of @ H AKX
your screen in the Title Bar area. . s

2. In a blank Worksheet or the Budget workbook, ek O .
click the Arrow at the end of your Quick Access Gipbowrs.___ 1 T
Toolbar to list the Customize Quick Access = - P s
Toolbar command buttons and options. Clipboard v i

3. You may quickly add command buttons to your s T s
toolbar by clicking them in this window to add Qtamsmmpty
them to your toolbar — the check mark -
represents a command button already on your s il
toolbar.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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4. The cascading menu closes after you check an item to add, such as
New, Open. I wish the menu could remain open as you check these
command buttons. Check all of the buttons to add these to your
Quick Access Toolbar.

After adding these buttons, we will further customize the Quick Access Toolbar with some of
my favorite and popular commands in Excel. We will use the More Commands from your
Customize Quick Access Toolbar Pane.

We are using the More Commands button and Excel option screen for three reasons:
1. You may rearrange and move your buttons as you like,
2. You may add more than one button at a time,
3. You may add buttons that do not exist in the Ribbon or Tabs.

Let’s add rearrange our buttons and add some neat and helpful commands so we may quickly
use some of Excel best commands.

1. At the end of your Quick Access Toolbar click the arrow and then click
the More Commands. . . item in this menu.

2. The Excel Options Pane opens at the Customize screen ready for you
to select commands and add them to your toolbar. First let’s move
some of the commands we have already added.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Excel Options (% =]
General o . .
E‘E Customize the Quick Access Toolbar.
Formulas
) Choose commands from: Customize Quick Access Toolban '
Proofing Popular Commands ¥ For all documents (default) Y]
Save
Language <Separator> A B save
i+ Borders 3 € Undo 3
Advanced Calculate Now @ Redo 3
Customize Ribbon = (Center & Touch/Mouse Made 3
E[% Conditional Formatting 4 [ Mew
Quick Access Toolbar (=] Connections Open
Add-Ins Ez Copy {:"'Q Quiclk Print
11 Create Chart [ Email
Trust Center Custom Sert... Ei Print Preview and Print
J Cut :f/c Spelling...
Datasheet Formatting ? Sort Ascending
a  Decrease Font Size Add >» Z| Sort Descending
& Delete Cells...
%' Delete Sheet Columns
22 Delete Sheet Rows
9 Email
£ Fill Color >
W Filter
Font I~
A Font Color 4
Font Size I-
% Format Painter
5 Freeze Panes 3
A" Increase Font Size >
[] Show Quick Access Toolbar below the Customizations: Reset ¥
Ribbon Imgorthxport - i
0K Cancel

3. Click the New command button and using the Up arrow click to move
the command button to the top as displayed above. Next move the
Open and the Open Recent File... below the New button. Rearrange
your buttons to fit your needs.

Now, let’s add buttons to our Quick Access Toolbar. You may add buttons by selecting the
command you want on the left part of the pane and double clicking the button or clicking the
Add button in the Center of the Pane.

» Hot Tip! You may add your button to your Quick Access
toolbar in the position you want by selecting the Quick Access
Command, such as Sort Descending and the double clicking

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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or clicking the Add button and the Custom Sort button is

beneath your Sort Ascending and Descending buttons. Excel
places the new command button below where your selection
is on the right part of your pane. »

1. I have added some of my favorite command buttons from the Popular
Commands section. As you use Excel you will find command buttons
that you will want always available for you. Using the Popular
Commands item in the Choose commands from: box. Here are some of
my favorite commands to add to and rearrange on my Quick Access
Toolbar using the Popular commands item:

Choose commands from:

Popular Commands

v

2% Delete Sheet Rows

Customize Quick Access Toolbar G

For all documents (default) ]

Open A
Save

_ _ H
[= Emnail
s Save A
& Fill Color > g o
u
Y Filter EFE“I c
= opy
A Enn:c | Ir T Paste '
ont Color -
) [ Paste Special...
Font Size I~ S Und N
ndo
% Format Painter & Red N
edo
F P *
El [Ee2E T anes - S Touch/Mouse Mode 4
Increase Font Size D P Set
o, Page Setup
E'I' Insert Cells... o i
fx Insert Function Add == 2 Se.t Print J:T-.FEE . -
o E’i Print Preview and Print
n Insert Sheet Columns o . .
o << Remove E"?, CQuick Print ¥
€= |nsert Sheet Rows U9 Email
. 7 Emai
Merge & Center LT;I Soelli
= + Sopelling...
=N M
E’ Name anager U Insert Sheet Columns
EwW a
0 &= |nsert Sheet Rows
en
D F'p Set [=] Freeze Panes L
o, Page Setu
= P gt P 2] Sort Ascending
aste 7
D Past R 74 Sort Descending
m Paste
- Custom Sort...
[ Paste Special... HEtem >0 b
L_||;| Pictures...
Fl e v s
v Save as
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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2

v

D N N N N N N N N VU N NN

Custom Sort

Cut,

Copy,

Paste

Paste Special
Insert Sheet Rows
Insert Sheet Columns
Set Print Area
Freeze Panes
Page Setup

Paste Special
Insert PivotTable
AutoFilter

Speak

Add your popular commands and rearrange them on the Quick Access
toolbar by selecting a command and using the Up and Down arrows to

move your buttons.

The Drop Down box (circled below) at the top of the customize screen allows you to choose

other Tabs or All Commands in order to
add other command buttons to your

'Lhoose commands frome
All Commands

toolbar; this is the Choose commands e

3 Alignment Settings

from box. The second box at the right A R

=» Allow Users to Edit Ranges..

allows you to use the custom Quick Access % Angle Clochouise

3/ Angle Counterclockaise

Toolbar in all workbooks or only the current Apply Names
Apps
workbook. We want this for all of our N Arc
Arrange
workbooks. Amange All

1. Next change your Choose

Amows

commands from box to All I3 As Picture
- Aspect Ratic
Commands as circled above. Auto Outine

Click in your list of commands
to select a command and press

the letter A and scroll

to

AutoFilter. Pressing the letter

2 Artistic Effects Options

AutoCorrect Options..
AuteFit Column Width
AutoFit Row Height

/31 AutoFormazt...

Customize Quack Access Toclbar:

For all documents (default)

=R =2 K|S B0 0P i 60 U I i G o' < F T

4[5y
K .

mooi

As

D

Copy

Paste

Paste Spedal..

Undo

Redo

Touch/Mouse Mode
Pzge Setup

Set Print Area

Print Preciew and Print
Quick Print

Emaidl

Spelling..

Insest Sheet Columns
Insest Sheet Rows
Freeze Panes

Sort Ascending

Sert Descending
Custom Sort—.
AutoFilter
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on the keyboard and keeping the letter pressed, Excel will scroll
through all of the commands associated with the first letter. Add
AutoFilter to your Quick Access Toolbar this command button doesn’t
appear on the Ribbon and is very helpful. This one button
accomplished two tasks — first it will filter for whatever you have
selected and it will turn on your filtering for you. I also add the Clear
Filter button. Notice ALL of the Commands in Excel and add your
buttons as you wish.

2. Next, click back in the All Commands list and press the letter C on your
keyboard. Excel jumps to the C for you to scroll down or continue
pressing the letter C on your keyboard to find the Clear button. You
want the Clear button with the Funnel or Filter.

3. Next, decide if you want to show the Quick Access Toolbar above or
below the Ribbon. Since I use so many commands on my Quick Access
Toolbar which crowds my Title bar, I like having my Quick Access
Toolbar below the Ribbon so I have checked the box.

Il:i E!rclel |r1~.:el1|:|:| Liata X Custom Sort...
oD rcu ar References utoFilter
Ear YJ-: Clear e
& Clear 4 e -
$ E!ear{xll W
Cust izati : Reset = i
Show Cuick Access Toolbar b@ I E
on Import/Export = |
4. Click OK.

& A Hot Tip! The Reset button will restore Custornizations: | Reset ~

your Quick Access Toolbar back to the E:t ::'cuct”c':";:‘; foelbar
Factory Standard with no customization.

Pressing the Reset buttons offers you to

Reset only the Quick Acces Toolbar or All Customizations.

The Dialogue box below appears when you click the Reset

=ncting
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button. I sure do not want to click yes, since we will use our
Quick Access Toolbar throughout the course. »

Reset Customizations @

F l*_\ Are you sure you want to restore the Quick Access Toolbar shared between all documents to its default contents?

Yes Mo

There is a quicker and easier way to add buttons to your Quick Access Toolbar and
here’s the HOT TIP for you.

» A Hot Tip: You may add any command button to the Quick \
Access Toolbar by right clicking the

command button and from the menu - ’ O %
- Merge&lCenter -1 % -% | 8% _Condltlpnal Fo_rnj;tas
choose add to Quick Access Toolbar. I Add to Quick Access Toolbar
nent -
have right clicked my Merge & Center J:l} utu EE E Custemize Quick Access Teolbar..,
Show Quick Access Toolbar Above the Ribbon
command button on my Home Tab and the o
menu at right displays for me to click the E | Collapse the Ribbon

Add to Quick Access Toolbar item and

Excel places the command button on the toolbar for me.
Using this method places the button at the end of your
toolbar, unfortunately you must use the Customize Quick
Access Toolbar pane in Excel Options to rearrange the
commands position as we accomplished earlier. »

/ Write your notes here:
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Tabs and The Ribbon Shortcuts

As we begin our study of the tabs and groups, here are a couple of important and time saving
Hot Tips for you in using the Ribbon and Tabs!

» Hot Tip 1: Minimize the Ribbon! Four ways to minimize the Ribbon - First, the
Ribbon takes up a lot of space on your screen. You may minimize the Ribbon and
use it only when you click on a Tab.

1. Office 2013 has the Minimize Ribbon arrow at the top of your “iv M
window next to the Help button. The Minimize the Ribbon button bt
appears at right. With the Ribbon minimized the button becomes |

the Expand the Ribbon button. Coeme e il (,,

2. To minimize the ribbon double click the active Tab’s Name.
Double clicking a tab expands/minimizes the ribbon, too, or as the short cut menu
suggests use the Keyboard shortcut of F1 described next.

3. Keyboard shortcut of CTRL + F1 — when you press your CTRL (Control) and the
F1 keys simultaneously on your keyboard the Office application minimizes and
expands your Ribbon, too.

4. Right click on any tab or command button on the
Ribbon and from the short cut menu choose Collapse
the Ribbon at the bottom of the menu. »

Why minimize The Ribbon? The Ribbon takes a lot of space. With

the Ribbon minimized you have more room in which to work on your file. With the Ribbon
minimized, to use a tab, you click the tab and the Ribbon’s tab expands for you to use the Command
Buttons. After clicking the button you want and you click back into the body of your document,
worksheet, or presentation the Ribbon minimizes again. This is similar to using the old Menu bar.
The difference is the Menu bar was vertical and text oriented and the Ribbon is horizontal and more
graphically oriented.

» Hot Tip 2: Second, if you have a scroll wheel/button on your mouse and
the Ribbon is NOT minimized, you may scroll through the different tabs

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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rather than clicking the tab. Moving your cursor to the Ribbon and rolling
your scrolling button/wheel up or down changes the tabs for you! You must
first click on a tab for this to work; otherwise, the application will scroll
through your file — not the Ribbon. »

® An Important Gotchal! With the Ribbon minimized you cannot scroll through the Tabs as
described above. You’ll have to maximize the ribbon in order to scroll through your tabs

and command items. ®
Try these two shortcuts, I think you’ll like using these two features in Office 2013.

Excel’s interface includes the Ribbon which contains tabs as we have studied and within the tabs
there are groups such as the Clipboard group, Font Group, and Alignment Group as displayed

Greg's Tab INSERT PAGE LAYOUT FORMULAS DATA, REVIEW VIE
Calibri 12 A A FT== - =WapTet
- | F . - === eE s -
= ~ Format Painter B I U = O L == = | == s Merge & Center
Clipboard ‘ l‘:) Font (F: ’ Alignment ‘F: ]

at right. At the bottom of some groups you will notice an arrow, as

circled above, this arrow is the Dialogue Box Launcher which offers
more options for you. Activating a Dialogue box from this group

Format Cels

1 b P Motemes

opens the Dialogue box tab for that group. When I clicked the Font
Dialogue box launcher, the Format Cells Dialogue box opens at the
Font Tab.

We will use many of these tabs, groups, panes, and dialogue boxes
throughout this book. We’ll start with the Home Tab and Formatting
options, including the Mini Toolbar, after we look at some of the
Keyboard shortcuts and Key Tips.

Cobse

AstizCeyyls

It 565 Vst lype 1Ot e it 1t v e L] 0 BT 1iad pobtne 204 5
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» Hot Tip! You may add a Dialogue box to your _@ ———
Quick Access Toolbar by right clicking the B S —
Dialogue Launcher Arrow and from the menu S Quick Acces Tootr v the b
choosing Add to Quick Access toolbar just as we IR
accomplished with the Merge and Center
button. As displayed here I am adding my Font
format cells dialogue box to my Quick Access Toolbar. »
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Keyboard Shortcuts and Key Tips

Here’s a nifty table of my favorite Office, including Excel, shortcut keys.

Keyboard Command Keyboard Command
shortcut shortcut
CTRL+A Select All CTRL+T Excel Create Table
CTRL+B Bold CTRL+ U Underline
CTRL+C Copy CTRL+V Paste
CTRL+D Excel - Fill Down - Duplicate CTRL+W Close — Closes the Workbook in Excel,

PowerPoint — Duplicate
Word - Font Dialogue Box
Outlook - Delete

CTRL+E Word and PowerPoint Center CTRL + X Cut
Alignment — Paragraph
Excel — Unassigned /Doesn’t work

CTRL + F Find CTRL+Y Repeat Last Action
CTRL +G GoTo CTRL+2Z Undo
CTRL+H Replace ESC This key cancels the current command

or operation.

CTRL +1 Italic CTRL + Home | Top

CTRL+)J Word and PowerPoint Justify CTRL + End End/Bottom
Alignment - Paragraph
Excel- Unassigned/Doesn’t work

CTRL + K Insert Hyperlink F1 Help

CTRL+L Word and PowerPoint Left F5 Go To
Alignment - Paragraph
Excel-Unassigned/Doesn’t work

CTRL+N New F7 Spell Check
CTRL+O Open F10 Key Tips (Office 2007 only)
CTRL+P Print F12 Save As
CTRL+R Right Align Using a scrolling wheel on your mouse, you may
press your CTRL (Control Key) and with it
CTRL+S Save pressed, roll your scrolling wheel up to increase
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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CTRL+S Save CTRL + the size of your document, worksheet, etc. and

roll the wheel down to decrease the size. This is
Mouse

Wheel

the keyboard shortcut for the zoom feature.

There are other keyboard shortcuts, too. You can use the help system in Excel for a list of all
keyboard shortcuts that perform a variety of operations for you, just type Keyboard Shortcuts in
the Help Search Box.

Now, in the Office Suite are keyboard shortcuts called Key Tips. To activate your Key Tips,
press the ALT or F10 key on your keyboard. Excel displays screen tips or Microsoft calls these
badges pictured here. To activate

a Tab press the corresponding

m" A un 1 1 rn' d £ u ¥
badge key, for example press H to : oA A » e
activate the Home Tab and the FAMCISEE ek R
badges for this tab’s commands. fiEdeDE Y s RhadoDaeY noEBESEm

Let’s try this in Excel 2013.

1. Open Budget workbook.

2. Press your Alt key to activate your Key Tips or you may press the
Function 10 (F10) key on your keyboard to display the Key Tips.

3. Press your P key on your keyboard. Notice that Excel places you are

the Page Layout
tab and Key Tips on

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

N B E‘ A
- = ¥ [ !:!W'dtg Automatic ~ | Gridlines
all of your ﬁ B ' [ ‘ Fg =W

y Fontzv !!! ré ID [h:’! M = fll] Height: |Automatic -
CommandS on the The:ne: Ef'Fect:' Marvgins Orienfation Sivze j:I:rr.i-:t' Bre-aks Background -?irti{:.:_._ ;;ﬁ._-l e 0% -

Themes Page Setup [P Scale to Fit
age Layout Ta PR, e ——————————

appear.

4. Press the O key to
activate your
Portrait or
Landscape
Orientation.

5. Press the Down Arrow key on your keyboard to Select Landscape and
press enter to activate the selection. Your worksheet is now
Landscape.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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6. Let’s return this to Portrait by pressing your ALT or F10 key, Pressing P
for Page Layout, Press O for Orientation, and since Portrait is selected,
press enter and the worksheet returns to Portrait Orientation for you.

Why Key Tips? Many people still do not like using the mouse (YET) and prefer only using the
keyboard; using key tips you never have to use the mouse for commands in the Ribbon or
Quick Access Toolbar. Also, this aids people with Carpal Tunnel Syndrome.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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The Functions Keys and combination keys such as Shift and a Function key are still around,
too. Here are some of the Function Keys from Excel.

Function Command
Key
F1 Excel Help.
F2 Edits the active cell and positions the cursor/insertion point at the end of the cell’s
contents.
F3 Paste Name Dialogue box appears
F4 Repeats the last command or action. Also, if you click in your formula bar at a cell, the

F4 key will toggle through your various references that we will learn, such as relative
or absolute.

F5 Go To Dialogue box activates.

F6 Switches between the worksheet, ribbon, panes, and other areas of your worksheet.
F7 Activates Spell Check.

F8 Extend your selection (or increases your highlighted areas.) Press the F8 key and then

use your arrow keys or other keys to select cells, rows, and/or columns for you.

F9 Calculates all open worksheets.

F10 Show Key Tips.

F11 Creates a chart from the selected range.
F12 Activates Save As Dialogue box.

Activate the Help box by pressing the F1 key on your keyboard. Type in Function keys or
keyboard shortcuts and Excel will list a lot of shortcuts for you. | encourage you to review these

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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and find your favorite shortcuts as you use Excel. We will use many of these shortcuts and items
throughout our course.

Format Painter

We will use the Format Painter throughout this course. Let’s format Cell A5 and then use the
Format Painter to copy this formatting to the other cells.

The Format Painter icon: This time saving button is in the Home Tab’s ¥ Format Painter

Clipboard group or in the Mini Toolbar. Format Painter button allows
you to apply formats from selected cells to other cells. Select the formatted cells, click the
Format Painter icon, and select the cells that you want to apply the formats.

» One click on the command button allows you to “paint” or
copy over once on the cells.

Double clicking the Format Painter keeps the Format Painter
active and allows you to “paint” or copy your formatting over
multiple cells or areas; you must re-click the Format Painter
icon or press the Esc key to deactivate the painting function.

~

This only copies the formats nothing else, BUT you formats can be quite extensive.

1. In your Budget workbook, Click Cell A5 which should have the word
Lease in it.

2. Click the Cell Styles Icon and from your Style Pane choose a style
from the Themed Cell Styles area. I'm choosing Accentl.

Ovtpant
g
\ Heading 1 Heading 2 Wosting 1 Moadiag 4 Iitle Total
Vawmend 4 Siphe

0% - Accersl  JON . Accerttd 0% - Accenrt! JON . decemid MO - AczeolS 20N - Accuntd
AUW - Accartt 40N - Accert) 0% - Acerid G0N Accanld A0 - Accesth 40N . Accants

[Rcorst—— Tiowrs I o
mnma Commas 08 Currengy Commency 10§ Peremt
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e o , k=

Format as A Table e
Excel has a terrific way of formatting your database as a s bl P e
table with built in color schemes and functionality for T
you. However, there are gotcha’s which I will share with — e e
you, that is why we will make a copy of your database ;; bbb ol
sheet first and then use the Format as Table command IR SUU SOTOS SRS TN SOV e
button and Design tab. 5” 3 -

1. Open the Track.xlsm workbook, ﬁﬂ!ﬁﬂgﬁ

2. Make a copy of the Jan worksheet, o

3. Click in the database area, such as cell C10 in the -

Customer column.

4. On the Home Tab click the Format as Table button and Formet A Table EE)
from the gallery choose a style for your table. You can e i
always choose another style. 7ty tabke has hesces

5. After you choose a style O is] |eOmenl

Excel will ask you the data

range as displayed here. In - Téchedbtainmént Services-lnc.
this case Excel guessed ; oy, 2012
correctly and My table does

I Revenue: Total Service: Word Excel PowerPoint Access Outiook
have headers, ie Date, : ] ) m] 4 2w
Order, Customer fields. ;TR L S e e
. ' 102 1722012 Adam, Allan - 1 1 1 1 $200.00 Yes
6. Click OK. 0 103 1/2/2012 Smith, Bob 21 1 1 1| $30000 No
1 104 1/32012 Computer Tech L] - - $300.00 Yes
106 1/372012 Georgy Porgy = : : $50.00 Y
The Format as Table command button and | 156 152012 jsmes dones 12 10 - - ST BN W5
- 4 107 1372012 John John 1 1 - 1 $150.00 Yes
gallery accomplish more than colors and © 108 132012 Thomas Tunee & - = : $20000 Mo
. . . 15 109 142012 A B.C.Co - 7 5 - 5  $860.00 Yes
shading, notice that your filter arrows are 7 190 1IS2012 Fay Fryer 11 § = 525000 Mo
A 3 111 152012 Jack Spratt 3 1 - 1. $265000 Yes
on and ready to use and Excel activates B 112 1672012 Lucy Goosey 11 6 ! 6 $75000 Yes
2 113 1572012 Madam Salon 10 3 » 3 $800.00 Yes
the Design tab for you. 514 veznzBoingloron 25 s 8] om0 - [600m Mo
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» A Hot Tip! With your database formatted as a table scroll
down in your database table and notice that Excel changes
the column headers from A, B, C, to your field names, as
pictured below. So you don’t need freeze panes in this

Q

Now the gotcha’s.

® Very Important Gotcha’s with Format as Table: With your database formatted as a

table, you cannot use SubTotals or Custom Views. You cannot share your workbook if you

use Format as a Table, too. Click your Data tab and your View tab and you will notice

these items and others grayed out. You may remove format as a table by clicking the

example. »
Order |~ |Date ~ | Customer ~|Word |~ |Excel |~|PowerPaint ~|Access [~ |Outlock |~ |Total - |Paid? |~
10 103 1/2/2012 Smith, Bob 2 1 1 1 1 $300.00 No
11 104 1/3/2012 Computer Tech 6 - - $300.00 Yes
12 105 1/3/2012 Georgy Porgy 1 - - $50.00 Yes
13 106 1/3/2012 James Jones 12 10 12 5 5! $2,200.00 No
14 107 1/3/2012 John John 1 1 - 1 $150.00 Yes
15 108 1/3/2012 Thomas Tuner 4 - - $200.00 No
16 109 1/4/2012 A.B.C. Co - 7 5 5 $850.00 Yes
17 110 1/5/2012 Fay Fryer 1 1 3 $250.00 No
18 111  1/5/2012 Jack Spratt 3 - 1 1 $250.00 Yes
19 112 1/5/2012 Lucy Goosey 1 1 6 1 6 $750.00 Yes
20 113 1/5/2012 Madam Salon 10 - 3 3 $800.00 Yes
E 114 1/6/2012 Bowling for Doll 25 50 I 5 _| 20 $5,000.00 No
22 115 1/6/2012 Dean Don 2 - - 6 8 $800.00 Yes

Convert to Range button on the Design Tab of your table tools. The Error Message below

appears when you try to share a workbook using the Review Tab and the workbook

contains Format as Table. I’m not a programmer so I’m not sure why Excel disables these
features for such terrific functionality. ®

Microsoft Excel

This workbook cannot be shared because it contains Excel tables or XML maps. To share this workbook, convert the tables to ranges and remove the XML maps.

=]

l %  Toconverta table to a range, select the table, and then on the Design tab, in the Tools group, dick Convert to Range. To remove XML maps, use the XML Source task pane (On the Developer tab, in
the XML group, dlick the Source button). To display the Developer tab, dick the File tab, dick Options, dick Customize Ribbon, and then under Main Tabs select the Developer check bax.
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Data Manipulation: Filters and Sorts

Our final F is Filters and Sorts. We will learn Filters and Sorts using our Track.xlsm
workbook file. This workbook has an extension of xIsm in order for us to accomplish Macros in
this workbook. The m in in xIsm is for a macro enabled workbook which we will learn later.

Quickly here are what filters and sorts are:

v Filters provide a quick way of viewing certain information and can include criteria for

displaying your information.

v Sorts allow you to order your data in various ways.
Filter is a great way to view information or data based upon criteria and selecting items from a
drop down list or pick list. We will use several different types of Filters such as Text, Top 10
and Custom as well as using the powerful and easy drop down list items.
Here are the ways to access Filter and Sort:

v' The Home Tab the Editing Group contain Filter and Sort Commands,

v" The Data Tab includes a Sort & Filter Group,

v" Use Command Buttons on your Quick Access Toolbar or your Custom Tab on the
Ribbon,

v" Right clicking and the Filter and Sort items are included in the Short Cut Menu.
We’ll use all these ways to Filter and to Sort.

1. First, let’s open the Track.xlsm workbook,

2. Click the Jan tab.

Excel Database

This workbook and worksheets contain a database or data table of information that begins with
the Header Row (or Field Names) of Order, Date, Customer, etc. The top area of the worksheet
is for summary information and titles. Excel works very differently when used as a database or
table like this list of customers. This is a tracking system or database of information about our
customer sales and orders. With your information organized in this fashion Excel works great
with items such as sorting, filtering, sub-totals, Pivot Tables, and other items we will examine.
An Excel database contains a row called Column Headings, | like to think of this as our field
names for our “simple” database, all rows beneath this row contain only data or a calculation,
but not sub-totals or blank rows.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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® An Important Gotcha Your Excel table or database should not contain blank rows or
columns; you may have blank cells but not blank rows or columns. Excel considers a blank
row or column to be the end of your database or table. ®

1. Click the Income Tab in the Track.xlsm file.

This worksheet is not a database and is not good with filtering and sorting. This worksheet is a
typical type of Excel worksheet with items being totaled and sub-totaled in rows and columns.
You could Sort a specific area, such as A7 — G11, but not a column or other area. Filtering
would not be useful in this type of worksheet, either.

Filter through A List

/ You should be in your data or table area and near your header row in order for Excel to
know how to and what to filter. Otherwise, Excel will give you an error that it could not find a
list; therefore, be in your list area. ./

Let’s get ready to Filter our database or table in many neat ways.
1. In your Track workbook,
2. Click the JAN worksheet
3. Click cell C8. — the first cell under your Customer Field nhame or column
heading.
4. Scroll to find Computer Tech and select a cell with Computer Tech.
5. Click the AutoFilter button that we added to our Quick Access Toolbar.

Quickly AND easily Excel displays only the orders for Computer Tech.
The AutoFilter will filter for whatever you have selected and turn on

IA—>\
le@-d9- @J.l.l&;t%ﬁf;:_}‘s‘:vfsfﬁlﬁlQ e QE S <
Cc11 v S« Computer Tech | AutoFilter |
A B c . 0O E F G H I I3 ]
Power
7 Orde - Date -~ Customer v Word~- Excel~ Poir - Acces~ Outloc ~ Total - Paid -
11| 104 1/3/2012|Computer Tech | 6 - - - - $300.00 Yes
36 129 1/10/2012 Computer Tech 2 - 1 - 1 $200.00 No
47 140 1/17/12012 Computer Tech 2 1 - 1 - $200.00 No
53 146 1/20/12012 Computer Tech 2 - 1 - 1 $200.00 Yes
63 156 1/24/2012 Computer Tech - 10 5 10 5 $1,500.00 Yes
76 169 1/29/2012 Computer Tech - - 5 - 5 $500.00 Yes
78 171 1/30/2012 Computer Tech - - 1 - 1 $100.00 Yes
81 174 1/31/2012 Computer Tech 13 8 - 8 - $1,450.00 Yes
86 179 1/11/2012 Computer Tech 6 - - - - $300.00 Yes
L 96
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your Filter (the arrows next to your field names or column headings) as

displayed above.

Without using the AutoFilter button here is how to Filter for Computer
Tech (or any other client).

1. On Home Tab,
2. Click the Sort & Filter command button,
3. Trace to Filter and Click it.

As pictured, small drop down arrows appear in your column headers or
fields.

In the Customer header,
Click the Drop Down arrow,
A Menu of your Customer Names appears.

h W DN

Click the Select All check mark item to deselect all
of your items, next Click the Computer Tech box,

Click OK,
Excel Displays only Computer Tech..

5.
6.

Filters will display only certain information for you. The data is not
deleted and when we remove the filter all rows will display again.

1. Notice the Drop Down arrow has turned to a Filter
icon this indicates that a filter is on for this field
and when a screen tip appears alerting you to the

criteria for this filter.
Click the Drop Down arrow,

To view all of your data again without turning off
the Filter, Click the Select All box — You may need
to scroll up to see the All selection.

{Fid

[Sort &

73

Find &

" Filter ~ Selegt v

Sy
K

1%
e

|

SortAtoZ
SortZto A

Custom Sort..,

Filter

7
8

10
1"
12
13
14
15
16
17
18
19
20
21
22
23
24
25

26
27

_Orde-
A

;
Z
&

B

Cc

Date -
SortAtoZ
SortZto A

Sort by Color

Text Filters

v (Select All)
v|A.B.C.Co
v|ABC Co

v| Adam, Allan
| Bates Motel
| Bob Smith

%% Bowling for Dolars

| Computer Tech
v|Cooper, Lars
| Dean Don

OK

Customer [~ |

]l Cancel

A AN AV Enrar

Click OK and All of your customers and their
data appear again.

Click the Sort & Filter button and from the menu
click the Filter item to turn off your filter.

7 QOrde-~
1 104 17372008 Computer Tech
36

Dates -

Customer

128 1/10/2008 Computer Tech
179 11112008 Computer Tech

<% Word -
6

stone

Excel -
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6. Notice that when you have your data filtered, the Sort & T
Filter button on the Home Tab activates Clear and Reapply Z'? ‘ Ty }
for you. You may remove your filter by clicking the Clear Bt ;;’,‘fj".
button and then you are ready for additional filters. You 81 sortatez
may use the Clear button we added to your Quick Access Ak setzton
4% | Custom Sort...
Toolbar, too.
W= Filter
{ Clear
‘& Reapply

# Write your notes here:

\

o
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If you prefer, you could use the Data Tab to Filter, too.

. . . Data Review View Developer
1. Click in your Customer list on the Jan
tab, nnections ?l ‘ﬁ’ J'?
2. Click Data Tab and Click the Filter Button Z| sort i
. . A Y Advanced
in the Sort & Filter Group,
ons _| Sort & Filter

5. Click a few customers whose data you would Sy, 2

Iike tO View- Revenue Totai Service: Word Excal F’;C*f
$148700 1.401 703 439 25¢
6- CIiCk OK- Powe
Date - Customer -~ Word- Excel- Poir
7. To view all of your data —— g s .
] ) F | & Clear ' ' = 1L 3

again, click the Clear button | il | e :

| o R y =
in the Sort & Filter Group of | Fiter | e  TH Y

i 7 Advance ' x

the Data tab. The Clear k4 : 7
button becomes active when e
you have a filter on. : I

T 2 >
8. Try several different selections for specific = a1

Excel activates the Drop Down arrows
for your Column headers or Field Names.

Click the Customer Arrow and Click the Select
All box to deactivate your selections.

A Computer Tech

Techedutainment Service

dates, amounts, and other filters based on your
selections.

& An Important Gotcha! Notice that you have two entries for ABC Co. Databases and data
tables are very literal and must have consistency. Databases and Data tables/list won’t
make assumptions and spaces and periods count in names of items. Excel has a terrific
feature entitled AutoComplete. (This item is found under your Office Button and Excel
Options and the Advanced section and the Editing Options has the AutoComplete enabled
checked for you. We’ll look at these options later.) If you begin typing a name that Excel
can recognize from your list, Excel will display that for you to press enter to accept the

entry automatically for you. For example, if you go to Cell C83 and type Com - Excel will
display Computer Tech for you to accept or to continue typing your own name. Please use
AutoComplete or be very consistent in your names and other items. &

Greg Creech © 2018
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Multiple Filters

Let’s filter the filter and then filter our filtered list! == W
1. Have Track.x/sm open and the Jan ord_ Exce: Poir- Accer- Oufioc: Toml = Pad-
Worksheet is active. 3
2. Have your Filteron.
3. Click the Drop Down Arrow and from the -
cascading menu Click the Select All box to S~
deselect everything. Next, click the Comas
Computer Tech box to display on o =
Computer Tech’s information,
4. Next, Click the Drop Down arrow for Total = =
and deselect all of the items and Click .
$200. ’? '
5. Only Computer Tech totals for $200 appear. We have o i Cumﬂ:
two criteria, now, for our filter. e e H
6. Click the Drop Down arrow for Date and from the list
choose January 20.
7. You now only see one row that meets the criteria of —orua
Computer Tech, $200, and January 20, 2012. With the 0w
date notice the ways you may filter by year, month, and ‘8

date.

18] sotatoz
1%] sotZtoA
Sort by Color

» When you have multiple filters on you can remove

‘ W& Clear Filter From "Customer”

bk b il

specific filters easily through the drop down arrow on a ‘ ; Lo i
W] (Select
field that is filtered. The short cut menu at right appears — | ;Em-%em
notice the Clear Filter From “Customer” — Excel would ‘ i
remove this filter but keep the other filters for you. » | émim
oK | Cancel |
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Top 10

Excel’s Filter can make Top and Bottom number lists easy. You can specify whether you want
items or percentages. While the name says 10, you can specify the number you wish. For
example, if wanted the top 12 revenue producing clients you could specify a total column to
show only the top 12 items. If multiple numbers meet the criteria or a tie, Excel will not stop at
the number you specified. For Example, if your top 12 list include 3 clients with the same billing

in the 12" spot — Excel would display your top 14 instead of 12. Excel won’t make the

assumption about which client you would prefer to see given a tie.

Let’s filter for our top 6 billing days for our orders.

1. With Filter active on your Jan tab of the
Track.xlsm workbook,

o vk WN

Click the Drop down arrow for Total,
Trace to the Number Filters item,

Click the Top 10 item from the list,

The Dialogue box at right appears,
Ensure Top is displaying — you may also

look at the Bottom or lowest items — in our
case here we could look at the 6 lowest
billing accounts (losers!)

7. Next from the number area change the 10
to a 6 using the spinner control or typing in

6,

| Accetx Outioos  Total « Paid:
81 gant Sematent to Lavgent Yes
Yes
N No
| ves
Yes
Me
lomtie L
v 0.0
7§50
e -
i
o £300.00
B s : Ege
7 12000 '
o Jow 10
7 $50.00
Top 10 AutoFilter oS

Show

Top E] 6

8. Next keep the Items displayed as pictured above you may also Show

by Percent,
9. Click OK.

Great! Now let’s sort the list From Largest to Smallest.

1. Using the Filter Drop Down arrow for Total and
clicking Sort Largest to Smallest — Excel sorts this
for us from the greatest amount to the least

amount.

Acces ~| QOutloo| ~

Total |~ | F

‘:H Sort Smallest to Largest
ﬁl Sort Largest to Smallest
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Power
Orde ~ Date |~ Customer |~ Word - Excel~| Poir - Acces~ Outlog - Total T
132 1/12/2012 Lucy Goosey - 50 - $6,500.00
126 1/9/2012 Bates Motel 39 2 -
172 1/30/2012 Foxx 91 - 100
114 1/6/2012 Bowling for Dollars 5 20
128 1/9/2012 Jones James - - -
130 1/10/2012 Fay Fryer 25 25
147 1/20/2012 Moma Mia - - -

EN/F Fah Ea e
Eeady 7 of 88 records found | = | Average: 5538571 Count:7  MNumerical Count: 7 Min: 3500000 Max 56,500.00  Sum: 537,700.00

2. Notice that your list has more
than 6 — there are multiple $5,000 dollars at the 6" mark so the list is
expanded.

» Hot Tip! Filter information and AutoCalculate - Remember
the Calculations in your status bar? Select your list in the
Total column and notice your Sum, Average, and Count
functions in the status bar, if you have these items activated.
Also, with a Filter active you should notice the information at
the left of the status bar displaying 7 of 88 records
illustrating the number of items that meet your filter criteria
and are displayed. These items will aid in further analyzing
your filter information. »

3. Remove your filter by clicking the Clear button on e o B (Bl | BR
your Data Tab or Quick Access Toolbar. e |80 B Vi i
L
/ Write your notes BEpE o
e il
here:
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Custom Filters

You can specify a range of items for the filter to apply. You can have dates, numbers, and other
items filtered with a range. We will create a filter that will display our mid-range billing clients.
Depending upon the type of data that exists in a column Excel provides different type of filters.
We’ll look at different filters for different types of data such as Text, Numbers, and Dates.

Number Custom Filters

Mumber Filters * Equals...
Let’s filter for a range using the Total column. Search 2 Does Not Equal..
- - - - - [w] (Select All) - Greater Than...
1. The Track.xlsm file is open and Filteris Aoy _ Greater Than Or Equal To..
-] §100.00 S -
H [ §150.00 Less Than...
ACtIve’ ;UU-UU Less Than Or Egual To...
- -1 $250,00
2. Click on the Drop Down Arrow for 7otal -2 $mo0 -
- |v| §450,00 Top 10...
notice all of the number filters such as B phope above average
Great than and so on. o selenfueiae
[ QK ] [ Cancel Custom Filter...
3. Click Between. .., IE=T ETNC
4. The Custom AutoFilter dialogue box at
right appears.

Using the pictured dialogue box as a guide,
ensure Excel provides is greater than or equal
to

then press 7ab Key or Click the second box,

Enter 250 or use the Pick list from the arrow
to select 250.

Show rows where:
Total

is greater than or equal to E] $250.00
@ad ©0r $50.00
= $100.00
is less than or equal to B $150.00
$200.00

S 200
Use ? to represent any single character $300.00

Use * to represent any series of characters

[ ox

8. Ensure the Andradio button is on.
9. Press the 7ab key or Click in the next box. s o e
10. Ensure “/s less than or equal to" appears ssgreater than or equalto_[] [250
and 7ab to or click the next box, s ind o ej;, o [z] 7l
11. Enter 750 or use your Pick list by clicking (he: oo e s
the arrow, —
12. Click OK.
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Your range of customers appears.

Sort Descend this column using the sort descend icon on the Data Tab or the Filter Drop
Down arrow for the Total Column.

9.
10.

Text Custom Filter

Let’s use Filter for Text characters.

If there are any filters on your Jan tab,
click the Clear button in the Data Tab or
your on your Quick Access Toolbar to
remove all filtered data.

Click the Filter Drop Down Arrow for
Customer.

. Trace to Text Filters and from the

cascading menu, notice the different
type of text criteria you may provide.
Click the Custom Filter. . . item.

The Custom AutoFilter Dialogue box
opens.

We want to view to different letters for
our customer names. We want all
customer’s whose name begins with an
A or contains oo.

. Using the picture at right as a guide

make your choices and make sure you

change the And selection to Or — the Or allows two different criteria

for the same filter.
Click OK.

4] sortAtoz

Z) sotZtoa
Sort by Color

Text Filters
Search

v (Select All)

-4 B.C. Co

-[¥] ABC Co

-] Adam, Allan

-[+#| Bates Motel

[+ Bob Smith

v Bowling for Dollars
-[w] Computer Tech
[ Cooper, Lars

¥ Dean Don

[ T

Worc - Exce ~:

5 -

- 1
2 1

Equals...

Does Mot Equal...

Begins With...

Ends With...

Contains...

Does Mot Contain...

Custom Filter...

10 -
25 50

Show rows where:
Customer

begins with
i And © Or

contains

begins with

does not begin with
ends with

does not end with
does not contain

Only customer’s whose name begins with an A or have “00”

somewhere in the name appears. So, we have A.B.C. Co, Adam, Allen
and Lucy Goosey, Shoot Pool, and so on. Contains is a terrific filter

Greg Creech © 2018
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11,
the Data Tab or using the Filter icon by

because no matter where the character resides in the name Excel

displays the name.
Click the Sort Ascending button on

Customer and from the menu selecting
Sort A to Z as pictured at right.

12. You may clear your filter from here or

Click the Clear button on the Data Tab.
Clear your filter.

Date Custom Filters

Excel has great built in Date Filters for you.

1.

7.

With your Track.xlsm workbook open and
at the Jan tab ensure you have no filters
on your data but do have filter active.

. Click the Filter arrow for date and tract to

Date Filters. Notice ALL of the ways to
filter your date lists.

Click the Between. . . item and the
Custom AutoFilter Dialogue Box opens.
Ensure that the Show rows where: Date
item is set to is after or equal to and type
or use the calendar pick list to enter
01/12/2012 or use your Date Picker
calendar.

Keep the And button selected.

. In the second set of boxes ensure Date

item is set to /s before or equal to and type
or use the calendar icon to enter
01/20/2012.

Click OK.

Date |~ Customer v
&l sotAtoz |
1 sortzZtoAa

| ¥ Clear Filter From "Customer”

|
|
! Sort by Color »
I
1

;

nment Services Inc.

!
!

Equals...

Before...

January, !
v, After...
Between...
Total Service: Word Exq Tomorrow
4 Ane | 7072 ] Today
Sort Oldest to Mewest Yesterday
Sort Mewest to Oldest
Mext Week
Sort by Color *
This Week
Last Week
MNext Month
Date Filters 3
This Month
Search (All)
search (Al ‘DE Last Manth
= 2012 -
: Mext rt
=0 January &t Quarter
w02 This Quarter
£ Last Quarter
Mext Year
This Year
Last Year
- Year to Date
All Dates in the Period *
I OK I I Cancel

Custom Filter..,

v after or egue o

- L &

socfreorcoud o w |

Use ? to repragent any moghe char| V55
U ¥ repprmvert oy serie 6 ¢
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8. Your data is filtered for that range of dates. > lOrdd=] Date ¥

, _ il
9. Click your Filter arrow for Date and from the Menu . - Sort Oldest to Newest
/gl Sort Newest to Oldest

Sort Oldest to Newest. Sort by Color

10. Click your Clear icon on your Data Tab to | SieacFiltecrom Date’
remove all filters.

Yes/No Filter

| like to have a yes/no column for many of my worksheets that | use for tracking items. One way
| use yes/no is if a customer has paid me or not. This is a very quick and easy way to follow-up
on payments. | filter for Yes to send a thank you note and 1 filter for No to place a follow-up e-
mail or phone call.

Let’s filter our list for who has not paid us, yet.

Cug

2r
» FC

1. Click inside our data table in the Jan Tab of the Track.x/sm st
file,
2. With all of your records showing, cl/ick the Drop Down arrow
on the Yes/No Column and uncheck the Select All item or
select a cell with Ao in it and click your AutoFilter button.
3. Click the box to check No,
4. Click OK.
Now, we know who to phone or e-mail a follow-up to.
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!

404-299-1706 No Duplication Permitted

Total - Pakir



Page 46 Excelling at Excel Greg Creech
www.gregcreech.com

Let’s determine our outstanding collections.
1. Sort your Filtered List from Largest to Smallest.
2. Click and Drag the Items in the filtered Total Column to select them,
3. Notice your Calculation area in the status bar,
4. I have all of my functions on.

Power

! Crde-  Date - C + Word - Excel- Poir - Accet- Outioc -
10 126 1W2012 Bates Mot 48 30 » 2

1 114 V2012 Bowling for Doflars 2% 50 ] 20 .
48 138 1182012 Pumphin, Peter 2 62 1 12 .
11 122 V72012 Madsm Salon 32 33 15 2 2
20 18 2012 James Jones 12 10 12 10 12
B 106 UN2012 James Jones 12 10 12 L] L]
] 117 V2012 Madam Salon 9 L] 9 6 9
W 124 UR2012 InfoMarvia 2 2 4 2 4
0 186 VATI2012 Fay Fryer 1 1 3 1 3
M 103 122012 Smith, Bob 2 1 1 1 1
» 178 11002012 Smith, Bob 2 1 1 1 1
W 110 UE2012 Fay Fryer 1 1 3 . .

o 108 1N2012 Thomas Tumes 4 .

o 129 1102012 Computter Tech 2 . 1 . 1
s 138 12012 Foxx 91 - 2 - 2

o 140 11772012 Computer Tech 2 1 . 1

= 183 1152012 Thomas Tumer 4

B 12T 12012 Hard Hat 1 1 . 1
w125 82012 Jones James - 1 - 1

0 199 ME2012 USAInc - 1 - 1

RN . ATTOW v A LTI il = ]

oty 30 of B8 ryvensh duarsd . T s SLINAE  Tet D Memerns Coot 3 WA TAOO0  Mes SLIWESD  Sew: LS008

5. I think I would get busy calling some clients asking: "Show me the
Money!”, especially Bates Motel. I need to send my collections agent
to visit Norman!

Filtering displays only the information you select. Sorting displays all of your data arranged in
a particularly order. Time to “sort” things out.
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Sorting

® An Important Gotcha! Always have a backup copy of your Excel file before performing
sorting! You can use the Save As feature from your File Tab or pressing the F12 key
activates the Save As dialogue box for you, too. While sorting is powerful and easy in
Excel, many a new user and us old-timers are frustrated because sometimes you may need
to select your entire area of data to be sorted; otherwise Excel will sort only your selected
information, such as a single column, and the information will be misplaced in your
original data worksheet! Excel 2010 handles this better than previous versions of Excel. If
your worksheet is a database or table then you will not have to select the entire area in
order to sort- simply be in the column of the field you want sorted. If your worksheet is
not in a database or table format, such as a balance sheet or income statement with
multiple subtotals, you will need to select an area to be sorted prior to sorting the data
area. For example, you may not want a total or sub-total row included in a sort because
your information will be distorted. In our worksheet, the Customer data listing is in a
continuous list without sub-totals and totals and all rows and columns are together and
have data in most cells, so our sorting will be easy. ®

Our first step is to ensure that we have a backup file. You could sort your worksheet incorrectly
and click the save icon and you will never be able to return to your original sort unless there is a
column that you can sort on and retain. For example, | had a customer that used Excel for
tracking invoices, the customer wanted to keep the order of the spreadsheet in order of input —
there was no column or field that kept track of the order of input. The client performed a sort on
client name, the client accidentally saved the workbook and the customer could not get back to
the original order of input. OOPS! Now, the client uses a number field to keep the order of input
and to allow a sort on this field.

Unless your worksheet contains a table with no totals or subtotals or other calculated row and no
blank rows or columns, you will need to select or highlight the entire area of data on your
worksheet leaving no columns or rows unselected or highlighted in our data area. We will sort
two ways: First, we will use the Sorting icons on the Home Tab and Data Tab as we
accomplished with our filtering exercises. Then we will use the Custom Sort method in order to
sort by more than one field or row header. We will sort a database/table that we will not need to
select the area for sorting and then we will sort an income sheet that we will need to select an
area in order to sort.
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Sorting Command Buttons: A Single Sort

Here are the steps for sorting using the Command buttons on the Home Tab | = _.
and Data Tab. You may use your sorting buttons that we added to our Quick Z‘? L}a

Access Toolbar and you may use the Shortcut menu by right clicking, too. Sort & | Find &

1. Firstin our Track.x/sm file and Jan Tab, [ Filter ~ iSelect ~

A
2. Click cell C8 or any cell with name under the Customer - 2l sotatoz

heading, | Zl sortztoA

3. Click the Sort & Filter button as Pictured at right and 1|3 Custom Sort.,
Click the Sort A to Z item. V= Filter

4. You may use the Data Tab and the Sort Ascending 0
button in the Sort & Filter Group. 0,

5. Your information is sorted by Customer name in
alphabetical order.

Data Review View Developer
nnections | A B _ {< Clear

'''' Z| Sot | Fiter .,
t Lin & Y Advanced
ons Sort & Filter

» A Hot Tip! Notice that Excel changes your sort to A to Z and
Z to A for Text data, Newest to Oldest and Oldest to Newest
for Date data, and Largest to Smallest and Smallest to
Largest for Numerical data! So this is Sorting for "Dummies”
and Liberal Arts people like me. »

# This worked well because the area we are using is a tracking system type of worksheet. As
| related earlier, there will be times when you will need to select the area you want sorted and
we will accomplish this in our next section.
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Click the Undo button on your Quick Access Toolbar to remove the sort.

Here’s one of my favorite icons in the Office suite the Undo icon. It should
be called the Greg Creech key because | make so many mistakes and say Oops!
a lot. Clicking this key can get you out of a mess. Since we clicked it, our sort

\

o

is removed.
Let’s sort in Descending order or from Greatest to Least as we have previously accomplished.
1. Click in Cell G8 we want to view our Totals from Largest to Smallest.

2. Click the Z-A button on the Data Tab or the Largest to Smallest
button. Excel Sorted our information.

Let’s sort in Date order or from Oldest to Newest using the right click method.
1. Right click in the Date

vV IVS,OuV ¥ | I LU |
—_— Filter

i

: 1
Column. — Sort *» | 4] sort Oldest to Newest
2. From the Short cut menu  |_Date | et conment -
1/12/200€ ' Format Cells... Put Selected Cell Color On Top
trace to Sort and from the 1/9/200€ Pick From Drop-down List.., Put Selected Eont Color On Top
. 1/30/200€ Name a Range... Put Selected Cell Icon On Top
Cascading menu choose 11612008 & perin. - | ——

Oldest to Newest as
pictured here.

As | related earlier and repeat here, if you include a total row or cells you may not want in your
sort, Excel will “mess up” your worksheet — be sure not to save it in this condition. As I related
earlier, | always save a copy of my Excel file before I do any sorting activity. | have
learned that if 1 mess up my spreadsheet through sorting and accidentally save my
spreadsheet I have lost my good spreadsheet forever and must recreate the original sort
and order of my data! This is only important if you must keep your original worksheet in order
of input and there is not a field or column that can be sorted to retrieve the original sort. A
couple of messes like this and you will learn as | and my clients have that we should save backup
copies of our original Excel files.

/7 Write your notes here:
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Custom Sort: Sorting by Multiple Items

Let’s use the Custom Sort method of sorting. Although the Sorting Command buttons are
quicker, they are designed for sorting by only one item. The Custom Sort method of sorting
allows you to have a primary sort and other sorts.

Here are the steps to sort using the Custom Sorting:

1. First be in our Track.xlIsm file and Jan Tab,
2. Click inside your data table.

3. Click on your Data Tab and Click the Sort button and your
Sort Pane opens. You may use the Custom Sort button on
your Quick Access Toolbar that we added earlier, too.

4. Click the Drop down arrow

- = ”g” V
for our first sort. Notice 224 - l

[ “s| Add Level | [ % Delete Level || <3 Copylevel ||| @ 7| My data has headers

you can select different

Column Sort On Order

areas to sort by SUCh as Sortby |Total [w] values v | |Largest to Smallest (]

Order, Date, etc. Also, in Bl = ] [veies [x] |awz B
€Dy Date || |Vvalves [w| Oldest toNewest (=] [§

the “My data has headerS" Thenby | Order w| Valves v|  Smallest to Largest [«] ‘

is checked. The Header
row is important in the
ease of sorting; if there
were no header row Excel
would have Column A, Column B, etc for you choose — Descriptive
names are easier for me to relate rather than Column A, Column B. I
think of these column headers as field names of my database.

5. Click Total.

6. Ensure Sort On has values in it. Notice that you may sort by color and
icons, too.

ok | [ cancal J‘

7. Order should be Largest to Smallest.
8. Click the Add Level Button
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9. In the Then by box select Customer, keep sort on Values, and Order
should be A to Z.

10. Use the screen above to add sorts for Date and Order.
11. When complete, Click Ok.

Scroll through and notice how your sort works when you see duplicates in the total field.
There are records or rows that meet all of the criteria. Let’s Sort the worksheet by Order and
then by Date.

1. Activate your Sort Dialogue box by clicking the Sort Command button
on the Data Tab.

2. Sort by Date first in = e

Oldest to Newest order. l [ Paaddteve |[ X poteterel |[ Dacopyiewe [ # ] ¢ [optons.. | (91w catohasteocers
Column Sort On Order

3- Then SOI‘t by order in Sortby pate [=] values (] |Oldest to Newest [~

3 Thenby | Order [ZI Values [Z[ Smallest to Largest B

Smallest to Largest Order.
4. Delete the other two
levels by clicking in the
level and then clicking the o] [ concel |
Delete Level button. ‘ '

5. Click OK.

Now, let’s select an area to sort.

1. In the Track.xlsm workbook click the Income Tab,
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2. This worksheet would not be good to = .
sort without selecting the correct area e na T
first. There are no headers or field B i e T e T e o —
names and there are breaks in the data S ; .
- - - 1 : ; ervices Inc.
for calculations — so this is not a Qi e s——
‘ Revenus 310408003 $I01,900.00 $106,180.00 331220000
database and we must select areas to com  smnaor swATLOE sanere0 senTea 06
sort. -
At Travel Brpeme RS LARALE o n0
3. Select the Expenses area A7 through " e G g o e e e
G12 : T Feparyny 30 8em :-i‘m.lt :“;”'1 N3 T40 00

4. Click the Sort Ascending button and
Excel sorts your information by the Expense name, since our focus or
cursor was in this column. Excel will sort based on the “white” cell as
pictured above. You may press tab and the focus leaves this cell and
then you can sort by the next

. . . Techedutainment Services inc.
column using the icons, but having ? e T,
the area A7 through G12 is the LG mum e mee e
important part of this. e T o

5. Tab to Column G. Y[ enr sreen el - s p—

6. Click the Custom Sort button and — :
from the Sort Pane Sort by Column
G on Values and Order from B _e=
Largest to Smallest.

Excel sorts your Year-to-Date expenses in descending order or Largest to Smallestfor you.

Congratulations! You have survived and thrived through the Five F’s of Excel: Formatting,
Fills, Formulas, Functions, and Filters/Sorts. We will continue using these Five F’s
throughout our course. Now, let’s turn our attention to some Excel efficiencies and to
creating a multiple worksheet file.

~ Write your notes here:
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custom Views

Another nice feature of Excel is the ability to give a name to view that includes hidden columns
or rows and filtered items. You can use a Custom View for an entire worksheet or for an area of
your worksheet. Custom Views are saved within the

Workbook but affects a worksheet. This works similar to n o | PO Repetaaet e DO

using names in your Name Box, which we will later. 113 L = S J Famula
. . Mormsl Psge Fage Buesx | Tustom  Full 7 Gndimey V Heacn

Here are the steps we will use to create our custom views. bty o S ’

1. First you select the area or have your
worksheet organized with a filter or
hidden column as you like and that you
view a lot,

2. Then on the View Tab, Click the Custom
Views button,

3. Click the Add button,
4. Name your View.

5. Once you name your views, you can retrieve them by choosing
Custom Views and from the pane select the View you want, Click
Show.

As related earlier, this is very helpful for viewing AutoFilter items, hidden columns or rows
quickly or collapsed items in subtotals etc. We will use our Track.xIsm workbook and the Jan
tab to create views.

1. With your Track.xlsm workbook open,
2. Ensure the Jan tab is active.

3. Click View Tab and Click the Custom Views
button.

4. From the Custom Views pane, select Bates
Motel and Click Show.

5. Excel displays only Bates Motel.

6. Click your Custom Views button, again, and
this time choose the Lucy View and Show it.
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7. Finally, Click the Custom Views button and $1,000 + Orders View.

We’ll create our own view, now.

1.

Click in a cell containing Customer Fitter
A.B.C.Co Sort Filter by Selected Cell's Value
the CUStomer ComPUter Adam, Allan -d Insert Comment Filter by Selected Cell's Color
smith, BOb 3¢ FEormat Cells... Filter by Selected Cell's Font Color
TeCh. ﬁdB CACI:IO Pick From Drop-down List.. b Fl"ef-b)’ 56'“‘“{ Cell's Icon
2. Right Click on this celland i Bob. e Pt ne
from the shortcut menu [Computer Tech 15— o IR L
trace to Filter and from the
Cascading menu choose Filter by Select Cell’s Value Add.
3. Excel displays only Computer Tech Add View —— 7R

information.

. Click your View Tab and then click the

Custom Views button.

Name: | Computer Tech|

Include in view
V| Print settings
/| Hidden rows, columns and filter settings

. Click the Add button.

OK

| |

Cancel |

. In the Add View dialogue box, type
Computer Tech in the Name: section.

7. Click OK. You return to your worksheet with no changes in your view.
8. Click Custom Views on the View Tab,
9. From the Selections click Lucy.
10. Click Show.
11. You return to your worksheet with only Lucy Goosey items
displayed and your AutoFilter is active.
12, Finally, click the Custom Views button and from the Custom
Views window,
13.  Click Full View. | el - I
14. You return to your worksheet with all of your Sy, 2012 o, P opons .:
items displayed. 1 e B |
Let’s hide some columns and save this as a view (e i . f_gl
1. In your Track.xlsm Select Columns D through H, Word Exedl =~ ’“;5"—!
2. Right Click and from the shortcut menu click Hide 2 i : E
as pictured here, -
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3. Your Columns are hidden.

4. Click the Custom Views button.
5. Click Add, | [ET———
6. Name the View Hidden Columns, O
V| Print settings
7. Click OK. V| Hidden rows, columns and filter settings
8

Activate your Custom Views and view the J [ concel |

Full View and then View Hidden
Columns.. Finally, return to your Full View.

On your own create some views with filters and hidden rows and/or columns.

® An Important Gotcha! You may want to Sort your data and save this as a view; | know
I have, but alas Sorting cannot be saved as a view, YET.

# Write your notes here:
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Flash Fill
A cool feature in Excel 2013 and 2016 is Flash Fill. This separates a
Excel 2013/2016 — New series in a column for you; this is similar to using the Text to Columns
Flash Fill. feature of Excel, only easier. We will learn Text to Columns later, and

Flash Fill is a terrific way to separate a series.

Here’s how to use Flash Fill.

1. In my Flash Fill workbook, I insert a column and
type the person’s Last Name (in this case Frogg).

2. I press enter to go to the cell below and when I
begin typing the next person’s last name, Excel
gives a list of the remaining names in gray.

3. When I press enter, Excel magically inserts all of the
last names for me.

C 0
Name Last Name
Frogg, Kermitt Frogg
Smith, Janis Smith
Smith, Martha

Dewey, John
Landing, Martin

4. Next, I insert another column and type a person’s
first name (in this case Kermitt). After pressing
enter, I go to the next cell below and beginning
typing the next person’s first name, Excel offers all
first names in gray. I press enter and the first
names populate the column.

Sometimes Flash Fill may not work for you. You may use
your Fill options menu to use Flash Fill, too.

Parker, Peter
Pyle, Gomer

As we learned with the date fill, Excel has a Fill Options
button that is pictured here. When you use Fill, this button
will appear and provide shortcuts to select your formatting
options and other options. The top item is Copy Cells — I use
my Fill handle a lot to copy formulas and functions in

Excel.

Select a cell with your formula and click and drag the area
to copy your formula too — this works when the areas you

Samm, Yosemneg

Martin, Mary

T "
Bunney 13 Final
B ~tol
O Copy Cells Lal
Ay

& Fill Formatting Only
i ] fon
O Fill Without Formatting m
i &) Elash Fill -

Copy Cells
(s Fill Series
O  Fill Eormatting Only

{0 Fill Witheut Formatting
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are copying are continuous. Using Fill in this manner is like using Copy and Paste but in one,
visual step.

/ Write your notes here:

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706 No Duplication Permitted



Page 58 Excelling at Excel Greg Creech
www.gregcreech.com

Forming our Formulas

Formulas and Functions Excel are the heart and soul of Excel. Excel is Excel because of the
powerful Formulas and Functions that the application uses or that you may produce. Excel is
“Excel-lent” at providing very complex and very simple built-in functions for you to use or you
may create your own formulas. We will build simple formulas first and then use some of the
functions in our Fourth F of Excel. Now, we need to learn how to “form” our own formulas.

In the beginning is the cell. As introduced at the start of this course, a cell is the intersection of a
column and row, for example cell Al is the intersection of Column A and Row 1. Generally, Al
is your “home” cell. If you are in another section of Excel and wish to return to the beginning of
the worksheet press the CTRL key and the Home key simultaneously. We have entered text and
number in cells and have formatted them. Now, we will insert formulas in cells and use the cells
in calculations.

Formulas and functions in cell begin with the equal (=) sign. A formula in a cell maybe =2+2
or =(8*2)+10. However, in Excel rarely will you use a specific number in a formula. You will
use various cell references for your formula to get the numeric value.

Formulas in Excel follow the order of algebraic standards:
v Items in parentheses are calculated first and work left to right,
v' Exponents are calculated next,
v Multiplication and Division numbers/cells are then calculated,
v Finally, Addition and subtraction items are calculated.

Excel uses common Mathematical operators. The mathematical operators are:

Mathematical Operators

Addition +
Subtraction -
Multiplication *
Division /
Exponents N
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Symbols in Formulas and Functions

Below is a table of symbols and what they mean in formulas and functions. This will help
explain and use the syntax that Excel needs in order to work properly for your formulas and
functions.

What it means

: (A Colon, such as A5:G5) Think the word “Through” or A range of

=Sum(A5:G5) contiguous cells, so the sample at left
would be “A5 Through G5”.

, (A Comma, such as A5, C10, D12) Think the word “And” or specific cells

=Average(A5, C10,D12) that are not contiguous, so the same at
left would be “A5 and C10 and D12".

() Parenthesis - Cells used in the Specifies the cells or range of cells

function or you may see a function needed for the Function or to separate

without cells but have the () which is items that need to be calculated in a

needed for the function to work, such as | specific order for your formula. All
=TODAY() - which will put the date on | functions must have parentheses, even

the computer in your work sheet and with no cell reference.

update the date automatically for you.

! (An Exclamation Point, Think the word Join, The Exclamation

=SUM(January:December!B5) points joins or connects different

This is a 3D reference. workbooks, worksheets, and cells in
Functions and Formulas.

= Equal Sign, =A5 + A6+B10 Think “Excel I'm, giving you a formula or

=Count(A5:G5) function.” All Formulas and Functions
must begin with an equal sign =.

$ (A Dollar Sign, such as $B$5) Think the word “Only”. Only use this cell

Absolute and Mixed referencing. in a calculation even if the cell’s formula

=$B5*$I$5. is copied to other cells the cell reference

will not change. This is the Absolute
Reference symbol.

» Hot Tip! My accountant and nhumber crunching friends would be
disappointed if I did not let you know that you may begin your Formulas and
Functions by pressing the + sign. Folks that use the numeric key pad rarely
like for their hand to move from the key pad, so they will begin their
formulas and functions by pressing the plus (+) sign on the key pad rather
than moving their hand and fingers ALL the way to the equal sign. Also, the
only time I use a number in a formula and function is for days of the year,
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months of the year, or a number that WILL NOT change which is rare in Excel
analysis and forecasting. »

Cell Referencing and Addressing

Aside from entering numbers for calculations, the primary power of Excel is Cell addressing and
references: Cells have various types of addresses and references. | explain them below and
demonstrate them in the coming pages. We will be using these types of addressing throughout
the course. Please use this information as a reference in the future. As we build various types of
formulas we will refer back to this section.

Relative Address

Relative Address: A relative address changes the address of the cell relative to its location. If
you enter a formula calculating cell B3 as follows =B1+B2 then copy the cell to C3 the formula
changes based upon the relative address to =C1+C2. You may quickly and easily copy
formulas; we discussed this in our previous section Excel F2 — Fills and will use this in the
upcoming exercises.

Absolute Address

Absolute Address: An absolute address of a cell does not change. The absolute address symbol
is the dollar sign ($). If you enter a formula in B3 as =$B$1+B2 and then copy the formula to
C3 the formula becomes =$B$1+C2. The absolute address allows you to specify your
calculation using a specific cell for all calculations. As an example, if you want your expense
items to increase by 3%, you would place 3% in a cell and reference this cell in your expense
calculations using the $ symbol. When you see a $ in a formula, function, or cell reference think
the word “only”, such as if you see $A$1 think “enly use Cell A1 — do not change this reference
even if I copy it.” We will use this for our forecast, VLOOKUP, and other functions/formulas
later

Mixed Address

Mixed Address: This uses both relative and absolute addresses. If you want the reference in a
particular column or row not to change and another reference in a particular column or row to
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change, you would use =$A1+B1 in cell C1 (Column A would be used however the row would
change). If you copy this cell to C2, the formula becomes =$A2+B2.

3-D References

3-D References: This uses cells in other worksheets. The exclamation point (1) separates the
worksheet name and actual cell. If you want to add January rent and February rent for a total in
March, you would enter a formula in the March worksheet as follows:
=January!B5+February!B5 (Note that your formula bar will guide you through the calculation
and illustrate your position in accomplishing the formula or function.) We will use this for our
summary worksheet later.

Confused? Dazed? Join the club! Plan your formulas, play around, and at the final straw
(usually when you get the #VALUE, #REF, or another error for the 100" time) rely on Help by
searching on Cell Reference by pressing the F1 key or pressing the Help button.

Since we have had an overview of formulas and cell referencing, we will begin “forming” our
formulas in our Budget.

1. With your Budget workbook Open, we will input a formula in Cell D5.

2. Click in Cell D5 and Type (or you may click your cell reference) =B5-C5.
This will calculate the difference
between our budget and our
expense. Notice the information is
in your formula bar and cell

3. Press the enter key.
4. Our calculation appears!

As you construct your formula, you can type your cell references instead of clicking them if you
like. We could use our Fill Handle to copy this formula down through the column, but let’s get
practice manually inputting formulas. This time instead of typing the formula we will use the
click method.

1. Click in Cell D6 and Type =,

2. Click Cell B6, Notice the Cell Reference of B6 appears in your D6 Cell
and Formula bar,
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3. Type a — dash or minus sign for subtraction,
4. Click Cell C6,

5. Press the Enter key,

6. Our calculation appears.

A A Hot Tip! Now, let’s use the Fill Handle to copy the remaining cells.

1. Click cell D6,

2. Position your cursor over the right,
bottom corner of Cell D6 when you g
see the plus (+) sign Click and 2
Drag down to row 15 or if you
double click Dr. Fill in cell D6 our
formula will fill to Cell D13 and
then we would need to fill through

$1,200.00 $ 1,050.00 |
$5,000.00 $ 5,000,00
$ 45000 5 425.00

S 37500 § 400.00

D15 for our Total and Average $ 35000 $ 425.00
- - $ 52500 S 500.00
functions that are upcoming. Ry & BT
- - - $ 35000 $ 350,00

»A Hot Tip! Simply double click the $ 20000 §  225.00

(+) fill sign in Cell D6 and the
formula will fill down automatically
to the bottom of the worksheet area. Fill will go down as far
as the adjacent column goes. We'll use this in some
productive ways in the advanced part of your education. »

Fantastic! Excel and Dr. Fill has copied your formula and included the formatting, too.

We have calculated our differences between the budget and the expense items. We will be
developing other formulas throughout the course. But we have our foundation for formulating
our formulas. Now, to put the Fun back into Functions!

# Write your notes here:
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AutoSum

ns

Now, that we can calculate cells based upon data in other cells - let’s make life easy and
powerful with built in functions. We will be using some of the most popular and easiest to use
functions here and some of the more complex functions later in our course.

On your Home Tab you will see the AutoSum and a Drop Down Arrow next to it on

your Editing Group and is pictured to the right. You may use the Formulas Tab, too 2 : -
picture here as well. Use the AutoSum key to summarize a cell range. Use the Drop
Down arrow to select a common function and this offers you other functions that will

provide assistance in creating other functions . If you are a Liberal

m Home Insert Page Layout Formulas

Arts Major, don’t freak out by all of the functions! If you hate » ca & ~

" Y | e | ZB B8O
algebra, trigonometry, or other mathematical equations just the Insert | [Autosum|Recently Financal Logical Text  Date &
names of some of these functions will scare you. If you are an X sum Eanian Lbrary

accountant, scientist, engineer, or numbers crunching financial
analyst you will love these scientific, financial, and other
mathematical wonders, you have found numbers heaven. For the
numerical challenged or brave heart take a peek at the Statistical 2

Average

Max

Min

B QRS

Count Numbers Je

C D

More Functions...

Function category and Function names. This intimidates me, but may thrill you! We will use
several of the functions. First, let’s use the easy and powerful AutoSum key.

7 A Ranges of cells may be selected by typing or selecting the first cell, typing a colon (:), and
typing or selecting the final cell to include in your function. For example, notice on the January
worksheet that cell B20 Sums cells B5 through B19. We can also select a cell and click and drag

for Excel to select the range for us. 2~

Sum: You may type Sum after entering an equal (=) sign or select the cell in which you want to
Sum and press the AutoSum icon. Like mathematical magic, Excel enters the =SUM formula
and will provide the range in which you want to sum! If the cell range is not correct, use your
mouse to click and drag the correct range to Sum and press the enter/return key. The result is

displayed.

Greg Creech © 2018
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Let’s use the Sum function by clicking the AutoSum icon. Here are the steps:

1.

4.
5.

Click in Cell B14.
Click the AutoSum icon.

| 2

|

The formula: =SUM(B5:B13) should be
displayed. If not, you may type the
range here or click and drag to select the

correct range.

Press Enter.

Your total appears for this range of cells.

Wow! Even a “Math Challenged” person like me can use
this quick and easy icon to perform totals and subtotals in
columns or rows.

/7 You may also use the fx - Insert Function button by the Formula bar to
activate the Insert Function dialogue box we will use in a moment. The buton

is pictured at right. .7

# Write your notes here:

PMT v (% X « fe|=SUM(B5:B13)
A Bl C D

&7 &
& f 4

 $1,200.00 ¢ $ 1,050.00
$5,000.00 ; S 5,000.00
$  425.00

)
)
; $
3 400.00 | $  (25.00]
; 425.00 | $  (75.00]
. 500.00 | S  25.00
7 185.00 | $  (10.00;
: 350.00 || S -
j 225.00 | $  (25.00
=
rSUMﬂ (numberl [number2 )J

B | (

|Insert Function
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Time to recall our friend the Calculations in the status bar. As described earlier, the status bar
will quickly provide you results of functions, including Average and Sum.

1. With your Budget.xlsx open,
2. Click Cell B5 and Drag to Cell B13;

3. The Calculations should show on your status bar based upon our
selections earlier in the course.

" L

Average: S958.33 Count:9 Numerical Count:9  Min: S175.00 Max: $5,000.00 Sum: $8,625.00

The syntax for our functions is very important. If proper syntax is not used, Excel will give you
error messages or calculate incorrectly. Here are the important notes 2 2 to remember:

v All formulas and functions begin with an equal sign =.

v' Paretheses are used in functions to separate the function name from the range of cells
or the specific cell(s) that is to be used in the calculation.

v The colon is used to specify a range.

v’ Other separators such as commas may be needed for a function which we will use later
with the PMT function.

Let’s enter the SUM function manually in Cell C20. Here are the steps.
1. Click in Cell C14.

2. Type: =sum(c5:c13) (Notice I used lower case letters, Excel will
convert the text properly for you.)

3. Press Enter.
4. Your result appears.

5. Click and Drag Cell C5 through C13 and verify the accuracy of the
SUM function with the calculation box.

Let’s practice by creating a Sum in cell D20 for the range D5 through D19 either typing in the
function or using the AutoSum icon. Note 2 We had better hope to see a positive number in

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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this cell or else we have blown our budget! Now, that we have mastered the AutoSum icon and
the SUM function, let’s use the Average function. 2 2

Other Functions

T A ¥
Using the Drop Down arrow next to your AutoSum icon will provide a 5 Sr:m7 ;l
list of popular functions as well as the ability to activate more complex B
functions using the More Functions... item on this menu. We will use Average
the More Functions. .. later. Below are some of the other functionswe | Count Numbers '
will use. The Average and other functions use the same syntax, instead Max
of SUM being in the formula other text is substituted — the rest of the = Min i
syntax is the same. =

More Functions...

® While I like for Excel to assume certain ranges, care must be
given in examining Excel’s assumption of ranges to ensure that the range is correct. Don’t
assume that Excel will be correct. Excel is smart, but not that smart. ®

Average: Provides the average of selected cells. Formatted as: =Average(B5:B13) or
=AVG(B5:B13).

Max and Min: Provides the largest (maximum) number in a selected range of cells and the
smallest (minimum) number in a selected range of cells. (Duh!)

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Count: Will do just that: Count the numbers in your
selected list of cells, for example, Cell B5 through B19 is 15
numbers. The function displays as =Count(A5:A19)

Let’s use the Average Function is Cell B15 and C15.

Here’s how:

1. Click Cell B15,

2. Click Drop Down arrow next to the
AutoSum icon,

3. Click Average,
4. Excel will "guess” B5:B14 — this is wrong!

5. Edit the function in the Formula Bar as
pictured at right or in the Cell B15.

T v Gl Jr | AVERAGE{B5:813)
8

2 January Bu 1 and Expenses

6. Change the Cell reference from 14 to 13 — Select your humber 14 and

type over it with 13.

7. Excel will provide a Blue Border around your range for you to see the
range you have entered. © If you are under 50 years of age and have
good eyesight you may use the blue boxes at the edges of the blue
selected area to click and drag the cell range reference, too. I'm too
old and too spastic with a mouse to use this method, but try it! ©

8. Press enter.
9. Your Function is correct.

10. Using your fill handle in Cell B15 fill this Function over to Cell C15 and

notice that Excel and Dr. Fill will
change the reference from B5:B13 to
C5:C13 - this is using Relative Cell
Addressing or Referencing.

Now, create your own Count function by
typing Number of Items in the cell below your
Average Cell and then enter the functions in as
displayed at right. I have added a row for
Travel which we will accomplish later so your
cell range reference will be different.

3
N & &

Ca
> $ 1,00.00 | s 150,00 |
6 $ 500000 | § |
y s 4a00|s 2500)
[ Telecommunications § 400005 (25.00))
Ll Education/Training $ as00|s (75.00)
10 $ 500005 2500
48 Technology $ 125005 (10.00))

s 3%000|8
13 |5 2250015 (25.00)]
ity Total $ 8,560.00 |
L) Average e ¢

16 ey
$ 1,200.00 | $ 1,050.00 | $§ 150.00

Salary $ 5,000.00 | $ 5,000.00 | § -
Insurance § 450.00| % 425005  25.00
3 O U GERG E § 375.00 | $ 400,00 | § (25.00)
ST TALG I $ 35000 $ 425.00( $  (75.00)
Supplies $ 525.00[ % 5S00.00|S  25.00

Travel $ 250.00( S 250.00(% -
Technology $ 175.00 $ 185.00( $ (10.00)

Entertainment $ 350.00| % 350.00% -
Mileage $ 20000]% 22500|% (25.00)
Total $ 8,875.00 | $ 8,810.00 | §  65.00
|3 887503 881003 6.50

=COUNT({B5:B14)|

Sy
| COUNT(valuel, [value2], ...) |
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/ Excel will guess your range of numbers for a Function in the following manner:

v"If there are numbers to the Left of the function Excel will assume all of the cells with
numbers in them to the left.

v If there are no numbers to the left, Excel will assume numbers above it. Excel will us
all of the cells with numbers above the cell containing the function — much like the
Average function included the wrong Cell in its assumption.

v’ Excel doesn’t usually assume or guess a range if it doesn’t “see” numbers to the left or
above the function cell.

So we have begun really Excelling at Excel. We will look at several great functions throughout
our course, such as the PMT, CONCATENATE, VLOOKUP, IF THEN ELSE and many more.
Great! We have our January budget and expenses completed! We will build February through
December after we look at our final F - Filters and Sorts.

/7 Write your notes here:

Greg Creech © 2018
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Loan Workbook

| promised you that we would build a couple of workbooks and that this is the best way to learn
Excel or any application. Time for us to create our own Loan Calculation Workbook and then
our own template. While there are templates for these types of workbooks in Excel, the template
won’t help you learn how to customize and build your own. In this section we will build a Loan
Workbook that will contain a Loan calculation worksheet for payments. Then we will build an
amortization schedule to accompany our repayment plan. Throughout we will use knowledge we
gained from our previous exercises such as formatting our worksheet and using formulas and
functions. We will learn new features of the Excel, like Name Manager and defining Names,
too.

Greg Creech Excelling at Excel Page 69
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Setting up the Loan Worksheet

As | have related earlier, Excel has many excellent and advanced functions. | know scientists
that use these advanced functions. | have taught (or I tried to teach) research doctors, engineers,
and other mathematical wizards advanced functions (actually they taught me!). There are entire

books and volumes to document these great areas of Excel. I’m sticking to that which I know
best — great personal and general business applications. The PMT Function is an excellent way
to calculate a loan’s payment and develop an amortization schedule. I use this all the time to
track my mortgage or to play “what if” games when I’m researching a car loan or other type of
loan. | have included a sample of the workbook we will build entitled Loan.xIsx.
We will create our loan calculator using the PMT Function and we will build a tracking system
of our payments. Let’s go!

1. Let’s open a blank Worksheet, in cell A1, type Our Loan Workbook,
Select cells Al through H1,

Click the Merge and Center button,

d W N

Format this merged and centered cell (A1) as follows or use your own
creativity:

Change the Font,

Increase the Font Size,

N oo u

Change Font Color,
8. Apply Shading and a Border,

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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9. 1In cell B2 type Rate,

10. In cell B3 type Months,

11. In cell B4 type Loan Amount,

12. In cell C2 Type .0775 and click away from this cell,

13. Click cell C2 with your .0775 displayed to select the cell,

14. Click the Percent Sigh command on the Number Group in the D_r";:l
Home Tab.

® An Important Gotcha! The Percent (%) button on the numbers group doesn’t
provide decimals, but the Percent sign in the Numbers Gallery provides two decimal
places. Excel will round most numbers so if you need to view the actual number, you’ll
need to use the increase decimal command button, as we will do, next. ®

15. Click the Increase Decimal button twice to change 8% to 7.75%, +.00
16. In cell C3 type 360 (Number of months of our loan),

17. In cell C4 type -85000 (Type a negative 85000 since this is a loan
or debit),

18. Format cell C4 as Accounting,

19. Change your worksheet Name to Loan Calculator and change your Tab
Color,

20. Save your file as Loan.

This is mortgage

information for an | c2 v A 7.75%
$85,000 loan over a A 8 = D £ E G H
30-year period at : Our Loan Workbook
7.75% APR interest 2 Rate 7.75%]
rate. My lovely Loan . Womtee 2=
4 Loan Amount 85000
Workbook displays 5
6 Payment
here. S
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Name BoxX

The Name Box, located to the Left of the Formula Bar, is a way

DU AW N

LoanAmount , 9 to give a cell or a range of cells an English name. This will

allow you to use the English Name in calculations or to quickly
go to this cell using the Name Box’s drop-down arrow. We will
use the Name Box to name cells, an area of our worksheet, and

Months 360 | to use in calculations.
Loan Amount |$85,000.00!
Payment ® An Important Gotcha! You cannot use spaces in Names

you enter in the Name Box; Excel gives you an error
message, if you put a space in

%2 || aName. Also, press the
Enter Key after you type in a
name; otherwise, the Name
Box will not save your text.

You must enter a valid reference you want to go to, or type a valid name for the selection.

OK

So, no spaces in Names and
press the Enter Key after you type a Name. You may use an Underscore character for a
space if you like. ®

» A Hot Tip! Here five reasons we will learn to love the Name Box and Name
Manager:

1. Makes a cell reference absolute (you can use a name rather than the dollar
signs - $A%$1),

2. Navigation,

3. Selection,

4. Used in formulas and functions,

5. Store Values. »

Let’s use the Name box to “name” our 7.75%, 360, and $-85,000
Here are the steps for adding a Name to a Cell.
1. Click cell C2 with our Percentage,
2. Click in the Name Box, and type Rate and press enter,
3. Click cell C3 with our figure of 360,
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4. Click in the Name Box, and type Months and press enter,

5. Click cell C4 with our figure $(85,000.00),
6. Click in the Name Box, and type LoanAmount and press enter,
7. Click cell C6 which will contain our Payment Function,
8. Click in the Name Box, and type Payment and press enter,
9. Click and drag to select cells B2 through C6,
10. Click in the Name Box, and type LoanInfo, and press enter.
Now, let’s use the Name box for navigation and selection. E -
FinancialDB
Go to another worksheet, and click the down arrow on the Name [LoanAmount
Box and click a name to quickly go to that worksheet and cell. Loaninfo
Mnthint
" . - . Months
» Hot Tip! The Name box helps in maneuvering and in
. . . . Payment
navigating to different areas of your workbook quick and Rate

easy. I once had all of the total of a worksheet on row 57,569
I named that row TheBottomLine and any time I needed to
quickly go there I could using the Name Box no matter what
other worksheet I was. »

1. In an empty cell type =LoanAmountt+5000.
2. The result will be —80000 (Remember our loan is a negative number!)

3. Clear the cell.
The Names take on the value of the cells and update as you change the figures in the cells.

# Write your notes here:
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Name Manager

— =] Define Name -
—
'ﬂ- Use in Formula =
Mame
Manager |'5' Create from Selection

Defined Mames

Excel has a great feature to help you with Names — The Name
Manager. This will allow you to edit your names, create new
names, delete names, and change the cell reference or value.
The Name Manager is pictured here and is part of the
Formulas Tab and the Defined Names Group.

Notice | have LoanAmount

o | selected, so my buttons at top
: | areall active. You can Edit and
Hew... Edit... Delete Filter -
Mame Value Refers To Scope Comment DEIEte Names and Ce”
=l FinancialDB { Date’,"Loan Balan... ="Loan Calculator!.. Workbo.. References here and create new
=) LoanAmount $(85,000.00) ='Loan Calculator’l... Workbao... .
=l LoanInfo "Rate”,"7.750%""M... ='Loan Calculator'l.. Workbao... names for SpECIfIC CE”(S). You
=1 Mile 0.505 =0.505 ‘Workbo... This is cents perm... .
=1 Mnthint 0.6458% ='Loan Calculator!.. Warkbao... can used the Refers to: section
=1 Maonths 360 ='Loan Calculator'!... Workbo...
—=! Payment 5608.95 ='Loan Calculator'l..., Workbo... to type your Ce” rEferences or
=I Rate 7.750% ='Loan Calculatar’l.. Workbo... yOU can use the Collapse button
to click your cell references. As
| related earlier Names by
nature are Absolute Reference
. : and the Refers to Section with
Refers to:
='Loan Calculator5C34 * the =’Loan Calculator’! $C$4
Close pictured at right demonstrates.

Let’s add a new name to

represent a constant value. We’ll use .54 as if this were a percent or maybe mileage at cents

per mile.
1. In your Loan Calculator worksheet, click the
T — ““I=1 " Formulas Tab and click the Name Manager command
SOPE  workbook - button,
e 2. Click the New Button in your Name Manager,
3. For the Name enter: Mijl/e,
Befers 0! | oan Calculator 15855 1 4. Keep the Scope at Workbook, although you can store
B names in specific worksheets,
5. Provide an appropriate comment,
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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6.

7
8.
9

In the Refers to section enter =.542 (our constant value),

. Click OK,

Click the Close button in the Name Manager window, .

. Click in Sheet 2 and click in any cell and enter the formula E,M,J
=100*Mile. Notice as you type Mile that Excel provides . & P
the AutoComplete feature for you to double click the Mile = | »"™"
label to insert the name into your formula. | ; - e

10. Press enter — Excels provides the calculation.

In reality, our constant numbers are not so constant and values, like mileage, change. Let’s
edit our name for a new value.

1. Click your Name Manager button and select or highlight Mile,

2. Click the Edit Button. ..

3. Your Edit Name pane appears, in the refers to section change the value

to =0.6,

4. Click OK,

5. Click close at the Name Manager pane. ?E:T:;ﬁ:;

6. Your value for your name changes in the formula’s result. 1 FinancialDB
The Other command buttons on the Defined Names Group are Loan_Amount

good for creating and using names without the Name Manager. |
The Define Name button allows you to create new names by

C -
LoanAmount

Loanlnfo

Mile
opening the New Name page for you and to apply names. The Mnthint
Use in Formula button lists your names for you to use in a Menths
formula, if you click a name Excel begins your formula in the Payment

Rate

formula with an equal sign and your name.

Paste Mames...

We could have used the Create Names From Selection command button, too.
This allows you to select a Range for example B2: C6 in our Loan Calculator
worksheet and name the cells base on adjacent cells. For example, this
would automatically name cell C2 Rate based on cell B2.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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The PMT Function

Let’s create our Payment Function.
1. Click in cell C6; notice that the Name Box displays the word Payment —
we named this cell earlier.

Greg Creech Excelling at Excel Page 75
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It is important to be in this cell; our payment function will be here.
2. In the Formula Tab, click the Financial arrow and the pick list will
include PMT.

- = We could have click the Insert Function button by your
E g ,'Fj 2 | formula bar or on the Home Tab use the AutoSum Command

' e button’s menu and chosen More Functions,
3. The Insert Function Dialogue box opens.

™
)
r

e m The Insert Function Dialogue Box

§ esboncenmety You can find a function by giving a description of the function or what you
© Tehiec auic want the function to perform using the Search for a function section and

Click Go.

_ = 1. In the Or Select a Category: section you
i can choose Most Recently Used, All, Financial

Search for a function:
Type a brief description of what youwant todo and thendick | [ Go or other Categories.
& L&

S8 s a0 oot Rty Lned [=] 2. If the PMT function is not in your Most
Se’é;"““"_f Recently Used Category then click the Drop-
i%ﬁ« =il down arrow and scroll to Financial Category.
o - 3. In the Select a function: area scroll down
Eg.g%}”;fﬁﬁﬂmmMmmmmm,-,cmm and notice all of the functions!
4. Locate and select PMT and click OK,

Helo on tis function [ o [ cone ] 5. Our PMT Function Dialogue box appears.
The Function Arguments dialogue box here. © If there
is anything | can do well in Excel, it is to argue with my Functions! ©

We will use this to construct our PMT function
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Notice the button at left which is located at the end
of each row for our Rate, Nper, and PV, etc. This is o

&)

e

» »

the Collapse Box. Clicking this — - s

will take you to your worksheet A :

allowing you to select a cell or a = ""“ e

“ange of el e e

Once you click the Expand button, a row will i

appear with the Collapse button at the end.

This is the Collapse button. Once you click and select your cells you click this button to
return to the dialogue box in which you are working. You will notice these boxes as you
work in functions and other areas of Excel.

These two buttons and functions in Excel take some getting use to and practice. However, you
don’t have to use them in this case. In the Rate box, simply click cell C2 our Rate cell and
Excel will place the cell reference Rate in the box for you.

2 1f you used Names for your cells, the names will appear, such as Rate, not the cell reference.
I’m demonstrating how to use the paste function dialogue box using cell reference and Names.
i

1. You can type your reference, click Cell C2 or In the Rate Row Click
the Collapse button.

2. In your worksheet click Cell C2. Notice Rate appears on the Row with
the Expand Button and a scrolling marquee around your Rate or Cell.

3. Type /12. Our row should
appear like this Rate/12.
We must do this since this

is an annual percentage Ovur Loan Workbook

rate and we are - Monthly Interest 0.6458%
calculating monthly ! Function Arguments

payments; therefore, we

=PMT(Rate/12)

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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are calculating a monthly percentage rate. Click the Expand button.
Notice your Formula Bar updates as you work in the Function

Arguments box.

4. Type Months or In the Nper Row, click cell C3 or the Months cell,

- *x & J | =PMT(Rate/12,Months,LoanAmount)

B T D E B G H

Function Arguments

PMT

Rate |Rate/12 = 0.006458333

[

E Nper | Months = 360
E Pv LoanAmounﬂ -85000
[

Fv

15 RTINS
1

Type

= 608.9504087
Caleculates the payment for a loan based on constant payments and a constant interest rate.

Pv is the present value: the total amount that a series of future payments
is worth now.
Formula result = 6089504087

Help on this fundtion

c2/12 [E%] = 0.008458333
3 () = 360
c4 [f%] = -sso00
e - -
Type =] =

= 608.9504087

Calculates the payment for a loan based on constant payments and a constant interest rate.

Pv s the present value: the total amount that a series of future
payments is worth now.

Formula result = $608.95

Help on this function

5. In the Pv Row, type
LoanAmount or click C4.

Your Function Arguments dialogue box
should look like the one here. Notice the
formula result area which contains
608.9504087; this is our payment.

6. Click OK.

Cell C6 Contains our Payment. Look in
the formula bar to see the formula we
created.

Save your workbook.

As pictured here, you may also use the
cell reference rather than Names as we
assigned earlier. The figures and
results do not change just the cell
reference name.

We have a method for calculating our
loans and payments. Change the interest
rate by typing .07 or .10, etc. Change
the number of months and loan amounts
to see different principal payment. How

much would the payments on a $34,300 loan for a car with a 5 year repayment at 6% interest be?

We will change these figures and create several “what if’s” and learn the Scenario Manager

later in our course.
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£ Why didn’t I just type in my numbers in the PMT Dialogue box? Why use cells? And why
use the Collapse and Expand buttons? First, like using absolute reference, it is easier for me to
change numbers in the cells to calculate different interest rates, amounts, and time periods. If |
used numbers in the PMT dialogue box, | would have to go through this each time | wanted to
change a number. Using Cell reference allows me much less pain and suffering when using the
PMT dialogue box. | used the Collapse and Expand buttons to accustom you to using these
buttons that you will see in other Excel features, such as in the Page Set-up and Set Print Area.
You can click your cells to insert a reference or type the cell references and formulas in the PMT
dialogue box rows as well as using the Collapse and Expand button. 2

# Write your notes here:
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Tracking Worksheet and Amortization
Schedule

Excel is used, and at times, misused as a tracking system. Relational databases are designed to
track large amounts of information and ensure accuracy; however, they tend to be more difficult

and time consuming to
a 5 C 0 £ i G f learn. Excel is easier to
Our Loan Workbook use and can track large
Rate 7.75% Monthly Interest  0.6458% amounts of information;
f:::‘:;wm - [35,000150[; however, what we give up
in accuracy (such as
duplicating records) we

Additional| Total | Total New gain in ease of use. Excel
Loan Balance A _—
8 Principal | Principal | Payment | Balance - .
has abilities to recognize

Payment [$ 60895

G Iy R - R TR S I T

9 |$ 8500000 $ 54896 $ 59.99 $ $ 59.99 $608.95 $84,940.01 ) i

10| 5/1/2018 § 84,940.01 $ 54857 $ 60.38 $ 60.38 $608.95 $84,879.63 and help with duplicates.

11| 6/1/2018 $ 84,879.63 $ 54818 $ 60.77 $ 60.77 $608.95 $84,818.86 .

12 | 7/1/2018 $ 84,818.86 $ 54779 § 61.16 $ 61.16 $ 608.95 $84,757.70 We will use Excel to track

13| 8/1/2018 $ 84,757.70 § 54739 $ 6156 $ 51.56 S 608.95 $84,696.14 several types of items and

14| 9/1/2018 $ 84,696.14 § 547.00 $ 61.95 $ 61.95 $608.95 $84,634.19 .

15 10/1/2018 $ 84,634.19 $  546.60 $ 62.35 $ 6235 $608.95 $84,571.83 to use Excel as a simple

16 [11/1/2018 $ 84,571.83 $ 54619 $ 62.76 $ 52.76 S 608.95 $84,509.07 database

17 [12/1/2018 & 84,509.07 & 54579 $ 63.16 $ 63.16 $608.95 $84,445.91 '

18 | 1/1/2019 $ 84,44591 $ 54538 $ 63.57 $ $3.57 S 608.95 $84,382.34

19| 2/1/2019 $ 84,382.34 § 54497 $ 63.98 $ £3.98 $608.95 $84,318.36

20| 3/1/2019 $ 84,318.36 § 54456 $ 64.39 $ 64.39 $608.95 $84,253.95 Let’s create an

21| 4/1/2019 $ 84,253.96 § 54414 § 64.81 $ 64.81 $608.95 $84,189.15 o

22 | 5/1/2019 $ 84,189.15 § 543.72 $ 65.23 $ 65.23 $608.95 $84,123.93 amortization schedule to

23| 6/1/2019 $ 84,123.93 § 54330 § 65.65 $ 65.65 $ 608.95 $84,058.28 track t

24| 7/1/2019 $ 84,058.28 $ 542.88 $ 66.07 $ 56.07 S 608.95 $83,992.20 rack our payments on

25| 8/1/2019 $ 83,992.20 § 54245 $ 66.50 $ B6.50 $ 608.95 $83,925.70 the loan we created. We

26| 9/1/2019 $ 83,925.70 § 542.02 $ 66.93 $ 56.93 $ 608.95 $83,858.77 )

27 | 10/1/2019 $ 83,858.77 $ 54159 § 67.36 $ 67.36 $608.95 $83,791.41 will learn more about

28 [11/1/2019 $ 83,791.41 § 54115 $ 67.80 $ ©7.80 $608.95 $83,723.61

29 (12/1/2019 $ 83,723.61 § 54071 $ 68.24 $ 68.24 $608.95 $83,655.38 formulas and new

an .l 1f1090 & nz.s:l:l:zn < CAN 7 &€ RRGR < =] Qﬁr\ﬂal:_ anc.s.z_f?n formatting tEChniqueS,
Scenario Summary Loan Caleulator Sheet2 Sheet3 Sheetd Sheets (O]

such as Text Wrapping.

In our Loan workbook, we will create a tracking system below the loan information. Pictured
here is how our worksheet will look.
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404-299-1706 No Duplication Permitted



Page 80 Excelling at Excel Greg Creech
www.gregcreech.com

Since we want to track monthly payments, we need to calculate monthly interest payments;
therefore, our first task is to create the Monthly Interest in cell G2.

1. In Cell F2 type Monthly Interest.

2. Select Cell E2 and F2 use Merge and Center to create one cell for this
text.

3. Using the Name box, Name cell G2 MnthInt. Don’t forget to press
enter for the Name box to accept your Name for cell G2.

4. In cell G2, create the formula: =Rate/12 and change the format to
percentage and increase the decimal places. Your cell G2 should have
the Name and formula as
displayed here. We will use
this cell in our calculations in
the next section.

Mnthlnt - Jc | =Rate/12

Now, let’s create our Financial Database.

In Row 8 we will put our column header information or | like to think of this as our field
names for the database.

/7 Very Important Notes: In order for Excel to work properly as a tracking system, a
header row must be present. The header row will serve as our field names for our database
and the rows underneath the header row will be our records of data. | can never stress
enough the importance of maintaining this type of organization. If you were to use Excel with
a relational database application or query, this is how we need to organize our data table.
Subtotals and categories in another row will wreak havoc when trying to use database
elements in Excel. As previously related in this course, your list should not have blank rows
or columns; blank cells are ok but not entire blank rows or columns. Also, you data table
cannot connect to other cells with data, that’s why I start on Row 8 and not Row7. /7 .7
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Using the picture below, you should type the Date and other text in the
cells in Row 8. Don’t worry about the format and having your text truncate
within the cells; we will learn text wrapping next that will allow your
headers to appear as if on two rows. Once we enter the data, we will
format the information; therefore, in cell A8 enter Date, in cell B8 enter
Loan Balance, in cell C8 enter Interest, in cell D8 enter Principal, in cell E8
enter Additional Principal, in cell F8 enter Total Principal, in cell G8 enter
Total Payment, and finally in cell H8 enter New Balance.

Additional Total Total New
Loan Balance _— _—
g Principal | Principal | Payment | Balance

After you enter your text, the text is truncated between columns and not very attractive; let’s

change that using the Text Wrap Feature.

=3 Wrap Text General - .-.E
= Merge 8 Center »  $ + % 9 %3 3 Conditio

Formattir

ment 7} Number [P
Y bp - E
Wrap Text
1 | Microsoft l:l Wrap extra-long text into multiple
E ———= lines so you can see all of it.
2 l
Micrasoft
1|Excel

cRR

0 Tell me more

1. Click and drag to select Cells A8 through HS8,

2. On the Home Tab, click the Wrap Text button,
3. Using the Home Tab and Alignment Group, click
the Center alignment buttons for vertical and
horizontal alignment.

4. While Text Wrapping does a good job, it is not
perfect and we may need to make additional width
or height changes to the cells, rows, or columns.

Greg Creech © 2018
404-299-1706
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1. Enter 04/01/2018 in cell A9,

2. With cell A9 Selected, get your Fill Handle, 20| 3/1/2019[F8w6a, ]
3. With your Fill handle, click and drag down to cell O Copy Cells =
At0o, B
4. Using your Fill Options box, click Fill Months to ©  Fill Without Formatting | -
provide us with the 1% of every month for several g ::D_EH gi
years, & Fill Months 12
5. Using the Numbers Group and the Numbers format 2 ;”iF" :2

box choose Short date from the menu,
6. Click OK.
We have accomplished our payment date schedule.

Let’s create our formulas to calculate our payments and reduction in the Loan over a period
of time. Don’t worry about learning to create a schedule like this; concentrate on how we
construct the formulas, not necessarily the specific cells or calculation. Learning the syntax
of creating these formulas is more important than learning how to construct a payback
schedule such as this.

1. Enter =-LoanAmountin cell B9. We must enter a
negative sign (-) for Excel to make this a positive
number, since our Loan Amount is a negative _
number. Notice Excel will provide an AutoComplete — Loaninfo
for your Names. You can click your name in the box
and Excel inserts the Name in your cell. This starts our loan and this
cell will change based upon our cell C4 which we named LoanAmount
earlier.

2. 85000 will appear in this cell. We will format all of our cells later.

(We put the negative (minus sign) before LoanAmount to serve as a double negative with the
$85,000.00 making this number positive.)

1. In cell C9, we need a calculation for the Interest.
The calculation is: =B9*MnthInt

85000]=B9*mnt

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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(Remember we named cell G2 as Mnthint; we could have used absolute reference of $G$2 in
our formula.)

2. 548.9583333 appears in cell C9.

Next, we need to take our Payment minus the Interest to arrive at our
Principal payment. We named cell C6 Payment earlier and input the PMT
function, too.

1. In cell D9 enter following formula: =Payment-C9.
2. The Figure 59.99208 appears in cell D9.

For cell E9, we will leave this cell, the Additional Principal, blank for now.

1. Cell F9, our Total Principal cell, should contain the following formula
=D9+E9,

2. The Figure 59.99208 appears in cell F9.

3. Cell G9, our Total Payment cell, should contain the following formula
=C9+F9,

4. The Figure of 608.9504 appears in cell G9.

5. Cell H9 should contain the following formula for our New Balance
=B9-F9. This subtracts the Principal payment from the loan.

6. The Figure of 84940.01 should be our New Balance (Whoopee!)

Our first row of data is complete. Now, our loan has begun and our future payments are
based upon New Balance, not the Original Loan Amount as our first row indicates.

1. In cell B10, enter =H9 (The Loan Balance),

2. The figure of 84940.00792 should appear as our Loan Balance in cell
B10.

3. Select or highlight cells C9 through H9.

4. Using the Fill Handle in cell H9 fill down one row. Your New Balance
in Cell H10 should be 84879.63.

5. Save your Workbook.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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Now we can use our fill handle for the Cells B10 through H10 and fill down to row 100 to
complete our calculations and then we will format this area.

» HOT TIP! Remember you can select your row B10 through
H10 and get your Fill Handle in cell H10 and double click to
fill your formulas and cell formatting all the away to row 100.
This is quicker and easier than the click and drag method

described below. »

1. Select cells B10 through H10.
2. Get your Fill Handle in cell H10 and double click to fill to cell H100 or
click and drag through Row 100.

Additional Total Total
Loan Balance
Principal Prm:lpal Payment Balance

S 85,000.00 5 548.96 5 59.99 59.99 S 608.95 S$84,940.0
S 84,940.01 S 548.57 S 60.38 S 60.38 S 608.95 584,3?163#

Your pay back schedule through many years is complete.

» Hot Tip! Show Formulas — The Excel Formula Tab has a
terrific button called Show Formulas, which is exactly what it
does. I am using this button below to display our formulas for
the Loan Workbook. »

. e Gy T Trww Ov; e Lo, ' i " e 5 .. A1 o e o e R ALK

f }: ;!‘ I© 5 1 Detive Hare $ow Tonn Pracmied! po—- o -

,\ m ‘ l ] '} v '} | Calrudute Mo
o ’ _ > () =

fé Lse i Posrmmaste = 3 Toace Dapen et _ g
| n e A Mo & M wetch ¢ -
Test  Uste M. . - ' ¥ Caleadute Shyet
Yot~ beh Bia * - Faadfibni seets frum Semctize " Rerma = (A Evwhinte VO

i4 . - > v ra i 4 2
B 8 C o - H
a Loan Amount | 23000
5 “PRAT Rate /12 Morths L
) Pyymant [ePMTIRate/12 Manths,Laa

Additional Principal To rimek Total Paymant

=DI+£3 =TG4 F2 =89.F3

.'lll\hll'! ~C10+F10 -B10-F10
=D11+£11 {11461 =811-F11
“D12+£12 12412 ~812-F1)

5 143191 = LoanAmount =05* Mnthint
(UBEA PSS! -4 =10° Mnthint

12 43382 =Hi1 «B12*Mnthint
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Let’s format Cells B9 through H100 as Currency using a new way of selection with the Name
Box.

1. In the Name box, type B9:H100 and press enter to quickly select the
area.

2. Click your Numbers Format Box and select Currency or Accounting in
the Menu,

3. Save your file.

Our amortization schedule is complete. You can continue using the spreadsheet for years by
Filling in the data past Row 100.

Let’s name our tracking system FinancialDB.

1. In the Name box, type A8:H100 and press enter, Excel selects this
large area for you.

FinancialDB - fe | Date 2. In the Name Box, type
| 4] A | B ¢ " p | FinancialDB and press enter.

With our Named database, selecting this
Date CEDN:-EIEL RN L ELEE SR L LTI area for printing, copying, and other
functionality is much easier than trying
to click and drag or using other methods to select this area.

Click in another worksheet, and when you want to select your Amortization
information, go to your Name box and from the list, click

m . | FinancialDB. Excel lists your names in alphabetical order.
J
LoanAmount Play around. Change the interest Rate, the Months, and the Loan Amount.
::::3:?::) When these figures change, your pay back schedule automatically changes
Months and recalculates for you. You can calculate early payoff by using the
Payment Additional Principal payment field.
Rate

# Write your notes here:
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Scenario Manager: A What If Wonder!

As we have learned with our Loan worksheet, we can change the Loan Amount, the Interest
Rate, and the Terms to play “what if”” games. But, we must continue to input and change the
items to see the results. Excel contains a tool called the Scenario Manager, which can keep
track of our “what if” games and display them for us. You can use Scenario Manager to
analyze a lot of “what if” statements and analysis. We will use our Loan.xlsx workbook to

create various scenarios.

Let’s create several scenarios using Excel’s Scenario Manager.

1. Open the Loan.xlsx workbook and in the Loan

i 2 H

Calculator worksheet click in your Loan Information What-If Forecast Group

area, such as Rate or Months cells — this helps
Scenario Manager better know the area for your
scenario.

2. On the Data Tab and in the Data Tools group click

the What-If Analysis button,
3. Click the Scenario Manager. . . from the menu,

Analysis = Sheet >
Scenario Manager...
Goal 5eek...
Data Table...

4. The Scenario Manager pane appears as
displayed here. We will add a few scenarios.

5. Click the Add... button.

Scenarios:

Add...

Delete

Edit...
Mo Scenarios defined. Choose Add to add scenarios.

Merge...

SUmmary...

Changing cells:

Comment:

Show Close
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1. In The Scenario name box type Original.

2. You may click and drag your area on your

S S worksheet and Excel will collapse and
— expand the box as needed to enter your
;ififfi R 2 selection or click the collapse button at the
Camment: | _ end of the Changing cells row. Your
[ AR e e dialogue box reduces and you can see more
rotection of your worksheet. The Add Scenario —
E'ij:"t hanges Changing Cells dialogue box appears.
Cancel 3. Click and drag the cells that we will
change - C2 through C4.
4. A Scrolling Marquee around these cells indicates that the area is
selected.
5. The reference of $C$2:$C$4 appears in the changing cells box. This is
Absolute Reference, again.
6. Click the Expand button; Excel returns to your Edit Scenario Dialogue
box,
7. Click in the Comments section, notice Excel has put your name and
date in this section. Click before this information and type: 7.75%,
30 Years, and $85,000 as pictured above or put in your own
comments to help describe the scenario,
8. Click OK.
9. The Scenario Values box appears with
Erter values for each of the changing clls T our information. We do not want to change
1 Rate | 0.0775 these values as we want to create a scenario
= Months | 360 of our existing data.
3:  LoanAmount |-85000
10. Notice that the words Rate, Months, and
add cance LoanAmount appear; these are the names of
our cells C2, C3, and C4. If we had not named
these cells, then the cell reference of C2, C3, and C4 would appear
here. This is another advantage of using Names as cell references.
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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11. Click OK.

Our Scenario Manager Screen returns with the Original Scenario T — | | i
selected. =t
rde
Merge.
SUYarY ..

Charging cell | SCS2:5C58

Commert T35, 0 ytors e 68,000 Crated o Girg
Let’s add another scenario with a different interest rate and time
period. e e
1. Click Add, —
2. In the Add Scenario Dialogue box and the T .
Scenario Name section type 5%, 15 Year, S
3. Ensure the changing cells box displays C2:C4, R oS :
4. Click in Comments and enter additional v s 550 et cn n AT
comments as pictured at right, —
5. Click OK to activate the Scenario Values, TD':Q'
6. Change the Rate to .05, T
7. Change the Months to 180,
8. Click OK. e orra— W
So, nothing changes and your rate and months remain the same. If ol —
your Scenario Manger Dialogue box is blocking your Rate, Months, 3 Loavimount | 85000

and Loan Amount section of your worksheet, click on the Title Bar of
the Dialogue box and move it to the right, so you can
see your changes.

1. At the Scenario Manager screen, Srsarem _
select the Scenario of 5%, 15 Year Laen Amount |_-$83,000.08 |
Loan Scenario, o

2. Click the Show button at the bottom

Loan Balance Interest

of the Scenario Manager pane, S 8500000 $ Orangn el | (82984
$ 8468199 § 352.84 Conment ;\’.. ,;'f;” $85,000 Crested by Greg Oreech
3. Notice your worksheet data changes. $ 0430286/ 35151
$ 8404200 5 35017
$ 8372000 $§ 34883
S 83,3%65 §

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706



Q\.‘
Greg Creech Excelling at Excel Page 89 ‘

www.gregcreech.com

4. Wow! I'm no financial wizard, but what a difference this makes over
the life of your loan.

5. Notice that your Amortization table changes, too!
6. Select the Original scenario and click Show — Notice your original data
displays.

Let’s add a few more scenarios; please use the above screens if you need help in reviewing
the actual screens that I will mention in the steps below.

1. Click Add,

2. Name the Scenario 4%, 30 Year, $175,000,
3. Type appropriate Comments,
4

. At the Scenario Values box enter Scenario Values F B
the data as displayed at right. Enter values for each of the changing cells.

Don’t forget to put the negative L Rate |.04
sign in front of the LoanAmount & Months | 360
figure 3  LoanAmount |-175000|
/4
5. Click Add to go directly to the next
scenario.

Excel will save this scenario for you, but clicking Add allows you to create
other scenarios without returning to the Scenario Manager screen and
clicking add.

1. At the Add Scenario screen, Name this T e _‘ L0 S
Auto Loan and enter appropriate I
comments, pt Rate .0425

2. Click and enter the values as picture z Months |48
at right, 3:  LoanAmount |-23500|

3. Click OK.

Let’s look at our scenarios.

1. At the Scenario Manager screen, click
your Auto Loan Scenario and click Show,

2. Click 4%, 30 Year, $175,000 and click Show,
3. Click Original and click Show,

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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4. Click close on your Scenario Manager.

Excel saves your scenarios with this worksheet and workbook. You can return to these
scenarios by clicking the What If Analysis button on your Data Tools Group and then clicking
Scenario Manager from the cascading menu.

On your own, create various scenarios changing the Loan Amount, Months, Interest Rate.

Now, let’s generate one worksheet that will display all of our scenarios.

1. If your Scenario Manager screen is not
active, click the What If Analysis button
Scenarios:
on your Data Tab, and from the Cascading (original | Add..

5%, 15 Years

Menu, click Scenario Manager. e 30 year, S175,000 Delete

My Ophelia Payment
ver v Edit...

Notice that you can Delete, Edit, and Merge
Scenarios. I never use the Merge feature, but I hiasss

do like to Delete scenarios, I no longer use, and

I will edit Scenarios, too. Changing cells: | SCS25C54 |

Comment: 7.75%, 30 years, and 385,000 Created by Greg

2. On your Scenario Manager screen, click Creech on 7/1/2017
the Summary button .

3. You may need to change the Result Cell Close

or ensure cell $C$6 is displayed in the
Result Cells, since this is the cell with the PMT function and is the
calculated scenario cell,

4. C6 is the cell that changes based upon our
Interest Rate, Months, and Loan Amount and Report type
contains the important payment function. This e ————
is the cell that guides our decision. © Scenario PivotTable report

Result cells:

5. Click OK. -

[(Tr=]

I
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Excel creates a Scenario Summary worksheet for us to view our scenarios.

Click the Scenario Summary worksheet and view your “"what if” games. My

BRBoa<ewnwa u -

-

Nzta 1N LIS Ao0n Anos EBLEY 190%
Manthe »y by AL oy A L
Laashmaunt (A%.000 00 | § anmonn $ (A3000%y {17smmaney € (Frmonnct 5 (12100004
Roaun Tmls s
m 5 S0895 S 895 S 67217 5 £3548 S 533 S 21855
Nonvws srrent Vadues coliemn regreseats walues of changling cells ot
1hne Scemars Summary Regont was created. Charging cels for sach

scenanio are highilghted in groy

Scenario Summary is
pictured here.

On your own, you should
return to your Budget and
in the Forecast worksheet
create scenarios using
different Budget Increase
and Expense Increase

percentages to play your “what if” analysis based on changing these cells.
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More Functionality with Functions

Let’s examine some of the other neat functions and formulas to know in Excel.

Date Calculations

Since Excel is so great with formulas and functions using cell referencing and numbers, it is

terrific at Date Calculations, too such as Age and service anniversaries. You do not want to
manually enter an age, unless you want to constantly update your worksheet with the correct age
and we grow older by the minute. We will look at several different age calculations. Let’s first
examine how you can calculate age and service anniversaries that are based on a Date of Birth
and Hire Date and using the TODAY/() function.

/7 Please ensure that you format your dates as date, such as Short date, using your format
cells dialogue box. Also, Excel stores your dates as numbers. Every day since 01/01/1900 is a
serial number for 01/01/1900 is stored as 1 and 01/01/2008 is 39448. That’s how Excel can
compute time intervals — the date

formats are for our benefit not f | =TODAY()-Q2
Excel’s. /7 Q R s T U vV

1. Open the Excel
Workbook named

Birth Date | Month Day Year Hire Date Age
Personnel File. 1/29/1960 1 29 1960 1/8/2005] _18698]

2. Click in Cell V2 below
the Age header.

3. Enter this Formula in Cell V2 =Today()-Q2. Wow, this measures our
age in days. This is popular to know for time intervals for shipping,
ordering, billing, and other important business information dates. I
used this for knowing when an account’s Account Receivables went
above 30, 60, or 90 days.
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4. Get your fill handle in Cell P2 and double click the cell to fill down
through your database. The Formula and results are displayed at right.

5. Now, let’s use years

— Change your - f<| =(TODAY()-Q2)/365.25

formula to read: Q R 5 T U v

=(TODAY()-

Q2)/365.25. Your

information is Birth Date Month Day Year Hire Date Age b
1/29/1960 1 29 1960 1!8!2005|ﬂ!

expressed in years,
but Excel rounds!

6. 2 Notes on the Formula:

This formula uses the TODAY () function which is the date on your computer and measures your
calculation in days. If you do not put in the 365.25 division, this will calculate the number of
days that the person has been alive not in years. This is depressing for someone as old as | am so
| care not to use the days — the years are bad enough! The .25 in the 365.25 figure is for leap
years.

7. You will need to decrease your number of decimal places and if you
decrease to no decimal places, Excel will round up and we don’t like
that especially my female friends and clients — I don’t appreciate this
either!

8. You may use the YEAR Function as well to calculate in Years. Rounding
is not an issue, since this function expresses whole years; however,
many organizations like having at least one or two digits for age or
service. Your Formula looks like this =YEAR(TODAY())-YEAR(N2). We'll
use the YEAR function to calculate the Age at Hire.

9. Here's how to use the ROUNDDOWN function.

10. Click in Cell V2 and edit S | =ROUNDDOWN(((TODAY(}-Q2)/365.25),0)
the formula to read: aQ R g T U v
Birth Date | Month Day ‘ Year Hire Date Age
1/29/1960 1 29 1960 1 /8 /2005] 51]
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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11. =ROUNDDOWN(((TODAY()-Q2)/365.25),0)

12, This will accomplish exactly what you want. The number o
fparentheses can be tricky and the 0 is the number of decimal places
that you want.

13. If you like this you may use your fill handle to overwrite your
existing formulas in the column.

/ Write your notes here:
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Now, let’s calculate the Age at which the associate was hired. With this formula we won’t use
the TODAY/() function but we will compare two dates and use the YEAR Function. For us the
dates will be the Birth Date and the Hire date.

1. With your Personnel File Workbook open,

Click in Cell W2. S =YE.&.R{U2}I-YE,&.R{Q2}I
2. Enter this formula =YEAR(U2)-YEAR(Q2) U v W

3. Use your Fill Handle to copy the formula
down through your column.

Hire Date Age Hire Age

4. This provides the Age at Hire and the time
1/8 /2005 51 as]

interval in years.

Next, with Length of Service, let’s have the ability to show partial
years. As a Human Resources Manager, | needed to know parts of years rather than whole
years.

1. In Cell X2, Enter the Formula =(TODAY()-OU)/365.25

2. You may need to decrease or increase

your decimal places as you like. J= | =(TODAY()-U2)/365.2
U v w X

3. Use your Fill Handle to copy this formula
in your remaining cells.

# As related previously, if you want to compare an Order Hire Date | Age |Hire Age | Service
date verses a Ship Date or Purchase date verses an D|_1/8/2005 51 45 6.25]
Warranty Expiration date you may want to use days or

months. /7

If you like you may use the ROUNDDOWN function has described above. Also, when you
change a Birth Date or Hire Date your calculations change too.

There are other functions to check out too. You may use the NETWORKDAYS to measure
Workdays rather than including Weekends. You may want to use the MONTH function to
calculate based on months. Check this out on Excel’s help with functions.
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Hey Mate! Let’s CONCATENATE!

Concatenation is a fancy word for bring together or consolidate. The Concatenate function in
Excel consolidates two or more columns into one column. For example, you may want your
First Name and Last Name columns in one column entitled Name or maybe you want your City,
State, and Zip Code columns as one.

»Hot Tip! Concatenating columns makes mail merge from
Word easier and less cumbersome with working with one

column rather than 2 or 3. »

We’ll use the concatenation function on our Database Functionality file and Concatenate Text
2 Columns worksheet to consolidate the Last Name and First Name Columns.

i

1. Open the Excel Workbook entitled Database Functionality and select
the Concatenation worksheet/tab.
2. We'll insert two columns for our concatenated columns. One Column
for Name and one column for City, State, and Zip.
3. Right Click the Column E Header or the Home Street Line 1 column
and from the shortcut list, click Insert. A New, Blank column
. B |
inserts to the left for you. e
4. Right Click the Column header K and from the shortcut menu, o
choose Insert. A New, Blank column inserts to the left for you.
5. Click Cell E1 and type Name.
6. Click in Cell K1 and type — City, ST, ZIP
7. Click the Formulas Tab and the Text " LA -comATIMTICLEY
Command button and choose l
Concatenate from the list. S8l Pttens | tuttms | e | !
8. In the Function Arguments Dialogue box |~ R——— _———
for Concatenate enter C2 (by typing the - g
cell reference C2 or clicking the cell C2)
in the Text 1 box. I R
9. In the Text2 box enter D2 (by click the e e e
cell D2 or typing D2). [ -
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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10. Excel displays that the function is working for you.
11. Click OK.
This is fine, except we want a space between the First Name and the Last Name, so we will
need to edit the function. THY
e THned - £ -CONCATENATE(C2,"" D2)
1. Click in your formula bar C D E
and edit the formula as FirstName | LastName | Name Home
displayed at right. Morticia Addams l‘»Aomc'a Addams 11358 Mc
- |

2. We accomplish this by
typing a quotation mark, pressing our spacebar, typing another
quotation mark, and typing a comma.

3. The function now reads =CONCATENATE(C2,” “,D2) and the name has
a spacein it.
4. Finally, double click your fill handle in Cell E2 to copy this function

through your list.

Now, let’s edit the function so our names will be by Last Name and then First Name with a
comma separating them.

1. Click in Cell E2 and in the formula bar <
& =CONCATENATE(D2", ".C2
edit the function as follows: o £ ( )
2. Change C to D in the first cell 35t Name I Name Home
reference (so cell D2 is the first cell e ~CONCATENATE{ {1358 Mot

reference.)
3. Type a comma after the quotation mark and before the space.

4. Change D to Cin the second cell reference (so cell C2 is the second cell
reference.)

5. Press enter and double click your fill handle in cell E2 to copy this
function through your list.
6. Finally, click the Sort Ascending icon to automatically sort your list by
Last Name and then by First Name.
So our Concatenate function aids in formatting, functionality, and in sorting. You may need to
widen your columns to view your data.
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Now, let’s practice concatenation with our City, State, and ZIP code columns in the inserted
K2 cell.

1. Click in cell K2.

2. Activate your Insert Function Dialogue box S )= ot
and from the Categories insure Text appears ot % e
and select the Concatenate Function from i e
your list. Jos severs text stmgs 1t ore text st i

3. The Function Arguments dialogues box Fonk st e L 0 1k b e Db 2 el
appears and in the Text1 box type or click cell T ' T =
H2, e .

4. In the Text2 box type or click cell 12,

5. And finally in the Text3 box type or click cell J2, as pictured at right for
you.

6. Click OK.

7. The text runs together and as in our previous exercise we want

additional spaces and a F e oy
comma to separate our text. =CONCATE NATE(H2~ 12 ; 2)
8. Edit the function as it appears J K
at right by inserting the Home ZIP
quotation marks, comma, and [27272-7033 =CONCATENATE(H2,", ",12,"
spaces. The function should
read:
=CONCATENATE(H2,”, “,12," “,32).
9. Finally, double click your fill handle Function Arguments gl
in cell K2 to fill this down through | " . & ] - s
your list. You may need to widen b — -
your columns to see your
concatenated information. s s e s = “Addams, Mortoa®
Your city, state, and ZIP Code have appropriate Texts: st e 110 25 text s tobe o it e et s
spacing now for a mail merge or other use. o '
If you prefer to use the Function Arguments Formua result = Addams, Morbca
dialogue box the screen at right displays how you Helpon tis unction o ][ conce
would need to set the function for the First and Last
Name columns; | prefer editing the function directly.
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Lookout for LookUDps

Using Excel as a List or Database tracking system allows the program to populate information
from another area of a worksheet or from an entirely different worksheet. This can eliminate
duplicate input and can quickly locate specific information for you based upon criteria. While
there is a Lookup function that will lookup one row or one column of data the VLOOKUP and
HLOOKUP functions are more powerful and popular because they can use multiple columns and
rows.

If your worksheet is a vertical type of worksheet, that is where the data is in columns use the
VLOOKUP (Vertical Lookup) Function. If your worksheet is a horizontal type of worksheet,
that is where the data is in rows use the HLOOKUP (Horizontal Lookup) function. The Vertical
Lookup function will lookup information in columns; the Horizontal Lookup function will
lookup information in rows. We will use the Vertical Lookup (VLOOKUP Function).

The ExcelVVLIlookup workbook contains a vertical lookup for us to examine.

1. Open the ExcelVlookup file. Click on the Product Sales sheet, notice
the figures in the Date column — these nhumbers are retrieved from
the individual sheets. Navigate to the August 1 tab and change a
number for a Product — click back on the Product Sales sheet and
notice the number updates automatically. VLookup automatically
updates a cell from another worksheet.

2. Where you see a blank or #N/A the product code doesn’t exist on the
other worksheets. Great for comparing worksheets and the missing
data — this is popular for audits and reconciliation activities and a
host of other needs when comparing the differences between
worksheets or to populate and update a worksheet based on another
worksheet.

The Product Sales worksheet retrieves its information from the other worksheets. Each day a
worksheet downloads from a server illustrating the Product Code sales for each day. As a day is
added as a worksheet, the Product Sales worksheet needs to have a column added and the
vertical lookup function modified to reflect the additional daily sales. Of course, in the “real
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world” you would copy the VLOOKUP function and edit it; however, for our exercise we will
develop a new Vertical Lookup function. The Product Sales worksheet “looks” at the other
worksheets and compares the Product Code and based upon the Product Code the value in
Column B is returned.

» Hot Tip! This is another area in which using a Named data
range is very helpful; otherwise, you may need to use
Absolute Reference using the $ signs. I encourage you to
name your area to reduce frustration and mistakes. I will use
the name Aug2Sales for our exercises here. »

Here are the steps and our exercise for using Vertical Lookup to retrieve information based
upon Product Code from another worksheet (August 2).

1. Open the ExcelVlioopup workbook
and Click the August 2 tab and

select Columns A & B (this is the AR

area from which we retrieve the Mt 1

data). In the Name box type - v : £
Aug2Sales and press enter to name

this area. R

2. Click back in the Product Sales
worksheet and click in Cell E3 — this
is where we will construct our
VLOOKUP function.

3. Click the Formulas Tab and in the
Function Library Group click the
Lookup & Reference item and from
the menu select VLOOKUP. The
VLOOKUP function dialogue box
activates.

woonwe
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4. If your Function Arguments box covers your data, click at the top of
the dialogue box and move it.

T | 3
WLOOKUP
Lookup_value | A4 4+ = 10101
Table_array | Aug2Sales | = L
Col_index_num 2 *l =2
Range_lookup | False 4+ | = FALSE

= 3
Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the closest match in the first column (sorted in
ascending order) = TRUE or omitted; find an exact match = FALSE,

Formula result = 3

Help on this function Cancel

5. Lookup_value is the column or cell(s) that contain the item you wish
to have Excel to compare in order to find the data for that item. In
our case, the Product Code information is retrieved and this
information is in Column A.

6. Click the Column A column header in the Product Sales worksheet,
7. The Dialogue box displays A:A,

8. Next, Excel needs the area containing the data. This is signified by
the Table_array box. The Table_array can be a range of cells,
columns, rows, etc. We named our area Aug2Sales.

9. Click and drag Column A and B in the August 2 worksheet or type
Aug2Sales — Excel places this name in the Table_array box for you.

10. Excel needs the column number from our table array or data area.
We will use Column B from our area and Column B happens to be the
second column in our array. Type 2 for the Col_index_num. Press
Tab.
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11. In our worksheet we need an EXACT or precise match for the data
since we have specific product codes; therefore, type FALSE in our
last row.

12. Click OK.

13. Finally, using the ever popular Fill Handle, click the in cell E3 and
double click the AutoFill Handle to fill the remaining cells.

14. Click on the August 2 tab and at the bottom of the product list add
10102 and in the second column type a number. Click back on your
Product Sales worksheet - your information automatically populates.

# Note: If Excel does not find a match it populates the worksheet with N/A.

Let’s practice another Vertical Lookup. This time we will enter a product code in one cell and
the sales for that product code will display in another cell.

1. Click the August 1 worksheet.
Notice cells D1 through E2,
In cell E1 type 10400,

Cell E2 displays 12,

Scroll down your worksheet to the Product code of 10400 and notice
that Excel is displaying the correct number. Change the cell from 12
to 15.

6. Scroll back to the top of your worksheet, notice E2 displays 15.

i W N

Let’s add this “function”ality to our August 2 worksheet.
Click the August 2 worksheet,

Click cell E1 and enter 10101,

Click cell E2,

Click Formulas Tab and click the Recently
Used button and from the menu choose o
VLOOKUP.

5. The lookup value is cell E1 — either type E1 or using the collapse icon,
click cell E1.

6. In the Table_array box type Aug2Sales or click and drag Columns A
and B (The name of our range of cells containing our lookup data),

(-
(<]
(5]

WM
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7. The Col_index_num is 2,
8. The Range_lookup is False,
9. Click OK,

10. In cell E1 enter another Product Code and notice the changes in Cell
E2.

*x « & | =VLOOKUP(E1,Aug2Sales,2,False)

c )] E F G H
| Enter Product Code in Cell E1: 10101

Here's the Sales display in Cell E2: |2,Fa|sei |

Function Arguments

VLOOKUP
Lookup wvalue |E1 4+ = 1010
Table_array | Aug2sales =L
Col_index_num |2 *l =2
Range_lookup |False| 4+ = FALSE
= £

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the closest match in the first column [sorted in
ascending order] = TRUE or omitted; find an exact match = FALSE,

Formula result = 3

Help on this function Cancel

This is popular in using a huge worksheet to display specific information and is much quicker
than using the Find feature and using the Filter items. We will use the VLOOKUP function in the
same manner in our next section, but we will have more columns.

# Write your notes here:
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IfError Function

Excel will put #N/A if a value is not found in the Lookup. You may not want Excel to display
this and display nothing or other text. Excel’s new IFERROR Function allows you to specify

the error display.

Here’s how to use the IFERROR function.

1. In your VLookup workbook and the Product Sales worksheet, Click cell
E3 with your VLookup Function. Edit the function and add the IFERROR

Function like this:
=IFERROR(VLOOKUP(A:A,Aug2Sales,2,FALSE),"").

=IFERROR(VLOOKUP(A:A,Aug2Sales, 2 ,FALSE),™)

2. Fill down your edited function by double clicking your Fill Handle for
this cell or clicking and dragging down to the end of your list. Excel
replaces the #N/A with a blank because we used double quotation
marks in our IFERROR function.

You can put words or other characters between the quotation marks to
further customize your error message as displayed below after editing my
VLOOKUP on the August 2 tab.

=|[FERROR(VLOOKUP(E1,Aug25ales, 2 ,FALSE),"Sorry, Item not found.")

While you may use the Function Arguments box to accomplish the IFERROR function | have
found that the Function Arguments become the Function Cursing box for me as | find it easier to
edit using the formula bar than the dialogue box.

# Write your notes here:
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Conditional Formatting

Excel has a feature that allows you to have cells formatted in a particular manner when a value
or range of values is present. This feature is aptly called Conditional Formatting. | have used
Conditional Formatting to color code cells based on a value for several companies. Here are a
few example of how | have used Conditional Formatting to help my clients.

v Color Code cells based on ZIP codes for an Insurance company that needed to have high
accident ZIP codes in one color, medium accident zone ZIP Codes in another color and
finally low accident zones ZIP codes in another color.

v" A telecommunications company used color coding for date ranges to alert them when
orders were due and overdue.

v" As a Human Resources Manager | used Conditional Formatting for attainment
percentages and to color code highly, medium, and lowly ranked associates.

For our example, we will want to color code our difference Columns in order to take money from
one category that is under budget and give money to other items that are over budget. We will
color code our Difference columns so at a glance we will know which items we can take money
from and those that we need to leave as is. Then, we’ll use some of Conditional Formatting’s
built in functionality for percentages and number values.

Custom Conditional Formatting

Here are the steps to have our numbers in the Differences columns formatted based upon a
value in the cell.

1. Have your Budget Workbook open,

Click on the Forecast tab,

Select Cell D5 through D14 through click and drag.
Press your CTRL key and Keep it pressed.

Click and drag Cell G5 through G14.

Release your mouse button and release the CTRL key.

o vk WN
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7. Our two areas are selected that we want to E & 5 - = AF &
I . el e e I Delete ~ j' - 3
use Conditional Formatting. g e i supger || B oot || 2 e e
8. On the Home Tab, Click the Conditional | woiont ces mutes » | zll — }
Formatting command button, | | i
. . =10} Top/Bottom Rules  » | | < Less Than... f
9. From the Cascading menu, Click the LE ‘ =
Highlight Cells Rules and Choose the flosae ’ peteen:
Greater than . .. item. T TR
10.  The Greater Than box opens for you |12 sl : emo + rro0 |4 mnme

to format your cells. Using the drop down
arrow in the with box look at some of the
effects Excel Provides.

11. Click the Custom Format. . . Item.

12, The familiar Format Cells dialogue
box opens; however, not all items are
available but you may change your Font
Style and Color as well as provide a border
and fill color and pattern.

13.  As pictured at right, we will change our ] | e—r]
dialogue box to reflect the values and range Sy | mameonz | |
of values with specific colors. ' '

14. Change your font to bold and change the font color E | 51 B
for values that are greater than 250. Fomatting a5 Table - Sty

= Highlight Cells Rules » |

15. Click the Fill tab and give your cell a fill color — I chose —id _
yellow. ] opmotiom s > '
16. Click OK. Click OK, again, at the Greater Than box. EE| s ars > |
17. Your formatting changes for cells greater than 250. == cotor scales > |
Let’s add another rule and learn to edit and add new rules. i —
1. With your area D5 through D14 and G5 through G14 still €5 | NewRule..

selected in the Budget workbook and Forecast Tab,

3% Clear Rules » |

J
_j Manage Rules...

2. Click the Conditional Formatting Command Button, Click the
Manage Rules item at the bottom of the menu.
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My completed rules and formatting appear at right.

Your screen will have the rule you previously applied to
this area. You can create, edit, and delete rules from this
location and also change the area you want to set rules CHmiesememts.  ASSBOIVYE:  -DDRAEIES
for using the Show Formatting rules for: area. —teeee

1. Click the New Rule. . . button.

2. At the New Formatting Rule Pane,
choose the Format only cells that contain

TN BT

item. metee

3. In the Edit the Rule Description: area ,- ETEZ:;#; e
change your Cell Value to be less than B e e
and your value to be 0 as pictured at —
right. [

4. Click the Format button, P o S

5. In the Format Cells dialogue box choose
Bold and a color and on the fill tab
choose a fill color if you like.

6. Click OK.

7. At the New Formatting Rule pane, Click

OK.
8. Your negative values change color and s
fill. bow -
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Now, using these steps as a guide create your own rule and formatting for values 0 — 250 for
cells

A ) [ D £ 3 G
friday, May 25 2007
2 Forecast Budget and Expenses
Current Year Next Year

» Format al cells based on ther values
» Format anly cells that contan

» Format anly top or bottom ranked vales

3 > & & P ' &
j éﬁ $0‘ j dgf éé » Format only values that are above or below average

s » Format only unique or dupicate values

s $ 1440000 $ u.eoomls :mools 15,120.00 $ 12,978.00 | $2,142.00 o U o 35 etariive which ot formnk

6 $ 60,000.00 $ 60,000.00 $ 63,000.00 $ 61,800.00 | $1,200.00

(il Insurance $ 540000 $ 51000008 30000]5 567000 $ 525300)5 #1700 Edtt the Ruie Descrption:

LY Telecommunications 450000 § 4800.00 |§ (300.00)] S 4,72500 $ 494200 | § (215.00)

ER Education/ Training 420000 5 510000 |§ (90000} $ 441000 $ 3,253.00 | § (843.00] Varwak ouly cells withe

U8 Supplies 6,300.00 $ 6,000.00|$ 30000{35 661500 $ 6,180.00 |8 43500 Cell value [w] lless than

1 3,000.00 $ 3,000.00 3 $ 315000 $ 3,090.00

Jt3 Technology 210000 § 222000 [$ (12000)] § 220500 $ 228660 | § (83.50] .

£} Entertainment 4,200.00 $ 4,200.00 J S 441000 5 4,326.00 . AaBbCeYyZz ‘@
T] Mileage 240000 $ 2.200.00 | $ (300.00)| $ 252000 $ 2,781.00 | § (263.00]

L3 Total | $106,500.00 || $105,720.00 | §  780.00 | $111,825.00 | $108,891.60 | $2.933.40 (
(3 Average $ 10,650.00 | S 10572.00 | S 78.00{5 1116250 | $ 10,889.16 | 5 293.34

D5 through D14 and G5 through G14.

You have your personal or professional monthly budget and expense tracking system in place!
Now, all you have to do is remember to use it.

/ Write your notes here:
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Automatic Conditional Formatting

Excel has many terrific built in Conditional Formats that provides magic for your numbers and
percentages. Excel can rank your values in neat and easy ways.

We’ll look at these ways of using Excel’s Automatic Conditional ‘ﬁﬂ'i“,""‘u A A0

- . . . . ;.:;;wc;v':‘_:;::b' "—.::u::;f::‘jx::;_:;efdt;:ﬁ:uw-e
Formatting. ® The 2007/2010 built in Conditional Formatting O o T o o Sk o

v e e of ha revw (LEIS
that we will learn here will not convert to previous versions of
Excel. If you save your file as a 97-2003 format the screen at ey " o -
right should appear and when it says Significant loss of ;;r:,;?;.;';-J;,::;_;;;_;--;;:;E;i;;?,,, .
functionality — Believe IT. ® e o 4 MRS AR e AT
1. First, Open a file entitled Database T e S Ao Sl sl ¥
Cagry 1o liewr Sheet o fomwe | | Cancel
Functionality.xlsm,

2. Click the Conditional Format Personnel tab,

3. Select Cells M2 through M48 or select the entire column by clicking
the Column Header M,

4. Click the Conditional Formatting button and from the menu look at
the various styles. I have several of these styles for my percentages
displayed below.
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5. I have the Data Bars in Blue, then the Color Scales, and finally, the
Icon sets. The Ratings are cool, too. Select the formatting you would

like.
- »
T F Xa ®wmim O [Homsne rom— . } S @8 v '
Y . 4 mImaee al
A BEE R Huentmic % WY G PN
=z -~ , T
A1 paghagnt Cotty Rues + | “
3 oD 22 ) SRR
,,,,, -
-  p— b | b
. O/ B Babes .
o ‘ " ) e 1 (L} Tr—ie eyt -
b 5 k3 et - R Nerrener a
. - - wutl Hame s.l Data s ‘ P -
1 bl 9 5 >
] | Telaphe - - = PR
| EMailAdeess | Numb 2! 2 2 2 L] Coterscatm ' | .
t Al - grog@grag.com (404} 848, = . \ * o FERE.
. 2 "
. rwen - Vattow - Madl Cokat Soun b P & ‘ oo Sely | g
il E S 3 ' '
- ] l acrst > |4 B i F 200 Qo
. Sradiers 1 8 atvge of op . & B !
N 4l Nasbe el She suten remiterents e = . 2 > @ 00
[ 17T fe y Shust 0 the eal Sare Rede ! o ™Y
s B s Ml el e Ll L s L —— )
ot ez ms s fDymiith com  |A04) 200-9004  (40d) 2121-88a8 mwy L0 Y . x
CHPITRYEY b ontr [404) S08-9005 (40d) 383.412) "% §750%0 W
« I |404] 534-8934 (a0} 3531384 0% 350000 W
e oA A
eI |
Bh s

» A Hot Tip! You can apply more than one of the built in
formatting rules to your cells. »

For practice select the Bonus cells of N2 through N48 (or Click column header
N to select the entire column) and using the Conditional Formatting button
and menu select a format for your bonus ranges.

Save your workbook.

On your own use Conditional Formatting for the Age column. Also, notice the Clear Rules that
you may use to remove Conditional Formatting and similar to the Top 10 Filter we used earlier,
Conditional Formatting can format your information based on the top or bottom items and
above or below averages and other types of numerical data for you. Practice using difference
rules for your numbers and dates. At the bottom of this page, | have used Top 10 for Age and a
green fill then I sorted the information from Largest to Smallest.
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Text to Columns — Backward Concatenation

Many Excel databases or data imported into Excel may be in one column with a space, tab,
comma, or other character separating the information. You may want to have the items separate
columns to help you with filtering, sorting, or performing other Excel functionality. Excel
provides the Text to Columns feature under the Data Tab. We’ll split a name column separated
by a space into two separate columns.

® An Important Gotcha! Please make sure that you have sufficient columns and areas for
your Text to Columns to fit. Otherwise, Excel may overwrite existing data in your
worksheet that you want to retain. ®

1. Open the Database Functionality File workbook and Click the Text 2
Columns Tab

2. We will split the Name column into two columns for Last Name and
First Name. Then we will split a date into three columns

First we will need two columns to put our split data in.
3.
4,

Select Columns D and E.
Right click on one of the column headers and select insert. Excel
inserts two new columns for you.

Select cells C2 through C47 and copy these cells and paste them in D2
through D47. We accomplish this so we

may preserve the current column with the
Last and First Name; otherwise, after we
split the data, Excel will make this the first

name column and overwrite our
information.

Select D2 through D47.

Click your Data Tab and click the Text to
Columns button. Your Convert Text to
Columns Wizard activates at Step 1 of 3.

Greg Creech © 2018
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8. Ensure Delimited is chosen because our data
is separated by a Comma.

9. Click Next.
10. At Step 2, Check Comma and uncheck

any other Delimiters boxes that may be
checked, such a Tab.

11. Click Next.

12, At Step 3, Click the Column header that
says General in the Data preview screen and
then Click Text in the Column data format.
Accomplish this for each column.

13. After changing your Columns to Text,
Click Finish.
14. Next Excel will prompt you to replace

the contents of the destination cells — this is
why we inserted two blank columns at the
beginning of the exercise, so we would not
overwrite existing data in the columns.

15. Click OK.
16. Click cell D1 and type Last Name.
17. Click cell E1 and type First Name

Your data is now in two separate columns and your original
column is still intact.

éaund - Sy \
Thes soeen ke you select sach coten and set the Data Format
Coten data oot
Gorer
Genesel corwests rumene values to runbery, date vabues by

& It dates, and ol remsnng vabuss 1o it

Qate: MDY *| Anvarced...

Co not ppoct coluen (Sap)

Destratoni | 052 2]

Dats grevan

Cangel < Jack Lrsh
S
Microsoft Ofice Excel I X
! 3o you wart b repace the conterts of the cesinzbon cefs?
& | | G

E D E
MName Last Name First Name

Addams, Morticia  |Addams Morticia
Bunney, Buggs Bunney Buggs
Cameron, Judy Cameron Judy

Colburn, Lady Colburn Lady

Creech, Greg Creech Greg

Cruz, Tom Cruz Tom
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Text to Columns for Dates

Separating dates, phone numbers, and other types for formats and data is popular in Excel. We
will separate the Birth Date into Months, Days, and Years using the Text to Columns button.

1. Open the Database Functionality Workbook and Click the Text 2
Columns worksheet.

2. Insert three columns after the Birth Date Column.

3. Name these columns Month, Day, and Year — these should be columns
R, S, and T after we created our Last Name and First Name columns in

the previous section. Y
- The Text Wamrd has determaned Swt your data is Dedreted
4. Copy and PaSte the bl'th date range :‘ s 15 comrect, Choose Next, or choose the data type that best desorbes your data
from Q2:Q47 to R2:R47 — we want to P O
Choose the fle type that best desarbes your data.
keep our birth date information in tact. T T s S ST

5. Select P2:P47.

6. Click the Data tab and the Text to
Columns button. The Convert Text to
Columns Wizard activates at step 1.

7. Ensure that Delimited is selected and

Click Next.
8. At Step 2, Click other for our Delimiter

and enter the /. Our date separates in s e At el S o e
the Preview box. Uncheck Comma or A
any other CheCkmarkS. :;:3,;50'; Treat concecutve debmiters as one
9. Click Next. D TS :
Dats grevew
T TR T
E ka  foes
f S
~ | 4 ‘{4')-"
" !_s{
Caren < Gk i fhext > Ersh
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018

No Duplication Permitted 404-299-1706



Greg Creech Excelling at Excel
www.gregcreech.com

2

Page 115

10. At Step 3, Change the Column data
format to Text; otherwise, your number will
appear as a short date format.

et Test o Colummd Wikard - Slep 3 of

This soreen ket you sedect aadh cokann ond set e Dats Forrat
Cohuen date forrat
Genernl
Gerer 8 COPWEYES NUINENC Vslues 1 numbers, Gate wakuts o

- Test Zahes, wd 3l emarey] v3haed tn text

Doter MDY - aovared

11. Click Finish. Co ot part coksm (e
- - Destraton: | 242 :~|
12, Since we are replacing empty cells, Bk
click OK at the Destination cells dialogue - z
| 3 3
box. [ B
bk
Carcel < Qs *reen
T e o s e e T S S
|
- 3
— = = o
Your dates are separated into different columns. As
) ) . Dept Birth Date | Month Day Year
displayed at right, you will want to change the format to 0 ENG 10/31% -| 10) 31 1950
Number. Select the cells and right click on the Error button Number Stored as Tert | 1 o 1
c N b r r L4
and from the menu choose Convert to Number. You should Sl | a 15 1980
Help on this errer 4 2 1958
accomplish this for Month, Day, and Year Columns. Ignore Error [ 5 237 1960
E f 2 1a] 1990
Error Checking Options... 4 ; 1;, igig
0 HRC 6:"15:-"1944' 6 15 1944
0 ENG 1/29/1960 1 29] 1960
0 ACC 8 /24/1962 8| 24" 1962
0 1TD 6/6 /1966) 5] 6' 19566

# Write your notes here:
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Flash Fill — Excel Magic

INEWATI @RIV IN Excel 2013/2016 has a great, new Fill called Flash Fill. Here are some
of the reasons for and how-to use Flash Fill:

v Completes series for you — Combines AutoComplete and Text-to-Columns features for
you with the magic of Fill,

v" Reduces the need to use the LEFT and RIGHT Functions,

Great for text, text as numbers, dates, and so on,

<

v" Insert a column, enter a couple of items, and Excel produces a “gray” list of items it
believes you want to use — press enter to accept the Flash Fill,

v" Use the Fill Handle to produce the Flash Fill option in the Fill Handle options for your
list.

You may need to format the column as text, number, date, etc.

We’ll use Flash Fill to separate names, dates, and numbers.

1. With the Database Functionality file open, navigate to

the Flash Fill tab,

2. Insert a column after the ZIP code column and give the
column a heading of Last Name, — "
In the cell beneath, type Frogg, Press Enter, . Ji
In the next cell (I3) begin to type Smith, A
Excel magically “sees” your Name list and provides a list
of the other last names appearing in gray,

6. Press enter and your last names appear. Pressing enter
accepts the Flash fill.

Last Name

Ll ol o

7. Next, insert a column after Last Name and give it a
heading of First Name,
8. In the cell beneath, type Kermitt, Press Enter
9. Type Janis and, again, the magic of Flash Fill picks up
the First Name,
10. Press enter to accept Flash Fill

e~ R TR il T
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Now, let’s separate the last four digits of the Social Security Number. J
1. Insert a column wherever you like, give the column
heading 4 Digits,

2. In the cell beneath, type 0011, 4 Digist
3. Notice Excel drops the leading zeros, Change the 0011
column format to Text and Excel should bring back the [7299

leading zeros,

4. In the cell beneath, type 7899,

5. Flash fill should display the remaining last four digits of
the SSN,

6. Press Enter to accept the Flash Fill.

® You may need to adjust your formatting to General, Text, Date,

Number, etc. for Fill to work for you. Also, if Flash Fill doesn’t

recognize your series or list, you may need to use the Fill Options menu

and click Flash Fill as displayed here and used in the next exercise. ® AT

Now, let separate a date. orthOme | Mo | Gey |

1. Insert three columns after the Birth Date column. Create
column headings of Month, Day, and Year.

2. In the cell beneath Month, type 1.

3. Notice Excel uses a Date format, select your three
columns and change the format to a Number and :
decrease your decimal place to none. o /i .

4. Next type a 1 in the cells beneath your 1 in the top cell. 2
Excel may not recognize your fill pattern. I typed until a
reached 2 and used fill. 5

5. Fill the information any way with an incorrect Fill and pefess
with the Fill Options click Flash Fill and viola, Flash fill S bize:
recognizes your birth month. o5 /150

6. Now, accomplish the same for the day and year columns ¢ 17115
following the steps above for month. e

N R R

Enjoy Flash Fill!
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Forget the Twist, Let’'s Pivot!
PivotTables Overview

When you use Excel as a tracking system or database, you can have a tremendous amount of
data in thousands of rows and hundreds of columns. PivotTables are increasing in popularity
during this data age and information overload. Summarizing the data and reviewing key
components of the worksheet can be difficult. PivotTables in Excel create summaries for you
based upon items that you select; PivotTables allow you to manipulate a few fields of
information and work best when using 1 or 2 fields as data fields; however, you may use many
fields for calculations sub-totals, totals, and other functions. PivotTables creates totals, averages
and other functions for you easily. PivotTables will automatically sort your data, too. One of
the reasons these types of worksheets are called PivotTables is you can move your field of
information around and quickly change your view of your data as we will learn. The trick is to
have your spreadsheet in a list format with one row being your fields names and the remaining
rows being your data records, as we have discussed before. PivotTables and PivotCharts are
powerful and not that difficult: however, they can be confusing until you practice them and know
the data you are using. We will use the Track.xlIsx and the Database Funtioanlity.xlsm
workbooks to create PivotTables.

While we will use Excel as our database for our PivotTables, you can use external databases,
such as SQL and Access. You will need to update your PivotTables through the Refresh
command when your data changes no matter where your database resides. You may need to
change your data area, too, if you add or delete rows/columns of data. Almost in analytical
position will require that you know PivotTables.

Briefly here are the reasons to use PivotTables:
v' Summarize fields of information,

Creates a worksheet “within” a worksheet,

Uses only a few fields for calculations,

Automatically sorts your information,

Easily applies functions, such as Count, Sum, Average, and Standard Deviation,

AN NN N

Allows you to change your view of your data,
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v' Simplifies huge worksheets,
v Automatically creates totals,

v" And the list goes on and on.

Get ready, Let’s Pivot again and again.

PivotTables

PivotTable — Sales/Revenue Tracking Analysis

1. Open Track.xlsx.
2. Click on the Jan Tab.
3. Click inside of the list below the Customer heading or

9's Ta Insert 1
| [ 30 L5y
| _] ol g 1Y 4=

anywhere in the list. Probe oie | Pee . stpes Soun
4. Click the Insert Tab, ST
5. Click the PivotTable Button, e | o
6. Trace down and Choose PivotTable. e é'nent
7. At the Create PivotTable Screen, . ' —

ensure Select a table or range is Create PivotTable [® =]

selected and the Table/Range has C“qslﬁ’td:bf“”gm"’

Jan!$A$7:$J$95 in it. I named this Table/Range: | Jan!sAs7:$1595 B

area JanOrders and could have used use 2n extemal cats source

the range name instead. You could Connection name:

use External data sources, such as e TR b

Microsoft's® Access® or other Exsting Worksheet

Location: 3

database applications to create
PivotTables, by clicking the
connection to that database or
external source.

0K l | Cancel

8. Click New Worksheet for "Choose where you want the PivotTable
report to be place”.

9. I like putting my PivotTables on a separate worksheet to have more
room and visibility than with an Existing Worksheet; however, you
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may want your information within the worksheet or list that you are
using, especially for small amounts data and fields.
10. Click OK.

Excel should display your PivotTable (ready for us to add fields), and our PivotTable Field List
Pane with the Areas for our PivotTable below the Field List.

et i L1

T

‘
' Pt Ll Ovdey Miarpen. ATIPITTIRET Lo AT

Let’s add items to use on our PivotTable.

1. Click the Customer field check box and your customer’s appear as
rows and sorted alphabetically for you..

2. Click the Date Field and Drag and Drop the field in the area that says
Column Labels.

3. Click the Totals button and Drag and Drop it on the Value Items area.
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My PivotTable appears here. Sometimes if you do not click and drag your field, but simply click
the field, Excel may not place the field in the row, column, or value setting where you wish.
Also, Excel may use the wrong function such as Count when you want Sum, but PivotTables
make changing functions quick and easy (I promise). Notice Excel has quickly created a two
dimensional worksheet adding my information in rows (Customers) and columns (Dates) and
created Grand Totals for each of these fields. If you want to hide your field list to see more of
your PivotTable click the Field List button in the Show Group to turn off your Field List Pane.
But, remember to turn it back on to add functions and to Pivot your information.

Now, is a great time for Freeze Panes.
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Let’s use a feature that we learned and Freeze our sheet so we can see our
customers as we scroll to the right and our dates as we scroll downward.

1. Click cell B5 or the first data cell in your PivotTable,

2. On the View Tab, Click Freeze Panes button and freeze
your sheet at Cell B5. You may use your Freeze Pane
button on your Quick Access Toolbar, too.

3. Scroll over the end of your PivotTable to view the Grand
Total by Customer.

4. Scroll down to the end of your PivotTable to view the
Grand Total by Date.

5. Isn’t this nice? We didn't’ have to put in functions for
these calculations and the items are sorted for us by
date and alphabetically by customer.

There we have created our first PivotTable. Basically, all we had to do was click
and then click and drag our fields and Excel did the analytical magic and
summations for us.

A

Sum of Total
Row Labels ha

AF

Grand Total

o o awle|=|o| o & wr =

13

A B.C. Co
ABC Co
Adam, Allan
Bates Matel
Bob Smith
Bowling for Dollars
Computer Tech
Cooper, Lars
Dean Don

Fay Fryer
Foxx 91
Georgy Porgy
Hard Hat
InfolMania
Jack Spratt
James Jones
John John
Jones James
Lili Lulu

Lucy Goosey
Madam Salon
Moma Mia
Peter Pumpkin
Shoot Pool
Smith, Bob
Thomas Tuner
USA Inc
Grand Total

© I have pivoted since the early 1990’s. I pivoted before Pivot was cool. Microsoft’s Excel has

“come a long way baby” in the ability to quickly and easily analyze huge amounts of data. Trust
me, Pivot Table, have not always been this easy but Microsoft has done a fantastic job of making
sense out of tons of data. One of the great improvements with Office 2007/2010 are the beautiful
designs you can use for your data. So, we can use our analytical part of our brain and we can use

the creative part of our brain; all in one with PivotTables. ©
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3500
400
L]

6500
1250
5000
4750
1250
5600
7650
8550
1700
1100
1000
2300
5000
550
5100
150
9350
7750
5400
4850
300
600
400
2650
104950
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Let’s Format our PivotTable using the Design tab under the PivotTables Tools.
1. Click inside of your PivotTable and Click the Design Tab.

2. Using the PivotTable Styles choose a style from the Gallery. There are
many lovely PivotTable Styles you may choose from your Gallery.
Your Office Theme determines the PivotTable Styles you will view and
use. I am using the Office Theme as we examined earlier.

3. Next Band your Rows and your Columns using the check boxes on the
PivotTable Style Options Group. Next, decide if you like Rows or
Columns or both.

Greg's Tab Insert Page Layout Formulas Data Review View Developer Add-Ins Options | Design

E = | =0 e o= | [ Emm== = __ N ____§__ __ ]
= === V| Row Headers V| BandedRows || 222 CSE Se=as e E==== === E==== =====

Subtotals Grand | Report Blank | [ column Headers Banded Columns || 20 S e | " S e e

= Totals = Layout = Rows ~

Layout PivotTable Style Options PivotTable Styles

I ZEEHY- - M AREB 5 -7 248 e B8 F ~
BS - x| 750

A B C D E F G H J K L M
1
2
3 D Old D d e -
4 i abe i i 0 47210 | ol 20 0 ol 20 9720 1120 0 | |
5 |A.B.C.Co 750 as0 750
6 ABC Co 1000
7 Adam, Allan 200 200
4 Bates Motel 5950
9 Bob Smith 750
10 Bowling for Dollars 5000
11 Computer Tech 300 200 300
12 Cooper, Lars
13 Dean Don 800

~ Remember you must be in a PivotTable to Receive the Tabs for PivotTable Tools. When
you click away from your PivotTable the tabs disappear. Also, if you Hide your Field List
pane, remember to click the Field List button on your Show group. /7
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PivotTables Options Tab is another important tab for PivotTables.

Home Weg T et Fage Lygonst Formuly Dats Reviey S Devetopes Lad.dne Optrang Dedign

FivetTable Name  Aftwe Ficla 4l . | 5 5 | A F i X 5 - 41 | e

LA (3 /) =% LA x % U ¢ -1 ] |

SreoAtabled Sum ot Total - : : - b ol | —
5 § 2 5 1, PwatChan Fuess . | e

Ust  ‘Duttor [Meaden

< Sa
i1 Ootions + O, Fietd Sestings / Shear

FeralTable Adtive Furddl Glaup ot & Fiksy Data Actiana Calrulatians

We will use Options tab in the PivotTable Tools a lot as we work with
our PivotTables some, but not all, of the important commands and
groups that we will work with are described here.

PivotTable — This Group provides the ability to quickly name your
PivotTable and to look at the Options for your PivotTable. The =
PivotTable Options’ first Tab of Layout & Format appears at right. | < - ‘
have changed my PivotTable Name to Order Analysis. j e :

Active Field - This helps you know in which area of the PivotTable you
are working for formatting and other actions.

Sort and Filter — We will use the Sort and Filter settings much like our
previous work on Sorting and Filter. Office 2010 contains the new
Slicer option for Filter which we will use.

Data — If you make a change to your worksheet, the PivotTable does not automatically update!
You will need to click the Refresh Button to update your PivotTable with new or changed data
from the worksheet that the PivotTable is based. Also, if the area of your database/table changes,
such as adding and deleting rows and columns, you may need to change your Change Data
Source button. We will use both of these buttons in future exercises.

PivotChart — This will create a quick PivotChart based upon your PivotTable — This too saves a
lot of time and frustration.

Show — You can quickly Show or Hide your PivotTable Field Last pane by clicking the Field
List Button. If you have more than 2 or 3 items that you are calculating you can hide the entire
field but continue to have the field calculated for you using this button. You can hide or show
your Expand and Collapse buttons (+ and -) for your data and hide your Field Headers using this
important group.

Calculations — We will add calculations for percentages and change our functions from Sum to
Average using this new Group.
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Now, that we are familiar with our PivotTable Options tab, let’s put it to use and :—
learn more about PivotTables. First, let’s format our numbers as currency. '

1.
2.

o U sWw

Let’s add another function to our PivotTable and learn how to Pivot
our data.

1.

Click in your PivotTable in the Data area,

Right Click a cell and notice all of the neat shortcuts plus the
Mini Toolbar appears for you to use formatting. Choose Number e

Format as displayed at right.

Our familiar Format Cells dialogue box opens.

Then select Currency, 0 decimal places, and the $ sign.
Click OK to close the Format Cells Dialogue box.

Our numbers are formatted correctly. Using the
Number format changes the entire field not a
select cell or group of cells.

With your Field List pane active, Click and Drag
Total to your Value Area, again.

X
»

i

2. You will have two Sum of Total.

3. Click the Sum of Total2 Field and click Arrow to display your N
Value Field Settings from the, shortcut menu as displayed at S Moisics
right.

4. Change the Summarize value field by: to Average, and change
the name to Average of Total,

5. Click the Number Format. . . button,

6. Format the Number as Currency, with 0 decimal e |
places. o oo

7. Click OK. vl

8. Click OK again. vt

9. Excel adds the Average function to my Dates E,’r'_
column. b

Mo rormat L J [ cme
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10. You can click and drag the Values button from the Column Labels
area into the Row Labels area as displayed below. This will provide
averages for each customer and date in rows rather than columns. This
is a Pivot! You rearrange your view and information by moving the
items around that is where PivotTables get their name.

11. Scroll down to the Grand Total area to see your Sum and Average
by Date and by Customer.

B 1012 1SN0 AT AT 1NRNN2 UTSORZ VAAMD (0012 A0 2 VEVNAT 1N A0S0 T VINGSAE 121002 A8 V2AMNZ 102 1012 Grand Teal
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San o Tetel ) S1200 2% 84200 mptra

Auwtage of Tod 51200 12750 §1,360 Wood
anc Co e

Sem of Tetsl S0 100 140 450 PowrPare

AwagoctTod | BN I Bsw 237 Acme
Adam, Allan ] Ousook

S of Tutal ' B v

Avecage of Tord 5200 -
Heanee Mot

Sunr of Tl £530 82 500
L heeoge W Tad | »e £R%0
Bob Srah

Sum of Tetsl ' s e

Sowoage of Toryd B W
Bowling loe Dallas

Sum of Tetel SEf00 |

Aveogp ol Toad | =000
Compreten Toch

Sun of Telnl 20 o Rk 520 M I R

Avncage of Toed 01 o s1500 500 3O Srei DI s A ehiann o beie
Cooper, Lans et " 2

Sam of Teind 30 330 s Y tetres T 3 Sl

Sntngn of Tersd 95 20 1129 Tem
Doan Den

San of Yetal ) 1000 N o

Sowtag of Tt 260 1200 1667
Fay Fryor

Sar o Teral s e $ho AL

Sovogn o Tk | a5l Ham 0w s
Foxx W

S o Tetal I “ " fryen ). Soiridiak X Veiaa

Svntage of Tonad o2n e =25 st e . Snctlaw
Gmorgy Porgy X tadom - Swnge o' 1

Syet of Tetal $1.000 10 "

Joxvage A Tordd | 51,000 Moo 5340
Hawrdl Mt

Sam F Tutsl ' {200 00 0

Aveoage of Totod Y 200 ner
InduManis

12. I changed my Row Labels cell to Customer by typing over the
text and I change my Column Labels cell to Order date by typing over

the text.

Wow! Sure beats manually putting calculations and functions in these areas
doesn’t it!

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
No Duplication Permitted 404-299-1706



2

Greg Creech Excelling at Excel Page 127
www.gregcreech.com

Let’s remove the Date field to view only the customer’s totals and averages. Then we
will add the Date field back to our PivotTable.

1. Click your Date check box on your field list and the date field

deletes from your table. B e
2. Also, You may click the Date button and drag it out of your 2, e
Column value area a big X will denote that you are removing | X Remove Fed
the field OR you may right click on the Date button in the = S SR
value list and from the shortcut menu choose Remove field as
pictured at right.
Customers B |
ABC Co
Sum of Total 59,5001
3. Now, your PivotTable has grouped all of your Customers Lu;veéig:sgrotal 52375
together with one grand total for Sum and Average with a iﬁen:a;?;t%al ﬁggg
portion of my PivotTable displayed at right. Foxxt -
Average of Total 51,710
Madam Salon
4. Click in a Sum of Total cell and Click your Sort Largest to ije"r‘a;fg;ﬁ'm s
Smallest Sort button on the Options tab. Excel performs T 57650
your magic sort for you. e L
Sum of Total 56,500
Average of Total 53,250
5. Click in a Customer name cell and Click sort A to Z to A.0C.to —
alphabetize your customers again. e
6. Click the Date check box on your field list to add the Date . iﬁe";_i;?ﬁftim ii:&?
field back,
7. Notice how Excel has =
the Dates below the " g
Customer now and =
added the Date field wmem i
to the Row Labels = iz
area. That’s why they = =
are called o —
PivotTables to have ___"'f_,‘___ E
the ability to change = e
your view and T
calculations by switching your rows and columns.
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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Notice how Excel has a small minus sign before . B

each customer - this is the collapse button — click i == b
this for one of the customers and the date | =
information hides from you. Excel now places a plus i
(+) in front of the customer this is an Expand
button. Click and your Date information returns. n

8. Right Click on a Customer and from the shortcut H
menu trace to Expand/Collapse and from the &
cascading menu select Collapse Entire Field. :;ﬁ?&;:;—w e

9. Excel again only displays your Customer’s total and m“m'zn":'“ ¥ we
average.

10. Right Click on a Customer and from the shortcut menu trace to
Expand/Collapse and from the cascading menu select Expand Entire
field and your detail returns. Using these buttons and
Expand/Collapse options are terrific with lots of complex PivotTable
that summarizes massive amounts of data.

Time to Pivot, again!

1. As displayed here, Click your Customer Field and drag it to the
Column Labels area.

2. Click the Date buttons and drag this field to your row labels.

3. Change your row and column label cells — i.e. Customer and Order
Date they won’t match your Pivoted data.

There we have pivoted; we should charge extra for table dancing!
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Practice pivoting your data in other ways and adding fields, etc.

» A Hot Tip! Any cell with a number or other data that you
want to view the details simply double click in cell and Excel
creates a separate worksheet for that data! This is a terrific
feature of any PivotTable. Try it - double click a Grand Total
cell and quickly Excel displays a new worksheet with the data
that the calculation or number is based. »

A Refreshing Experience

® An Important Gotcha! As | related in our PivotTable Toolbar overview, unlike Charts
and other features of Excel, if you change your worksheet data or if your external database
information changes you will need to refresh your PivotTable by the Refresh command
button or using the PivotTable Drop down menu. The Command button menu and
PivotTable shortcut are displayed below. Trust me, don’t make the mistake I did for Vice-
President of company when she changed figures on a worksheet and | assumed the
PivotTable changed too! Bad assumption and poor job performance — that’s a horrible
mix. Aside from that PivotTables are excellent! &
Let’s change our worksheet and Refresh our data.

1. Click in your Jan worksheet.

2. For Order 101, Jan 2, and A. B. C. Co. change Word

to be 100 your total changes to $5,000.

3. Click your PivotTable Sheet (Mine is Sheetl)
4. Notice that the Total for A. B. C. Co. doesn’t

change for Jan and still displays $500.

5. Click your Refresh icon on the PivotTable Options

tab.

W ® NS

From your cascading menu choose Refresh All.
Your data is updated with the new amount.
Rename your Sheet to Pivot Table Order Analysis.
Save your Workbook.

1 ‘ .
A AlZ | ~
2 ZiA o

il Sort Insert  |Refresh!Ch
Slicer ~

Group 2] Refresh

B S v [ Refreshan

D3
[

| Refresh All (Ctrl+Alt+F5) -
|

f Update all the information that is F
; coming from a data source.

Greg Creech © 2018
404-299-1706

Techedutainment Services, Inc.

Thank you for Learning!
No Duplication Permitted



Page 130 Excelling at Excel Greg Creech
www.gregcreech.com

Changing your Data Source

Remembering to update your PivotTables when the data changes is important and if you add or
delete rows or columns from your data source you will need to change your
data source to reflect the new area. Sometime the Refresh button will work
great, sometimes not — better safe than sorry. Also, if you use an external
data source or database, you will need to change the data source as well and
refresh your data. If you use the Name Manager to reference a data source,
you will need to change the area for your Name Manager on the original
workbook and then update your PivotTable through refresh. Therefore, when
you use the Name Manager and a name range, you only
need to refresh your data in the PivotTable. If you use an

Developer Add-Ins | Options [ Design

EWEINEREE!

Insert = Refresh ChangeData‘ Clear Select
Slicer ~ % Source ~ 2 x A

[ Change Data Source... Actions

Change PivotTable Data Source I ® =]

Choose the data that you want to analyze

existing worksheet and add or delete rows or columns AND @) Selecta table or range
, A Table/Range: |JanOrders 53
Refresh button doesn’t work, the you will need to change Use an extemal data source

the data source to reflect your additions and/or deletions.

Connection name:

| am changing my data source to reflect the Range name of ok | [ cancel

my database rather than the area of the data source.

# Write your notes here:

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Report Filter Pages

You can create a different page or worksheet for each Customer by moving the customer
button to the Page Area of the PivotTable. You will get a drop down box and have the ability
to view individual customers and the Dates and dollar amounts rather than viewing all
customers. | have used this feature for my clients to generate invoices for their clients, | have
created compensation worksheets for sales people using the Report Filter, and there are many
uses for this neat feature in PivotTables. This acts the same as using our AutoFilter feature.
Let’s look at the Report Filter Pages feature of a PivotTable.

1. Click the Customer button and drag it to your Report Filter area of
your pivot selection. I have my Values as Rows and my Date field as
Columns. In Cell B1 our (All) cell for Report Filter, click the Drop
Down Arrow and a Pick List will appear for you to choose a customer
to view in your Report Filter.

2. Click a customer and Click OK.

v PeryTobds Frotet Lt

Onter

$1130 857200 57350 84 | VO

S6000 52500 S350 050 B10530 SE000 52350 1IN0 $55(0 5170 550 3550 S450 5130 S50
: A2 BTN AR Y || 7 Contomer

52008 SO0 5350 S5O 2D FI500  SS0 EREM SIB33 ST M WIS §lds $IT R

5650
s

5500
a5

S Py
Outood

o Tetd
red

Cronss feom = alf iz e

3. Only that specific customer’s information will display.

4. Display A.B.C. and other customer using this feature. Don’t forget to
click OK after selecting your customer.

Greg Creech © 2018
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5. Notice the Select Multiple Items in your Filter list. I
have checked this box and then checked the boxes for
several customers. Bates Motel, Computer Tech, and
Georgy Porgy are merging into a corporate empire and
I am choosing those clients and clicking OK to view
how I need to reallocate my resources and determine
the revenue and other important business analysis
when a merger of this magnitude occurs.

Excel displays the results for these accounts and the
words (Multiple Items) appear in your Filter box.

A ‘ B
1
Pl Customer Bates Motel |

0

u (All)
A.B,C.Co
_]ABC Co E
{_J Adam, Allan
| Bates Motel
Bob Smith
[.1Bowling for Dollars
i Computer Tech
Cooper, Lars
[T Dean Don

V| Select Multiple ltems

\ OK Cancel

(Multiple ltems) [

[t:ustomers A

Values 1/3/2012 1/8/2012 1/9/2012 17102012 1/11/2012 171272012 1/17/2012 172012012 1/24/2012 1/28/2012 1/29/2012 1/ fRCustomet s Hems) '_'
Sum of Total $350 $500  $5,950 $200 $300 50 $200 $200 $1,500  $1,000  $1,060 e
Awverage of Total 5175 $500 55,950 $200 300 550 5200 $200 $1.500  $1,000 5525 (a1

FaB.CiCe

Excel allows you to create a worksheet for each of these pages very efficiently. |
have used this to track compensation by salesperson, unit sales by divisions, and
salary and bonus information by employee as well as many other uses.

1. Return to your Report Filter list and uncheck the Select

Multiple Items to view the bottom line results of All of
your customers.

A Co ef
| Adanm, Al

| Cates Mabe

1 - Eol St

| Eosing for Dodars
| -Computer Tex

| Coopwr, |-

| DaanDen

Select Mutiiple hem

oK Cancel

2. Click OK. Excel displays your Totals and Averages for all of the

customers, again.

3. In the Options Tab and PivotTable Group, click the
PivotTable Options menu and from the Cascading menu,
Click Show Report Filter Pages at the menu as pictured at
right.

PivotTable Mame: Active Field:
Order Analysis
“ Options|~
)y
i Show Report Filter Pages...
v | Generate GetPivotData

“4] Field Settings

-t

Options

Thank you for Learning!
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4. The show pages dialogues box appears with Customer
selected in the Show all pages of: section.

5. Click OK.

Wow! Excel super-fast creates a worksheet for each customer and names each
tab the customer’s name. I wish Excel and I worked so fast in other areas of
the application.

This workbook’s file size increases greatly, too!

Show flaport fjfter 5ge: S e e

Shose ol tocenl Sler pagas ol

1. Click on some of these tabs to view the customer’s information.

2. As I related I use this all of the time and group these sheets so I can
print them all at once for my personnel and division’s important and

confidential information.

If you had only certain customers displayed, Excel would create worksheets

Drag fields between areas below:
only for those customers displayed in your Filter. Y ReportFiter [ Columnlabels
Date w7
Filter within a PivotTable
1. Change your PivotTable field so the Customer is Rows,
the values are in Rows, and the Date is in columns. e 3 e
2. Using the Arrow next to your Row Labels circled at right Qe - amoiiod =
(Customer — which I had to rename), Uncheck Select All
and check the customers you wish to view, I am
selected Bates Motel, Computer Tech, and Georgy E g Ot Dol
Porgy. 31| sotatoz -
%l sontztoa
3- CIiCk OK- More Sort Options,
4. The detail results of these clients and Grand Totals Label Fitters ;
appear here. Value Filters p' |
(W} (Select All) F]
Ordee Date B L‘ A.B.C.Co 3
T 012 R 1012 L2012 VA 12012 111272012 ANTI20N2 12002012 1242617 1282002 1292012 1302612 13472012 Grand Total LIABC Co T
[l Adam, Allan
6.0 55 #5400 | Bates Motel
$5 80 $550 $3240 [JBob Smith
[IBowing for Dollars
$300 200 £300 200 $200  §1300 500 S0  $14%0 750 [Vi Computer Tech
00 3260 3300 3200 $200  Stsa0 3500 5100 $14% 528 e s
$50 5500 50 $1.000 0 s1me
3 $50 $600 $50 $1.000 $100 £330
Total Sum of Total _ $350  $500 $5950 S0 5300 T ____ 3200 : 31050  $100  $1,550  $12.950
Total Average of Tomal $175 $500 $5.950 $.200 $300 $50 $200 $200 $525 $100 $175
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!

404-299-1706 No Duplication Permitted



Page 134 Excelling at Excel Greg Creech
www.gregcreech.com

1. Return to your January Pivot and practice additional pivots, such as
displayed at right. I have added Customer to my Values area.

2. Next, I sorted my information by Sum of Total and now I can make
decisions about who are my top accounts that I may want to honor
with a discount or tickets to the Bruce Springsteen concert or World
Cup/Final Four tickets. I cannot make these business decisions looking
at the raw data. I examine the Total billing, Average billing per order,
and number of orders generating.

As an Operations Manager, | also reviewed their collections and 30, 60, 90 day results which this
table/database did not contain to determine the best clients to honor.

7 When you add a text field, Excel correctly assumes (in this
case) that I want to use the COUNT function. ~

3. Save your workbook and thanks for Pivoting.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Slice and Dice your Data Information

Excel 2010 has a terrific new tool to slice your data. Slicer is a fancy word for
Interactive Filter. A problem with PivotTables was the ability to quickly and
easily filter your data with multiple criteria. For Example, if | wanted Atlanta,
GA data but not Atlanta, TX or Atlanta, ID and the information was in
separate fields this was difficult to accomplish in PivotTables. Now with the

5 03 ||
|

il Sort

I

Group Fleld

Groug (1] Insert Sticer...

Sl A

Insert Slicer

Insert a slicer to filter data
interactively,

Slicers make it faster and easier to
filter PivotTables and cube
functions,

Insert Slicer button we can have multiple filters based on different criteria.

Let’s slice and dice our data.

1. Click in your Track file's, PivotTable to activate the T
PivotTable and tabs. o

2. On the Options tab and Sort & Filter Group, click the Insert ;W
Slicer command button. :}Z

At the next pane click Customer and Date to select those fields
with a check mark.

Click OK.

Your Slicer fields for Customer and Date appear with an Option
Tab for Slicer Tools. I made my panes larger by clicking a
dragging corner and I used the Slicer Styles to change the color
of the Slicers’ fields.

ﬁ R Grags Tes et Page Lipens Purmia Cuts Dewtope PR Jptior
Thow Cagme -~ | § | et 402
Cudoeer s -— 4 = ™ 3] g 0% ;
PrickTabh - - = " R N 2w 199
S Unw Lettng ot Foowpet * Bacowpid T Pyne 532 Wttty 197 o [F{*%X
e 1 Wy el Hutioo
Jisd"? Al a40 3 uil AP 7=
CuUstor 5
A B8 D H J " | M N 0 a4
Dato
Cr—
B E—
o |
T
. T
4 ] : N% DO S0
o
I
! = . con EXNEEEE TN o
D 1 p— m——ees s (RR——
st | s s
CmmeofTotst | LU0 5680 R e —
L] Court of Cestamar 1 1
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6. Now, click a customer and notice how Excel displays only that
customer’s information (which we have accomplished with other
filters). Next Notice how your Date Slicer only have the dates that is
associated with the Customer’s data — this we have not accomplished.
Choose an active date and now you are slicing and dicing your data or
as I call it Digging for Dollars. Excel calls this an interactive filter.

» A Hot Tip! You may press your CTRL (Control) key to select
data in a field that is not continuous. You may click and drag
to select contiguous data that you want to view. I am using
the CTRL + Click method to select non-contiguous customers
below. »

7. You may clear your Filter by pressing the Clear Filter button circled
below for you.

8. Next select multiple customers by pressing your CTRL (Control) key
and clicking the customers you wish to view — I have selected Bates
Motel, Computer Tech, and Georgy Porgy below. Next you may select
only certain date(s) to view if you like.

Enjoy Slicing your information.

# Write your notes
here:

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Calculations and Percentages ——

| Options | Design
A nice, new feature of Excel 2010 is the Summarize Views By and Show Values as ; Qi ﬁ
commands. We used the Field Settings Dialogue box and pane to change our L e Mo
function, such as from Sum to Average. You could use the Summarize Views By e |V | 50m -
Command button as well which displays at right. Let’s use the Show Values As 1 Ml |
command button to show the percentages of our Grand Totals. o H

1. Click in your PivotTable, i

2. Add another Sum function for Total — I clicked and drug the - = L
Total field from the Field List to below the Count of Customer Value in
the Values pane.
3. Click one of the totals in the Sum of Total (2) calculations to select one
of these calculations.
4. Click the Show Value as button and from the list click % of Grand Total
and Excel expresses your calculations quickly as a percentage. My
PivotTable with the Percent of Total field which I renamed appears
below.
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We have used PivotTables for client analysis of Revenue and counting the number of sales we
made to a customer. Now, let’s use PivotTables for some Human Resources and Marketing
analysis.

PivotTable — Human Resources and
Marketing/Demographic Analysis

As a Human Resources Manager and Marketing Analysis in Corporate America, | used
PivotTables a lot to analyze information that | downloaded from sales/marketing, personnel or
HR databases into Excel. | help my clients with PivotTables and analyzing their marketing,
sales, operations, and HR data. One of the world’s largest company’s Human Resources
department downloaded information into Excel for all new hires, they asked me how they could
quickly see the number of new hires by department. Using PivotTables, we answered the
question within two minutes. We’ll look at other analysis for departments and a look at
PivotCharts, too.

1. Open the workbook Database Functionality.xlsm.
2. Click the first worksheet, Personnel.

3. Click in the data area. I have named the database HRPersonnel which
refers to the area of

=Personnel!$A$1:$Z$46. You may go to i _ T |
the Formula Tab and look at all of the e e

names I have for this workbook using the e

Name Manager that we learned earlier. I SRS

use the name a lot for functions like g e
VLookup and If . . . Then, and for . J”";‘*c’

PivotTables. e | FEr—m—

4. Click the Insert Tab and the PivotTable
button and select PivotTable.

5. Using the picture at Right change your Create PivotTable items to
reflect HRPersonnel as your Table/Range and place the PivotTable in
this worksheet and the location at cell AB1.

6. Click OK.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Now, we will learn how I helped my client to display number of associates for each department.

1. Using the picture at right, | l | [
Scroll to your AB1 cell or in flow Labels = JCount of LastHame | el '
that area and click your : | e
Options tab for the PivotTables AOM 7 |t
Tool. T ; -

2. In your PivotTable Field List e
and Drag the Dept field to the i e
Row Labels area D R ——

3. Click and drag the Last Name d

Grand Total 4% [l Row Labels X Volues

field to the Values section.

Dept v Count of Last ,,, ¥

4. Name your PivotTable Dept
Analysis using the Name box at

R
LIL Defer Layout Update

the top of the Options tab.

Viola, there we had the number of associates by department with a grand total included.

Now, let’s create a PivotChart to accompany our PivotTable.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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PivotChart e

Here’s how to create PivotChart based on your PivotTable. o s e AN e

1. Click the PivotChart button on the Options Tab of
the PivotTables Tools.

2. Choose a column chart, I am choosing a

Clustered 3-D column chart. e e IM
Excel places a chart on your worksheet. j :m J al ﬂ " o8 83 33
1. Click and drag the chart away from your " i) o] 08 ) J i)
PivotTable; I moved mine directly below :_; N L”’ b/ 1s5| MA] b))
the PivotTable. 0 oo ‘ J J ......
2. Your Tabs change and the Design, Layout, SR | " . =
and Format tabs plus a new tab Analyze i | i | ) [

appear for your PivotChart. These are

- - AB AC AD AE AF AG
the same as we previously learned in
Charts' Dept ~ | Dept Associates
. ACC 6
3. Modify your Row Label and Column ADM 7
ENG 3
Label Names and format your Chart HRC ;
- = ITD 7
and other items as we have previously T ;
R&D 1
learned. o ;
Grand Total 45
Dept Associates
Dept Analysis
10+
st
6 |
24 HTotal
2}
0o T T T T T T T T
ACC  ADM ENG HRC mD MKT RE&D 5LS
Dept =
Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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Now, let’s look at more analysis.

1. Click back in your Dept et
- - AR 7 o $4%
Analysis PivotTable e —3
2. Using the screen atright, add AR S
RAD 1 &1
the Age and the Bonus fields s L u“A:
to the Values area. v
3. You'll need to change your — "Dem — o
Age calculation to Average and -
change the number format to Ko I . e
Number with no decimal s ] 11 1 l ] e T
places. You may click a sy
number in the PivotTable for i
Sum of Age and use your L
Summarize Values By button e
or use your Field Settings to
change the Sum function for Age to _—
Average. Dept I Dept Associates Avg Age Bonus Total
SLS 9 50 $4,400
4. Next, you'll want to format your ImD 7 a2 sa3s0l
Bonus to currency or accounting with | % —
no decimal places using your Field MKT 5 46 32,900
. ACC 6 1 $2,800
Settings and the Number Format ENG 3 5200 $1,750
R&D 1 48 (i3] $400
Button. Grand Total 45| 45| $24100
5. If you need help with this, review the
previous PivotTables we constructed. Dept Assodates Avg Age Bonus Total
6. Also, your PivotChart changes which Dept Analysis

You should practice using PivotTables for others areas 0

is good for Bonus information but not
much good for anything else. Your

PivotCharts are based on your
PivotTables.

and calculations.

5000

4000

i,

5.5 MD ADM HRC MKT ACC ENG RE&D

Values
B Dept Associates
B Avg Age

Bonus Total

Dept =
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Also, change your formatting using your Design Tab of PivotTable Tools and use conditional
formatting. | have included a screen of my completed Dept Analysis PivotTable. | typed over
the labels that PivotTable gave and used conditional formatting for the Bonus Total and Average

Age. Notice | sort from Greatest to Least for my Bonus Total.

Now, notice the Average Age for HR is 59. What makes up this number? Double click 59 for the
HR Avg Age and Excel creates a separate new worksheet of the people that make up this

number. A partial view of my folks

appear here.

1

2 981-47-38¢ 42 Jonathan

3 1 999-959-99¢ 63 Daffy

4 382-93-84] 12 Sally

5 T28-39-10< 46 Bobby

B 135-71-2%4 58 Benjamin

) 7 353-28-94( 5 Mewman

Now, let’s analyze bonus, ag:e, and 8 1072-34.09¢ 38 Brace
number of people by state, city, and o

Livingston
Duck

Smith

Good
Frankling
Howard
Springstung

A B C D E
SSN_Rd Sales IDRd First Name B4 L ast Name K Name K4

Livingston,
Duck, Daff
Smith, Sal
Good, Bob
Frankling,

Howard, M
Springstun

zip code. Next we’ll look at products
and services for marketing and demographic information.

1. With your Database Functionality.xlsm workbook and open and in the
Personnel tab, click in the data table and from the Insert tab click

Pivot Table.

2. The Name range to use is HRPersonnel and place the PivotTable in a
new worksheet. I want to change the position of my Field List Pane

and the sections to view.

view of your sections. You may click on your

» A Hot Tip! Moving your Field List Pane and changing the \

PivotTable’s Field List Pane’s Title bar and move it

PivotTable Field List

into your worksheet. Often the Field List Pane docks Choose fields to add tor

on the right side of your screen, which generally I 3

like, but now I want my field list closer to my data E

and I want to change the position of the sections. | s secnony

The Pivot Table Field List Section Pane and Menu ] Avess secton Only (257 2)

are displayed at right. » = veas secton onty (16 4
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3. Using your field list and the 0 . . 0
screenshot at right build your 2 R =
Sam ol Average Count of Choame falds 15 add to report: s B
PivotTable with the State as rows T ‘ = ¢ Gt i
- 8 {FL Salea (D
and the functions of: § lca Batfioes
i NY .
v Sum of Bonus, § o 2 e svost e
10 SC & 2 Mome Stest Lne 2
v Average of Age, T T TR — e
13 Vorre I o
v Count of Last Name. 1 i~ o
16 torre Teeptorm
4. Choose a lovely design for your . S
- - 1% Deot
PivotTable and using the Value 2 Oy
Field Settings pane format your 2 oo e
- 2 Your " Vokors .
numbers as we have accomplished = i *
in previous sections. Aot
5. Now, add the Home City field to e
your Row Labels beneath Home o E v
u S of Bons -
State. "_ fav-;-nuf? :
. . —-Jm $1,000 1] T = — e D
6. Finally, add Home Zip below 21727033 | $1,000 60 ! I v %
- ILake City =
your Home City in the Row 322990002 5250 51 1| Choose fields to add to report:
-GA $11,300 47 22|| [[Fssm 7 ReportFilter
- Atlant $3,450 53 8 Sles
Labels. See how easy anta_ N 2| [B=r
: : 30303- 5800 51 2 me
demographic and marketing 3305 §1000 70 1| (Dt
data is to analyze using a — T sl s 1 e stestine
- 30342- 50 53 1
. 5 [/| Home City
PivotTable e s
= A " $750 A 1| |¥/Home zIP ] Row Labels
7. Move the Row Labels of Home ugusta. 5 u . EENE" | e
H - Bedford Fall $1,000 67 1 Business Teleph... ome Ci -
State, Home City, and Home oy o 11 [Eriome reptane..| [ Femgty
H = = =/Chambl $1,000 53 1| |[CJPercent
Zip to the Report Filter. Filter . s 5 1| | eonus
for states, cities, and codes SClaneton L L1 | =l
. 30303-0033 5750 25 1 irth Da
,d h ! = Decatur $1,200 42 4 Eionﬁ? -
8. As pictured here, I am
= - = ' = Home State  GA T Prect able Freld Lot v
viewing the information for Atlanta, Homa Gy Adlets | _ -
. . Home 2P 30303 ¥ e i by ==
GA in ZIP 30303- and if I wanted the 7 Resortri
) Count of Sales 1D Home Stase -
A ge of Last Fret Nare ome Oty -
details of these 2 people I can double Lo ‘ 4 PR | | rretene a0ty -
click a number and Excel creates a o 5 | |Eame
worksheet with the details for me.
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Slice and Dice, aqgain.

1. Using your PivotTable Options Tab Click the Insert
Slicer button and from the list choose Home City,
Home State, and Home ZIP. Click OK.

2. Since I had my Report filter on my Slicer reflects
those items in the Report Filter Pane. Using your
Slicer Tools and Options menu, change your color of

HE (=1 2]

il Sort Insert  Refresh Change,
Slicer ~ Sourc
Sort & Filter Data
Insert Slicers
[ [Essn -]
| [[]salesID [l
| |First Name |
[|Last Name

[[IName
[]Home Street Line 1
[|Home Street Line 2 ‘

the slices and practice choosing different States, [¥]Home City |
[#]Home State =l
Cities, and Zip Codes. For example, I am viewing [Jrome z1P H
California’s information and I have moved my Report
Home State & Home City Home ZIP
CA it San Francisco i 01234- u:
Sum of Average CRECHE Hollywood = 01980- 3
Row Labels Bonus of Age L
-ICA $2,450 53 GA Los Angeles 08234-
=/ San Francisco | $1,050 5 L n 10101-0011
01234 550 40 MNJ E Atlanta ——
101010011 | §1,000 62 | wy New York City 01122-
= Hollywood $1,000 67 T 01234-0002
08234- 51,000 g7 | OH —— e
=/Los Angeles $400 43 sc — Atlantic City 01234-0400
01980- 5400 43 : A -
Grand Total 39 450 ) T - Augusta - 01278-4300 -

Filters back as Row Labels to view the details.

3. Finally, move your Report Filter Labels back to the Report Filter and

create a worksheet for each state using the Pivot
Table Options and the Show Report Filter Pages
Item.

4. Choose State from the menu and click OK. Excel
creates a worksheet for each state.

(% Options * 9, Field Settings ==Colispse Entire by
PivotTable Active Field
——

Show Report Filter Pages

Show all report filter pages of:
|Home ZIP o

| Home Ci
Lb State

OK J I Cancel
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Subtotals Overview

Just as with PivotTables, Subtotals can calculate data automatically using your database list in
Excel. Your data must first be sorted correctly and include your header rows and data row
records. We will add Subtotals to our Total amounts in the JAN worksheet.

1. Have Track.xlsm open.
2. Click in the Jan worksheet.

3. Click in a cell under the Customer Cell (although all you need to do is
to click within the list.)

4. Click the Sort Ascending Icon

® An Important Gotcha! If your worksheet is not sorted correctly Subtotals Gﬂp Uj‘lp Siﬂa,
won’t calculate correctly either. & o —
1. On the Ribbon, Click the Data Tab, il
2. Click the Subtotal button in the Outline Group at the end t?"ihd‘b,”'l")
of the tab. @ Press F1 for more help.

3. The Subtotals Dialogue box appears, as Pictured at

I‘ig ht- Subtotal
4. Using the picture at right as a guide, At each | preschdme
change in: Choose customer from the drop down s e
box. Add subtotal to:
|\_| Customer
5. Ensure Sum Function is chosen in the Use function. B
6. In the "Add Subtotal to:” section have Total
C hec ked . :'[ Replace current subtotals
£ Page break between groups
7- CIiCk OK. [¥] summary below data

Removeal | [ ox

Excel creates Subtotals for each customer! Imagine using a calculator to
retrieve this information — Like I did once upon a time.

Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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Notice the 1, 2, 3 buttons. Click 2 and only the Subtotals for your customer will display as

shown at right.
- - 2i3| A a8 C 0 £ [ G H |
;T(;S CI)Su?I :ﬁsttl;];et cv)\fer:/ricl) Iup . Techedutainment Services Inc.
. 2 January, 2012
study. The Plus (+) sign 3
H H Power
WI” expand _your VIEW and 4 Revenue: Total Service: Word Excel Point Access Outlook
display details. The Minus 5 1621 798 439 284 asa 219
N . z
O] sign wi | co_llapse your : : . o Fm— e ! . -
detail view. Clicking the 3 ! Order Date Customer Word Excel Point Access Outiook  Total  Paid?
button expands everything [ [ |a 101 11212012|A. B.C.Co I 100 - 6 - 5 $5,500.00 Yes
i < 4 109 1/4/2012 A. B. C. Co : 7 §| - 5  $850.00 Yes
for you. Clicking the 1 . 1w 152 12212012 A. B. C. Co = = 5 85 -  $2750.00 Yes
should d|3p|ay your grand < n 176 1/8/2012 A.B.C. Co 5 - 5 - 5 $750.00 Yes
12 184 1/16/2012 A. B. C. Co > 7 5 7 5 $1,200.00 Yes
total. = |13 A. B. C. Co Total $11,060.00
. [ - 14 119 1/7/2012 ABC Co > - 0 - 10 $1,000.00 Yes
1. Click the Plus .15 134 1/14/2012 ABC Co 50 20 - 10 - $4,000.00 Yes
. 5 145 1/20/2012 ABC Co . 3 10 5 5 $1,000.00 Yes
sign (+) by .17 149 172172012 ABC Co 0 20 - 20 - $350000 Yes
=1 |18 ABC Co Total $9,500.00
Computer Tech [« 1 102 1/2/2012 Adam, Allan - 1 1 1 1 $20000 Yes
. 2 177 1/9/2012 Adam, Allan . 1 1 1 1 $200.00 VYes
and you will - |21 Adam, Allan Total $400.00
. [ - 22 126 1/9/2012 Bates Motel 48 30 39 2 z $5,950.00 No
see the details .21 168 1/29/2012 Bates Motel 1 5 - 5 2 $550.00 Yes
- ™ Bates Motel Total $6,500.00
for Computer [« 2 133 1/13/2012 Bob Smith 5 1 4 1 4 $75000 Yes
. 26 158 1/26/2012 Bob Smith 2 2 2 2 2 $500.00 Yes
Tech. = |z Bob Smith Total $1,250.00

2. Click the Minus
sign (-) to collapse the information.
® Important Gotcha! Notice the Revenue and Support, Training, and Help figures are
doubled! The functions include your new subtotals so your figures are
not correct and are inflated! ®

Let’s Remove our Subtotals.

1. In the Data tab, Click Subtotals,

2. From the Dialogue box for Subtotals Click the Remove
All button.

3. The subtotals are removed. 7 Replacs carent abintale

T 2age bresk betwesn grouws

I have a client that uses this feature for subtotals by date for her accounts ——
and billing. The process is the same except her worksheet sorts by date and —

“At each change in” is Date. Let’s accomplish this.

Thank you for Learning! Techedutainment Services, Inc. Greg Creech © 2018
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With your subtotals removed, we will add subtotals to provide subtotals by

date.

L3

1. First sort your Jan Worksheet by date — Click
in the Date column and Click the Sort

Ascending Icon.

i Subtotal

I
|

2. On the Data Tab, Click the Subtotals button.
3. The Subtotals Dialogue box appears, as
Pictured at right.
4. Using the picture at right as a guide, At each
change in: Choose Date from the drop down
box.
5. Ensure Sum Function is chosen in the Use _ Page break between groups
- |¥] Summary below data
function. ¥
Remove Al OK
6. In the "Add Subtotal to:” section have Total |
Checked.
7. Click OK. ay - - - . » . - :
Excel creates Subtotals for , Techedutainment Services Inc.
each Date! 2 January, 2012
- Power
8. Click the 2 4 Revenue: Total Service: Word Excel Point Access Outlook
button circled 1621 798 430 284 458 219]
&
here to display 1 Power ¥
7 Order Date Customer Word Excel Point Access Outlook Total
the Totals for + 11 1/2/2012 Total $6,000.00
+ 17 1/3/2012 Total $2,900.00
eaCh date' * 19 1/4/2012 Total $850.00
- - i |2 1/5/2012 Total $2,050.00
9. Clicking the 1 + % 1162012 Total $10,550.00
button ¢ |35 1/7/2012 Total : $6,000.00
[« |40 1/8/2012 Total $2,350,00
displays your 4 45 1/9/2012 Total $11,300.00
[+ 15 1/10/2012 Total $5,500.00
Grand Total. + 2 1/11/2012 Total $1,750.00
+ 55 1/12/2012 Total $6,560.00
+ 58 1/13/2012 Total $3,550.00
Greg Creech © 2018 Techedutainment Services, Inc. Thank you for Learning!
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Let’s Remove our Subtotals.
1. Click the Subtotals button,
2. From the Menu for Subtotals Click the Remove All button.
3. The subtotals are removed.

Now, let’s see how often or how many times a customer ordered from

us.
swiotd

1. First sort your Jan Worksheet by Customer — Click | ateach change
in the Customer column and Click the Sort Kt [=]
se function:
Ascending (Sort A to Z) button on the Data Tab. L'Jcm - =1k
1=
2. After your data is sorted by customer, Click the s
Subtotal button in the Outline Group at the end of fﬂ?;‘gg:;
the tab. i —
| |Paid?
3. The Subtotals Dialogue box appears, as Pictured =
|¥| Replace current subtotals
at right. [ | Page break between groups

[V] summary below data

4. Using the picture at right as a guide, At each
change in: Choose customer from the drop down
box.

12]s A 7 C

5. Ensure Count Function is chosen in the Use 1 Techedutainme}wt Ser
function. 2

6. In the "Add Subtotal to:” section have
4 Revenue: Total Service:

Customer Checked. - [s109.700 | 1,621 [
7. Click OK. § 4

8. Click the 2 button on the expand and collapse | 7 Order  Date Customer
- 124, B. C. Co Count
section of the worksheet. 1 _ABC]Co Count
21 vdam, Allan Count
24 Jates Motel Count
27 Bob Smith Count
24 for Dollars Count
35 puter Tech Count
42 oper, Lars Count
46 Dean Don Count
53 Fay Fryer Count
9 Foxx 91 Count
&5 orgy Porgy Count
65 Hard Hat Count

Excel creates subtotals for each time the customer appears in the
list and this is the number of orders we received from the customer.

Remove your subtotals and save your workbook.

FLiF] ] ) ] (] ] ]

rL OO LN A NN AO
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Multiple Subtotals

You may have more than one Subtotal displayed in your data table. We’ll look at having our
Sum, Average, and Count Functions on our previous table.

Greg Creech Excelling at Excel Page 149
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Here’s how to have multiple Subtotals:

1. Open your Track workbook and the Jan tab click in your data area.
Ensure you have no subtotals displayed.

2. Next, sort your data table alphabetically by
customer, Click Subtotals at each change in
Customer and Add a Sum Subtotal to Total as we
accomplished in the previous section. Excel Click Ok
at the subtotal screen and Excel has your subtotals

Wy S @reE £ &=
E5) JJ Aj iJ;| = shoy
e LE LE + == Hide
te What-If Group Ungroup Subtotal
Analysis ~ ¥

Qutline
Subtotal - M

At each change in:

for each account summing the orders for you. il ]
3. As displayed at right, activate your Subtotal pane |

again and keep the At each change in: Customer, Broeros

change the function to Average, and keep the Add ;,l%g}_

|[FIpaid?

subtotal to Total.

4. UNCHECK the Replace current Subtotals and when
you click OK, Excel add the Average Subtotal to your
Sum Subtotal.

5. Notice another level displays as circled below. Click on the level 3
and notice how you can view your subtotals by account with the Sum
and Average functions. Next, click on the level 1 to view your Grand

Totals.

C A B C ] D E F G H [ . !
7 | Order Date Customer Word Excel >werPoi Access Outlook  Total Paid?

[ 8 101 1/2/2012 A.B.C.Co 5 - 5 - 5 $750.00 Yes
] 109 1/4/2012 A.B.C.Co - 7 5 - 5 $850.00 Yes
10 152 1/22/2012 A.B.C.Co - - - 55 - $2,750.00 Yes
11 176 1/8/12012|A.B.C.Co | 5 - 5 - 5 $750.00 Yes
12 184 1/16/2012 A.B.C.Co - 7 5 7 5 $1,200.00 Yes
13 A.B.C. Co Average $1,260.00
14 A.B.C. Co Total $6,300.00
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6. Now, return to your Subtotal Pane and ——
keep the At change in to Customer add Custamer
the Count Function to Customer. e foncion:

Count

7. Click OK and now Excel displays yet Add msital oo

(| Order

["|pate (3
another Subtotal and level. T
|| word .
|| Excel
[ |PowerPaint

| displaying level 4 below. Return to Subtotals and Remove [P Repkace ek sibiofs

All. [7] Page break between groups

Summary below data

[&emove All ] [ OK

A B | C . D E F e H | .
7 | Order Date Customer Word Excel >»werPoi Access Qutlook Total
[ [ % 13 A.B.C.Co Count 5
14 A.B.C.Co Average $1,260.00
- 15 A.B. C. Co Total $6,300.00
[ é 200 ABC Co Count 4
21 ABC Co Average $2,375.00
= 22 ABC Co Total $9,500.00
[ g 25 Adam, Allan Count 2
26 Adam, Allan Average $200.00
[ 27 Adam, Allan Total $400.00
[ g 20 3ates Motel Count 2
31 Bates Motel Average $3,250.00
[=] 32 Bates Motel Total $6,500.00

/7 Write your notes here:
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An Excellent Excel Index

=AVG, 66
=Count, 67
=SUM, 63
=YEAR, 93
3
3-D References, 61
A

Absolute Address, 60

Add Scenario, 88

Autofilter, 21

Automatic Conditional Formatting, 109
Autosum, 63

Autosum Key, 63

Average, 66

Calculation Box, 15

Cell, 10

Cell Referencing, 60

Cell Styles, 31

Clear Button, 38

Collapse Button, 76

Column Headers, 9

Concatenate, 96

Conditional Formatting, 105, 106
Count, 67

Create Names From Selection, 74
Custom Conditional Formatting, 105
Custom Filters, 42

Custom Format, 106

Custom Sort, 50

Custom View, 53

Database, 34
Database, 34

Date Calculations, 92
Date Custom Filters, 44
Define Name, 74
Defined Names, 74
Design Tab, 32

Dialogue Box Launcher, 25

Esc, 16

Escape Key, 16
Expand Button, 76
Expand/Collapse, 128

Field List Pane, 120

Fill Options, 56

Filter, 38

Filter Through A List, 35
Filters And Sorts, 34
Flash Fill, 56, 116
Format As Table, 32
Format Painter, 31
Formula Bar, 9
Formulas, 58, 59

Freeze Panes, 122
Function Arguments, 75
Functions, 63

Functions Keys, 30

H

HLOOKUP, 99
Human Resources Analysis, 138

IFERROR Function, 104
Insert Function Dialogue Box, 75
Insert Slicer, 135

K
Key Tips, 28
L
Loan Calculation Workbook, 69
Lookups, 99
M

Mathematical Operators, 58
Microsoft Office Button, 7
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Minimize The Ribbon, 24
Mixed Address, 60

More Functions, 66
Multiple Filters, 39
Multiple Subtotals, 149

N
Name Box, 9, 71
Name Manager, 73
Number Custom Filters, 42

P

Payment Function, 75
Percent Sign, 70

Pivotchart, 140

Pivotcharts, 118

Pivottable Styles, 123
Pivottables, 118

Pivottables Options Tab, 123
Pivottables Tools, 123

PMT Function, 69

Refresh, 129

Relative Address:, 60
Rename A Worksheet, 14
Report Filter Pages, 131

Resizing Columns And Rows, 14

ROUNDDOWN, 93
Row Headers, 10

S

Sales Tracking Analysis, 119
Scenario Manager, 86
Scenario Summary, 91
Scenario Values, 89
Scrolling Zoom, 16

Select All Button, 9

Show Formulas, 84

Show Report Filter Pages, 132
Show Values As, 137

Slicer, 135

Sort & Filter Group, 38
Sorting, 47

Sorting By Multiple Items, 50
Sorting Command Buttons, 48
Status Bar, 15

Subtotals, 145

Summarize Views By, 137

Text Custom Filter, 43

Text To Columns, 112

Text To Columns For Dates, 114
Text Wrapping, 81

The Ribbon, 8

TODAY(), 92
Toolbar Options, 17
Top 10, 40

U
Undo, 49

\Y)
VLOOKUP, 99, 100

W

What-If Analysis Button, 86
Worksheet Navigation Buttons, 12
Wrap Text, 81

YEAR, 93
Yes/No Filter, 45
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